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Introduction

The Virtual Stationery application allows companies to use electronic PDFs instead of hardcopy
pre-printed stationery, without having to change the way they currently print.

Whilst we have done everything possible to ensure that Virtual Stationery reliably replicates the
expected behaviour of pre-printed stationery, the nature of the technology means that there are
some considerations to be noted. We have therefore created a separate document called “What
to Expect” which describes |the expected behaviour along with any related considerations.

Pre-requisites

In order to use VIRTUAL STATIONERY, your IT department must have installed the software,
configured the Virtual Stationery, made special Shared Printer drivers available to you and finally

setup your Target printer

Virtual Stationery

They will have assigned up to five Virtual Stationery PDFs to each of the trays available from your
printer driver. They may have provided you with a web link to view these —it will look something
like this.. http://ppvs:8080/ppindex

If you enter the URL you will see a screen which looks like this, except that you may see an
image of the stationery assigned to each tray ...
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http://ppvs:8080/SetVS

VIRTUAL TRAY ASSIGNMENT

TRAY 1 PHYsiCAL TRAY  Default B TRAY 2 FHYSICALTRAY  Default B TRAY 3 FHYSICAL TRAY  Default

LooK REMOVE STATIONERY LOOK REMOVE STATIONERY LOOK REMOVE STATIONERY

sRINTSHOP :
Configuration @ AL x‘
Language:

English

Username: USER_TEST_1

Browser... Browser...
Target Printer

Default Demo POF output H

TRAY 4 PHYSICALTRAY  Default E| TRAY 5 FPHYSICALTRAY  Defaukt B

LOOK REMOVE STATIONERY LOOK REMOVE STATIONERY

If you didn’t get a link, you can check which trays are assigned to which PDF by asking your IT
department.

Shared Printer Drivers

If you have been granted access to use the Virtual Stationery applications, then you will have one
or two printer drivers available to you.

PlanetPress printer: This driver is designed for the all other printers and will allow you to select
up to 5 printer trays — 1, 2, 3,4 and 5

Target Printer

No-matter which Shared driver you use, your output will always be sent to the Target Printer
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Once your software has been installed and configured by your IT department, using VIRTUAL
STATIONERY is very simple. You open up your document; select your driver; configure your
trays and print.

When you print, VIRTUAL STATIONERY will match your requested trays against the assigned
Virtual Trays and your print output will be generated accordingly.

Printing from MS Word to PlanetPress printer using driver properties

1) Make sure you have selected the correct printer..

Printer

Hame: 2 PlanetPress Prinker
Status: F‘aLIISE . ) ) Find Printer. ..
Tvpe: Objectif Lune Printer Driver (PS)

where: LPTL: [ erint ko file
Comment: [ Marual duplex
Page range Copies

@ all Mumber of copies: l:l
O Current page

() Pages: | | Callate
Enter page numbers andjor page ranges

separated by commas. For example, 1,3,5-12

Print what: |Document v | Zoom

Prink: |AII pages in range A | e PET Al pag
Scale bo paper size: | pp Sraling “~

o (o=

2) Click on the Properties button
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%" PlanetPress Printer Document Properties

Layout | Paper/CQuality |

Tray Selection

Faper Source: | Automatically Select

Calor

() Black % \White () Calor

0K H Cancel ]

3) Select a printer paper source for the job.
Note: VIRTUAL STATIONERY only works with 1to 5
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Printer

Tdame: Q FlanetPress Printer ' | [ Properties ]
Skatus: PaL.ISB. ) . Find Prirter...
Type: Obijectif Lune Printer Driver (PS)
where: . . —
Camme %" PlanetPress Printer, Document Properties
Page ra Iﬂl Paper/Quality |
@ all
@@ Tray Selection
) Paoq Paper Source: Automatically Select w
Enter p Automatically Select
separat Colar Plair
Print vahg g
Prink: 4
g
g
7
- g
Opkion: g3
10
1
12
13
14

‘ ]

M anual Feed

[ Ok ][ Cancel ]

4) Click OK to close the properties and then click OK to print your job.
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Printing from MS Word to PlanetPress printer using Page Setup

1) Make sure you have selected the correct printer..

Printer
Marne:

Status: Pagse . _ . Fird Printer..
Type! Objectif Lune Printer Driver (FS)

where: LPTL: [ erint ko file
Comment: [ Marual duplex
Page range Copies

@ all Mumber of copies: l:l
O Current page

() Pages: | | @ @ Callate
Enter page numbers andjor page ranges

separated by commas. For example, 1,3,5-12

Prink wahat; |Document A | Zoom

Prink: |AII pages in range A | e PET Al pag
Scale bo paper size: | pp Sraling “~

Options, .. [ QF ] [ Close ]

2) Open up Page Setup from MS Word and set the paper trays for each page or section as
required.
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Page Setup

Margins

Paper size:

G| Layout

|ad v

Paper source

First page: Cther pages:

Plain A~ Plain

| >

Ly I SR SV N e
O L o

£

Preview
Apply kot
|Whole docurnent W |

Print Options...
Default. .. o]

E

l [ Cancel

3) Click OK and then Print your document as normal — there is no need to select the driver
Properties to setup the paper trays because Page Setup over-rides the driver.
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