BCNURSES'
UNION

STEWARD ROLES

ORDERING BCNU PRINT MATERIALS USING PageDNA

Welcome to the online PageDNA - BCNU Printshop Order Process where you can order print materials.

Note: All print items available are the most current versions and have been approved for distribution.

1. Open a web browser such as Chrome or Firefox and log in to your Okta account
by clicking on the icon (top right) and selecting PageDNA - BCNU Printshop

from the drop-down menu, OR by entering becnursesunion.okta.com in the @ Search for an app
browser and clicking on the PageDNA - BCNU Printshop icon. =
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BCNURSES'
UNION

STEWARD ROLES

ORDERING BCNU PRINT MATERIALS USING PageDNA continued

2. You should now be in the BCNU Printshop screen, that shows a Catalog of items listed in the blue box to the left
of your screen. To access print materials, click on the item you would like and a drop-down menu will appear with

available print items to the right of the box.

If you are unsure of the print item name, use the search bar at the top of the catalog
and enter a key word. (Example: caucus, or card, or steward, etc.)

Z

Search

Violence Campaign

You Have Rights - Vielence Cards -

YOUR ORDER
Indigenous Leadership
Circle Caucus Card - 50

Checkout »

What to do - Vislence Poster -
Health Authorities
WL 10 50 f you erpetenc B wolent noders Tha poaer s for
Hpam dmernes

You Have Rights - Vicknce Cards -
Health Authorities
Tris ean prowes informatien BESUL e TGRS 18 new BEaut
hazars n sre worciaon. T can @ dir Meatn Aumontes only

Cost 50.05_
L]

What 1o do - Vielence Poster -
filiates

Wiz do f you sxperante B voient ncident T posier i o
L0 33 3m insapanens
Cest: 50.07

Affiliates

Tt e provnt mRomBon B50.1 o Rt 10 Ko B00uE
Pazants in e workpison. This cand s dor ASiates and

Indugandent Empiciens oniy.
Cost 50.05
1

3. Hereis one example for ordering an item such as the /ndigenous Leadership Circle Caucus Card.
Click on the catalog item Cards and then select Caucus Cards from the drop-down menu.

(search)

Search

I ‘Caucus Cards I

Loty =y

~B

Indigenous Leadership Circle Caucus Card
Tha LG €RUSUS WES SrRIIN 10 BONSH 3 33% 3E3Ce for BCNU
FemEat who kently 31 Indigenous.

Cost: $0.04

LGBTQ Caucus Card
Tre LOBTE cavet wat creaied 1 povice 3 ate 59ace for
BCNU members who dentdy a3 Lesban, Gay, Bisenal
Transgender. Cuter,
Cost: 50.04

YOUR ORDER
Indigenous Leadership

Circle Caucus Card - 40

Checkout »

As you add print items, they will
be listed on the left side of your
screen under YOUR ORDER.

A product description of what
you are ordering is located
under the name of the item.

Workers with Disabilities Caucus Card T bt

The WWD caucuses goal is to provids 3 safe space for
members who seffidentify a5 a person with 2 disability

Cost: $0.04

L]

Add

of the front of the card,
click on the thumbnail.

To see an enlarged image

MOSAIC OF COLOUR

Mosaic of Colour Ca

wxparanons of BONUS dhars mar
Cost 50.04

To see an enlarged
image of the back of
the card, click on the
page selection image.
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BCNURSES'
UNION

STEWARD ROLES

ORDERING BCNU PRINT MATERIALS USING PageDNA continued

4. To order an item, enter the quantity first and then click the Add button. If you want to order more than one item,
repeat the same instructions under each item.

5. After you have selected the items you would like printed, it's now time to Check out.

Catalog:

Search

Violence Campaign

You Have Rights - Vielence Cards -

You Have Rights - Violence Cards -

Health Authorities Afflates
T i This S0l e infeemation BEst S THRE B8 Ene BEaUL IO i b kel TrS s previsus mAonmasen BBEuT he LIS Kns B80T
What to do - Vielence Poster - Riagandi in e wercalace, This cand i for MASTh AuTrtes s What 1o g6 - Violence Postar - P27 In S workelace. Tha sand @ for ASaSes and
YOUR ORDER Health Authorities Cost: 50.05 Adfiliates Indepancent Empioyers oy,
Indigenous Leadershin odad it heten for — 1 | WRNLE 00 o iparance B viounl nodent T goster 4t Cost: $0.05
Hea ko tnee e BSD 0 35 et 06t e ‘E
YOUR ORDER Cost $0.07 Add Cost $0.07
)
u Indigenous Leadership 7 m
Circle Caucus Card - 40 ]
Checkout » To finalize your order, click on the pink Checkout button
on the left side of your screen under YOUR ORDER.
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STEWARD ROLES

ORDERING BCNU PRINT MATERIALS USING PageDNA continued

BCNURSES'
UNION

6. In the Checkout screen, ensure the following fields are filled out correctly for each item: the Quantity, the Shipping
Information, the Need by Date, and the Ship To. Press the Review Order button to review your order.

Please Select Quantities for your ltems:

My Profile |4 (1) | LocLogout email@bcnu.org

Item Qty
Indigenous Leadership Circle Caucus Card Ca rds

Requestor Information:

Your First Name: | First name |

Your Last Name: | Last name |

Your Email Address: |emai|@bcnu.org |

Shipping Information:

Please Select when Job is required by:

Remove Edit

‘-\ If you wish to change your quantity, add

or remove an item, you can do this here.
Remember to click the Update button.

These fields will auto-populate with your

login credentials.

v ﬁdanﬂ production time is 48 Hours
I Standard Flease use Urgant only if job is required within 24 Hours.
Need By Date |08/02/2018 I

Your standard Need by Date will always
be 48 hours ahead, so that the Printroom
has lead time in order to complete your

Standard production time is 48 hours.
Urgent job production time is 24 hours.

If the job is required by a specific time,

print job. I Time Required By: I {
Ship To:
In the Ship To field, select the office you would } Bumnaby Office ¥ —
like the print job to be shipped to or picked up at. Atm; | ‘ :
Street1: 4060 Regent Strest ‘ |
Street 2: | |
City, Province: [Burnaby lBc |
Postal Code: —
Comments:
(optional)

Remember to press the Review Order button. _>

fill out the Time Required By field.

Contact name required.

The address in the Ship To fields will auto-
populate when you select the office of
your choice from the drop-down menu.

The Comments field is optional, but
you can enter specific instructions/
information related to your print job
here for our Printroom staff to know.
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BCNURSES'
UNION

STEWARD ROLES

ORDERING BCNU PRINT MATERIALS USING PageDNA continued

7. In the Review screen, you will see a summary of your print submission, but at this point your order has not yet been
completed. You have to click on the Send Order button for your order to be submitted to the Printroom.

Your order is not yet complete. Following is a summary of your order.
Please verify all information carefully, then click Send Order

Item Qty Cost
Indigenous Leadership Circle Caucus Card 50 Cards -
TPrint Cost: $0.00

(Users will NOT be charged for printing. Print costs shown for informational purposes only).

Address. 4060 Regent Street
Burnaby, BC
VEC 6P5

Item Proofs:

Indigenous Leadership Circle Caucus Card

BCNURSES'
UNION

Stancing o for hoalth care

INDIGENOUS
LEADERSHIP CIRCLE

BCNU Indigenous Leadership Circle
Facebook Group

Remember to press the Send Order button
to complete your order to the Printroom. _’

8. After you have pressed the Send Order button, you will be directed to the Order Received screen, with a summary of
your print submission. You will also receive an email confirmation of your submission.

Congratulations, you have successfully placed a print order through the PageDNA - BCNU Printshop.

Order Received.

Your order has been received.
Order placed for: Name of submitter
Ordered on: 08/01/2018 (mm/dd/yyyy)
Order number: KGSEBO

Please print this page for future reference

An email confirmation has just been sentto  email@bcnu.org.  If you do not receive a confirmation within 30 minutes. you may have provided an incorrect or incomplete email address. This will not affect the

processing of your order.
‘_ You can Start a New Order here.
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