Placing PTC Online Work Request

Placing PTC online Work Request requires MS Internet Explorer or Netscape Communication
4.7 or above. To do so, please do the following steps:

1 Go to: “http://ptcwork/request” or PTC web site to place online work request.

2  Login the “User Project System” with your ITSC Network Account.

User Project System

Password I TN

3 Select area of service

3.1 Click AV, Design, Photo or “All other Printing Services”. If your request involves
multi-service areas, select either area you prefer;

3.2 Click “Course Pack Copying” if your printing request requires HKRRLS copyrights
clearance. (Please refer to “Course Pack Copying workflow™)

KR TR
g Publishing Technology Center
User Project System

Lagin User: Main Menu | Help | Logout

Online Work Request

Flease select service area:
b & Production

b Design & Multimedia
¥ Photo Imaging
¥ Printing

* Course Pack Copying (visit Course Pack webzife for details)
= ALL other Printing Services

Current 1nbs
Past Jobs

v -

4 Accept the “Notes to users”

Pibloning Tochnology
1t
Online Work Request System 9 Technology Center

Main Menu | Note to users | Help | Logout

MNotes to users

. . |

1. Users are responsible for all copyright clearance. Written consent from the <>

copyright holder will normally be required before any duplication, conversion, —
printing and graphic production request can be accepted.

2. Both service and material charges are included in the PTC Price List. While material
charges are based on actual consurnable cost or subcantract price including onsite
consultants and service providers, the service charges (see PTC service charge
schedule listed below) are benchrmarked with the market price®, These charges will
be revised according to the market situation from time to time.

. PTC will send formal quotation to users when the service and material charges of a
job exceed HK$1,000. Departrnent Head or designated budget contraller has to sign
the quotation to indicate their acceptance of the price befare any job can be
handled.

4. If the charges are going to exceed mare than 15% of the original signed quatation

for any reason, work on the request will cease until the user is alerted an
accepted the change of charges. The quotation will be revised if T are major

w
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5.2

5.3

Fill the Online Work Request Form

account;

Change the “Payee Dept” if the charges should be billed to other department;

Click “Multiple Account” if the PTC charges should be settled by more than one

Fill the “On behalf of” and relevant “ITSC Network A/c” if the job is placed on

someone’s behalf. This will enable the request also viewable in his/her PTC Job List

(Refer to “Using PTC Job List”). Add more viewers if necessary.

H R $3 it = o
Publishing Technology Center

Online Work Request

Main Menu | Maote ta u | Help | Logout

Request for Design & Multimedia Service

User Dept ABC @Acmunt Code|123—45—6?—890 @

Requeste ITSC Metwork Afc user Ext|1234 | Fax|56?8 |

on ITSC The afc holder will be able to view this job
Metwork A/fc online, CLICK HERE to add more wiewers,

(if applicable)

Datz  08/01/2005 Date required (D/MA) | ¥ [~ [ [ ¥]
oesigl'l & Mu'ﬂﬂ‘ledia Sof Job Category claimed by user
Description* Job Category refers to PTC's inhouse
e serwice rate, [tis determined by vour
Designing a book cover Job Nature. Fill in the boues below if
wou'te not sure about vour Job Categary,
[Mare details) YES NO
UGS Funded Il

For Teaching & Research
Central & departrmental D
publications and publicity

Cost Recavery I:‘
For PTC Staff only -
size ] Flat: | -Please Select- VlOthers: | Print Media:
Ealldkzdl |A4 VlOthers: | L] Poster
1 Publication
| | [ Leaflet
Cover Faper: o
P [ Advertisernent
Color: |-Please Select- | Others: | [] Folder/Insert
Finishing:  Side-a | -Please Select- | [ Inwitation
Side-B | -Please Select- v/ [] Exhibition
|Others: | [] Banner/Backdrop
Inside Pages Electronic Media:
Paper: | | 1 website
Color: |-Please Select- % | Others: | [] weh Banner/Graphics
Finishing: | -Please Select- v| [] cD-Rorn Design
|Others: | [] PowerPaint

Mo of Page (include 4pp cover page) I:I [ others
Binding |-Flease Select- w Foldingl -Flease Select- V| |

Quantity | |

*Required Fields

Reset

ail your Draft Request content to colleagueis
cc yourself

Save & Send Draft

Ernafl your PTC Work Request to the Anuthorized Person,
Seek Endorsement Eg Head of Dept or Budget Contraller,

Submit Request wou are the Authorised Person of PTC wWork Request,




6 Save and send the draft request

6.1

6.2

6.3

Select “Save/Send Draft” for future action and share it with colleagues. Fill in the
email window and click “send”;

!geqmu

Reset
Ernat) your Draft Request content to colleague/s
Save & Send Draft I 2 vourself

Erail your PTC Work Request to the Anuthorised Person.
Eq Head of Dept or Budget Contrallzr

seek Endorsement

Submit[Request I If vyou are the Authorised Person of PTC Work Request,

\' UBL of Draft Request {Llick to see more detail} |
The Draft Regu=st wil be removed from the system 0& days after its last update
2 1

Email the Draft of PTC Worly Request

Fr: User (user@ust.hk)
Ta: (Use ITSC email A/C and cormma [,] to separate addresseas)

|supervisor | @ust.hk

Cce: (Use ITSC email A/C and comrma [L] to separate addressees]

|userJ colleagues |@ust.hk

Subject:

|Designing a book cover |

Email Body

Dear Supervisor, ad

My request for designing a book cover for vour reference. Please phone

rne if you have any suggestion. I'll update the request accordingly.

Thanks| =

User =
~

[ Cancel [ Send _]

Only you and your colleagues will receive the email containing details of your draft
request and the request’s URL. It can be accessed by the Online Project Viewer
using the ITSC Network Account;

|hjnt| Designing a book cover MJ'
From: User suserdusthk= s
Date: Fri, Juna 25, 2004 10:02 am
To: supensordust.hk o = =
o user@usthk Online Project Viewer
Prionty. Nommal

Dear Supenisor, e [

By request for designing a book cover for your reference, Please phone me if you have any suggestion, 11 Passwiord [ -!ﬁﬂ'
update tha raquast secondingly

Thanks
Usiiar
Draft Request for Design & Multimedia Service

Date required:
Accuunt Code: 123-45-07-890

a. Colleagues login to view your request form.

Description: Designing a buok cover

specification:  size
Flati A3
Fold: 44

Cover

Paper: 170 gsm art paper
Color: 4C + 2C

Finishing: Side-4: Matt-Varnish
Side-l: Matt Varnish

Quantity: 2500

e Dgpiadinig 28

No PTC Work Request is placed. No record will be shown in your PTC Job List and
no PTC staff will be informed at this stage. You can modify the request later.
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Seek endorsement

7.1

7.2

7.3

When the request details are confirmed, select “Seek Endorsement” if you are not
the budget controller. Fill the email box and “Send” the request to the budget
controller. When this is done, only the budget controller can modify the request.

/l

*Required Fields

Reset

Ernail your Draft Request content to colleaguefs
Save & Send Draft | -7 vourself

ErnaiNyour PTC Work Request to the Anuthorized Person,
Seek Endorsement | E ad of Dept or Budget Contrallar,

Submit Req t | If vou are the Authaorised Person of PTC Work Request,

Seek Endorsement for the P‘;'C wWork Request

Fr: User (user@ust.hk)

To: (Type OME Authorized Perzon's ITSC AFSC)

hudget cantroller @ust.hk

Cc: User {user@ust.hk),

Printshop (printingg@ust hk) £

Subject: [Job Number] Seek Endorsement:

Caourge Pack Printing Regquest far BICHOO1 {recommended)

Message:

I wish to rmake a PTC Work Request with details as below, Please click
"Approve” to endaorse online.

aAdditional Message: (optional)

The course instructar has signad the HKRRLS Licensed Materials Form,

[Request details, Job URL & “Approve"” button]

cancel (T Send)

You will receive a cc copy of your seek endorsement email with a unique PTC Job
Number as part of the email subject. Example:

User

[G10269] Seek Endorsement: Designing a book cover

Your request will automatically appear in your PTC Job List. It will also appear in
the PTC Job List of the budget controller and all colleagues mentioned in 5.3.

" i HE 20
@ Publishing Technology Center

08 f12 f 04 {Wednesday)

User
1isthy Date Pariod From To Listhy Service Area Jok Mo
{Date In -1 il-- =il = - =i = =i Be b [ service Ares -1 Go |
- | (Y -- =] -- U - | -- (] - [ |- | ]
Date In Job No / R ted R t Handled Date Description Progress Completion  Delivery
Information By Status By Required Date Date
05/12/04  A12345 User Waiting 25/02/05  vidao shooting for
Colleagus RERFERE 2 Seminar
Superuisar
04/12/04 G102€T User Waiting Z0/02/05 Design a poster
Depthead Endorsement
03/12/04 P34567 e Tdorsed & 20/01/05 Photo-taking for a
Superuisar Waiting Conferance
Depthead Acceptance
0212/04 R45678 User Accepted Kenny 20/01/05 Printing for In
examination paper Progress
<< first = prev
Page |1 =i of 1
RED

Billing
Status
Mil
wil

il

Hil

next = last ==

Export to MS Word [Current Page v] | Export |
=l




8 Endorsement through email

8.1 Upon receiving your seek endorsement email as example below, the budget
controller can click “Approve” and then “Confirm” in the pop-up windows to
complete the endorsing process;

8.2 Both the PTC staff and you will receive an endorsement email with subject as:

[G10269] Endorsed: Designing a book cover

Subject: [G10269] Seek Endorsement: Designing a book cover *
From: User <user@ust.hk> Add
Date: Tue, June 15, 2004 11:52 am
To: depthead@ust.hk
Cc: User <user@ust.hk>, PTC Staff < ptestaff@ust.hk>
Priotity: Normal

Please enter your [TSC email password ta confirm.

user Name

o

I'wish to make a PTC Work Request with details as below. Please click "4 endorse online.

Please let me know if you need further infarmation.
a. Budget controller enters
User

Approve

PTC Job No: G10269
Request for Design & Multimedia Service

Date required:

Your endorsement of G10269 is successfull

Account Code:

Description: Designing a book cover
Specification: Size
Fold: A4
Cover b. A successful confirmation.ITSC password.

Paper: 160gsm art paper
Colar: 4C + 2C
Finishing: Side-A: Matt Warnish

Job URL of G10269 (Click to see more detail)
Dovvnload this &= & file

[e¢]

.3 | Alternatively, the budget controller can click the Job URL to access the request
form. Modify the request content, then click “Save Change & Approve” to complete
the process. In this case, the subject of the endorsement email will become:

[G10269] Endorsed with modification: Designing a book cover

/‘r//|0thers:

Inside Pages

Electronic Media:
paper: | | ovee—

L] EdiiEr Bdukurup

Calor: |-Please Select- VIOthers: | [ web Banner/Graphics
Finishing: |-Please Select- V| [] ch-Rom Design
|Others: | [] PawerPaint

No of Page (include 4pp cover page) l:l [] others
Binding | -Please Select- Folding | -Please Select- w |

Quantity | |

» Job Details AW | Design | Photo | Printing
» Attachment

*Reaquired Fields

Reset Approve I

jasigan Save Change & Approve




9 Endorsement through PTC Job List

9.1 As mentioned in 7.3, the PTC work request seeking endorsement will appear in the
budget controller’s PTC Job List with request status as “Waiting Endorsement” and
hyperlinked;

@ 1 2 40
Publishing Technology Center
Depthead
10/01/05 (Monday)
list by Dale Perind From To list by Semvice Area 3ok No
[os=1n = | S| | e e e e | T B T e s | o |
Date In Job No / Requested Request Handled Date Description Progress tompletion Delivery Billing
Information By Status By Required Date Date Status
08/01/05  G10263 User 20/02/05 Designing a book cover il
Depthead
03/12/04  p3aser User 20/01/05  Bhots-taking for a Hil
Supervisor Waiting Conference
Depthead Acceptance
14/11/04 R12345 Depthasd Acceptad Printshop  20/11/04 Printing of proceading  Completad 16/11/04 18/12/04 In
Progress
<< first < prav _ next = last ==
Page |1 x| of 1
RED Export to MS Word |currentPage v| Export |
9.2 The budget controller can click “Waiting Endorsement” to access the request form
and complete the endorsement process as mentioned in 7.3;
9.3 Once endorsement is made, email will be sent as mentioned in 8.2 and 8.3. The

“Waiting Endorsement” status will become “Endorsed and Waiting Acceptance”.
(Once request is endorsed, only PTC staff can modify the request content).

10 Submit request directly

10.1 If you are the budget controller, click “Submit Request” to email your request;

/(

*Required Fields
Reset

Ernail your Draft Request content to colleagueds
Save & Send Draft | and cc yourself

Email your PTC Work Request ta the Anuthorised Person.
Seek Endorsement | Eg Head of Dept or Budget Controller,

Submit Request | If yoware the Authorised Person of PTC wWork Request,

Email the PTC Work Request

Fr: User (user@ust.hk}

To:

Mike FOK (ptrnike@ust.hk) w

Cc: (Use ITSC email A/C and comra [L] to separate addreszess]
@ust.hk

Subject: [Job Number] Seek Endorsement:

Designing a book caver {recommended)

Ernail Body

I wish to make a PTC Work Request for: Designing a book cover

Please click below to see the job details for your confirmation.

User

[URL of the Wworl: Request details]

Cancel ][ Send ]
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12

10.2

10.3

You will receive a cc copy of your job request email with a unique PTC Job Number

as part of the email subject. Examples:

[G10269] Request: Designing a book cover

Your request will also appear in your PTC Job List with request status as “Waiting

Acceptance”.

Accept a Work Request

11.1 Upon receiving the endorsement email or job request email, the PTC staff will
notify his/her acceptance to you (the requester) through an acceptance email with

11.2

subject as below:

[G10269] Accepted: Designing a book cover

Once accepted, the “Waiting Acceptance” or “Endorsed and Waiting Acceptance
status in the PTC Job List will become “Accepted”. Job will commence after this

stage.

The Online Back-Charge Report

12.1 All completed jobs that are chargeable will be listed as attachment in an email sent

to your IDLPs every month.

PTC WORK REQUEST FOR THE MONTH OF June 2004
(Jobs closed between 15 May 2004 to 7 Jun 2004)

Account Code Job No. Job Description Service Material Total
Charge Charge Charges
123-4567-59101112 10128 Adapt backdrop cover to 0.00 0.00 0.00
JABPC pragram booklet
cover
123-4567-59101112 MO7112 S70.00 10.00 580.00
123-4567-59101112 MO7099 Digitialize Widea Tapes into 500,00 100.00 &600.00
Ve (Mpeag 1)
123-4567-59101112 MO7094 IEMBEA Graduation 1,440.00 1,600.00 3,040.00
Carernony & Dinner DVD
123-4567-59101112 MOG996 VWideo Production for IEMBA 1,680.00 0.00 1,680.00
Graduation
VoFne7 Video recording, DV aditing 4,840.00 20.00 4,920.00
and video shooting service
for IEMBA Graduation
123-4567-89101112 G1014% Banner for EMBA 420.00 1,800.00 2,220.00
123-4567-59101112 MO707S Cne set of WCDs and DVDs= 0.00 765.00 765.00
of teams' presentation in
the Citigroup International
Caze Competition 2003
123-4567-59101112 WO7137 WCDite DVD 1,1z20.00 §0.00 1,200.00
123-4567-59101112 VO71e4 700.00 5.00 705.00
123-4567-59101112 WO7123 Hast 9 RP media dip an 280.00 0.00 280,00
PTC zerver as teaching
rnaterial
123-4567-59101112 V07092 Wideo tape duplicate 280.00 5.00 285.00
123-4567-59101112 MO7103 Cuplicates of CDs 0.00 1,360.00 1,360.00
Dept Total: 17,317.50 24,636.60 41,954.10
Details of PTC Production Charges for the Month of June 2004
Description: ¥ideo Production for IEMBA Graduation
Requested by: Staff UST / Email: user@ust.hk / Account Code: 123-4567-59101112
Date In: 29 Oct 2003 / Date required: 7 Dec 2003 / Date completed: 14 Jan 2004
Service and Material Charges
AY Production: Category: 3
Location + 1 cam + simple & &L - (2} 1,680.00 0.00 2,400.00
DWCAM/Betacamshr
1,680.00 0.00 2,400.00
Grand Total 1,680.00

Job URL of ¥06996 {Click to see more detail)




