
Copy-Plus Document Preparation and Delivery Service for Teachers
Online Submission of Documents 
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•	 Use username and password to access 
Google form from Copy-Plus website

•	 Fill out form; attach file(s); Submit
•	 Receive confirmation email from Copy-Plus

Receives, logs,  
and distributes to  
production group

Prints, packages, and 
labels for delivery

Receives  
documents as 

requested  
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Subprocess—Denotes tasks conducted by 
	 other department(s)


