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Introduction  
The PublishPartner Staff Site serves all University of Sydney staff, providing the following items: 

 

¶ User account management 

¶ Stationery 

o Business cards 

o Envelopes  

o Letterhead 

o With Compliments 

¶ Product catalogue 

¶ Course note submission 

¶ Print on demand 

 

This guide will provide all the details on how to perform each of the supported functions of the PublishPartner Staff Site. 
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Managing Your Account 

New users to the PublishPartner Staff Site may need to add details to their accounts that the default logins do not provide. 

Staff members will need to supply information such as contact details and addresses for both billing and shipping. 

Following are the details on how to manage a user account for PublishPartner. 

Editing Contact Information 

To edit your contact information, click the Account button to the right of the Logout button. 

 
 

The My Dashboard page will appear, as shown here: 
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Managing Addresses 

There are a few ways you can manage your addresses within PublishPartner. You can either elect to manage them via 

Manage Addresses, which allows you to add your billing and shipping addresses, as well as additional addresses you may 

wish to ship to. 

 
¶ Note in the above image that there is only one default billing and one default shipping address. You can also add 

additional addresses if you wish to send materials to addresses other than your default shipping address. 

¶ You can edit and delete additional addresses, but you can only edit default billing and shipping addresses. 

¶ You will want to exercise some caution when editing your addresses. If you designate an additional address as the 

default billing or shipping address ï or both ï you will notice that the additional address no longer appears under 

the Additional Address Entries heading. 

In the following example, both the billing and shipping address are identical: 
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Note that all three sample addresses appear as in Figure 4. You can elect to designate an additional address as either the 

default billing or shipping address, as shown below: 

 

 
 

The address that youôve now designated as the default billing or shipping address will no longer appear in the Additional 

Address Entries list. 
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If you want to designate the original address as the default shipping address again, click the Change Billing Address link and 

tick Use as my default shipping address. Click Save when youôre finished. 
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Stationery 

There are four types of stationery available on the PublishPartner Staff site: Business cards, Envelopes, Letterhead and With 

compliments. Each requires customisation as part of the ordering process. This section will present the details of each 

stationery type. 

 

Business cards 

Click the Stationery dropdown list and select Business cards: 

 

 

 

 

 

 

On the Business cards page, there are three types available for purchase: 

 

 

 

 

 

 

 

 

 

 

Each type has different customisation requirements, but for the purposes of these instructions, we will focus on the standard 

business cards. You can either click View product to get more information, or simply click Order Now to begin 

customising your business cards. 

  



 

Staff User Guide  

Version 1.1 

Page 9 of 34  

 

1. Product Details 

The opening page contains complete product details, including pricing and turnaround time:  

 

 

 

 

 

 

 

 

 

 

 

 

Click Continue to begin customising your business cards. 

2. Customise 

There are three customisation steps: Your Details, Address Details and Contact Details. Each appears on a 

separate page. 

Click Next to move to each subsequent screen in the customisation process:  
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As you enter information, you can click Refresh Preview to get a real-time preview of your business card. 

3. Finalise 

On the last page, select the number of units you would like to order (1 unit = 1 box of 250 business cards), the 

Turnaround Time and the Faculty/Portfolio, as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 
Be sure to scroll to the bottom of the screen to preview a proof of your 

business card. Tick Proof is approved before clicking Add to Cart . 
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Envelopes 

Click the Stationery dropdown list and select Envelopes: 

 

 

 

 

 

 

 

On the Envelopes page, there are four types available for purchase: 

 

 

 

 

 

 

 

 

 

 

 

Each type has different customisation requirements, but for the purposes of these instructions, we will focus on Envelope 

C4. You can either click View product to get more information, or simply click Order Now to begin customising your 

envelopes. 
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1. Product Details 

The opening page contains complete product details, including pricing by number of units:  

 

 

 

 

 

 

 

 

 

 

 

 

Click Continue to begin customising your envelopes. 

2. Customise 

There are two customisation steps: Your Details and Address Details. Each appears on a separate page. 

Click Next to move to each subsequent screen in the customisation process:  

 

 

 

 

 

 

 

 

 

 

 

 

 

As you enter information, you can click Refresh Preview to get a real-time preview of your envelope. 
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3. Finalise 

On the last page, select the number of units you would like to order (1 unit = 1 box of 500 envelopes), the 

Envelope Type, the Envelope Window, the Seal type and the Faculty/Portfolio, as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 
Be sure to scroll to the bottom of the screen to preview a proof of your 

envelope. Tick Proof is approved before clicking Add to Cart . 
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Letterhead 

Click the Stationery dropdown list and select Letterhead: 

 

 

 

 

 

 

On the Letterhead page, there is a single type available for purchase: 

 

 

 

 

You can either click View product to get more information, or simply click Order Now to begin customising your 

Letterhead. 

  



 

Staff User Guide  

Version 1.1 

Page 15 of 34  

 

1. Product Details 

The opening page contains complete product details, including pricing per unit:  

 

 

 

 

 

 

 

 

 

 

 

 

Click Continue to begin customising your letterhead. 

2. Customise 

There are three customisation steps: Your Details, Address Details and Contact Details. Each appears on a 

separate page. 

Click Next to move to each subsequent screen in the customisation process:  

 

 

 

 

 

 

 

 

  






















