THE UNIVERSITY OF

i SYDNEY FUJI XErox @,)

~YPublishPartner
Staff User Guide

Version 1.1

Staff User Guide Page 1 of 34

Version 1.1



' SYDNEY FUJI XErox @,)

Table of Contents

INEFOTUCTION .. e 3.
Managing YOUr ACCOUNT. ..........uiiiiiiii i 4...
Editing Contact INFOMMALION..........oeiiiiiiiei e e e e e e r e e e e s nnree s 4
YT aE T [T e AN (o T oT TS = 5
SHALIONBIY .. 8.
BUSINESS CAITS. ...ttt et et et ettt e e e aaeeeeaaaaeeaaeaaseaasaaaaaaansnnasaneeneeeessseaseeeeeeeeeeeeenneeeeeaeeaeeeens 8
[ 1V = [0 0T PP PPPEERRP 11
[0 =T [T Lo OO ERPT SRR 14
WIth COMPIIMENTS ...t e e e e e e e e s e e e e e e e e e e e e e e e e nnnnees 17
Product CatalOgUE............ooiiiiii e 20
Course NOte SUDMISSION ....... ..o e 22
PriNt ON DeMANG. ... ... 25
Changing the Print Order of Your Uploaded Documents....................oooooeccec 29,
CheCKING OUL.......oo e 30
PIACING BN OFUEI ...ttt e e e e e e e e e e e e e e bt e e e e e e e sb b e e et e e e e e e nnbe e e e e e e e e snnnees 33
L@ (0 [T o @0 1] L= PSPPSR 33
Staff User Guide Page 2 of 34

Version 1.1



' SYDNEY FUJI XErox @,)

Introduction
The PublishPartnestaff Ste serves all University of Sydneyaff, providing the followingtems

T User account management
1 Stationery

0 Business cards

o Envelopes

0 Letterhead

o With Compliments

1  Product catalogue
T Course note submission
1

Print on demand

This guide will provide all the details on howgerform each of the supported functions of the PublishPaBta#Site.
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Managing Your Account

New users to the PublishPartr&taff Site may need to add details to their accounts that the default logins do not provide.
Staff membersvill 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 Accoumittonto the right of the Logout button

Search Q

& Logout & Account = My Cart | $0.00 @ Checkout

Product catalogue ‘ Course note submission ‘ Print on demand ‘

The My Dashboard page will appear, as shown here:

My Account My Dashboard

+ Account Dashboard
* Address Book

Hello, Jason Lockwood!

+ My Orders
+ My Product Reviews From your My Account Dashboard you have the ability to view a snapshot of your recent account activity and update your
account infermation. Select a link below to view or edit information.
W CART

You have no items in your shopping Account Information

cart.

Contact Information

Jason Lockwood
Jason.Lockwood@aus. fujixerox.com

Address Book Manage Addresses

Default Billing Address Default Shipping Address
You have not set a default billing address. You have not set a default shipping address.
Edit Address Edit Address
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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 Addressewhich allows you to add your billing and shipping addresses, as well as additional addresses you may

wishto ship to.

My Account

Account Dashboard
Address Book

My Orders

My Product Reviews

LR

W CART

You have no items in your shopping
cart.

Address Book

Default Addresses

Additional Address Entries

Default Billing Address

Jason Lockwood

10 George St
Sydney, NSW, 2000
Australia

T. 0212345678

Change Billing Address

Default Shipping Address

Jason Lockwood

10 George St
Sydney, NSW, 2000
Australia

T. 0212345678

Change Shipping Address

Jason Lockwood

15 Pitt St

Sydney, NSw, 2000
Australia

T: 0212346789

Edit Address | Delete Address

FUJI XErox @,)

1 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.

1 You can edinddelge additional addresses, yatu can only editiefault billing and shipping addresses.

1 You will want to exercise some caution when editing your addresses. If you designate an additional address as the
default billing or shipping addre$sor bothi 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:

Address Book

Jason Lockwood

10 George St
Sydney, NSW, 2000
Australia

T: 0212345678

Edit Address

Default Billing Address

Default Shipping Address

Jason Lockwood

10 George St
Sydney, NSW, 2000
Australia

T: 0212345678

Edit Address
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Note that all threeampleaddresses appeariasrigure4. You canelect to designate an additional address as either the

default billing or shipping address, as shown below:

First Name*

Jason

Company

Telephone¥*

0212346789

Address

Street Address*

15 Pitt 5t

City*
Sydney
Zip/Postal Code*
2000

~| Use as my default billing address

Use as my default shipping address

Contact Information

Last Name*

Lockwood

Fax

State/Province*

NSW

Country*

Australia E

The address that

Address Entries list.

youdve

now designated as the

Address Book

Default Addresses Additional Address Entries

Default Billing Address

Jason Lockwood

10 George St
Sydney, NSW, 2000
Australia

T: 0212345678

Change Billing Address

You have no additional address entries in your address book.

Default Shipping Address

Jason Lockwood

15 Pitt St

Sydney, NSW, 2000
Australia

T: 0212346789

Change Shipping Address
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If you want to designatihe originaladdresss the default shipping address again, clickGhange Billing Addresink and

tick Use as my default shipping addres€lick Savewh en youére finished.

Street Address*

10 George St

City* State/Province*
Sydney NSW
Zip/Postal Code* Country*
Australia a

2000

D
q Use as my default shipping address
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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

stationentype.

Business cards

Click the Stationery dropdown list and sele@usiness cards

Home ‘ Stationery v ’ Product catalogue ‘

= Business cards

« Envelopes

+ Letterhead

« With Compliments

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

Business card standard, single-sided © View product
(box of 250)

$60.00 Q

As low as: $53.70

PhD business card, double-sided (box © View product
of 250
$88.12 J

As low as: $81.82

The University of Sydney Business © View product
School business card, double-sided

(box of 250)

$88.12
As low as: $81.82

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

business cards. You can either chidlew product to get more information, or simply cliéRrder Now to begin

customising your business cards.

Staff User Guide

Version 1.1

Page 8 of 34



THE UNIVERSITY OF

wiy SYDNEY

1. Product Details

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

< Back

Product Details

Continue

‘charge will apaly)

_ SR g
ugo SYDNEY
Or AdamSmitn
Page 1
Pricing Table
Pricing Element Option 1 Unit 2 Units 4 Units 8 Units
Base $60.00 s11279 s218.38 542058
Standard (5 warking days from
Tumaround Time $0.00 $0.00 $0.00 5000
PublishPartner approval)
Expross (3 working days from
PublishPartner approval. An express. 52813 $56.25 $112.50 $5225.00

Prices are in AUD, for total number of Boxes (1 Box = 250 cards). Prices do not include tax.
Order Quantity: Maximum 8

close

Click Continue to begin customising your business cards.

2. Customise

FUJI XErox @,)

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

separatgage

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

Address Details Contact Details

Need Help?

Honorifics & Professor s
Name* & John Smith
Postnominal W MBA

Position* @ Administration Officer

i SYDNEY

Professor John Smith MBA

Adminsirsticn Officer

Facuity, Centre or Area
Rm 00, L1l 00. Bulding Name CODE
The University of Sydney. NSW 2006 Australia

T 461299099909 F +
E namegsydney.edu.au
sydney.edu.au

F 461209909999 M 9999 999999

Page 1

Refresh Preview

Your Details

Need Help?

Faculty, centre or area* Tne University of Sydney Business School
v

Contact Details

Address 1+ & 10 George Street

Address 2 / City+ &  The University of Sydney
State+ & NSW s

Post Code* & 2006

[o1| e universiTy oF

T4
E nama@sydneyed.
sydney.edu.au

wio SYDNEY

Professor John Smith MBA
Adminitration Officer

ity of Sydney Business School
troat

ity of Sydney NSW 2006 Australia
9099999 F+612G9909999 M 9999 999909

au

Refresh Preview

Page 1
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Your Details Address Details

Need Help?

Telephone W 9999 9999
R nsvnversyor
Fax @ aqo’ SYDNEY
Mobile & 9999 999 999 Smith e
Email Prefix* & Iahn.smith
i Asydney.ed a o
Email Domain* & @sydney.edu.au Eomanimos

Page 1

Refresh Preview

FUJI XErox @,)

As youenter information, you can clidRefresh Previewto get a reatime preview ofyour 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:

Back

Finalise Your Order

Quantity: 1Unit 3] Boxes (1 Box = 250 cards)

Turnaround Time*

Standard (5 working days from PublishPartner approval)
Express (3 working days from PublishPartner approval. An express charge will apply)

Faculty / Portfolio* The University of Sydney Business Sch| ¢

Comments &

Total Quantity: 1 Box
Fixed Price: $0.00 AUD
Price Per Box: $60.00 AUD
Total Price: $60.00 AUD
Recalculate

Add to Cart

close

Be sureto scroll to the bottorof the screen to preview a proof of your
business card. TicRroof is approvedbefore clickingAdd to Cart.
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Envelopes

Click the Stationery dropdown list and sele&nvelopes

b
e ___

= Envelopes
« Letterhead

, = With Compliments

On the Envelopes page, there are four typeslable for purchase:

Envelope C4 © View product

As low as:  $74.00

Envelope C5

$120.00
As low 2s: $32.00

@ View product

© View product

$85.00 ORDER NOW
As low as: $20.00

Envelope DLX @ View product

Slon
As low as:  $20.00

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

C4. You can either clickiew product to get more information, or simply clicRrder 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:

Back

Product Details

_ Salomey ki
(=B e
Page 1
Pricing Table
‘ Pricing Element Option 1 Unit 2 Units 4 Units 10 Units ‘
= o e w50 o |

Prices are in AUD, for total number of Baxes (1 Box = 500 Ttems). Prices do not include tax.

Order Quantity: Maximum 10

close

Click Continue to begin customising your envelopes.

2. Customise

FUJI XErox @,)

There are two customisation steffeur Details and Address Details. Each appears on a separate page.

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

Address Details

Need Help?

Honorifics & Professor —
Name* & John Smith
Postnominal @ MBA
Position* & Administration Officer
Page 1
Refresh Preview
Your Details
Faculty, centre or area* e University of Sydney Business School -
v B s o
Address 1* & 12 George St
Address 2 / City* &  The University of Sydney
Statex & NSW R
Post Code* & 2006
Page 1

Refresh Preview

As you enter information, you can cli€efresh Previewto get a reatime preview ofyour envelope
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3. Finalise

On the last page, select the number of units you would like to order (1 unit = 1 B@Gefvelopey the
Envelope Type, the Envelope Window, the Seal gpe the Faculty/Portfolio, as shown below:

Be sure to scroll tthe bottonmof the screen to preview a proof of your

Quantity: 1Unit |3
Envelope Type*

Pocket Wallet

Envelope Window*

Plain Face Window

Seal*

Peel and Seal Lick and Stick

Boxes (1 Box = 500 Items)

Faculty / Portfolio* The University of Sydney Business Sch| 4

envelope Tick Proof is approvedbefore clickingAdd to Cart.
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Letterhead

Click the Stationery dropdown list and seletietterhead:

Home ‘ Stationery v ‘ Product catalogue

« Business cards

= Envelopes

« Letterhead

= With Compliments

R ———— -
T

On theLetterheadbage, therés a single typavailable for purchase:

You can either click/iew product to get more information, or simply clicBrder Now to begin customising your

Letterhead

Staff User Guide
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1. Product Details

The opening page contains complete product details, including ppeimgnit
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Back

Product Details

T

Pricing Table

Page 1

‘ Pricing Element

Option 1 Unit

2 Units

Base

$105.00

$135.00

Prices are in AUD, for total number of Packs (1 Pack = 500 Letterheads). Prices do not include tax
Order Quantity: Maximum 2

close

Click Continue to begin customising youetterhead

2. Customise

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

separate page.

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