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DIGITAL PRINT PARTNERSHIP

Joining the Digital Print Partnership

To join the Digital Print Partnership, you must first set up your account online. Setting you up
on the system is FREE. All you need to do is fill in the ‘Open Account’ form on
www.digitalprintpartnership.com/join_us and we’ll email you back with your logon details.

Logon
To access the Digital Print Partnership, go to www.digitalprintpartnership.com and enter

your email address and password and click the ‘Logon’ button. Please note that if you enter
your password incorrectly four times, your logon will be disabled. To re-enable your logon,
please contact the DPP on 0207 631 8652.

Choose Category
Once you logon, the main menu page will display. To order a print item click on the required

category icon. There are seven categories to choose from, they are:

* Brochures: A Brochure is a single or double sided document folded and trimmed.
* Leaflets: A Leaflet is a single or double sided document trimmed with no fold.

* Postcards: A Postcard is a single or double sided document trimmed with no
fold.

* Bound Documents: A Bound document is a multi page document to be folded,
trimmed and bound.

* Stationery: Letterhead or Compliment Slip.

* Business Cards: Choose from four sizes of business cards.

* Large Format: Choose from a large range of large format sizes.
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Select Print Options

Once you select your category, you will be presented with a range of print options that you
can choose from. The print options include page size, orientation, paper type, paper
weight’s, finishing options and lamination requirements. Each category will display different
print options specific to that category.

Choose the options you require for your print job and click the ‘Proceed’ button.

PDF Delivery Option

Next you need to choose the method to deliver your print files to us. The quickest way is to
upload your PDF(s) on the system, as we will process them immediately. The options
available are:

Upload PDF(s)
We only accept PDF files to be uploaded to us. You can upload a single PDF file, or if your job
is split into multiple PDFs, you can upload these separately.

Once you select ‘Single’ or ‘Multiple’ PDF file upload, click on the ‘Document’ name listed in
the upload box, then click the UPLOAD button. You will be asked to browse to locate the
PDF on your computer. Documents marked with an *asterisk are required to be uploaded.

(Please ensure that your PDF(s) are generated to correct specification. For more information
please go to www.digitalprintpartnership.com/support

Send Disk
Choose this option if you wish to place an order now, but want to send the PDF print files at
a later date. You can send the files to us via:

- Email: sendfiles@digitalprintpartnership.com

- Ship to: Digital Print Partnership, 84-86 Great Portland Street, London, W1W 7NR

(With both options please include your unique order number which will be emailed to you
once you submit your order)

Select Quantity / Receive Instant Quote

As default a quantity of ‘1’ will be selected. Please enter the print quantity you require. Click
the ‘Recalculate’ button and the print price will be displayed to you. Please be aware that
the pricing displayed may not include one-off setup costs.

Bound Documents Only: On the Bound Documents category you must also enter the number
of inside pages for your job excluding the cover (the number of sides). For example, if you
have a 20 page saddle-stitched book, you would enter a page count of 16.
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Save Quote

If at this moment you do not wish to place your order, but do wish to save your quote,
simply click the ‘Save Quote’ button, and your quote will be saved to the ‘My Quotes’
section of the system.

Add to Cart

Once you are ready to order, simply click on the ‘Proceed’ button to take you to the confirm
page. (Please note if you require to go back and change the print options please click the
‘<<Back’ button on the system and NOT the browser back button)

On the Confirm page you will be displayed the pricing and printing options for your job. You
must fill in the Item Description field with a name of your choosing to identify your job. To
add the job to your shopping cart, click the ‘Add To Cart’ button.

You can add up to five items to your shopping cart.

Please note that your order has NOT being submitted yet.
You must proceed to the Check Out to submit your order.

Check Out
In order to submit your job you must go to the Check Out. Simply press the ‘Check Out’
button on the Main Menu. The details and costs of your order will be displayed.

The shipping cost will also be displayed to you. This cost is based on the weight of your job
and is an overnight delivery service. Your shipping address will automatically be entered
from the details in your profile. You can amend the shipping address as required. You may
also request that a file copy be sent to you via post (will expand on this once | see final
system page)

You also have the ability to enter a Purchase Order number and any relevant instructions if
you require. To place your order, click the ‘Submit’ button. Once you place your order you
will receive a confirmation email with a unique order number and the details of your order.

Order Status

From within Order Status section, it is possible to display your orders placed on the system.
By default the system will only display orders from the last 14 days. Each order is allocated a
Job number for you to identify. You can search for orders using the search criteria and sort
them by clicking on the heading names.

To track your jobs being processed, click on the ‘Order Status’ link. This can be found on the
left hand panel located on the Main Menu page. Once a job is ordered, it will have a Queued
status. When the job is dispatched the status will change to Shipped.

My Quotes
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My Profile
Here we store your profile information. This contains your name, telephone, email address,

shipping address...etc. You can make any changes required. Click the ‘Submit’ button to save
your changes. If you do not wish to make any changes, click the ‘Cancel’ button. If you wish
to change your password, you will need to enter your new password twice. Your password
must be at least 6 characters long, must contain at least one alphabetic and one numeric
character, contain no punctuation or spaces, and must not be a password you have used
before! If your new password fails any of these criteria you will be informed of the error and
be presented with this page again.

If you require further assistance please email any questions to
or call us on 020 7631 8651.
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