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Welcome 

This section will answer the following questions: 

✓ What is a storefront? 

✓ What is the home page? 

What Is a StoreFront? 

A storefront is an online shop where you can order and purchase print products such as booklets, manuals, 
business cards, brochures, sell sheets, flyers, postcards, and so on. 

You can: 

• Browse through the product offerings.   

• Supply the documents you want printed. 

• Customize products with a variety of printing and finishing options and proof the products before adding 
them to the shopping cart. 

• Check out and place your order using familiar online checkout techniques.  

• Check your order history at any time. (You also receive e-mail notifications throughout the order, 
production, and delivery process.)  

• Maintain an address book to avoid entering an address each time you want to ship an order to 
someone; just select the recipient from your address book during the checkout process.  

• Re-order products. 
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What Is the Home Page? 

The page that opens when you come to the site is the home page. This is your starting point for logging in, as 
well as finding and selecting products.  

Sites can have many different looks. For example, colors and styling can differ, links on the home page can be 
displayed differently (and in different places on the page), and so on. As a result: 

• Graphics in this guide are representative of the shopping experience on the site, but may vary in details.  

• Links or features on the home page may be in different places. 

• The account menu on the site is used for activities such as checking your order history, editing your 
profile, managing your address book, and so on. On some sites, this account menu is automatically 

displayed in a small window when you are on the home page; on other sites, look for  on the home 

page and click  to display the account menu. 

Despite these differences in appearance and in the organization of the home page, the underlying functionality is 
the same. For example, the procedures for ordering products, managing your address book, and so on are the 
same no matter what your site looks like. 
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Basics  

This section will answer the following questions: 

✓ How do I get to the site?  

✓ How do I register and set up an account on the site? 

✓ How do I log into the site? 

✓ Is online Help available? 

✓ How do I contact Customer Support?   

✓ Can I change the language on the site? 

✓ Can I change the currency displayed on the site? 

✓ What if I forget my password? 

✓ How do I change my password?  

✓ How do I change my security question or answer? 

✓ Can I change my account information? 

✓ Can I change my print shop? 

Getting to the Site 

You can access the site from a Web browser (such as Internet Explorer, Mozilla Firefox, Apple Safari, or Google 
Chrome).  

To access the site 

1. Connect to the Internet by starting your web browser. 

2. Enter the URL or Web address for the site in the address field at the top of the browser window.  

3. Press the ENTER key on your keyboard or click the Go button in your browser. The home page of the 
site opens.  

Note You can add products to the cart without being logged in, but you must be logged in before you can 
check out and place your order. 
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Registering on the Site 

Although you can add products to the cart without being logged into the site, you cannot check out and place an 
order. If you do not have a user account, you must register on the site to create an account.  

To register on the site 

1. On the  home page, click Login and then click Register. The Create an Account page opens. 

2. Provide all the required Contact Information. 

Tip If the address includes a third line (Address 3), you can use it for a building name or floor.  

3. Under Account Information, 

a. In the User Name field, enter the name you want to use when logging into the site. 

b. In the Password field, enter the password you want to use and then enter it again in the Re-enter 
password field. 

c. In the Security Question field, either select one of the pre-defined questions or select Other and 
enter your own question. 

d. In the Security Answer field, enter the answer to the question you selected (or entered). 

Note The answer you provide is case-sensitive. If you forget your password, and the system 
asks for your security answer, you must enter the answer exactly as you entered it here.  

4. Click Choose Facility to select the print shop from which you plan to order products and services. 
(Sometimes only one print shop is available.) 

5. Read the Terms and Conditions and then click Submit. 
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Logging In and Out 

Once you are registered on the site, you log in each time you come to the site. (You can add products to the cart 
without being logged in, but you must be logged in before you can check out and place your order.) 

Note When first using the site as an anonymous buyer (one who has not logged in), you may be asked if you 
want prices to include VAT (value added tax) or not. If you select Show prices excluding VAT, you will 
see the VAT amount during checkout, but prices while you are ordering the product will not include 
VAT. 

To log in 

1. On the home page, click Login. 

2. Enter your User Name and Password.   

3. Select the Remember User Name check box if you want the system to remember your user name (but 
not your password). 

Note For security reasons, you may not want your user name remembered on public computers. 

4. Click Login. 

To log out 

1. On the account menu, click Logout. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu. 

Getting Help 

As you use the site, online Help is available.  

Click Help for information about the current page. For example, if you are reviewing your order history and click 
Help, you get a Help topic about Order History & Status. (For some Design Studio™ products, a Help button 
may be unavailable. For information about Design Studio, see page 65.) 

 

In addition, you can use the Contents, Index, and Search tabs in the left-hand pane of the Help window to find 
the information you need. 
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Contacting Customer Support 

At times you may need to contact the site’s customer support staff.  

1. Click (or Contact Us depending how your site is configured). The Customer Support page opens.  

2. Locate the contact information for the appropriate customer support person. 

Changing the Language on the Site 

A link on the site identifies the language that you see on the site, for example, English (United States) or 
English (United Kingdom). You can click this link to change the language for your current session, which is 
useful when speakers of several languages all access the same site. For example, if you speak French but 
someone else speaks German, you can each select your own language after you access the site (even before 
you log in). 

If your site supports it, you can set a language preference in your user profile so that when you log into the site, 
this language is always used. 

To change the language for the current session 

1. Click the language that is displayed on site, for example,  (English United States). 

2. Select your Language Preference for the site. 

This language remains in effect until you exit the site. 

To select the language you always want used when you log in 

1. On the account menu, click My Profile. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Click Edit Profile. 

3. In the Language Preference field, select the language you always want used on the site after you log 
in. (If the Language Preference field is not displayed, you cannot change the language in your profile, 
but you can still change it for the current session as described above.) 

4. Click Save to save your profile. 

Note Whenever you log into the site, the language that you selected is used. 

Changing the Currency Displayed on the Site 

A link on the site identifies the currency that is currently in use, for example, US Dollar ($). You can click this link 
to change the currency just for your current session. You can also set a default currency in your user profile so 
that when you log into the site, this currency is always displayed. 

Note Although you can change the currency that is displayed on the site, any purchases you make are still 
charged in the default currency for the site. 

To change the currency for the current session 

1. Click the currency that is displayed on the site, for example, US DOLLAR ($). (If a currency is not 
displayed, you cannot change it.) 

2. Select the currency you want displayed on the site.  
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To change the currency you always want to see when you log in 

1. On the account menu, click My Profile. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Click Edit Profile. 

3. In the Default Currency field, select the currency you always want displayed on the site when you are 
logged in. (If this field is not displayed, you cannot change the currency.) 

4. Click Save to save your profile. 

If You Forget Your Password  

If you forget your password and are therefore unable to log into the site, you can obtain a new password by 
providing your user name and the answer to your security question. After you receive the new password, you can 
change it as described on page 14. 

1. On the home page, click Login and then click Forgot your password? The Password Retrieval page 
opens. 

2. Enter your user name and click Next.   

3. The security question that you selected when you registered is displayed. Enter the answer to the 
security question and click Submit. Your password is e-mailed to you. 

Note The answer to the security question is case-sensitive. 

  



14 

Changing Your Password 

You can change your password at any time, but if you did not register yourself, you may also be required to 
change your password after you first log into the site. In addition, if you forget your password, a new password is 
e-mailed to you (see page 13). For security reasons, it is a good idea to change this password. 

To change your password 

1. On the account menu, click My Profile. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

 

2. Click Edit to the right of Password. The page expands to include a Change Password section. 

 

3. Enter your Current Password. 

4. Enter your New Password and then enter it again in the Confirm New Password field. 

5. Click Save Changes.  
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Changing Your Security Question or Answer 

Your user profile includes a security question and your answer to the question. If you forget your password, you 
must answer the security question before a new password is e-mailed to you.  

You can either change the answer to the security question that you previously selected or change both the 
question and the answer. To verify your identity, you will need to enter your password before you can change the 
security question and answer. 

To change your security question or answer 

1. On the account menu, click My Profile. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

 

2. Click Edit to the right Security Question.  

3. Enter your Current Password. 

4. In the Security Question field, either select a question or select Other and enter your own question. 

5. In the Security Answer field, enter the answer to the question.  

Note The answer you provide is case-sensitive. If you ever forget your password, and the system 
asks for your security answer, you must enter the answer exactly as you entered it here.   

6. Click Save Changes. 
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Viewing and Changing Your User Profile  

You can change information related to your user account (your profile), for example, your phone number or e-
mail address. You can also change your security question and password (as described above). 

If you did not yet register on the site (so have no account), see “Registering on the Site” on page 10.  

To view and change your user profile 

1. On the account menu, click My Profile. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Click Edit Profile. The Edit My Profile page opens. 

3. Make your changes and Save. 

Changing Your Print Shop 

A print shop is a place that handles the orders placed on the site, for example, a print center, copy shop, or 
warehouse. When you first register on the site, you select a default print shop if several print shops are available. 
If necessary, you can change your print shop, perhaps to make pickup more convenient or to keep shipping 
costs lower. 

To change your print shop 

1. On the home page, click the name of the currently selected print shop. Alternatively, on the account 
menu, click Print Shop. 

Note When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. On the Print Shop page, review the print shops that are available. Their addresses and hours are listed 
to help you find one that is most convenient for you.  

3. Select the print shop you want to use. 
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Ordering Products 

This section will answer the following questions: 

✓ What are products? 

✓ How do I find a product? 

✓ What is the process for ordering products? 

✓ How do I customize products that require me to provide content files? 

✓ How do I customize fixed-content products? 

✓ How do I supply documents that I want to have printed? 

✓ What are digital downloads? 

✓ How do I order kits? 

✓ What are personalized products? 

✓ How do I personalize Design Studio products? 

✓ How do I personalize VDPs (variable data products)? 

✓ How do I order a direct mail product? 

✓ How do I order a cross media marketing (CMM) campaign? 

✓ How do I check out and place my order? 

✓ What is an approval process? 

✓ How do I re-order products? 

About Products  

Here are some examples of the kinds of products that might be available for ordering: 

• Booklets, brochures, or specialized copy jobs for which you supply the content (typically a PDF). You 
also customize the product with print options (type of paper, binding, and so on). 

• Posters, signs, or banners, often categorized as wide format or large format products. Some wide 
format products require you to supply the content while others do not. You typically customize the 
product with print and finishing options (media, grommets, lamination, and so on). 

• Application forms or course materials for which the content is fixed (not supplied by you). Some fixed-
content products are ordered as-is; other fixed-content products can be customized with print options 
(type of paper, stapling, and so on). 

•  Business cards, note cards, or promotional flyers that you can personalize. Products that you can 
personalize fall into these categories: 

• Design Studio products can be personalized in various ways, for example, by positioning and sizing 
text, images, and shapes; adding new text, images, and shapes; editing and formatting text; or 
enhancing images.  

• Smart Canvas products can be personalized in various ways for example, by adding or editing text, 
images, shapes, or QR codes, or completing a form. 

• Variable data products (VDPs) can be personalized by supplying data such as a name and address 
and/or by adding an image. Sometimes you can create several versions of the same product, each 
personalized differently, for example, 500 copies of a promotional flyer, with each flyer addressed 
to a different prospect. 

• Direct mail products can be personalized and mailed to recipients on a mailing list. 

• Cross media marketing (CMM) campaigns for increasing sales, marketing your services, introducing 
new products, announcing promotions, and so on. 

• Digital downloads of forms, course notes, photographs, e-books, and so on.  
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• Products (such as conference materials, flyers, or cards) for which a digital download is available in 
addition to or instead of the printed version. You may want to download a product to print additional 
copies or to re-purpose the material in some way. If different deliverables are available, you can select 
the one you want after you click Buy Now. 

• Logo merchandise, coffee mugs, or boxes of pencils (non-print or fulfillment products). Here no 
customization is required. 

Each kind of product follows a slightly different order/customization workflow. Once a product is in the shopping 
cart, you can either check out and place your order or continue shopping and check out later. Your final order 
may therefore include several products (also referred to as jobs). 

Notes Some products may be packaged together in a kit. For example, a wedding kit might include an 
invitation photo card, envelopes, a wedding program, and some key chains. Each product that makes 
up the kit is customized individually (if applicable), but the order is placed for the kit itself. 

 Some products require a price quote from the print shop before you can place an order for them. During 
the checkout process a request for a quote is sent to the print shop. When you receive the quote from 
the print shop, you either accept it (and finish placing the order) or decline it.  

 Orders may need to go through an approval process, meaning a designated approver must sign off on 
your order before it can be placed. Sometimes orders will require approval at more than level. For 
information about the approval process, see page 161. 

Browsing and Searching for Products 

The products on a site are typically grouped in categories, although some sites just list products without 
categorizing them.  

Here are some guidelines for finding products.  

Note Not all sites are organized the same way so you may not be able to find products in all these ways. 
Search is always available, however. 

1. From the home page, find products in any of these ways: 

• Check Featured Categories. 

• Check Featured Products. 

• Go through the categories that interest you. On some sites, categories may include subcategories. 
To find out what a category contains, click its name or click Browse. 

Note A Browse button is not displayed on mobile devices; just tap the category to see what it 
contains. 

• The products in a category may be displayed in a list (table) or grid (blocks). If a choice of views is 
available, buttons for switching the view are displayed at the top of the category. Click a button to 
switch views. For example, you may prefer the table-style presentation that list view offers. 

 

• Take advantage of search (  ), for example, if you want to find flyers, search for fly. 

2. After you find a product, click its name to learn more about it. 
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Overview of the Order Process 

After you find a product that you want to order to order, the steps for adding it to the cart depend on the way the 
site is configured and on the product you select. For example, if an Add All to Cart button is displayed, you can 
select several products and add them all to the cart at once. (This kind of "fulfillment shopping" applies only to 
products that require no customizing.) If no Add All to Cart button is displayed, you add products to the cart one 
at a time. In addition, on some sites you can automatically continue to shop after adding products to the cart; on 
other sites, you will be taken directly to the cart after adding products to it.  

If an Add All to Cart Button Is Available 

Typically, when an Add All to Cart button is displayed, the products that are available for selection are ones that 
require you to select or enter a quantity, but do not require any further information from you. For example, these 
may be non-print products like pens or pencils, products with fixed content such as course materials that you do 
not customize in any way, or digital downloads. You can select several such products and add them all to the 
cart at once. (If a product does require customizing, you add it to the cart individually after customizing it.) 

Note You may have the choice of displaying products in list view or grid view. When you can switch the view, 
buttons for doing so are displayed at the top of the category. List view may make it faster to select 
multiple products at a time. 

 

• If you want just one of the listed products, enter or select a quantity and click Buy Now. 

• If you want more than one of the listed products, enter or select a quantity for each one (a product will 
be shaded to indicate it is selected) and then click Add All to Cart. 

 

Depending on the site, after the products are added to the cart, you will either continue shopping or be placed in 
the cart. Once a product is in the cart, proceed with checkout when you are ready and place your order. 

If No Add All to Cart Button Is Available 

If no Add all to Cart button is displayed, you add products to the cart one by one. 

• If a Buy Now button is displayed for a product, click Buy Now. 

Note On mobile devices Buy Now is not displayed until you tap the product and see its details. 

• Some products give you a choice of deliverable after you click Buy Now. 

 

• Most products require further selections (customizing) after you click Buy Now. What you need to do 
depends on the product you selected. For example, you may need to provide content files or graphics, 
select print options, or filter through some choices like color or size. After you finish customizing the 
product, click Add to Cart. 

• Some products (for example, digital downloads) are automatically added to the cart after you click Buy 
Now because no customizing is required. 
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If a Qty field is displayed for the product 

 

1. Enter or select the quantity you want. 

Note A product may have a maximum order quantity. If you exceed this quantity, a message informs 
you what the maximum quantity is. Enter a quantity that is less than or equal to the maximum 
quantity 

2. Click Buy Now. The product is automatically added to the cart. 

On mobile devices Buy Now is not displayed until you tap the product and see its details. 

Depending on the site, after you add a product to the cart, you will either continue shopping or be placed in the 
cart. Once a product is in the cart, proceed with checkout when you are ready and place your order.  
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Customizing Products for Which You Supply Content  

Overview 

Some products like booklets, brochures, or specialized copy jobs require you to supply the content (typically in a 
PDF file). Wide format products like banners and posters also require you to provide what you want printed. 
When you provide the content file for the job and select your print options, you see the effects of your selections 
immediately. After you are satisfied with your selections, you add the product to the shopping cart. 

Notes Some wide format products for which you supply content have slightly different requirements and print 
options. See page 35. 

 Fixed-content products have a slightly different workflow since you do not need to supply files. See 
page 40. 

 Variable data products have a different workflow. See page 94. 

 If the product is part of a kit, some fields will not apply and some information may already be filled in for 
you. You will also see a Finish button instead of Add to Cart. For more information about ordering kits, 
see page 62. 

 You can save your work at any time by clicking Save at the bottom of the page. This allows you to 
return to the job later.  

 

General procedure 

These are the steps you complete after you click Buy Now for products that require you to provide content files. 
(Wide format products are slightly different; see page 35.) 

Add files 

 

1. Click Add Files to supply the content for the job. After you do so, the files are listed under Files, and a 
preview is automatically displayed on the right side of the page. (For information about adding files, see 
page 44.) 

2. If you added more than one PDF file, the files are combined into one file in the order they are listed. 

This is also the order in which they will be printed. To change the order of the files, click  next to a 
file and select Move file up in print order or Move file down in print order. 
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Provide required information 

 

1. In the Job Name field, enter a descriptive name for your customized product so you can identify it 
easily. (A job is just your customized product. When an order includes several jobs, each is an item in 
the order.) 

2. In the Quantity field, specify the number you are ordering. This number affects the price.  

Note You are warned if the Quantity you enter is invalid. For example, a product may have a 
maximum order quantity that you exceeded, or you may have entered an invalid multiple for a 
product that is ordered in multiples. 

The Pages field shows the number of pages you are providing (the system calculates this automatically when 
you add files). This number affects the price. 

Select print options 

 

Note The options that are available to you depend on the product you selected. 
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1. In the left-hand pane, click an option, for example, Media or Binding and then make further selections 
as necessary. For example, after clicking Binding you need to select a type of binding and possibly a 
color. Note the following: 

• A print option you try to select may be incompatible with another option that you selected. For 
example, if you selected color printing, your media/paper selections may be limited to those that 
are compatible with color printing. Change your selections as necessary. 

 

• A print option you select may automatically result in another option being enforced. A message 
explains what is being selected automatically. For example, collation into sets may be enforced. 

Note Sometimes no message is displayed when print options are enforced, but these required 
print options may affect the price of the job. You will see the required print options in the 
job summary or pricing summary. 

 

An enforced option may sometimes require further information from you, in which case a red icon at 
the top of the window alerts you: 

 

If you move the pointer over the icon, you can see what is required. If you do not notice the alert or 
you ignore it, you are reminded again when you click Add to Cart, and are prevented from 
continuing until you provide the required information. For example, you may need to make further 
selections or provide dimensions. 

• A print option you select may result in a recommendation for one or more other print options. For 
example, if you select landscape orientation, a particular media may be recommended. (You are 
not forced to accept the recommendation.) 
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• Some selections you make may result in recommendations for alternative print options. For 
example, if you select staples, a coil binding may be recommended as an alternative. You may be 
offered more than one alternative. If you apply a recommended alternative, your original selection 
(staples in this example) is removed from the product. 

 

2. For some products a Special Pages option may be available. Click this to indicate that you want certain 
pages treated differently from the rest of the job. For example, you may want some pages on different 
stock. (For more information, see “Treating selected pages” on page 26.) 

3. If tabs can be added, insert tabs as necessary. (For information, see page 30.) 

4. If blank pages can be added, insert blank pages as necessary. (For information, see page 33.) You may 
also be able to re-arrange or remove pages (see page 34). 

5. If you have the option of providing non-content files, such as a mailing list or instructions, click Upload 
file(s) and browse to the file you want to provide. 

Preview the product 

Note If a preview is not available for the product, you will see a job summary instead. 

Display different pages 

You can display different pages by using the navigation buttons: 

 

 

Alternatively, type a page number in the field that displays the current page number and press ENTER. 

Switch between spread view and thumbnail view 

In spread view, you can see two facing pages at a time; in thumbnail view, you can see small renditions 
(thumbnail graphics) of several pages at a time. Spread view lets you see more details. Thumbnail view lets you 
see several pages at a time.  

Note Some products can be viewed just one page at a time; you will not see two facing pages in spread view. 
Especially for double-sided products in landscape ode, this single-page view makes your selections 
clearer. If, however, you select a print option like binding, stapling, drilling, or covers for this type of 
product, two facing pages are displayed. 

Click  to switch from spread view to thumbnail view; click  to switch back to spread view. 

Notes For single-sided jobs, thumbnail view includes blank back pages and spread view shows a blank page 
on the left to represent the back of the previous page. 

 If you are in thumbnail view, click a page, and switch to spread view, the page you selected in thumbnail 
view continues to be displayed. 

  

You can enter a page number here. 
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Spread view 

In spread view, you can do the following: 

• Proof pages because you can see more detail.  

• Click  to zoom in and  to zoom out. To restore the preview to its default (unzoomed) size, click 

. 

• Right-click a page to display a shortcut menu. (On a mobile device, tap Options.) The commands that 
are available on the menu depend on the product and the type of content file you supplied –  some 
commands apply only to PDFs, and may not be available for the product you selected. For example, 
you may be able to insert tabs or blank pages, re-arrange or remove pages, or select different paper for 
a page. 

 

Thumbnail view 

In thumbnail view you can do the following: 

• Just as in spread view, right-click a page to display a shortcut menu. (On a mobile device, tap Options.) 
The commands that are available on the menu depend on the product and the type of content file you 
supplied –  some commands apply only to PDFs, and may not be available for the product you selected. 
For example, you may be able to insert tabs or blank pages, re-arrange or remove pages, or select 
different paper for a page. 

• If the product includes tabs, drag a tab before or after a different page. 

• If the product allows it, drag a page to a different location to change the order of the pages. 

View pricing details and job summary 

1. To see more pricing details, move the pointer over the Unit Price/Total Price area at the bottom of the 
window. (This feature is not available for all products.) 

2. To see a summary of the job, click Review My Job at the top of the window. The Job Summary window 
opens and lists information about the job, for example, files, number of pages, quantity, and selected 
print options.  

Note The pricing summary and job summary may include additional print options required by the print shop 
based on the print options you selected. 

Add product to the cart 

1. When you are satisfied with your selections, click Add to Cart. 

Note If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 62). 

2. If prompted, check the preview and the options you selected for accuracy.  

3. Proceed with the checkout process when you are ready. (See page 153.) 
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Treating selected pages differently 

For some products, you can indicate that you want some pages treated differently from the rest of the job. These 
pages are also known as special pages. For example, you may want most of the job printed in black-and-white, 
but want some pages printed in color on different paper or even with a different orientation (for example, 
landscape to accommodate a foldout insert). You may also be able to select different folding or stapling options 
for some pages. The changes you can make to pages depend on the product you selected.  

Typically, both sides of a page are treated the same way, but for some products color printing on one side and 
black-and-white on the other side may be possible. 

Note If you want color on one side of a page and black-and-white on the other (assuming the product allows 
this), you must select double-sided printing for each side, for example, Print in Color and Double 
Sided on one side and Print in Black and White and Double Sided on the other. 

If you can define special pages for a product, a Special Pages print option is available.  If a product with fixed 
content already includes some special pages, you may want to change the characteristics of those pages. 

You can define special pages either by using the shortcut menu or by completing the Special Pages window.  

Tip The shortcut menu is best for defining individual special pages. If you want to define several pages the 
same way or define an entire file, use the Special Pages window. 

To define a special page using the shortcut menu  

1. In either spread or thumbnail view, right-click the page you want to be different. (On a mobile device, 
tap Options.) 

2. On the shortcut menu, click what you want to change, for example, Change Media of this Page or 
Print in Color/Sides, or Orientation. (The changes that you can make to pages depend on the product 
you selected.) 

 

To define special pages using the Special Pages window  

1. To identify pages that should be treated differently, click Special Pages in the Options pane. A Special 
Pages window opens. 

2. Click the Pages or Files tab. (If you are providing more than one content file, Files gives you the option 
of making the contents of an entire file different.) Then follow the instructions for pages (see below) or 
for files (see page 28).  

If you clicked the Pages tab in the Special Pages window 

1. In the Special pages window, click Add (at the bottom of the window) and enter the numbers of the 
pages you want to change in the Pages fields.  
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2. Make your selections for what you want to change, for example, Media, Color/B&W, or Sides. (The 
options available to you depend on the product you are ordering.) 

Note Some selections may be unavailable because they are incompatible with other selections you 
made. For example, if you selected color printing, your media/paper choices may be limited to 
those that are compatible with color printing. 

3. If necessary, select the Scale to Fit check box so that the contents on the special pages are sized to fit 
the selected media. 

 

4. Repeat steps 1 through 3 for any additional pages you want to be different. 

Important Be sure to review “Note for Media, Color/B&W, or Sides options (non-stapling options)” 
below and “Notes for Staple options” on page 28. 

5. To delete special pages you defined, click . 

6. Click Save. 

Note for Media, Color/B&W, or Sides options (non-stapling options) 

• Avoid specifying overlapping page ranges, for example, 3-10, 7-14. The selection for the last range will 
be used for the pages that overlap. For example, if you select blue media for pages 3-10 and yellow 
media for pages 7-14, pages 3-6 will be blue and pages 7-14 will be yellow, which may not be what you 
want. If you define special pages for multiple page ranges, always preview the pages to make sure the 
results are what you want. 
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Notes for Staple options 

 

If staples can be chosen for special pages, note the following: 

• Avoid specifying overlapping page ranges. If you have overlapping ranges, the job will be divided into 
subsections, each of which may be stapled separately. For example, if you specify page ranges 3-15 
and 10-20, the job will have subsections 3-10, 11-15, and 16-20, each of which may be stapled 
separately. 

• If you select multiple stapling patterns, your first selection may be the only one used. 

• If you have the option of defining special pages for stapling in addition to special pages for Media, 
Color/B&W, or Sides, the job is divided into new stapled subsections each time you change the Media, 
Color/B&W, or Sides options. This may introduce unwanted staples into your job. 

•  When a stapling pattern is selected for special pages, the preview may not always be correct, but the 
printed job will be correct. 

If you clicked the Files tab in the Special Pages window 

1. In the Special Pages window, click Add and select a file. 

2. Make your selections, for example, for Media, Color/B&W, Sides, and/or Orientation. (The options 
available to you depend on the product you are ordering.) 

Note Some selections may be unavailable because they are incompatible with other selections 
you made. For example, if you selected color printing, your media/paper choices may be 
limited to those that are compatible with color printing. 

3. If necessary, select the Scale to Fit check box so that the contents on the special pages are sized to fit 
the selected media. 

4. Repeat steps 1 through 3 for any additional files you want to be different. 
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5. To remove a special file, click .  

6. Click Save. 

 

Tip You can click Review My Job to open the Job Summary window and see your selections for special 
pages. 
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Inserting and managing tabs  

A tab is the edge of a divider sheet that extends beyond the trim size of the document, and is used to label 
sections of a document.  

If a product includes a Tabs option, you can add tabs. Products with fixed content may already include tabs, in 
which case you can edit or remove them, as well as add your own.  

1. While customizing a product, do one of the following: 

• Under Options, click Tabs and then click Insert Tabs. 

• In either spread or thumbnail view, right-click the page before or after which you want a tab and 
select Insert Tab Before or Insert Tab After. (On a mobile device, tap Options.) 

Note Click  to switch from spread view to thumbnail view; click  to switch back to spread 
view. 

The Insert Tabs window opens. 

 

2. If more than one type of tab is available, for example, Tabs: 3 Across or Tabs: 5 Across, select the 
type you want. 

3. If necessary, select a different font and formatting for the text that is printed on the tabs. (These 
formatting selections apply to all the tabs.) 

4. At the bottom of the window, select the number of tabs you want to add and click Add. 

 

5. For each tab,  

a. In the Tab Text column, enter the label for the tab. 

b. If you right-clicked a page in spread or thumbnail view, its number is automatically displayed in the 
Insertion Page Number field. Otherwise, select Insert Before Page Number or Insert After Page 
Number and enter the number of the page. A preview of the tab is automatically displayed. 

Select type 
of tab. 

Change 
formatting 
of text on 

tab. 
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6. If you change your mind about including a tab, click . 

7. After you have specified all your tabs, click Accept.  
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The preview of your job now includes the tabs you added.  

 

The tabs are also shown in thumbnail view. 

 Tip In both spread and thumbnail view, you can right-click a tabbed page and click Edit Tab or Remove 
Tab. (On a mobile device, tap Options.) In thumbnail view, you can also move a tab to a different 
location by dragging it before or after the page where you want the tab. 
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Inserting blank pages in PDFs 

A blank page is one without printing on it. When you supply your content files in PDF format or order a fixed 
content product, you may have the option to insert blank pages. (This depends on the product you selected.) 
Some examples of adding blank pages: 

• For pagination reasons, you may want to make one side of a printed page blank. For example, you are 
ordering a booklet and pages 47 and 48 both include printed material, but you want what is on page 48 
to be on a right-hand page. If you insert a blank page after page 47, the document is re-paginated so 
that the reverse side of page 47 is now blank and page 48 is now on the right side.  

• In a duplex job, you may want to add two blank pages in a row to add an extra sheet (perhaps to serve 
as a separator within the job). The job is re-paginated to account for the two extra pages, and an extra 
sheet of paper is added to the job. If the media can be changed, you could also select a different color 
for the sheet you added. 

If a product includes a Blank Pages option, you can add blank pages either by using the shortcut menu in 
spread or thumbnail view or by selecting Blank Pages from the Options pane and completing the Blank Pages 
window. 

Before you begin 

You can insert blank pages only in a PDF document. This might be a PDF you supplied (or a document that was 
converted to PDF when you supplied it), or it might be a PDF in a fixed-content product. 

If you are supplying the content for the job, note the following: 

• If you add non PDF files to a job or if you indicate you are supplying material some other way (for 
example, on CD), you will not be able to insert blank pages. 

• If you insert some blank pages, but then decide to add another PDF to the job, your blank pages will 
remain in place unless you change the order of the PDFs. In this case you will be warned that you will 
lose your changes and have to start over. As a result, it is a good idea to add all your PDFs and put 
them in the order you want before you start inserting blank pages. 

• If you add several PDFs to the job, insert some blank pages, and then remove a PDF that you added, 
you are warned that you will lose your page changes if you continue. If you remove the PDF, the 
document is re-paginated, and you must re-do your changes. 

Inserting blank pages using the shortcut menu 

1. Either in spread or thumbnail view, right-click the page before or after which you want to insert a blank 
page. (On a mobile device, tap Options.) 

2. Select Insert Blank Before or Insert Blank After. 

3. If you change your mind about a blank page, right-click the page, select Move to 'n' Page, and 
complete the dialog box that opens. (In thumbnail view, you can also drag a blank page to a different 
location.) 

Note If you insert two blank pages next to each other in a duplex job to add a sheet of paper, and if Change 
Media of this Page is available on the shortcut menu, you can change the media of those pages (for 
example, select a different color). 

Inserting blank pages by completing the Blank Pages window 

1. Select Insert Blank Pages in the Options pane on the left. The Blank Pages window opens. 

2. Insert a blank page: 

a. At the bottom of the window, select the number of pages you want to add and click Add.  

b. Select Insert After Page Number or Insert Before Page Number and enter the page number. 

c. Repeat step b for each blank page you are inserting. 

d. To remove a blank page that you added, click . 

e. Click Accept. 
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3. To make changes (remove a blank page or put it before/after a different page), select Insert Blank 
Pages again and make your changes in the Blank Pages window. Alternatively, right-click a page (on a 
mobile device, tap Options) in the preview pane and use the shortcut menu to insert more blank pages, 
or possibly remove or re-arrange pages. If the product allows you to re-arrange pages, you can also 
drag pages in thumbnail view to re-arrange them. 

Re-arranging or removing pages in PDFs 

When you supply your content files in PDF format or order a fixed content product, you may be able to re-
arrange the order of pages or remove pages. (What you can do depends on the product you selected. 

Before you begin 

You can re-arrange or remove pages only in a PDF document. This might be a PDF you supplied (or a document 
that was converted to PDF when you supplied it), or it might be a PDF in a fixed-content product. 

If you are supplying the content for the job, note the following: 

• If you add non-PDF files to a job or if you indicate you are supplying material some other way (for 
example, on CD), you will not be able to re-arrange or remove pages. 

• If you re-arrange or remove pages, but then decide to add another PDF to the job, your page changes 
will remain in place unless you change the order of the PDFs. In this case you will be warned that you 
will lose your changes and have to start over. As a result, it is a good idea to add all your PDFs and put 
them in the order you want before you start re-arranging or removing pages. 

• If you add several PDFs to the job, re-arrange or remove some pages, and then try to remove a PDF 
that you added, you are warned that you will lose your page changes if you continue. If you do remove 
the PDF, the job is re-paginated, and must make your changes again. 

Re-arranging pages in the job 

If the product you selected allows pages to be re-arranged, you can move a page to a different place in the 
document. When you re-arrange pages, they are re-numbered.  

• Do one of the following: 

• In either spread or thumbnail view, right-click the page that you want to move, select Move to 'n' 
Page, select Before or After, enter the number of the page before or after which you want to move 
the page, and click Go. (On a mobile device, tap Options.) If the Move to 'n' Page command is 
unavailable, you cannot re-arrange pages. 

• In thumbnail view, drag the page and drop it before or after another page in the 

Removing pages from the job 

If the product you selected allows pages to be removed, you can remove pages you do not want printed. When 
you remove a page, the document is re-paginated.  

Note When you remove a page, you cannot undo this action (except by cancelling the process of customizing 
the product). 

• In either spread or thumbnail view, right-click the page you want to delete (on a mobile device, tap 
Options) and select Remove Page. (If the Remove Page command is unavailable, you cannot remove 
pages.) 
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Customizing Wide Format Products for Which You Supply Content  

Overview 

Common wide format products are banners, signs, and posters. The wide format products described in this 
section require you to supply a content file. (These products always have an Add Files link.) 

Some wide format products may be Design Studio products where you do not add a file, but typically personalize 
the product with your own images, text, and shapes, as well as specify finishing options. For information about 
personalizing Design Studio products, see page 66. 

When ordering a wide format product, you provide the content file for the job, customize the product, and preview 
the effects of your selections all in the same window. When you are satisfied with your selections, you add the 
product to the shopping cart. 

Notes At any time you can save your work by clicking Save at the bottom of the page. This allows you to 
return to the job later. 

 If the product is part of a kit, some fields will not apply and some information may already be filled in for 
you. You will also see a Finish button instead of Add to Cart. For information about ordering kits, see 
page 62. 

General procedure 

These are the steps you must complete to customize a wide format product that requires you to provide a 
content file.  

Add file 

Notes The file you supply can have one page. (If a file has more than one page, only the first page is used for 
the job; any additional pages are ignored.)  

 The file must be in PDF format if you want to see a preview of it; if the file is in a different format, a 
sample image is displayed instead. 

 The content file for a wide format product is typically very large. You may be required to install 
Background Uploader to upload your files. (This is a one-time procedure.) For information about 
installing Background Uploader, see page 39. When Background Uploader is used, your file can be 
uploaded in the background as you select print options and even as you check out and place your 
order. 

• Click Add Files to supply the content for the job. For information about supplying files, see page 44. 

After you add your file, it is listed under Files, and a preview is automatically displayed on the right. If the file is 
still uploading, a sample image is displayed in its place. 

Provide required information 

1. In the Job Name field, enter a descriptive name for your customized product so you can identify it 
easily. (A job is just your customized product. When an order includes several jobs, each is an item in 
the order.) 

2. In the Quantity field, specify the number you are ordering. This number affects the price. 

Select print and finishing options 

Note The options that are available to you depend on the product you selected.  

• In the left-hand pane, click an option, for example, Media, Hems and Support – Left, or Grommets for 
Banners and then make further selections as necessary. For example, after clicking Media you must 
select a substrate.   

In addition, note the following general guidelines when selecting print and finising options and some 
details about Hems and Support (page 37) and Grommets for Banners (page 38). 

General guidelines when selecting print and finishing options 

• An option you try to select may be incompatible with a previous selection you made. A message 
explains which selections are incompatible.  Change your selections as necessary. 
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• An option you select may automatically result in another option being enforced. A message explains 
what is being selected automatically. 

Note  Sometimes no message is displayed when print options are enforced, but these required print 
options may affect the price of the job. You will see the required print options in the job 
summary or pricing summary. 

An enforced option may sometimes require further information from you, in which case a red icon at the 
top of the window alerts you: 

 

If you move the pointer over the icon, you can see what is required. For example, if you selected a 
welded hem, grommets may be required, and you must select the required grommet option and then 
provide information about grommet spacing or position. 

 

If you do not notice the alert or you ignore it, you are reminded again when you click Add to Cart, and 
are prevented from continuing until you provide the required information. For example, you may need to 
make further selections or provide dimensions. 

• A print option you select may result in a recommendation for one or more other print options. For 
example, if you selected outdoor viewing distance, certain types of vinyl media may be recommended. 
Typically, you would select a recommendation, but you are not forced to do so. 

 

•  Some selections you make may result in recommendations for alternative print options. For example, if 
you select a particular media, a different media may be recommended as an alternative. You may be 
given a choice of alternatives. If you accept a recommended alternative, your original selection (the 
media in this example) is removed from the product and replaced by the recommended alternative. 
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Hems and support 

Hems and supports can be added on the left, right, top, or bottom sides. After you select the side you want, for 
example, Hems and Support – Left; you select a support, for example, Pole Pocket; and then select the type of 
hem you want, for example, Sewn Hem (Reinforced). The available selections depend on the product you are 
ordering. 

The preview will reflect your selection: 

 

  

Pole pocket 
with 
reinforced 
sewn hem 
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Grommets for banners 

Depending on the product, a variety of grommets may be available, and you may be able to indicate how many 
grommets you want to use per side or space the grommets at specific intervals. 

After you select Grommets for Banners, you may have a choice of Custom Number of Grommets or Spaced 
Grommets. 

For Custom Number of Grommets, you select the type of grommet you want and then enter the number of 
grommets you want on a particular side. 

 

For Spaced Grommets, you select the type of grommet you want; specify the spacing you want (for example, 
every 6 inches); select the best fit when the spacing does not work exactly; and select the sides where you want 
the grommets placed. 

 

The preview will show the grommets: 

 

Grommets 
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Preview the product 

• Click  to zoom in and  to zoom out. To restore the preview to its default (unzoomed) size, click 

. 

View pricing details and job summary 

1. To see more pricing details, move the pointer over the Unit Price/Total Price area at the bottom of the 
window. (This feature is not available for all products.)  

2. To see a summary of the job, click Review My Job at the top of the window. The Job Summary window 
opens and lists information about the job, for example, file name, quantity, and selected print and 
finishing options. 

Note  The pricing summary and job summary may include additional print options required by the print shop 
based on the print shops you selected.  

Add product to the cart 

1. When you are satisfied with your selections, click Add to Cart. 

Note  If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 62). 

2. If prompted, double-check your preview and selected options for accuracy. 

3. Proceed with the checkout process when you are ready. For information about checking out, see page 
153. 

Installing Background Uploader (wide format products) 

Wide format products typically have large content files, which can take time to upload to the site. To help with 
this process, a Background Uploader utility uploads the files while you continue to customize your product. If 
prompted to do so, you must install Background Uploader. (This is a one-time procedure.) After you install the 
utility, the content file for a wide format job will be uploaded in the background. 

To install Background Uploader  

1. When you select a wide format product for the first time, under Files, click Windows/MAC (for all 
versions of Windows and for all versions of Mac OS except 10.6) or click Mac 10.6. 

2. Save the installer .jar file to your computer. 

3. Double-click the .jar file to start the installer and follow the instructions in the wizard. 

Note  Java Runtime Environment (JRE) 1.6 must be installed on your computer before you can 
install Background Uploader. If JRE is not installed, you are asked to install it by clicking 
Install. After installing JRE, refresh the page to apply the changes. Then proceed with step 3 
above. 

4. Once Background Uploader is installed, add your files as usual. 
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Customizing Fixed-Content Products 

Overview 

In fixed-content products, the content files are built into the product (not supplied by you), but you may still have 
a choice of print options such as paper or binding. Depending on the product, you may also be able to insert 
blank pages, re-arrange pages, or remove pages. Common examples of fixed-content products include 
application forms or course materials. If a fixed-content product can be customized, you customize the product 
and see the effects of your selections in a single window. When you are satisfied with your selections, you add 
the product to the shopping cart. (If a fixed content product cannot be customized, you just specify a quantity and 
click Buy Now to add the product to the cart.) 

Notes If the product is part of a kit, some fields will not apply and some information may already be filled in for 
you. You will also see a Finish button instead of Add to Cart. For information about ordering kits, see 
page 62. 

 Some fixed-content products may be available in both printed and/or downloadable form. In this case, in 
addition to or instead of obtaining the printed copies of the product (for example, some conference 
materials), you can order a digital download of the production PDF. A digital download gives you the 
flexibility to print additional copies later or to re-purpose the material in some way. If different 
deliverables are available for a product, you select the one you want after you click Buy Now.  

 A fixed-content product may allow you to add your own files to the fixed content. In this case, an Add 
Files button will be available in the top left of the window. When you add your own files, you can 
change the order in which they are listed or delete them, but you cannot delete or move a fixed content 
file that comes with the product. 

General procedure 

After clicking Buy Now, these are the steps you must complete to customize a fixed-format product.  

Provide required information 

1. In the Job Name field, enter a descriptive name for your customized product so you can identify it 
easily. (A job is just your customized product. When an order includes several jobs, each is an item in 
the order.) 

2. If the Deliverables field is displayed, it is set to what you selected after you clicked Buy Now. If 
necessary, change your selection. (This selection affects both the price and customization process.) 

3. In the Quantity field, specify the number you are ordering. This number affects the price.  

Note  You are warned if the Quantity you enter is invalid. For example, a product may have a 
maximum order quantity that you exceeded, or you may have entered an invalid multiple for a 
product that is ordered in multiples. 
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Select print options 

Notes  The options that are available to you depend on the product you selected.  

 If you are ordering a download version of the product, you will receive the PDF file that forms the basis 
of the product. If you are ordering print copies together with the download version of the product, the 
downloaded PDF will not reflect tabs, media size or color, orientation, or other print options that you 
may be able to select for your printed copies. The print options apply only to the print version of the 
product. 

1. In the left-hand pane, click an option, for example, Media or Binding and then make further selections 
as necessary. For example, after clicking Media you must select a paper. Note the following: 

• A print option you try to select may be incompatible with another option that you selected. For 
example, you may be prevented from selecting fluorescent pink paper if you selected printing in 
color. Change your selections as necessary. 

 

• A print option you select may automatically result in another option being enforced. A message 
explains what is being selected automatically. For example, collation into sets may be enforced. 

Note  Sometimes no message is displayed when print options are enforced, but these required 
print options may affect the price of the job. You will see the required print options in the 
job summary or pricing summary. 

An enforced option may sometimes require further information from you, in which case a red icon at 
the top of the window alerts you: 

 

If you move the pointer over the icon, you can see what is required. If you do not notice the alert or 
you ignore it, you are reminded again when you click Add to Cart, and are prevented from 
continuing until you provide the required information. For example, you may need to make further 
selections or provide dimensions. 

• A print option you select may result in a recommendation for one or more other print options. For 
example, if you select landscape orientation, a particular media may be recommended. (You are 
not forced to accept the recommendation.) 

 

• Some selections you make may result in recommendations for alternative print options. For 
example, if you select staples, a coil binding may be recommended as an alternative. You may be 
offered more than one choice. If you accept a recommended alternative, your original selection 
(staples in this example) is removed from the product. 
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2. For some products a Special Pages option may be available. Click this to indicate that you want certain 
pages treated differently from the rest of the job. For example, you may want to select a different stock 
for some pages or print them in color instead of black-and-white. For information about special pages, 
see “Treating selected pages” on page 26. 

3. If tabs can be added, insert tabs as necessary. For information, see “Inserting and managing tabs” on 
page 30. (Unlike other print options you select, tabs will be included in a digital download if you are 
ordering both a print and download version of a product.) 

Note  A fixed-content product may come with pre-defined special pages and/or tabs. In this case, 
you can change or remove them, as well as add your own. 

Preview the product 

Note  If a preview is not available for the product, you will see a job summary instead. 

Display different pages 

You can display different pages by using the navigation buttons: 

 

 

Alternatively, type a page number in the field that displays the current page number and press ENTER. 

Switch between spread view and thumbnail view 

In spread view, you can see two facing pages at a time; in thumbnail view, you can see small renditions 
(thumbnail graphics) of several pages at a time. Spread view lets you see more details. Thumbnail view lets you 
see several pages at a time.  

Note  Some products can be viewed just one page at a time; you will not see two facing pages in spread view. 
Especially for double-sided products in landscape ode, this single-page view makes your selections 
clearer. If, however, you select a print option like binding, stapling, drilling, or covers for this type of 
product, two facing pages are displayed. 

Click  to switch from spread view to thumbnail view; click  to switch back to spread view. 

Notes  For single-sided jobs, thumbnail view includes blank back pages and spread view shows a blank page 
on the left to represent the back of the previous page. 

 If you are in thumbnail view, click a page, and switch to spread view, the page you selected in thumbnail 
view continues to be displayed. 

Spread view 

In spread view, you can do the following: 

• Proof pages because you can see more detail.  

• Click  to zoom in and  to zoom out. To restore the preview to its default (unzoomed) size, click 

. 

  

You can enter a page number here. 
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• Right-click a page to display a shortcut menu. (On a mobile device, tap Options.) The commands that 
are available on the menu depend on the product and the type of content file you supplied –  some 
commands apply only to PDFs, and may not be available for the product you selected. For example, 
you may be able to insert tabs or blank pages, re-arrange or remove pages, or select different paper for 
a page. 

 

Thumbnail view 

In thumbnail view you can do the following: 

• Just as in spread view, right-click a page to display a shortcut menu. (On a mobile device, tap Options.) 
The commands that are available on the menu depend on the product and the type of content file you 
supplied –  some commands apply only to PDFs, and may not be available for the product you selected. 
For example, you may be able to insert tabs or blank pages, re-arrange or remove pages, or select 
different paper for a page. 

• If the product includes tabs, drag a tab before or after a different page. 

• If the product allows it, drag a page to a different location to change the order of the pages. 

View pricing details and job summary 

1. To see more pricing details, move the pointer over the Unit Price/Total Price area at the bottom of the 
window. If you are ordering both a print and download version of the product, the pricing summary 
provides a breakdown. (A pricing summary is not available for all products.)  

2. To see a summary of the job, click Review My Job at the top of the page. The Job Summary window 
opens and lists information about the job, for example, files, number of pages, quantity, and selected 
print options.  

Note  The pricing summary and job summary may include additional print options required by the print shop 
based on the print shops you selected.  

Add product to the cart 

1. When you are satisfied with your selections, click Add to Cart. 

Note  If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 62). 

2. If prompted, double-check your preview and selected options for accuracy.  

3. Proceed with the checkout process when you are ready. (See page 153.) 
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Supplying Files 

When the product you selected includes an Add Files button you must supply the content you want printed, for 
example, the content for a copy job, flyer, or brochure. 

 

Depending how your site is configured, you may be able to provide the content files for your order in some of 
these ways: 

• Upload files from your computer. 

• Download files from the cloud, for example, from Google Drive™, Dropbox, or PrintMe®. 

• Use saved files. 

• Indicate that you are providing material another way (hard copy, CD, and so on). 

• Use PrintMessenger to send high-quality PDFs directly from an application (like Microsoft® Word) on 
your computer to the site. 

• Upload files whenever it is convenient and save them on the site. Your saved files are then available as 
selections when you are customizing a product. 

Upload Files from Your Computer 

Note  For some wide format products, only one file is allowed. It must have only one page (additional pages 
are ignored). Follow the instructions below but ignore the references to multiple files. 

To upload files from your computer 

 

1. While customizing a product, click Add Files. The Add Files window opens. 

 

2. Click Upload Files. 

3. Do the following: 

a. Find the file you want to upload and click Open. 
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b. Files that you upload may automatically be converted to PDF format, but if the Convert to PDF 
check box is displayed, leave it selected to convert the file (unless for some reason you need to 
keep it in its original format). 

Note  Most print shops prefer to receive PDFs since they preserve your layout, number of 
pages, and so on. When opened on another computer, a PDF will look the same as on 
your computer, while files in their original formats may not look the same. For wide format 
products, PDFs are required if you want to preview the job. 

c. If the file you are uploading is not a PDF, enter the No of Pages. 

d. If you expect to use this file again in the future, select the Save to My Files check box. 

4. To select more files for uploading (up to 15 at the same time), click Add More Files and repeat step 3. 
(Multiple PDFs are combined into one file.) 

Note  A job can have an unlimited number of files. If you need to add more than 15 (the limit you can 
upload at the same time), repeat this procedure.  

5. Click Upload. 

Notes  If a pre-flight error is detected (for example, a type face is not embedded), an error message is 
temporarily displayed. Either click the error/warning for details or close the error message 

window and then click View Preflight Report at the top of the page. (You can also click   
next to the file name (under Files) and select View Preflight Report.) You can then print the 
report, or accept or remove the content file.  

 If an error occurs during the conversion to PDF, delete the file (by clicking  next to the file 
name and selecting Remove file) and upload the file without trying to convert it. The preview 
will then consist of a sample page with the page number centered on the page. 

6. After the upload is complete, click Done. The files you uploaded are now listed under Files and 
displayed (as one continuous file) in the preview pane. 

 

Tip To remove a file you uploaded, click  next to the file name and select Remove file. 

7. If you added more than one file, the files are combined into one file in the order they are listed. This is 

also the order in which they will be printed. To change the order of the files, click  next to a file and 
select Move file up in print order or Move file down in print order.  

Download files from the cloud 

If a service that you use for cloud storage is listed in the Add Files window, you can download content files from 
the cloud when ordering a product that requires you to supply content. Depending how the site is configured, you 
may have the choice of one or more of the following: 

• Google Drive (see page 46) 

• Dropbox (see page 46) 

• PrintMe (see page 47) 

Before you can download files from the cloud 

• For Google Drive, you need a Google account, and your files must already be uploaded to Google 
Drive.  

• For Dropbox, you need an account and your files must already be uploaded.  

• For PrintMe, no account is necessary, but your file must already be uploaded to PrintMe, and you 
should have a document ID for the uploaded file. 
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To download a file from Google Drive 

1. Click Add Files.  The Add Files window opens. 

2. Click Google Drive. (If Google Drive is not displayed in the Add Files window, you cannot download 
files from Google Drive.) 

3. Enter the user name and password for your Google account. (If you are already logged into your 
Google account, you will not be asked for your user name and password.) 

4. If asked about allowing access to the service, click Grant Access and click Yes in any other windows 
that open. 

5. Add the file from Google Drive: 

a. Find the content file(s) you want to use and select their check boxes. 

b. If the file is not in PDF format, enter the No of Page(s). 

c. To convert the file to PDF, select the Convert files to PDF check box. 

d. If you expect to use this file again in the future, select the Save for future use check box. (The file 
is then part of your saved files.) 

e. Click Add Files. 

Note When you download files that you created in Google Docs (for example, Docs or Sheets), 
Google automatically converts them to PDF format. On Google Drive, however, those files 
remain in their original format. When you download files that were created with another 
application, for example, Microsoft Word files, you can choose whether to convert them to PDF 
(step 5c above). PDF format is recommended. 

6. Once the files are downloaded, click Done. The files you downloaded are now listed under Files and 
displayed (as one continuous file) in the preview pane. 

7. If you added more than one file, the files are combined into one file in the order they are listed. This is 

also the order in which they will be printed. To change the order of the files, click  next to a file and 
select Move file up in print order or Move file down in print order. 

To download a file from Dropbox 

1. Click Add Files. The Add Files window opens. 

 2. Click Dropbox. (If Dropbox is not displayed in the Add Files window, you cannot download files from 
Dropbox.) 

3. Enter the user name and password for your Dropbox account. 

4. If asked about allowing access to the service, click Allow. 

5. Add the file from Dropbox: 

a. Find the content file(s) you want to use and select their check boxes. 

b. If the file is not in PDF format, enter the No of Page(s). 

c. To convert the file to PDF, select the Convert files to PDF check box 

d. If you expect to use this file again in the future, select the Save for future use check box. (The file 
is then part of your saved files.) 

e. Click Add Files. 

6. Once the files are downloaded, click Done. The files you downloaded are now listed under Files and 
displayed (as one continuous file) in the preview pane. 

7. If you added more than one file, the files are combined into one file in the order they are listed. This is 

also the order in which they will be printed. To change the order of the files, click  next to a file and 
select Move file up in print order or Move file down in print order.  
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To download a file from PrintMe 

To download a file from PrintMe, you must have uploaded the file to PrintMe and received a document ID via e-
mail.  

1. Click Add Files. The Add Files window opens. 

2. Click PrintMe. (If PrintMe is not displayed in the Add Files window, you cannot download files from 
PrintMe.) 

3. Enter the document ID you received from PrintMe. 

4. Add the file from PrintMe: 

a. Find the content file(s) you want to use and select their check boxes. 

b. If the file is not in PDF format, enter the No of Page(s). 

c. To convert the file to PDF, select the Convert files to PDF check box 

d. If you expect to use this file again in the future, select the Save for future use check box. (The file 
is then part of your saved files.) 

e. Click Add Files. 

5. Once the files are downloaded, click Done. The files you downloaded are now listed under Files and 
displayed (as one continuous file) in the preview pane. 

6. If you downloaded more than one file, the files are combined into one file in the order they are listed. 

This is also the order in which they will be printed. To change the order of the files, click next to a file 
and select Move file up in print order or Move file down in print order. 

  



48 

Use saved files for the product 

If you have saved files on the site (for example, files that you uploaded to the site as described on page 50), you 
can select a saved file for the product you are ordering. 

1. Click Add Files. The Add Files window opens. 

2. Click Saved Files. The Saved Files window opens. 

 

3. To preview a file, click its name. 

4. Select the check boxes of the files you want to use and click OK.  

The files you selected are now listed under Files and displayed (as one continuous file) in the preview 
pane. 

5. If you added more than one file, the files are combined into one file in the order they are listed. This is 

also the order in which they will be printed. To change the order of the files, click  next to a file and 
select Move file up in print order or Move file down in print order.  
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Indicate you are providing content another way 

If you selected a product that requires you to provide content files, but you do not have the information in digital 
format (for example, you have a hard-copy document), or you plan to deliver the files later, you can still go 
through the process of customizing the product you selected. During this process, you just indicate you are 
delivering the material another way. 

1, Click Add Files. The Add Files window opens. 

2. Click Other.  

 

3. In the Type field, indicate how you are supplying the material, for example, CD/DVD, Portable Drive, or 
Hard Copies in Box. 

4. Enter a File Name. 

5. In the No. of Page(s) field, enter the number of pages you plan to deliver. If you have front and back 
sides, count two pages per sheet. Wide-format products can have only one page. 

6. Under Delivery instructions for hard copy file(s), enter any special information about the delivery of 
the material. 

7. Click Finish. 
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Saving your files on the site 

A print job often requires you to supply a content file. You can upload your files to the site so they are ready to be 
used when you are customizing a product that requires content files.  

Tip You can also upload or download files (and save them for future use) while customizing a product; you 
do not have to upload them ahead of time 

To upload a file so it is part of your saved files 

1. On the account menu, click My Saved Files. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

The My Saved Files page opens.  

 

2. To see what types of files you can upload, click Supported File Formats.      

Note  If your file type is not listed, contact Customer Support (see “Contacting Customer Support” on 
page 12) for instructions on how to deliver the file. 

3. Click Add File, find the file you want to upload, and then click Open. 

4. Files that you upload may be automatically converted to PDF format, but if the Convert to PDF check 
box is displayed, select it to convert the file (unless for some reason you need to keep it in its original 
format). 

Note  Most print shops prefer to receive PDFs since they preserve your layout, number of pages and 
so on. When opened on another computer, a PDF will look the same as on your computer, 
while files in their original formats may not look the same. 

5. If the file you want to upload is not a PDF, enter the No. of Pages. 

6. Click Upload. The file is now part of your saved files. It will be available for selection (as a saved file) 
when you order products. 

Note If you upload images, and then want to use them when personalizing products like VDPs, the 
images on the My Saved Files page will not be available. You can, however, open an image on 
the My Saved Files page and then download it so it is accessible when you are personalizing a 
product.  

7. To preview the file to make sure it looks the way you want, click its name. 

Tip You can download a file while you are previewing it.  

8. If you no longer want a file to be part of your saved files, click Remove. 

Supplying files using PrintMessenger 

An alternative to supplying content files during the process of creating a product is to install and use EFI 
PrintMessenger. PrintMessenger converts documents on your computer to high-quality PDFs and uploads them 
to the site. 
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PrintMessenger offers the following benefits: 

• PrintMessenger connects the Print command in your application (for example, Microsoft Word or 
Adobe® InDesign®) to the storefront site – you simply select PrintMessenger as the “printer” when 
working with a document in the application on your computer. 

• Your documents are converted to high-quality PDFs on your own computer to ensure accurate printing. 
You can preview the PDFs before uploading them. 

• You can upload several files at a time or combine files into a single file before uploading it. (For 
example, if a brochure you want to print is made up of three files, you can combine them into one file – 
in the order you want.) 

• After your files are uploaded to the storefront site, you are taken to the site where you can immediately 
add the files to products that you order. 

• The files that you upload are stored on the site so that you can select them (from your saved files) when 
ordering products in the future. 

Your first step is to install PrintMessenger (a one-time procedure), after which you can begin to use it to convert 
documents to PDFs and upload them to the site. 

Installing PrintMessenger 

Before you can use PrintMessenger to convert documents on your computer to PDFs and upload them to the 
site, you must download PrintMessenger and install it on your computer (a one-time procedure). 

Notes  If you have an earlier version of PrintMessenger installed, you must uninstall it before you install the 
new version. 

 Administrative privileges are required on the computer where you are installing PrintMessenger. 

 In some restricted environments you must establish proxy settings before you can use PrintMessenger 
to upload files to the site. For information, see page 52. 

Requirements 

The computer on which you plan to install PrintMessenger must be running one of the following supported 
operating systems:  

Windows (32-bit and 64-bit) 

• Windows Server 2003 

• Windows Vista 

• Windows 7 

• Windows 8 

• Windows 10 

• Windows Server 2008 R2 

• Window Server 2012 R2 

A Windows computer must also have: 

• Microsoft  .NET Framework 3.5 and all related Service Packs (SPs) and updates installed. If .NET 
Framework 3.5 is not installed, you will be notified during PrintMessenger installation, and will need to 
install .NET Framework 3.5 before you can install PrintMessenger. 

Note  NET Framework 3.5 is the required version for PrintMessenger, even if a higher version is 
available for your Windows computer. 

Macintosh 

• Macintosh OS 10.7 

• Macintosh OS 10.8 

• Macintosh OS 10.9 
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• Macintosh OS 10.10 

If you need to install .NET Framework 3.5 

Microsoft .NET Framework 3.5 is required on all Windows computers where you want to install PrintMessenger. 
Before you try to download and install PrintMessenger, check whether .NET Framework 3.5 is installed. If .NET 
Framework 3.5 is not installed, you must install it. If you try to install PrintMessenger and .NET Framework 3.5 is 
not installed on your computer, you will have to install it before you can install PrintMessenger. After you install 
.NET Framework 3.5, check that it includes all updates and service packs recommended by Microsoft. 

The procedure for installing .NET Framework 3.5 depends on your version of Windows. Some guidelines are 
provided below. For more details, go to the Microsoft web site. 

Windows 7 or 8 

1. Go to the Control Panel and select Programs and Features. 

2. In the left pane, click Turn Windows features on or off. 

3. Select Microsoft .NET Framework 3.5.1 and follow the instructions. 

4. Be sure also to install updates if advised to do so by Microsoft. 

Windows Server 2008 

1. Select Administrative Tools > Server Manager. 

2. Select Add Features. 

3. Expand .NET Framework 3.5.1 and then select the .NET Framework 3.5.1 check box. 

4. Click Next and follow the instructions. 

5. Be sure also to install updates if advised to do so by Microsoft. 

Download and install PrintMessenger 

1. If you have an earlier version of the Windows PrintMessenger, go to the Control Panel and uninstall the 
existing version of PrintMessenger. 

If you have an earlier version of the Macintosh PrintMessenger, go to the installation folder 
(/Applications/EFI) and run the Uninstall EFI Mac Print Messenger application. 

2. Go to the home page on the site and then: 

• On a Windows computer, click Windows (32Bit) or Windows (64Bit) depending on whether you 
need a 32-bit or 64-bit version of PrintMessenger. 

• On a Macintosh computer, click Mac. 

3. Click Run (or Open) to start the installation from the site or click Save to save the installer and run it 
from your computer. (As always, Macintosh users must double-click the downloaded DMG file to mount 
it.)  

4. Follow the instructions in the installation wizard to install PrintMessenger. If you are told you need 
Microsoft .NET Framework 3.5, you will need to install it before you can install PrintMessenger. See 
page 52. 

5. After PrintMessenger is installed, start to use it to convert files to PDFs and upload them to the site. See 
page 53. 

Note  If you need to establish proxy settings to connect to the Internet, follow the instructions below. 

If you need to establish proxy settings 

In some restricted environments (as determined by your organization), you must establish proxy settings to 
connect to the Internet. Without these proxy settings you will not be able to use PrintMessenger to upload files to 
the site. If necessary, contact your IT staff to obtain the information you need to configure proxy settings 
(typically address and port). The procedure is different on Windows and Macintosh computers. 
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On a Windows computer 

1. Right-click the PrintMessenger icon   on the right side of the Windows task bar (at the bottom of the 
desktop) and select Settings > Proxy Settings. 

 

2. Select Manual Proxy Settings. 

 

The Domain and Username fields are automatically completed for you. (This is the user name you use 
at your company, not the user name for logging into the site.) 

3. Complete the Address and Port fields. 

4. Enter your Password. (This is the password you use at your company.)  

5. Click Save Settings. 

On a Macintosh computer 

On a Macintosh computer, proxy settings are part of the advanced network settings (System Preferences > 
Network). Refer to the Help system on your computer and/or ask your IT staff for assistance. 

Using PrintMessenger  

After you install PrintMessenger, you can start using it to convert documents on your computer to PDFs and 
upload them to the site. You may also be able to save the PDFs on your computer and upload them later. 

Note  The procedure for using PrintMessenger on a Windows computer and on a Macintosh computer is very 
similar. Any differences are described in the steps that follow.  

Convert files to PDFs 

1. Make sure that the document or file that you want to convert and upload is open in the application that 
you used to create it (for example, Microsoft® Word or Adobe® PhotoShop®). 

2. In the application, select File > Print. 

3. If your document is to be printed on standard size paper (typically letter size): 

• Select MarketDirect StoreFront (or Digital StoreFront) as the "printer" and click OK or Print 
(depending on the application). The system converts the file to PDF format and then the EFI 
PrintMessenger window opens and lists the PDF. 
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On a Windows computer – if you need to review or select the paper size for the document: 

Note  The selections you make may be slightly different depending on the version of Windows you 
are using. 

a. Select MarketDirect StoreFront as the "printer" and click Properties. 

b. Click Advanced. 

c. In the Paper Size field, select the size you want. If the size you want is not listed, select PostScript 
Custom Size. 

d. If you selected PostScript Custom Size, enter the dimensions of your custom page and then click 
OK in all the dialog boxes 

 

The system converts the file to PDF format, after which the EFI PrintMessenger window opens and lists 
the PDF. 
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On a Mac computer – if you need to select the paper size for the document: 

a. In the Print window, select MarketDirect StoreFront as the “printer.” 

 

b. In the Paper Size field, select the size you want. If the size you want is not listed, select Manage 
Custom Sizes. 
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c. In the Custom Paper Sizes window, enter the dimensions of your custom page and click OK. 

 

The system converts the file to PDF format, after which the EFI PrintMessenger window opens and lists 
the PDF.  

4. To convert more files, repeat steps 1 to 3. (You must wait for the conversion of a file to be complete 
before you can convert another file.) 

Manage the converted documents 

The PrintMessenger window looks like this in Windows: 

 

  

Buttons for 
deleting, 
previewing, 
and moving a 
file up or down 
the list. 

Double-click 
to change 
file name. 
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On a Windows computer, you can: 

• Use the buttons to the right of a selected file to delete, preview, or move a file up or down in the list. 
(The order in which the files are listed is the order in which they are merged – and printed – if you select 
Upload As One File.) 

• Rename a file by double-clicking its name and making your changes. (A .pdf extension is automatically 
added to the file name after you make your changes.) 

The PrintMessenger window looks like this on a Macintosh computer: 

 

On a Macintosh computer, you can: 

• Change the name of a file. 

• Click Remove to delete a file or click Preview to view its contents. 

Note  If you convert numerous documents and change your mind about uploading them, you can 
remove all of them by selecting Reset PrintMessenger on the PrintMessenger menu. 

Drag files to change the order in which they are listed. (The order in which the files are listed is the order in which 
they are merged – and printed – if you select Upload As One File.) 

Upload the PDFs to the site 

Typically, after you convert your documents to PDFs you upload them to the site so you can start adding them to 
products. 

1. In the PrintMessenger window, either select Upload Individually to upload each file one by one or select 
Upload As One File to merge the files into a single PDF. For example, you may have files 
corresponding to the chapters of a book that you want to combine into one PDF. 

2. If you selected Upload As One File, replace MergedDoc.pdf (in the field to the right of Upload As One 
File) with a descriptive name for the merged file. 

 

3. Click Upload. 

4. If the Login window opens: 

Replace with 
descriptive name. 
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• If you already have an account (are registered), enter your account credentials (user name and 
password) for the site and click Login.  

• If you do not have an account yet, click Open an Account. 

 

Notes  Select the Save credentials and auto login check box if you want to avoid being prompted 
for your account credentials during future file upload sessions. If you save the credentials on a 
Macintosh computer and later want to change them, click Reset Auto Login on the 
PrintMessenger menu. 

 On a Windows computer, you can always open the Login window by right-clicking the 

PrintMessenger icon  on the right side of the Windows task bar (at the bottom of the 
desktop) and selecting Settings > Login. 

5. When you are informed the upload was successful, click OK. 

6. The Upload Successful page opens. If you want the file(s) that you uploaded to be automatically added 
to products that you create during the current session (until you log off), leave the Automatically add 
these files to products... check box selected. (Even if the files are added automatically, you can 
always remove them while customizing a product.) 

 

7. Click Get Started to go to the home page on the site where you can begin selecting products. Note that 
the Get Started button is not available in some situations. Instead, you are taken directly to the product 
customization step; no product selection is necessary. 

Note  The PDFs that are uploaded to the site are automatically stored on the site so that you can select them 
(from your saved files) when customizing products that require content files. 
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Save PDFs on your computer 

Depending how the site is configured, you may be able to save the PDFs on your computer and upload them to 
the site later. You can supply files as you are customizing a product (see page 44) or save your files on the site 
(see page 50). 

1. In the PrintMessenger window, either select Upload Individually to save each file separately or select 
Upload As One File to merge the files into a single PDF. For example, you may have files 
corresponding to parts of a brochure that you want to combine into one PDF. 

2. If you selected Upload As One File, replace MergedDoc.pdf (in the field to the right of Upload As 
One File) with a descriptive name for the merged file. 

3. Click Save, browse to the folder where you want to store the PDFs, and click OK. 

Updating PrintMessenger 

If a new version of PrintMessenger is available and you have PrintMessenger installed on a Macintosh, you must 
uninstall the old version and install the new version.  

On a Windows computer, unless notified otherwise, you can update PrintMessenger as follows: 

1. To check for updates to PrintMessenger, right-click the PrintMessenger icon  on the right side of the 
Windows task bar (at the bottom of the desktop) and select Settings > Check for Updates. 

2. If you want to be notified of future updates, select the Alert me when updates are available check 
box. (This also saves your account login credentials.) 

3. If updates are available, click Update.  
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Digital Downloads 

Some products on the site may be available just in digital form, for example, eBooks, course materials, forms, or 
photographs. These kinds of products are downloaded, not printed. A digital product may consist of a single item 
or may consist of related items, for example, some study notes and an article required for a course. A digital 
product may also consist of the same item in different formats so it can be read on different devices.  

Depending on the product, you may have to download it by a certain time, or you may be restricted to some 
number of downloads. This is shown on the Order Confirmation page (see page 160). 

Note  In addition to products that are available just as digital downloads, some products can be downloaded 
as well as or instead of printed. For example, in addition to printing some cards that you personalized, 
you may want to download the PDF. This gives you the flexibility to print additional copies or to re-
purpose the material in some way. If different deliverables are available for a product, you select what 
you want after you click Buy Now. 

When you order a digital product, you go through checkout and pay for the product as usual. You can then 
download the product in any of the following ways: 

• When the Order Confirmation page is displayed after you pay for the product, a Download button is 
available for each item you can download. Click this button.  (You can also open the Order Confirmation 
page by clicking an order number in your order history. See page 167.) 

 

Note  If you chose to pay at the store, the Download button will be unavailable until the print shop 
receives the payment and approves the order. In addition, if the order is subject to approval, 
the Download button will be unavailable until the order is approved. (For information about 
approvals, see page 161.) 
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• Use the My Downloads page to check on all your downloads, and download items from there. (On the 
account menu, click My Downloads.) 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu. 

 

Note  The Download button is grayed out (unavailable) if the item had to be downloaded within a certain time, 
and that time has passed, or if the number of downloads was restricted, and that number was met. In 
addition, sometimes you must wait for an order to be approved before an item can be downloaded. 
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Ordering Kits 

A kit is a product made up of other products packaged together. For example, a wedding kit might include an 
invitation photo card, envelopes, a wedding program, and key chains for the guests. Each product that makes up 
the kit is customized individually (if applicable), but the order is placed for the kit itself.  

In some cases, the quantities for the individual products (items) that make up the kit are fixed; in other cases, 
you can enter a different quantity for a product in the kit or even enter 0 as the quantity. A zero lets you opt out of 
including a product in the kit. 

After you click Buy Now for a kit, a list of the products that make up the kit is displayed. 

 

Note  Before you can add a kit to the cart, each product in the kit must have a Complete check mark or 
Opted Out next to it. 

To order a kit 

1. In the Job Name field, enter a name for the kit order. 

2. In the Quantity field, enter the number of kits you want to order and then click   to update the Total 
Price. 

3. Review the products in the kit to see what can be changed and/or needs customizing. When a product 
in the kit has a Complete check mark next to it, the product does not require customizing. 
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4. If necessary, change the Item Quantity of a product in the kit or enter 0 to not include the product in the 

kit. Then click   to update the pricing. 

Note  The Item Quantity may be fixed, or you may not be allowed to enter 0. If you enter 0 in the 
Item Quantity field, Opted Out is displayed next to the product to indicate you have chosen 
not to include this product in the kit. 

 

Note  The number of items you will receive is a product of the kit Quantity and the Item Quantity. 
For example, if you enter 125 in the kit Quantity field for a poster package that has 1 as the 
Item Quantity for the poster, you will receive 125 posters. If the Item Quantity is 2, you will 
receive 250 posters. Sometimes you may want more of one product in a kit (this assumes the 
Item Quantity field can be edited). For example, if you are ordering a kit made up of 
promotional hats and pens, you may want to order only 1 hat per kit, but 3 pens per kit. In this 
case, the Item Quantity for the hat would be 1 but for the pen would be 3. If you ordered 100 
kits, you would get 100 hats and 300 pens. 

5. When a product in the kit has a Customize arrow next to it, configure the product: 

 

a. Click the Customize button. 

b. After you click Customize, configure the product. What you must do depends on the product. For 
example, you may need to supply a content file and select print options for the product or you may 
need to add an image or text to a Design Studio product.  

c. After you customize the product, click Finish. You now return to the list of products that make up 
the kit. 

6. Go through the products in the kit until they all have a Complete check mark (or Opted Out) next to 
them. 

7. Click Add to Cart and proceed with the checkout process when you are ready. For information about 
checkout, see page 153. 
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Personalized Products 

Some products such as business cards, note cards, invitations, or promotional flyers can be personalized, for 
example, with contact information for a business card or a photo for a note card. The site provides the basic 
product (invitation or flyer) and you personalize it. 

Products that you can personalize fall into these categories: 

• Design Studio products  

Design Studio products can be personalized in numerous ways. For example, you may be able to 
position and re-size text, images, and shapes; add your own text, images, and shapes; edit and format 
text; or enhance images. 

For information about Design Studio products, see page 65. 

• Smart Canvas products 

Smart Canvas products can include note cards, invitations, business cards, calendars, brochures, 
promotional flyers, or soft signage that you can personalize in various ways. For example, you may be 
able to add or edit objects such as images, text and headlines, QRC codes, lines, ellipses, or 
rectangles, or enter information in a form. 

For information about Smart Canvas products, see page 94. 

• Variable data products (VDPs)  

VDPs are typically personalized with data such as a name and address, as well as with images. The 
data you can use for personalizing a product may be provided on the site. For example, an address 
book from which you can select contact information may be available. Sometimes you can create 
several versions of the same product, each personalized differently, for example, 500 copies of a 
promotional flyer, with each flyer addressed to a different prospect. 

For information about VDPs, see page 94. 

• Direct mail products 

Direct mail products (U.S. only) are typically personalized and then mailed to recipients on a mailing list. 

For information about direct mail products, see page 125. 
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Design Studio Products 

Design Studio products may include note cards, invitations, business cards, or promotional flyers that you can 
personalize in various ways using a visual editor. You can see your changes to the product as you make them. 
The site provides the basic product and you personalize it, for example, add a photo or some text to a postcard, 
change the font and color of text, or add some decorative lines. 

 

The design of a product controls how you can personalize it. For example, if you are ordering a company 
business card you may be able to change only your name; on a post card you may be able to add your own 
photo, decorate shapes, and text. 

Here are some ways you may be able to personalize products: 

• Add your own images (in JPG, PNG, PDF, EPS, or SVG format). For additional requirements, see 
“Design Studio requirements for images” on page 71. 

• Select pre-supplied images from a gallery. 

• Edit and format text, for example, change font, point size, color, or justification. 

• Change the color or thickness of lines. 

• Change the fill color or border color of a rectangle or circle. 

• Change the opacity of objects. 

• Move, re-size, rotate, or delete text, shapes, or images. 

• Add your own text, photos, or images. 

• Edit images by cropping or rotating them, correcting red eye, changing contrast, and so on.  

Note  Some products do not allow image editing. If they do, RGB images in JPG or PNG format can 
be fully edited as long as their size does not exceed 2,880 x 2,880 pixels; if the pixel size is 
higher, you can just crop and rotate the images. CMYK images in JPG or PNG format and 
images that are in PDF, EPS, or SVG format can be cropped and rotated. 

• Select finishing options such as paper or lamination. 
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General procedure for personalizing Design Studio products 

When you click Buy Now next to a Design Studio product, it opens in a window like the one shown on the 
previous page. You can then personalize the product and add it to the cart. 

Notes  Some Design Studio products may be available in both printed and/or downloadable form. In this case, 
in addition to (or instead of) obtaining the printed copies of the product, you can order a digital download 
of the production PDF. If different deliverables are available for a product, you select what you want to 
order after you click Buy Now. 

 When finishing options can be selected for a product, the left side of the window includes a Finishing 
Options pane. When that pane is open, the Quick Help pane (with tips for getting started) is closed. 
Only one pane can be open at a time. To switch between the panes, click their names. (Some products 
may not include a Quick Help pane.) 

 You can save your work at any time by clicking Save Job at the top of the page. This allows you to 
return to the job later. If you are not yet registered on the site, you can register after you click Save Job. 
(You must be registered to save jobs and check out.) 

 If the product is part of a kit, some fields will not apply and some information may already be filled in for 
you. You will also see a Finish button instead of Add to Cart. For information about kits, see page 60. 

Provide required information 

1. In the Job Name field, enter a descriptive name for your product so you can identify it easily. (A job is 
just your personalized product. When an order includes several jobs, each is an item in the order.) 

2. If the Deliverables field is displayed, it is set to what you selected after you clicked Buy Now. If 
necessary, change your selection. (This selection affects the price.) 

3. In the Quantity field, specify the amount you are ordering. The quantity affects the price.  

Note  You are warned if the Quantity you enter is invalid. For example, a product may have a 
maximum order quantity that you exceeded, or you may have entered an invalid multiple for a 
product that is ordered in multiples. 

4. Ignore the Pages field; the number of pages for the product is pre-determined, and you cannot change 
it 

About the preview 

As you look at a product, its dimensions are shown on the left and top. If the product includes margins, they are 
identified by a purple line. The trim line (used for cutting the printed product) is identified by a green line. This 
green line is the boundary of the product.  

 

Purple line 
identifies 
margins. 

Green line is trim 
line (boundary). 
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Although typically objects are kept within the margins, you are not prevented from moving objects beyond a 
margin up to the green trim line. Anything up to the green line will be included in the printed product. 

Some products may also include a grey border (called a bleed area by printers). In this case, the green trim line 
is on the inside edge of the border, and the scissors are there to remind you that the border will be cut off (at the 
trim line) after the product is printed. (Note that the product shown below does not include margins.) 

 

Although nothing prevents you from moving an object over the trim line and into the grey border, anything in the 
border will be cut off. Sometimes that may not matter; you can decide. 

 

  

The part of the image over the 
green line and in the border  
(bleed area) will be cut off. 

Scissors remind 
you that product 
will be cut at 
green trim line. 

Grey border 
(bleed area) will 
be cut away 
after printing. 
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Change the Preview 

1. By default, the product fits the screen. To zoom in or out, use the slider or click - or +. 

 

2. To restore the product to its original size, click . 

3. If you zoom so that part of the product is not visible, click  to switch to pan mode. You can then drag 
the entire product to display different areas without accidentally moving any objects that are part of the 

product. When you are panning, no editing is possible. To switch back to edit mode, click . 

Tip  Although you cannot edit the product while panning, you can add objects (images, text, or 
shapes) to the product. If the product already includes an image placeholder box, you can also 
drag an image from a gallery or the Photos pane to the placeholder box while in pan mode. As 
soon as you add an object while panning (or drag an image to a placeholder box), you are 
automatically switched back to edit mode.  

4. If the product has more than one page, use the arrows to move from page to page so you can 
personalize each page as necessary. 

Note  The preview does not include finishing options. For a summary of the selected finishing options, click 
Review My Job at the top of the window. 

Personalize the product 

What you can personalize depends on the product. Here are some general guidelines: 

• If the product includes a placeholder box for an image, do one of the following: 

 

•  If the Photos pane is displayed, and includes an image you want to use, drag it to the placeholder box. 

 

• If the Photos pane is displayed, click Add Photos to supply your own image and then drag the image 
to the placeholder box. 

Note  You can add images in JPG, PNG, PDF, EPS, or SVG format. For additional requirements, 
see “Design Studio requirements for images” on page 71. 

• If an image gallery is displayed, and you like one of the images, drag it to the placeholder box. 

Notes  If an Add Photos link is available, you can add images (for example, corporate logos) to the 
gallery, in which case they are available to other users. 

 You cannot add a product to the cart if a placeholder box for an image is empty. Add an image 
or, if the product allows it, delete the placeholder. 
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• If the product prompts you for text, for example, Enter your name here or Enter your text here, 
double-click the prompt and replace it with your own text. 

Notes  You cannot add a product to the cart if you leave a prompt for text. Replace the text or, if the 
product allows it, delete the prompt. 

 If the text you enter does not fit the text box, a warning is displayed. In some cases, for 
example, if the last line (or only line) of text does not fit, you will not be able to add the product 
to the cart. Change the font size or the size of the text box to correct the problem. 

• If the product comes with text, click it to see if you can edit, format, move, rotate, re-size, or delete the 
text. (To change the text, double-click it.) 

• If the product comes with an image, click it to see if you can move, re-size, rotate, or delete the image; 
double-click it to see if you can edit the image. 

Note  Not all products allow image editing. If they do, RGB images in JPG or PNG format can be fully 
edited as long as their size does not exceed 2,880 x 2,880 pixels; if the pixel size is higher, you 
can just crop and rotate the images. The following can be cropped and rotated: CMYK images 
in JPG or PNG format; images that are in PDF, EPS, or SVG format; and images that came 
from an image gallery. 

• If the product comes with a rectangle or circle, click it to see if you can change the border or fill color, or 
move, re-size, rotate, or delete the rectangle or circle. 

• If the product comes with a line, click it to see if you can change its color or width, or move, re-size, 
rotate, or delete the line. 

Notes  When a product comes with text, images, or shapes, what you can do to these objects 
depends on the product you selected. 

 Some objects can be grouped, and then all the objects in the group can be moved, rotated, or 
lined up at the same time. (For information about grouping, see page 92.) 

• If a toolbar is displayed at the bottom left of the window, use it to add your own objects: text, images, 
rectangles, lines, or circles. Depending on the product you selected, not all the buttons may be 
available. For example, if the product does not allow images to be added, the button for adding images 
will not be displayed. (For information about adding your own objects, see page 71.) 

 

Notes  You can overlap objects and then move them to the back or front. For information, see page 
74.  

 After you add an object, you can make copies of it. Right-click the object, select Copy Item, 
right-click again, and select Paste Item. You can then drag the copied object where you want 
it.  

• If the product has more than one page, display each page and personalize it as necessary. 

The details of adding and formatting objects start on page 71. 

Select finishing options 

Some products may include a choice of finishing options such as media, binding, or lamination. In this case, a 
Finishing Options pane is displayed on the left side of the window. 

Notes  If you are ordering a download version of the product, you will receive the PDF file that forms the basis 
of the product. If you are ordering print copies together with the download version of the product, the 
downloaded PDF will not reflect tabs, media size or color, orientation, or other finishing options that you 
may be able to select for your printed copies. The finishing options apply only to the printed copies. 

 Some of your finishing option selections may result in messages about incompatibilities with previously 
selected options, recommendations for other or alternative options you should consider, or notifications 
that your selection resulted in another option being automatically enforced (selected for the product). 



70 

 

Finishing options are not part of the preview, but you can see a summary of your selections by clicking Review 
My Job at the top of the window. 

1. In the Finishing Options pane, click an option, for example, Media or Binding. (The options that are 
available to you depend on the product you selected.) 

Tip If the Finishing Options pane is closed and the Quick Help pane is open, just click Finishing 
Options to open the pane. 

2. Make further selections as necessary. For example, after clicking Media you need to select a type of 
paper. 

Sometimes a finishing option is unavailable because of another option that is selected. For example, if 
you select color printing, some brightly colored papers may be unavailable as selections. Move the 
pointer over the ? next to the unavailable option to see an explanation for its unavailability. You can 
then change your selections if necessary. 

 

3. For a summary of your selected options, click Review My Job at the top of the window. The Job 
Summary window opens with information about the options you selected. 

 

Note  To see more pricing details, move the pointer over the Unit Price area at the bottom of the window. If 
you are ordering both a print and download version of the product, the pricing summary provides a 
breakdown. (A pricing summary is not available for all products. 

Add product to the cart 

1. If the Download PDF button is available (next to Add to Cart), and you want to preview the PDF (or 
give it to someone else for approval), click Download PDF. 

  

2. When the product looks the way you want, click Add to Cart. 

Note  If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 60). 

3. If asked, click I Agree to indicate that you have proofed the product.  
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4. Proceed with the checkout process when you are ready. For information, see “About Checkout” on page 
153. 

Design Studio requirements for images 

If you plan to use your own images in Design Studio products, they must meet the following requirements: 

Image types JPG, JPEG, PNG, PDF, EPS, SVG 

PDF versions PDF v 1.0 – 1.7 

PDF types PDF/X, PDF/A, PDF/E Transparency 

Pixel size Images with a size greater than 2,880 by 2,880 pixels cannot be fully edited, just 
cropped and rotated 

Color space RGB, CMYK, DeviceN 

PDF dimensions PDFs up to 150” by 150” can be used 

Adding your own objects to Design Studio products 

Whenever a toolbar is displayed for a Design Studio product:  

 

you can use it to add your own text, images, rectangles, lines, or circles. 

Note  The toolbar may not include all these options. Depending on the product you selected a particular 
button may be unavailable. For example, a product may not allow text or images to be added so the 
toolbar will not include those buttons. 

You have full control over any object that you add to a product, for example, you can edit, move, re-size, rotate, 
or delete the object. You can also group objects together and then move, rotate, or line them up at the same 
time. In addition, you can place one object on top of another object and move one of the objects to the front or 
back. For example, you could put a colored rectangle behind some text or overlap some rectangles in a pattern. 

Tip After you add an object, you can make copies of it. Right-click the object, select Copy Item, right-click 
again, and select Paste Item. You can then drag the copied object where you want it. 

Add your own text 

1. Click  and then click where you want to add the text. You can then drag the text box until it is where 
you want it. 

2. To add your text, double-click inside the text box and replace Enter your text here with your own text.  

Note  If the text you enter does not fit the text box, a warning is displayed. In some cases, for 
example, if the last line (or only line) of text does not fit, you will not be able to add the product 
to the cart. Change the font size or the size of the text box to correct the problem 

3. Use the toolbar to format or position the text, or to delete the text if you change your mind about 
including it. 

 

4. To change the font, point size, color, style, or justification of the text: 

a. Click . 

b. Use the buttons on the formatting toolbar to make your changes. 

 

Click to change color of text. 
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Tips Use  to change the size of the text in relation to the size of the box; use  to 
change the size of the box in relation to the size of the text inside it.  

 If you click the color button and a color circle is displayed, you can create and select a 
custom color. (For more information about colors, see page 75.) 

5. Do any of the following: 

• Move the text, re-size or rotate the text box, or delete the text. (For information, see page 89.) 

• Change the opacity of the text. (For information about opacity, see page 91.) 

• Group the text box with other objects and then move, rotate, or line up the group. (For information 
about grouping, see page 92.) 

Add your own images 

1. Click  and then click where you want to place the image. (You can refine its size and position later.) 
A placeholder box is displayed for your image. 

 

2. Add an image in any of these ways: 

• If an image gallery is displayed, and you like one of the images in the gallery, drag it to the 
placeholder box. You can click Change Gallery to check if other galleries are available and choose 
to display the contents of another gallery.  

 

• You may be able to add images (for example, corporate logos) to some galleries, in which case 
they will be available to other users. If Add Photos is available, click it to add an image to the 
gallery. 

 

• If the Photos pane is displayed, and you want to use one of the images already displayed in the 
pane, drag the image to the placeholder box. 

• If the Photos pane is displayed, and you want to use one of your own images, click Add Photos. 
You can then upload an image from your computer; select an image you previously saved; or 
(depending how the site is configured) download an image from the cloud, for example, from 
Google Drive or Dropbox. After you upload/download the image or select a saved image, it is 
displayed in the Photos pane – you can then drag the image to the placeholder box. (For more 
information about using your own images, see page 77.) 
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Note  You can supply images for Design Studio products in JPG, PNG, PDF, EPS, or SVG 
format. For additional requirements, see “Design Studio requirements for images” on page 
71. 

3. After you drag one of your own images to the placeholder box, the image may automatically open in an 
Edit Photo window. If necessary, edit the image, for example, crop it, change the exposure, or correct 
red eye. Then click Apply Changes. (For information about editing images, see page 81.) 

Notes  Not all products allow image editing. If they do, RGB images in JPG or PNG format can be fully 
edited as long as their size does not exceed 2,880 x 2,880 pixels; if the pixel size is higher, you 
can just crop and rotate the images. The following can be cropped and rotated: CMYK images 
in JPG or PNG format; images that are in PDF, EPS, or SVG format; and images that came 
from an image gallery. 

 If the image does not meet the resolution (DPI) requirements for the product, a Low Quality 
warning link is displayed in the Edit Photo window. Click this link to open the Photo Information 
window so you can find out how the DPI of your image differs from the requirement. If the DPI 
is too low, the print quality will be poor (typically blurry). You may want to use a different 
image. 

4. Do any of the following: 

• Move, re-size, rotate, or delete the image. (For information, see page 89.) 

• Change the opacity of the image. (For information about opacity, see page 91.) 

• Group the image with other objects and then move, rotate, or line up the group. (For information 
about grouping, see page 92.) 

• To make further changes to the image itself, double-click it, edit the image, and click Apply 
Changes.  

Note  Not all products allow image editing. If they do, RGB images in JPG or PNG format can be 
fully edited as long as their size does not exceed 2,880 x 2,880 pixels; if the pixel size is 
higher, you can just crop and rotate the images. The following can be cropped and 
rotated: CMYK images in JPG or PNG format; images that are in PDF, EPS, or SVG 
format; and images that came from an image gallery. 

Add rectangles or circles 

1. To add a rectangle, click ; to add a circle, click . Then click where you want to place the 
rectangle or circle. (You can refine its size and position later.)  

2. Use the toolbar to format or position the rectangle or circle, or to delete the rectangle or circle. 

 

3. To format the rectangle or circle: 

a. Click .  

b. Change the color or thickness of the border or change the fill color. (Thickness is measured in 
points.) For information about colors, see page 75. 

 

3. Do any of the following: 

• Move, re-size, rotate, or delete the rectangle or circle. (For information, see page 89.) 

• Change the opacity of the rectangle or circle. (For information about opacity, see page 91.) 

• Group the rectangle or circle with other objects and then move, rotate, or line up the group. (For 
information about grouping, see page 92.) 
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Add horizontal or vertical lines 

1. Click   or   and then click where you want to place the line. (You can refine its size and position 
later.) 

2. Use the toolbar to format or position the line, or to delete the line. 

 

3. To format the line: 

a. Click  .  

b. Change the color or thickness of the line. (Thickness is measured in points.) For information about 
colors, see page 75. 

 

4. Do any of the following: 

• Move or rotate the line, make the line longer or shorter, or delete the line. (For information, see 
page 89.) 

• Change the opacity of the line. (For information about opacity, see page 91.) 

• Group the line with other objects and then move, rotate, or line up the group. (For information about 
grouping, see page 92.) 

Moving objects to the back or front in Design Studio products 

You can put one object on top of another object so they partly or completely overlap. You can then move one of 
the objects to the front or back to control what is visible. For example, you could add some text and then decide 
to put a colored rectangle behind it as background. If you place the rectangle over the text and fill it with color, 
the text will no longer be visible. In this situation you must move the rectangle to the back so the text is visible 
again. (Alternatively, you can change the opacity of one of the objects; see page 91.) For example, here a blue-
filled rectangle was placed over lighter blue text and then the rectangle was moved to the back so the text was 
visible again: 

 

You could also create a design of partly overlapping rectangles and move individual rectangles to the back or 
front to change the effect. 

To move objects to the back or front 

1. If you placed one object over another so one of them is partly or completely hidden, click the object that 

you want to move to the back or front and click . 
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2. Click  or  to move the object to the back or front. For example, if you overlap three colored 
rectangles: 

 

you could move the middle rectangle to the front to change the effect: 

 

Colors in Design Studio products 

You may be able to change the color of text, lines, and circles and rectangles (both border and fill) in a Design 
Studio product. The ability to change the color of these objects depends on the product you selected, as does 
the choice of colors. 

 

When you click a color button in a formatting toolbar you may have the following choices: 

• The default 21 colors 

• Custom colors predefined for the product 

• The ability to define your own custom colors 

Some products let you choose only the default colors while others restrict you to some pre-defined custom 
colors. For example, a company business card often limits the color selection to adhere to company branding. In 
yet other products you can choose either a default color or create your own custom color. 

  

Color button 
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Selecting a color 

Depending on the available choices do one of the following: 

• Select a color from the Default Swatch.  

• Select a pre-defined color from the Custom Swatch. 

• If the color circle is displayed, create and select a custom color. 

 

Creating and selecting a custom color 

If the color circle is displayed when you are selecting a color, you can define a custom color. 

1. Do one of the following: 

• If you know the CMYK or RGB values of the color, enter them directly in the % fields. (A product is 
configured to use either the CMYK or RGB color scheme; you cannot change this.) 

• Click the color you want on the color circle.  

Tip You can use the sliders below the color circle to adjust the Saturation (vividness) or 
Brightness (lightness) of colors if necessary. 

 

2. Click  to add the color. 

Note  You must add and save a color before you can use it in a product. 

3. In the Color Name field, enter a name for the color unless you want to leave the hex value.  

Click after entering 
values or clicking a 
color on the circle. 

Replace with 
descriptive name. 

Click to save custom 
color. 
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4. To indicate this is a spot color, select the Spot Color check box. (A spot color is typically the result of 
specially mixed inks. Spot colors are often used for branding.) 

5. Click  to save the color. It is now listed under Custom Swatch.  

 

A spot color is identified by a check mark next to the color: 

 

6. If you change your mind about a custom color that you added, click  to delete it. (You cannot delete a 
color if you used it in the product you are personalizing.) 

7. To use a custom color in the product you are personalizing, select the custom color and click OK. 

Supplying your own images for Design Studio products 

Many Design Studio products can be personalized with your own images. You can add images as long as they 
meet the requirements described in “Design Studio requirements for images” on page 71.  

Supply your images in any of these ways (depending how the site is configured): 

• Upload images from your computer. (See page 77.) 

• Download images from the cloud, for example, from Google Drive, Dropbox, or EFI PrintMe. (See page 
79.) 

• Use saved images. (See page 80.) 

Notes  If the Photos pane is not displayed, you cannot use your own images for the product you selected, but 
you may be able to choose an image from a gallery (if a gallery is displayed). 

 A gallery may include an Add Photos link, in which case you can add images to the gallery. These 
images will then be available to other users. Follow the same procedures as for adding photos to the 
Photos pane. 

Upload images from your computer 

1. Click Add Photos in the Photos pane. (If this pane is not displayed, you cannot use your own images 
for the product you selected.) 
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The Add Photos window opens. 

 

2. Click Upload Files. 

3. Find and select the image you want to upload and click Open.  

4. Click Upload. 

5. To upload another image, click Add and repeat steps 3 and 4. Otherwise, click Done. 

After you upload an image, it is displayed in the Photos pane, and you can add it to any Design Studio product 
that allows images to be added (as long as its quality is good enough for the selected product). 
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Download images from the cloud 

If a service that you use for cloud storage is listed in the Add Photos window, you can download images from the 
cloud when personalizing a Design Studio product.  

Depending how the site is configured, you may have the choice of Google Drive, Dropbox, or PrintMe. 

Before you can download images from the cloud 

• For Google Drive, you need a Google account, and your images must already be uploaded to Google 
Drive.  

• For Dropbox, you need an account and your images must already be uploaded.  

• For PrintMe, no account is necessary, but your image must already be uploaded to PrintMe, and you 
should have a document ID for the uploaded file. 

Note  If you are downloading an RGB image in JPG or PNG format and are given the option to convert to 
PDF, leave the image in its native format. RGB images in JPG or PNG format can typically be fully 
edited (see page 81) while PDFs can only be cropped and rotated. (Not all products allow image 
editing.) 

To download an image from Google Drive 

1. Click Add Photos. The Add Photos window opens. 

2. Click Google Drive. (If Google Drive is not displayed in the Add Photos window, you cannot download 
images from Google Drive.) 

3. Enter the user name and password for your Google account. (If you are already logged into your 
Google account, you will not be asked for your user name and password.) 

4. If asked about allowing access to the service, click Grant Access and click Yes in any other windows 
that open. 

5. Find the images you want to use and select their check boxes. 

6. If you expect to use this image again in the future, select the Save file for later re-use check box. 

7. Click Add Files. 

8. After the files are downloaded, click Done. The images you downloaded are now displayed in the 
Photos pane. Once an image is in the Photos pane, you can drag it to an image placeholder box. 

To download an image from Dropbox 

1. Click Add Photos. The Add Photos window opens. 

2. Click Dropbox. (If Dropbox is not displayed in the Add Photos window, you cannot download files from 
Dropbox.) 

3. Enter the user name and password for your Dropbox account. 

4. If asked about allowing access to the service, click Allow. 

5. Find the files you want to use and select their check boxes. 

6. If you expect to use this image again in the future, select the Save file for later re-use check box. 

7. Click Add Files. 

8. After the files are downloaded, click Done. The images you downloaded are now displayed in the 
Photos pane. Once an image is in the Photos pane, you can drag it to an image placeholder box. 

To download an image from PrintMe 

To download an image from PrintMe, you must have uploaded the file to PrintMe and received a document ID via 
e-mail.  

1. Click Add Photos. The Add Photos window opens. 

2. Click PrintMe. (If PrintMe is not displayed in the Add Photos window, you cannot download images 
from PrintMe.) 
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3. Enter the document ID you received from PrintMe. 

4. Find the images you want to use and select their check boxes. 

5. If you expect to use this image again in the future, select the Save file for later re-use check box. 

6. Click Add Files. 

7. After the files are downloaded, click Done. The images you downloaded are now displayed in the 
Photos pane. Once an image is in the Photos pane, you can drag it to an image placeholder box. 

Use saved images 

If you have saved images on the site, you can add a saved image to the product you are personalizing. 

1. Click Add Photos. The Add Photos window opens. 

2. Click Saved Files. 

3. Select the image you want to use and click Add Photos. 

The saved image that you selected is now displayed in the Photos pane so you can drag it to an image 
placeholder box. 

Removing images from the Photos pane 

If you no longer want an image to be part of the Photos pane, perhaps because the quality of the image is too 
poor, you can remove the image from the Photos pane. 

1. In the Photos pane, move the pointer over the image you want to delete. 

 

2. Click  and confirm the deletion. 
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Editing images in Design Studio products 

Some images in Design Studio products can be edited, for example, cropped, rotated, or sharpened. (Not all 
products allow image editing.) RGB images in JPG or PNG format can be fully edited as long as their size does 
not exceed 2,880 x 2,880 pixels; if the pixel size is higher, you can just crop and rotate the images. The following 
can be cropped and rotated: CMYK images in JPG or PNG format; images that are in PDF, EPS, or SVG format; 
and images that came from an image gallery. 

Note  You can make some changes to the appearance of images in a product without changing the images 
themselves. For example, you can change the opacity of images (page 91) or rotate them (page 90). 

To edit an image 

1. If you added an image to a Design Studio product by dragging it to an image placeholder box, the Edit 
Photo window opens automatically if the image can be edited. Otherwise, double-click an image to open 
the Edit Photo window. (A message informs you if the image cannot be edited.) 

When an image can be edited, it always first opens in crop view. (For some images cropping and 
rotating are the only options.) If the image is of poor quality this is where you will be warned. 

 

The original photo is always displayed on the left. As you make changes, you can see the transformed 
photo on the right. 

2. Click any of the following buttons on the toolbar at the top of the Edit Photo window: 

• Crop (when an image can be edited it always opens in this view automatically) – see page 82. 

Note  For some images, cropping and rotating are the only options; the other options are 
unavailable.  

• Rotate – see page 84. 

• Red Eye – see page 86. 

• Brightness/Contrast – see page 86. 

• Exposure – see page 87. 

• Tint – see page 87. 
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• Saturation – see page 87. 

• Sharpen – see page 88. 

3. If you make a change and do not like the results, click Undo on the toolbar. To go back to the change 
again, click Redo. 

4. If you make several changes and decide you want to go back to the original photo, click Reset on the 
toolbar and then click Yes to confirm that any changes you made will be discarded. 

5. To save the changed image so you can use it in other products (and not have to edit it again), select the 
Save image for future use check box. 

6. After you finish making changes to the image, click Apply Changes. The Edit Photo window closes and 
your edited image is displayed as part of the product you are ordering. (To make further edits, double-
click the image.) 

Cropping images 

If you want to keep only part of an image and remove the rest, you can crop the image. When cropping, a 
rectangle is automatically displayed to show a cropped area. You can move this rectangle and make it large or 
smaller. As you size the rectangle, the width to height ratio of the rectangle is maintained no matter how large or 
small your rectangle becomes. Alternatively, you can crop in free form. You can then change the rectangle, for 
example, you can make it very tall and narrow. (In free form mode, the width to height ratio of the original 
rectangle is ignored.)  

1. When an image can be edited, it always opens automatically in crop view, but if you did some other 
editing and then want to return to cropping, click Crop on the toolbar of the Edit Photo window. (For 
some images cropping is the only option.) 

If the image does not meet the resolution (DPI) requirements for the product, a Low Quality warning 
link is displayed.  

 

  



83 

2. If a Low Quality link is displayed, click it to open the Photo Information window so you can find out how 
the DPI of your image differs from the requirement. If the DPI is too low, the print quality will be poor 
(typically blurry). You may want to use a different image or re-take the photo with different settings on 
your camera. (If you decide to include the image despite its poor quality, a warning triangle is displayed 
in the lower right corner of the image when you close the Edit Photo window and view the product.) 

 

3. To size the cropping rectangle any way you want (without the width to height ratio staying the same), 
select the Allow free form selection check box (if it is available). You can now create narrow or wide 
rectangles.  

4. Drag the corners of the rectangle so the area you want to keep is surrounded by the rectangle. (You 
can also drag the entire rectangle so it covers a different area of the image.) The cropped image is 
displayed on the right. 
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If the Allow free form selection check box is cleared (or unavailable), the rectangle always maintains 
the original width to height ratio no matter what its size. 

 

Rotating images 

You can turn images around either to correct their rotation or to change their rotation for a different effect. You 
can rotate by 90 degrees or flip images horizontally or vertically. 

Note  When you rotate an image in the Edit Photo window and save the changes for future use, the image is 
saved with the changed rotation. The next time you use the image in a product, it will be rotated. If you 
just want an image to look rotated in a product that you are personalizing, or you want to turn the image 
at a specific angle, you can rotate it while viewing the product instead of in the Edit Photo window. 
When you do so, you are rotating the image placeholder box, and the image itself is not changed. (For 
information about rotating objects, see page 90.) 

The steps below show how this image can be rotated in the Edit Photo window. 
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1. Click Rotate on the toolbar of the Edit Photo window.  

2. Click one of the following: 

• Rotate 90 degrees CW to turn the image 90 degrees clockwise (to the left): 

 

• Rotate 90 degrees CWW to turn the image 90 degrees counter-clockwise (to the right): 

 

• Flip Horizontal if you want a mirror image of the original: 

 

• Flip Vertical to turn the image upside down: 
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Correcting red eye 

If the eyes in a photo have red pupils, you can correct this so the pupil appears black. 

1. Click Red Eye on the toolbar of the Edit Photo window. 

 

2. Use the Zoom slider to enlarge the eye that is red. (This makes the next step easier.) 

3. Click the red part of the eye and drag so the red is covered with the white rectangle. (Be sure not to 
include any red outside the eye, or it will also be changed to black.) 

 

4. Click Apply to the right of the Zoom slider. All the red you covered is removed. 

5. If you zoomed in, click Reset Zoom to restore the original display of the photo. 

 

6. If the other eye is also red, repeat steps 2 through 5. 

Changing brightness and contrast 

You can lighten and darken your images or increase the contrast between light and dark areas. 

1. Click Brightness/Contrast on the toolbar of the Edit Photo window. 

2. To lighten or darken the image, do one of the following: 

• Use the Brightness slider. 

• For finer (more gradual) changes in brightness, increase or decrease the number below the slider. 
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3. To change the difference between the light and dark areas in the image, do one of the following: 

• Use the Contrast slider. 

• For finer (more gradual) changes in contrast, increase or decrease the number below the slider. 

Changing exposure 

Exposure is the amount of light applied to a photo. A photo may be overexposed and washed out (too light) or 
underexposed (too dark). You can change the exposure to darken or lighten the image.  Thumbnails of 
recommended exposures are available for selection, or you can change the exposure manually. 

1. Click Exposure on the toolbar of the Edit Photo window. 

2. Do one of the following: 

• Click a thumbnail to select a recommended exposure. 

• Use the Exposure slider. 

• For finer (more gradual) changes in exposure, increase or decrease the number below the slider. 

 

Tinting images 

For a special effect, you can infuse an entire image with a color of your choice, for example, tint it blue. 

1. Click Tint on the toolbar of the Edit Photo window. 

2. If necessary, drag the Color Saturation slider. 

3. Click Choose Color and then click a color on the color circle. 

 

4. If you do not like the tint, click Reset. 

Changing saturation 

Saturation affects the vividness of colors in an image. (The less white there is in an image, the more vivid the 
colors are.) Thumbnails of recommended saturations are available for selection, or you can change the 
saturation manually. 

1. Click Saturation on the toolbar of the Edit Photo window. 

2. Do one of the following: 

• Click a thumbnail to select a recommended saturation. 

• Use the Saturation slider. 

  

Click a color to 
select it as the 
tint. 
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• For finer (more gradual) changes in saturation, increase or decrease the number below the slider. 

 

Sharpening images 

You can increase (or decrease) the clarity of edges and details in an image. 

Click Sharpen on the toolbar of the Edit Photo window. 

Do one of the following: 

• Use the Sharpen slider. 

• For finer (more gradual) changes in sharpness, increase or decrease the number below the slider. 

Formatting text or shapes in Design Studio products 

When you add your own text or shapes to a Design Studio product you can always format those objects, for 
example, change the font of text or the fill color of a circle. If the text or shape was part of the original product, 
your ability to format it depends on the product. For example, you may be able to format a line in the product but 
not the text. Just click an object to find out if you can change it any way. A toolbar of buttons is displayed if you 
can change an object. 

Formatting text 

1. Click the text and then click . (To change the text itself, double-click it.) 

2. Use the buttons on the formatting toolbar to change the font, point size, color, style, or justification of the 
text. (For more information about colors, see page 75.) 

 

3. If necessary, click  to change the size of the text in relation to the size of the box; click  to 
change the size of the box in relation to the size of the text inside it. 

Note  If the text you enter does not fit the text box, a warning is displayed. In some cases, for example, if the 
last line (or only line) of text does not fit, you will not be able to add the product to the cart. Change the 
font size or the size of the text box to correct the problem 

Formatting rectangles or circles 

1. Click the rectangle or circle and then click .  

2. Change the color or thickness of the border or change the fill color. (Thickness is measured in points.) 
For more information about colors, see page 75. 

 

Formatting lines 

1. Click the line and then click .  

2. Change the color or thickness of the line. (Thickness is measured in points.) For more information about 
colors, see page 75. 
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Moving, re-sizing, rotating, or deleting objects in Design Studio products 

When you add your own objects to a Design Studio product you can always move, re-size, rotate, or delete those 
objects. If an object was part of the original product, what you can do depends on the product. For example, you 
may be able to move or rotate an object but not delete it. 

Moving objects 

As you personalize your product you may want to re-position objects, for example, move some text up or move a 
line closer to the right edge. 

1. Click an object to select it. 

2. Move the pointer until it changes to and then drag the object where you want it. Typically, you drag 
from the inside of the object.  

3. As you move an object closer to another object, faint blue lines are displayed temporarily. Use these 
lines to help you line up the objects by their edges or centers. 

 

4. If the product is displayed with a grey border around it, avoid moving objects beyond the green line into 
the border unless you do not want part of the objects printed. (Printers call this border the bleed area.) 
The green line is the trim line – anything outside this will be cut away after printing, as indicated by the 
scissors. If a product also includes margins, they are identified by a purple line. The area between the 
green trim line and the purple margin line is a “safe” area (will not be cut away); it is up to you whether 
you want to move objects beyond the margins up to the trim line.  

 

Tip If you want to move several objects at the same time, you can group them and move the group instead 
of moving each object one at a time. For information about grouping, see page 92. 

Re-Sizing Objects 

After you select (click) an object, small squares called handles are displayed around the object. 

Green represents the trim line, and scissors 
remind you where the printed product will be 
cut. 

The part of the image that is over the green 
line (into the  grey border) will be cut away. 

Purple lines identify the margins. 
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• To make a text box, image, rectangle, or circle larger or smaller, click the object and then drag one of 
the corner handles out or in, or use the side handles to change just the width or height. By dragging a 
side handle of a circle, you can turn it into an oval. 

• To make a line longer or shorter, drag the handle at one end of the line to lengthen or shorten it. 

Rotating objects 

For different effects, you can rotate objects so they are at an angle. 

 

You can rotate an object by dragging it or by using the tool palette. 

To rotate by dragging 

1. Click the object you want to rotate. 

2. When an object is selected, a small green square is displayed above it. Move the pointer towards this 
square until you see a curved arrow: 

 

3. Drag to the left or right until the object is rotated the way you want. 

 

Notes  Be careful not to rotate the object so that part of it is beyond the edge of the product – that part will not 
be included in the product. Also, just as when moving objects (see page 89), be aware that if you rotate 
objects into the grey border (if one is displayed) anything in the border will be cut off in the final product. 

 If you want to rotate several objects in the same direction at the same time, you can group them and 
rotate the group. For information about grouping, see page 92. 

To rotate by using the tool palette 

1. Click the object you want to rotate. 
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2. Click . The tool palette opens. 

 

3. When Rotate is set to 0, the object is in its original horizontal state. Negative numbers rotate the object 
to the left and positive numbers rotate it to the right. Either enter a number in the Rotate field or use the 
arrows to change the number. 

Note  Be careful not to rotate the object so that part of it is beyond the edge of the product – that part 
will not be included in the product. Also, just as when moving objects (see page 89), be aware 
that if you rotate objects into the grey border (if one is displayed) anything in the border will be 
cut off in the final product. 

4. When done, click outside the palette. 

Note  When you rotate an image using one of the methods above, you are just rotating the box that contains 
the image. Some images, however, can be edited so that you rotate the image itself; see page 84. 

Deleting objects 

After you select (click) an object, you can delete it whenever  is displayed. 

• Click an object and click . 

Changing the opacity of objects in Design Studio products 

Opacity controls whether you can see through an object. When you add your own objects to a Design Studio 
product you can always change the opacity of those objects. If an object was part of the original product, your 
ability to change its opacity depends on the product. 

When the opacity of an object is 100%, nothing shows through it. As you decrease this percentage, you can 
gradually see through the object, which also starts to fade. You can use opacity to place objects on top of each 
other and still be able to see both objects; you can also use opacity to achieve a more muted effect. 

For example, you may have an image with some text above it: 
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You then decide to place a grey rectangle over these two objects to serve as a background. When you do so, 
however, the image and text are no longer visible. 

 

You can then decrease the opacity of the rectangle so the text and image are visible. Doing so also mutes the 
color of the rectangle.  

 

Note  If you do not want to mute colors, you can move an object to the back or front of other objects.  In this 
example, you could move the grey rectangle back so it is behind the other two objects, and the color of 
the rectangle will remain as it was. For information about moving objects to the back or front, see page 
74. 

To change the opacity of an object 

1. Click the object and then click . The tool palette opens. 

 

2. In the Opacity field, enter a percentage or use the arrows to increase or decrease the percentage. 
Alternatively, use the slider below the Opacity field. 

3. When done, click outside the palette. 

Grouping and ungrouping objects in Design Studio products 

In a Design Studio product, you can group some objects together and then move, rotate, or line up all the objects 
in the group at the same time. For example, you may have some text, a line, and a rectangle that you want to 
move to one corner of the product and then line up the same way. By grouping these three objects, you can 
move them in one step and line them up in another step, instead of moving and lining up each object individually. 
When objects are part of a group, the system ensures they are lined up the same way, for example, by their right 
edges. You can also make the horizontal or vertical spacing between grouped objects the same. Likewise, if you 
rotate a group, all the objects in the group are turned at exactly the same angle.  
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To group objects 

1. Click the first object you want in the group, press SHIFT, and click the other objects you want in the 
group. They are now all enclosed in a rectangle. 

 

Tip You can also group objects by clicking one object, clicking , clicking , pressing SHIFT, 
and clicking the other objects you want in the group. 

2. Do any of the following: 

• Move the group by dragging it when the pointer changes to . 

• Rotate the group. (For information about rotating objects, see page 90.) 

•  Change the way the objects in the group are lined up in relationship to one another by clicking   
and then clicking one of the alignment buttons to line up the objects in the group. 

 

For example, in the figure below the two pieces of text and the line are centered. 

 

To ungroup objects 

After you finish moving, rotating, or lining up a group of objects, ungroup them so you can work with the 
individual objects again. 

1. If necessary, click . 

2. Click . 

  

Rectangle encloses the  
objects in the group. 
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Smart Canvas Products 

Smart Canvas products may include note cards, invitations, business cards, calendars, brochures, promotional 
flyers, or soft signage that you can personalize in various ways using a visual editor. You can see your changes 
to the product as soon as you make them. The site provides the basic product and you personalize it, for 
example, add or edit objects such as text and headlines, images, QRC codes, lines, ellipses, or rectangles. 

A Smart Canvas product is always displayed against a gray background with a toolbar at the top. You will also 

see the option to switch between Edit ( )and Preview ( ) modes. 

 

The design of a product controls how you can personalize it. For example, if you are ordering a company 
business card you may be able to provide your name and title; on a post card you may be able to add your own 
image, shapes, and text. 

About the workspace 

When you work with a Smart Canvas product, it is displayed on the right against a grey background with a 
toolbar on top.  

• To give yourself more room to work with the product, click  at the top right of the left pane to hide it. 
The product now fills the entire window. 

 

To open the left pane again, click  near the top left of the window or click anywhere along the left  
colored edge of the window. 
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• If the product includes multiple pages they are displayed as thumbnails to the left of the page you are 
working on.  

• Rulers are displayed on the left and top of the product so you can see its size. As you move around the 
product, dotted lines on the rulers show your position. 

• If a product includes margins, they are identified by a pink line.  

• If a product includes bleeds, they are identified by a black line. A bleed is an area that extends beyond 
the margins so that the image can potentially fill the entire page in the final product (with no white 

showing). If this button is available on the toolbar, you can click  to show/hide bleeds. By hiding 
bleeds, you can see what the product will look like when printed. 

• To the left of the product, the Personalization pane may offer a choice of designs so you can select the 
one you want. 

 

• The Personalization pane may also include a form to fill out. What you enter in the form (for example, 
a first name, last name, and title) gets reflected in the product on the right.  

 

General tips 

• Save your work at any time by clicking Save at the bottom of the page. This allows you to return to the 
job later. If you are not registered on the site, you can register after clicking Save (you must be 
registered and logged in to save jobs and check out). 

  

Click anywhere along this 
edge to open the left pane 
again. 
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• Use the zoom controls to see more or less detail as you work. 

 

You can also use: 

• CTRL with + or the mouse scroll wheel to zoom in  

• CTRL with - or the mouse scroll wheel to zoom out 

• Click an object (for example, image or text) to select it. 

• When an object is selected, right-click it for a menu of options. The options depend on the context (what 
is selected when you right-click).  

• Use keyboard shortcuts to save time. These depend on what is selected when you use them. 

• CTRL+C: copy the selected object 

• CTRL+X: cut the selected object 

• CTRL+V: paste a copied or cut object 

• DELETE: delete the selected object 

• CTRL+G: group the selected objects 

• SHIFT+CTRL+G: ungroup the selected objects 

• CTRL++: zoom in 

• CTRL+mouse scroll wheel: zoom in 

• CTRL+-: zoom out 

• CTRL+mouse scroll wheel: zoom out 

• If you make a change you do not like, click  on the toolbar. You can undo multiple levels of 

changes. If necessary, you can click  to restore what you undid. 

General procedure for personalizing Smart Canvas products 

What you can do when personalizing a Smart Canvas product depends on the product you selected.  

Provide required information 

1. The Job Name defaults to the name of the product. If necessary, enter a different name so you can 
identify the job easily. 

2. In the Quantity field, specify the amount you are ordering. The quantity affects the price. (If the product 
is ordered in multiples, you are warned if the number you enter is not a valid multiple.) 

Note You are warned if the Quantity you enter is invalid. For example, a product may have a 
maximum order quantity that you exceeded, or you may have entered an invalid multiple for a 
product that is ordered in multiples. 

3. Ignore the Pages field; Pages are automatically determined by the number of pages included in your 
document, and shown here. 
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Complete the form 

If the product includes a form in the left pane, complete it with your information. Some fields may be required. 
The text that you enter in the form is automatically reflected in the product on the right. 

 

A form may also include lists of choices. For example, if you are personalizing a card for a landscape design 
business, you may get a list of specialties. 

 

A form may also include images. Click an image to replace it with another image. 

 

Personalize the product 

By default, you will be in edit mode when a Smart Canvas product opens. The changes you can make to the 
product depend on how it was configured. You may be able to do the following: 

• Change document settings, for example, overall size or margins. See page 113. 

• Work with text, for example, add, edit, or format text or headlines. See page 105. 

• Work with images, for example, add or change an image. See page 103. 

• Work with shapes, for example, add or edit lines, rectangles, or ellipses. See page 108. 

• Work with QR codes. See page 110. 

Notes If the product includes more than one page, make sure you personalize each one. 

 For general procedures when working with objects in a Smart Canvas product, see page 99. 
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Select print options and preview the product 

If print (finishing) options are available for the product, you can select them when you are in preview mode. 

1. Click Preview in the left pane or click  in the top right corner. The product is displayed on the right. 

 

2. If Print Options are listed in the left pane, make your selections. 

3. For a summary of your selected options, click Review My Job at the top of the window. The Job 
Summary window opens with information about the options you selected. 

4. If the product includes multiple pages, preview all of them. 

Tip  To see more pricing details, move the pointer over the Unit Price area at the bottom of the 
window. (A pricing summary is not available for all products.) 

5. To make any further changes to the product (for example, to text, shapes, or images), click Edit in the 

left pane or click  in the top right corner. 
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Add product to cart 

1. When the product looks the way you want, click Add to Cart. 

2. If asked, click I Agree to indicate that you have proofed the product. 

3. Proceed with the checkout process when you are ready. See page 153. 

Working with objects in Smart Canvas products 

Some procedures apply to all objects (images, text, shapes, QR codes) when personalizing Smart Canvas 
products, although the availability of these procedures depends on the product you are ordering. You may be 
able to: 

• Copy objects (see page 99) 

• Size or position objects (see page 99) 

• Rotate objects (see page 100) 

• Align and distribute objects (see page 100) 

• Arrange overlapping objects by moving them forwards or backwards (see page 101) 

• Group objects and then move or rotate the group, or apply the same background (fill) color to the entire 
group (see page 102) 

• Delete objects (see page 102) 

Copy objects 

Sometimes it is faster to copy an existing object and then make minor changes to the copy. 

1. Do one of the following: 

• Select the object you want to copy and press CTRL+C. 

• Right-click the object you want to copy and select Copy. 

2. Either press CTRL+V or right-click and select Paste. 

3. Drag the copied object where you want it and then make further changes as necessary. 

Size or move objects 

You may be able to re-size objects or move them to a different location. 

To re-size objects 

If you can re-size objects in a product, you can do so in one of two ways: 

• Click the object and use the handles to re-size it. 

Note The object is scaled proportionately unless you press and hold SHIFT while re-sizing it. 
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• Click the object and click  on the toolbar. Then adjust the W (width) and H (height) measurements. 
(If the object cannot be re-sized, the W and H fields will be display-only.) 

 

To move objects 

If you can move objects around in a Smart Canvas product, you can do so in one of two ways: 

• Click the object and drag it from the inside to where you want it. 

• Click the object and click  on the toolbar. Then adjust the X and Y measurements to specify the 
position of the object relative to the X axis and Y axis. (If the object cannot be moved, the X and Y fields 
will be display-only.) 

 

Rotate objects 

You may be able to rotate objects in a Smart Canvas product. 

1. Click the object you want to rotate and click  on the toolbar. 

2. Change the degree of rotation (0° means no rotation). (If the object cannot be rotated, these buttons are 
display-only.) 

 

Tip You can also group objects and rotate them all in one step. See page 102. 

Align and distribute objects 

If you added objects or moved objects around, you may want to align them the same way, for example, aligned 
along their left edges or centered. You may also want to distribute objects evenly across the page (horizontally) 
or down the page (vertically). 

1. Click the first object, press and hold SHIFT or CTRL, and then click each additional object you want to 
align or distribute at the same time. The selected objects are now enclosed in a frame. 

2. To align objects, either click  on the toolbar displayed next to the selected objects or right-click and 
select Alignment. (The choices you will get are slightly different.) 
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3. If you clicked , click one of the alignment buttons to align the objects along their top, bottom, left, or 
right edges, by their middles, or centered. 

 

4. If you right-clicked and selected Alignment: 

a. Select Relative to page if you want the alignment to be relative to the page. 

b. Select Align left, Align center, or Align right. The objects will now all be left-aligned, centered, or 
right-aligned relative to one another. If you selected Relative to page, the alignment will also be 
relative to the page. 

5. To distribute the selected objects evenly across or down the page: 

a. Right-click and select Alignment. 

b. Select Relative to page. 

c. Select Distribute Horizontally (evenly across the page) or Distribute Vertically (evenly down the 
page). 

Arrange overlapping objects 

In a Smart Canvas product you can put objects on top of other objects so they partly or completely overlap. You 
can then move an object forwards or backwards to control what is visible. For example, you could add some text 
and then decide to put a colored rectangle behind it as background. If you place the rectangle over the text and 
fill it with color, the text will no longer be visible. In this situation you must move the rectangle to the back so the 
text is visible again.  

You can have multiple layers of overlapping objects. 

Note Only objects that you added yourself can be moved in front of or behind other objects. You cannot do 
this with objects that are part of the original product.  

1. If you have overlapping objects and want to arrange how they are displayed in relation to one another, 
select one of the objects. 

2. Do one of the following: 

• Click  on the toolbar next to the object and then click one of the Arrange buttons to: 

• Bring the object to the front (move the object on top of all the others) 

• Bring the object forward (if you have several overlapping objects, move the selected object 
forwards one layer) 

• Send the object backward (if you have several overlapping objects, move the selected object back 
one layer) 

• Send the object back (move the object below all the others) 

 

• Right-click the object, select Arrange, and then select one of the following: 

• Bring to front  

• Bring forward  

• Send backward  
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• Send to back 

Note If the Arrange buttons are unavailable or Arrange is unavailable on the menu, you cannot move the 
object backwards or forwards. 

Group objects  

In Smart Canvas products you can group some objects together and then move or rotate all the objects in the 
group at the same time. You can also apply the same background (fill) color to all the objects in the group. For 
example, you may have some text, a line, and a rectangle that you want to move to one corner of the product 
and then rotate them the same way. By grouping these three objects, you can move them in one step and rotate 
them in another step, instead of moving and rotating each object individually. Also, if you rotate a group of 
objects, the system ensures they are rotated as group, with all the objects in the group turned at the same angle. 

1. Click the first object, press and hold SHIFT or CTRL, and then click the other objects you want in the 
group. A frame with handles surrounds the objects but they are not yet grouped. 

2. Right-click and select Group or press CTRL+G. The objects are now grouped. 

 

3. Do any of the following to the group (depending on what the product allows): 

• Re-size the group using the handles. 

• Drag the group to a different location. 

• Rotate the group by clicking  on the toolbar and then changing the degree of rotation. 0° 
means no rotation. 

 

• If you want the same background (fill) color for all the objects in the group, click  and select a 

color. (If a color was already selected, the button reflects it, for example, .) 

Tip You may be able to customize colors. See page 112. 

4. After you finish working with the group of objects, ungroup them by pressing SHIFT+CTRL+G or by 
right-clicking and selecting Ungroup.  

Note If you leave the objects grouped, they will continue to be treated as a group, which you may 
not want. 

Delete objects 

You can always delete an object you added, and you may be able to delete an object that came as part of the 
product. 

1. Click the object you want to delete. 

2. Click  on the toolbar. 
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Working with images in Smart Canvas products 

Depending on the Smart Canvas product, you may be able to replace an image in the product with one of your 
own or add more images to the product. You may also be able to edit the image by cropping it, moving or 
resizing it, selecting a background color, placing a border around it, or rotating it. 

Editing images 

When a product includes an image, click it to find out if you can change it. If the image is editable, it is displayed 
in an image box with a toolbar next to it. The editing options that are available depend on the product. 

 

Do any of the following (depending on the options available to you): 

• Re-size or move the image. For information about re-sizing and moving objects, see page 99.  

• Zoom or crop the image. See below. 

• Rotate the image. For information about rotating objects, see page 100. 

• Add or change background color. See page 112. 

• Add or format a border. See page 111. 

• Replace the image with one of your own. See below. 

• Arrange the image in relation to other objects (move forwards or backwards). See page 101. 

• Click  to delete the selected image. 

Zoom or crop the image 

You can increase or decrease the size of the image within the image box by using the zoom buttons. You can 
also position the image differently within the image box.  

• To increase or decrease the size of the image, click the zoom buttons or drag the arrows to the left or 
right. 

 

• To position the image differently within the image box or to crop the image (by hiding a part of it), drag 
the circle in the middle of the image. 

Replace an image 

When you replace an existing image, either you can select an image from a gallery or you may have the option 
of uploading your own image to the gallery and then selecting it. 

1. Click the image you want to replace and then click  on the toolbar next to the image. The Browse 
Images window opens.  

2. To use an image from the gallery: 

a. If categories of images are available, they are listed on the left. Click the category you want. 
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b. Browse through the images and click the one you want.  

3. To upload your own image to the gallery (if this option is available): 

a. Click Upload image and then locate the image you want to upload. 

b. After the image is uploaded to the gallery, click it. 

Notes  An image that you upload is available for the current job (it is not saved for future jobs). 

 If the image is displayed with a warning icon (for example, ) in the upper right corner, the 
resolution (DPI) is too low, and the print quality will be poor. A yellow icon signifies poor 
resolution; a red icon signifies very poor resolution. Consider using an image with better 
resolution. (You are not prevented from continuing when an image has low resolution.) 

4. Edit the image as necessary (see the previous page for possible options). 

Adding images 

You may be able to add more images to a product. When you add an image, you can select an image from a 
gallery. You may also have the option of uploading your own image to the gallery and then selecting it. 

1. On the Smart Canvas toolbar, click . (If the product does not allow you to add images, this button 
will be unavailable.) 

 

2. To use an image from the gallery: 

a. If categories of images are available, they are listed on the left. Click the category you want. 

b. Browse through the images and click the one you want.  

3. To upload your own image to the gallery (if this option is available): 

a. Click Upload image and then locate the image you want to upload. 

b. After the image is uploaded to the gallery, click it. 

Notes:  An image that you upload is available for the current job (it is not saved for future jobs). 

 If the image is displayed a warning icon (for example, ) in the upper right corner, the 
resolution (DPI) is too low, and the print quality will be poor. A yellow icon signifies poor 
resolution; a red icon signifies very poor resolution. Consider using an image with better 
resolution. (You are not prevented from continuing when an image has low resolution.) 

4. Initially, the image is positioned in the center of the product. Drag the image (from inside it) where you 
want it.  

5. Make additional changes to the image as necessary, for example, crop it, add a border, and so on. 
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Working with text in Smart Canvas products 

Many Smart Canvas products include text or headlines that you may be able to edit. You may also be able to 
add your own text or headlines. 

Note A headline is text in a larger size that comes in a fixed style.  

Editing text 

When a product includes text, click it to find out if you can change it. Text is displayed in a box with a toolbar to 
the side. The editing options that are available depend on the product.  

 

Do any of the following (depending on the options available to you): 

• Edit and format the text. See below.  

• Re-size or move the text box. For information about re-sizing and moving objects, see page 100. 

• Rotate the text. For information about rotating objects, see page 100. 

• Add or change background (fill) color. See page 112. 

• Add or change a border. See page 111. 

• Arrange the text in relation to other objects (move forwards or backwards). See page 101. 

• Click  to delete the selected text box. 

Edit the text itself 

You may be able to change the text itself. What you can do when editing text depends on the product. For 
example, you may be able to select a pre-defined style or select a size and color for the text. You can apply 
different formats to different text in the same text box. 

Note If you click a headline, you can edit the text, but not change its style. Headlines come in a fixed style. 

1. Click the text you want to change and then click .  

Note If the text is a headline, clicking  just allows you to change the text itself since you cannot 
change the style of a headline. 

The options that are now available to you depend on the product. A Text editor window may open. This 
may include a list of styles you can select, have a toolbar of formatting options, or include both style 
selections and formatting toolbar. Alternatively, you may just get a toolbar with the text shown below it 
(not in a full window). 

2. If a Text editor window with style selections (no toolbar) opens after you click : 

a. If necessary, edit the text or add more text. 

Warning If the text includes form fields in the format [[FormField1]], [[FormField2] do not delete 
these. These are placeholder fields for the form you complete when personalizing the 
product. You can, however, format this text. 
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b. Click the paragraph you want to format. (A paragraph may be a single line.) 

c. Select one of the pre-defined styles. 

d. To apply a different style to a different paragraph, click the paragraph and select a style for it. 

e. By default, the background for the text is white. Depending on the text color, change the 
background by clicking one of the buttons at the bottom of the Text editor window. For example, if 
you have white or light-colored text, select a dark background for readability. 

f. If you dislike your choices, click Reset text formats to start again.  

g. When you are satisfied with the formatting, click OK. 

 

3. If a Text editor window with a toolbar opens after you click : 

a. If necessary, edit the text or add more text. 

Warning If the text includes form fields in the format [[FormField1]], [[FormField2] do not delete 
these. These are placeholder fields for the form you complete when personalizing the 
product. You can, however, format this text. 

b. Select the text you want to format. 

c. Change the font or color of the text, its size, the spacing between lines, or the justification. 

d. To format other text differently, select the text and make your selections.  

e. By default, the background for the text is white. Depending on the text color, change the 
background by clicking one of the buttons at the bottom of the Text editor window. For example, if 
you have white or light-colored text, select a dark background for readability. 

f. If you dislike your choices, click Reset text formats to start again.  

g. When you are satisfied with the formatting, click OK. 
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4. If a small window (not the Text editor window) opens after you click : 

a. If necessary, edit the text or add more text. 

b. Select the text you want to format and use the toolbar its font, size, color, or justification, or the 
spacing between lines of text. 

c. Repeat step 4b for any other text you want to format differently. 

d.  Click somewhere else on the screen to close this window. 

 

Adding text or headlines 

When you add text to a product (assuming the product allows it), you get a choice of styles. When you add a 
headline, the style is fixed. 

To add text 

1. Click  on the Smart Canvas toolbar. A text box with Enter your text here is added. 

2. Drag the text box where you want it. 

3. Click the text box and click . 

4. Replace Enter your text here with your own text. 

5. Select the text, select a style for it, and click OK. 

6. Make other changes to the text as necessary, for example, add a border (see page 111) or background 
color (see page 112). 

To add a headline 

1. Click  on the Smart Canvas toolbar. A text box with Enter your text here is added. 

2. Drag the text box where you want it. 

3. Click the text box and click . 

4. Replace Enter your text here with your own text. (No formatting changes are possible.) 
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5. Make other changes to the headline as necessary, for example, add a border (see page 111) or 
background color (see page 112). 

Working with shapes in Smart Canvas products 

Depending on the Smart Canvas product, you may be able to add or format shapes such as rectangles, ellipses, 
or lines. Use the Smart Canvas toolbar to add these shapes. 

 

Add or edit a rectangle 

1. On the Smart Canvas toolbar, click . (If the product does not allow you to add rectangles, this button 
is unavailable.) The rectangle is displayed with a toolbar next to it. 

Note If the product already includes a rectangle, click it to see what editing options are available to 
you. 

 

2. Drag the rectangle (from its center) where you want it and use the handles to re-size it. 

3. Do any of the following depending on the options available to you: 

• Add or change the background color. See page 112. 

• Add or edit a border. See page 111. 

• Arrange the rectangle in relation to other objects (move forwards or backwards). See page 101. 

• Size or move the rectangle (see page 99) or rotate it (see page 100). 

• Click  to delete the rectangle. 

Add or edit an ellipse 

An ellipse can be a circle or oval. 

1. On the Smart Canvas toolbar, click . (If the product does not allow you to add ellipses, this button is 
unavailable.) The ellipse is displayed with a toolbar next to it. 

Note If the product already includes an ellipse, click it to see what editing options are available to 
you. 
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2. Drag the ellipse (from its center) where you want it and use the handles to re-size it and change its 
shape (for example, make it oval). 

3. Do any of the following depending on the options available to you: 

• Add or change the background color. See page 112. 

• Add or edit a border. See page 111. 

• Arrange the ellipse in relation to other objects (move forwards or backwards). See page 101. 

• Size or move the ellipse (see page 99) or rotate it (see page 100). 

• Click  to delete the ellipse. 

Add or edit a line 

You may be able to add decorative lines to a Smart Canvas product. 

1. On the Smart Canvas toolbar, click . (If the product does not allow you to add lines, this button is 
unavailable.) The line is displayed inside a box with a toolbar next to it. 

Note If the product already includes a line, click it to see what editing options are available to you. 

 

2. Drag the line (from inside the box) where you want it and use the handles to re-size it. 

3. To format the line, click  and then do any of the following: 

• Select a width for the line. 

• Select a color for the line. 

Tip You may be able to customize colors. See page 112. 

• Change the position of the line in relation to the box that surrounds it, for example, select one of 
two diagonal types or select top, bottom, left, or right to place the line on that side of the box. 
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4. Do any of the following depending on the options available to you: 

• Arrange the line in relation to other objects (move forwards or backwards). See page 101. 

• Size or move the line (see page 99) or rotate it (see page 100). 

• Click  to delete the selected line. 

Working with QR codes in Smart Canvas products 

QR codes are two-dimensional bar codes that are machine-readable. For example, when scanned, a QR code in 
a Smart Canvas product may provide further information or take you to a Web site. If a Smart Canvas product 
includes a QR code, you may be able to replace it with a different code. Alternatively, you may be able to add a 
QR code to the product. You may also be able to edit a QR code by cropping it, moving or resizing it, adding a 
background, placing a border around it, or rotating it. 

Editing a QR code 

When a product includes a QR code, click it to find out if you can change it. If the QR code is editable, it is 
displayed in a box with a toolbar next to it. The editing options that are available depend on the product. 

Warning If editing options are available, be careful what you select so that the QR code still scans correctly. 

 

Do any of the following (depending on the options available to you): 

• Re-size or move the QR code. For information about re-sizing or moving objects, see page 99. 

• Zoom or crop the QR code. See below. 

• Add or change the background color. See page 112. 

• Add or edit a border. See page 111. 

• Replace the QR code. See below. 

• Arrange the QR code in relation to other objects (move forwards or backwards). See page 101. 

• Click  to delete the selected QR code. 

Zoom or crop the QR code 

You can increase or decrease the size of the QR code within its box by using the zoom buttons. You can also 
position the QR code differently within the box.  

Warning When manipulating the QR code in these ways, make sure it still scans correctly. 



111 

• To increase or decrease the size of the QR code, click the zoom buttons or drag the arrows to the left or 
right. 

 

• To position the QR code differently within the box or to crop the QR code (by hiding a part of it), drag 
the circle in the middle of the QR code. 

Replace a QR code 

If the product comes with a QR code, you may be able to replace it with a different QR code.   

1. Click the QR code and then click . 

2. In the Content field, enter a different URL and then click OK. 

Adding a QR code 

If a product does not include a QR code, you may be able to add one. 

1. On the Smart Canvas toolbar, click . 

2. In the Content field, enter a URL and then click OK. 

3. Drag the QR code from the inside to where you want it. 

Borders in Smart Canvas products 

Depending on the Smart Canvas product you are ordering, you may be able to: 

• Add or edit a border around an image, text box, rectangle, or ellipse. 

• Control the color and width of a border. 

• Round the corners of a border. 

What you can do depends on the product. 

To add or format a border 

1. Click an image, text box, rectangle, or ellipse. 

2. On the toolbar next to the object, click . 

3. Depending on the options available to you: 

a. Select the thickness of the border. 

b. At 0 points, the border has square corners. To round the corners, click  and increase the 
number of points until you have the effect you want. 

c. To select a color for the border, click . If a color was already selected, the button reflects 

this, for example, . 

Tip You may be able to customize colors. See page 112. 
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Background colors in Smart Canvas products 

Depending on the Smart Canvas product you are ordering, you may be able to add or change the background 
(fill) color in an image box, text box, rectangle, or ellipse. 

1. Click an image, text box, rectangle, or ellipse. 

2. On the toolbar next to the object, click . If a color was already selected, the button shows the 

color, for example, . 

3. Select a color and click OK. 

Tip You may be able to customize colors. See page 112. 

Customizing colors in Smart Canvas products 

When you are personalizing a Smart Canvas product, you may be able to customize the colors available for text, 
borders, and background (fill). The window with color selections includes buttons at the bottom for adding, 
editing, or deleting colors.  

 

To add a color 

You add a new color by copying an existing color and then editing it. 

1. Select an existing color (similar to the one you want to add) and click . The color is displayed at the 
bottom of the list with the word copy next to it. 

2. Select the copied color and click . The Edit Color Swatch window opens. 

3. Enter a Name for the color you are adding. 
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4. In the Color Type field, select Process or Spot. 

5. In the Color Mode field, select rgb, cmyk, or gray. 

6. Either use the sliders to select Red, Green, and Blue values, or enter the numeric values.  

Note As you use the sliders, the numeric values are updated automatically, and vice versa. The 
Web (RGB) color value is also updated when you specify Red, Green, or Blue values. 

7. When the color is what you want, click OK.  

 

The color is now displayed at the bottom of the color list. 

Note Colors that you add are listed in the order you added them. 

To edit a color 

1. Select a color and click . The Edit Color Swatch window opens. 

2. Make your changes as described above and click OK. 

To delete a color 

• Select a color and click . 

Changing document settings in a Smart Canvas product 

When personalizing a Smart Canvas product you may be able to change some document settings, for example, 
change the overall size or margins. The rulers on the left and top of the product always show its current size. 

1. Click  on the Smart Canvas toolbar. The Document Settings window opens. 

2. Review the information in the window. Unit is the unit of measurement being used for the dimensions 
and margins. If necessary, select a different Unit. 

3. If necessary, make changes as described in the steps that follow. 

4. If you want to change the size of the product (dimensions): 

a. Specify a size in one of these ways: 

• In the Format field, select a standard size such as Letter or A4. The Width and Height fields 
are automatically set. 

• For a non-standard size, enter a Width and Height. 

b. To maintain the proportional relationship between width and height (also known as the aspect 

ratio), click . This can prevent distortion. 
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c. If you want the contents of the design to be re-sized according to the changed size of the product, 
select the Resize also page content check box. 

5. If the product has multiple pages, the Facing Pages check box may be available. Select this check box 
if you want to view opposing pages side by side. 

6. Change the Top, Bottom, Inside, or Outside margins as necessary.  

Note Inside and outside margins apply when you have multiple pages. The inside margin is where 
two facing pages meet; the outside margin is on the opposite side so can be on the left or right. 

7. Click OK. 
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Variable Data Products (VDPs) 

Variable data products (VDPs) may include business cards, note cards, invitations, or promotional flyers that you 
personalize by entering data such as a name and address in a form and/or by adding an image. The site 
provides the basic product (such as a business card) and you personalize it. 

Note Design Studio products are another type of product that can be personalized; such products may also 
be available for order on the site. For information about Design Studio products, see page 65. 

Sometimes data that you can use for personalizing a product may be provided on the site. For example, an 
address book from which you can select contact information may be available. In addition, if you are completing 
a form, some fields may be filled in for you automatically based on what you select in another field. For example, 
if you enter your name, your contact information may be filled in from your user profile. 

Sometimes you can create several versions of the same product, each personalized differently, for example, 500 
copies of a promotional flyer, with each flyer addressed to a different prospect. 

Different variations of VDPs may be available: 

• Some products are personalized one at a time (as a "one-off," or to address a single situation). For 
example, you are an HR manager and need to order your company business card for a new employee. 
In this case, you customize the business card with the information for a single person. This type of 
product is also called a single-record VDP. 

• Some products can be personalized several at a time. For example, you want to send 100 promotional 
postcards to different recipients. In this case, the order includes 100 variations of the postcard, 
personalized for each recipient. This type of product is also called a multi-record VDP. 

Note  Direct mail products are a special type of multi-record VDPs. (This type of VDP is also known 
as EFI VDP.) Direct mail products are personalized and then mailed to recipients on a mailing 
list. For information about direct mail products, see page 125. 

• Some products are hybrids and give you a choice either of ordering a single variation of the product (a 
business card personalized for one person) or of ordering several variations of the product (10 versions 
of a business card, personalized for each employee). 

• Some multi-record products are considered combos because they allow you to enter some common 
data (single-record) and some versioned data (multi-record. For example, you a promotional postcard 
might include a common message and logo, but have individually unique recipient addresses. 

Note  Some VDPs may be available in both printed and/or downloadable form. In this case, in addition to (or 
instead of) obtaining the printed copies of the product, you can order a digital download of the 
production PDF. If different deliverables are available for a product, you select what you want to order 
after you click Buy Now. 

Personalizing single-record VDPs  

Some variable data products (VDPs) are designed to be personalized one at a time, to address a single 
situation. One example is a note pad to which you add a logo and some text; another example is a business card 
that you personalize with information for one person (like yourself or one member of your organization). (Other 
VDPs are personalized several at a time. See page 120.) 

Depending on the product, sometimes you fill in a form (for example, enter your contact information) and other 
times you select information from a data source (for example, an address book that your company makes 
available). In addition, for some products you can upload your own image to personalize the product or select an 
image from a gallery. 

When personalizing the product, you work in a window with two panes: Personalization and Preview. Initially, 
the Personalization pane is open and the Preview pane is minimized (closed). After you enter or select the data 
for personalizing the product, you review your personalized product in the Preview pane. For tips about working 
with the two panes, see “Tips for working with the Personalization and Preview panes” on page 119. 
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Note  Some products are hybrids and offer a choice of Single Mode or Batch Mode. If you select Batch 
Mode, you personalize multiple records at a time; see page 120. This section covers Single Mode – 
here you personalize a single record at a time. 

 

Note  Some products may be available in both printed and/or downloadable form. In this case, in addition to 
(or instead of) obtaining the printed copies of the product, you can order a digital download of the 
production PDF. If different deliverables are available for a product, you select what you want to order 
after you click Buy Now. 

Provide required information 

1. In the Job Name field, enter a descriptive name for the job so that you can identify it easily. 

2. If the Deliverables field is displayed, it is set to what you selected after you clicked Buy Now. If 
necessary, change your selection. (This selection affects the price.) 

3. Enter the Quantity. 

 

Tip You can click Save (at the bottom of the page) at any time to save the job specifications for future use.  

Personalize the product 

How you personalize a product depends on the product you selected.  

If you must complete a form 

For some products you must complete a form (a data source such as a company address book is unavailable). 

• Enter information in the fields that make up the form. Be sure to complete any required fields, identified 
with an asterisk (*). 

Notes  You may be stepped through the process of filling out the form. For example, you may need to make a 
selection in one field before other fields are displayed. 

 Sometimes fields may be filled in for you automatically. For example, after you select a company, its 
location may be automatically filled in. Likewise, if you select your name, the contact information from 
your user profile may be automatically entered in the form. 

If you can select existing data 

For some products, you can select information from a data source such as a company address book or other list. 
If a data source is available, the Select Data Source field is displayed at the top of the window above the form. 
You can also right-click inside the Personalization pane and choose Select Data Source.  

 

Tip You can always enter information directly in the form instead of selecting it from a data source.  

1. Select the data source you want to use, for example, Address Book. The Data Source Table window 
opens and lists the selections available to you.  

  



117 

2. If the list is long, you can sort it by a particular column: Move the pointer over a column heading and 
click Sort Ascending or Sort Descending. (To restore the original sort order, move the pointer over 
the column heading and click Remove Sort.) 

 

3. To search for a record, move the pointer over the heading of the column where you want to search (for 
example, Last Name) and enter what you want to find (for example, Smith) in the Search by field. (To 
remove the search results and restore the full list, click Clear Search.)  

4. Select the data you want to use and click Mapping.  

The Data Source Table window now shows how fields in the data source are mapped to fields in the 
product form. 

5. Review the mapping and, if necessary, correct it by selecting a different field in the Datasource Name 
column. (The Sample column helps you see how data is being mapped.) 

 

6. When you are satisfied with the mapping, click Fill Form. The data you selected from the data source is 
now displayed in the form. 

7. If you want to make any further changes or additions, do so directly in the form. 
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If you can add an image 

Some products can include (or require) images. Either click Upload Image to provide your own image or click 
Select from Gallery to choose an image from a gallery of pre-supplied images. (What you can do depends on 
the product.) 

Note  You may have the option of editing the image. If   is displayed, click it to rotate the image or to adjust 
the fit. 

If you can format text 

Some products let you format text in certain fields. For example, you may be able to change the font, point size, 
style, or color of the company name in a flyer. When you can format the text in a field, a formatting toolbar is 
displayed below the field so you can make your selections. 

If print options are available 

•  If the left-hand pane includes print options (for example, a choice of media), make your selections. 

 

Notes  If you are ordering a download version of the product, you will receive the PDF file that forms the basis 
of the product. If you are ordering print copies together with the download version of the product, the 
downloaded PDF will not reflect tabs, media size or color, orientation, or other print options that you 
may be able to select for your printed copies. The print options apply only to the printed copies. 

 Some of your print option selections may result in messages about incompatibilities with previously 
selected options, recommendations for other or alternative options you should consider, or notifications 
that your selection resulted in another option being automatically enforced (selected for the product). 

Preview the product 

After you personalize the product with your data, you must preview the product before you can add it to the cart. 

1. Click Update Preview. The Preview pane now opens so you can review your product. 

 

2. Click   to zoom in or   to zoom out. To restore the preview to its original size, click  . 

3. To see what the printed version of the product will look like, click PDF Proof. 
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4. If the product has more than one page, preview each page by using the page buttons. 

 

 5. If necessary, make corrections to the product and then preview it again. 

Add product to the cart 

When you are satisfied with your product, you can add it to the cart. 

Note  To see more pricing details, move the pointer over the Unit Price area at the bottom of the window. If 
you are ordering both a print and download version of the product, the pricing summary provides a 
breakdown. (A pricing summary is not available for all products.) 

1. Click Add to Cart. 

Note  If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 62). 

2. If asked, click Approve to confirm that you reviewed the product and are satisfied. 

3. Proceed with the checkout process when you are ready. 

For information about the cart and checkout, see page 153. 

Tips for working with the Personalization and Preview panes 

At times it is helpful to have just one pane open. For example, when you are previewing the product you may 
want to view it in a larger space. At other times, it is helpful to see both the form and preview at the same time. 
You can control what is displayed like this:  

• To open or close a pane, click its title bar. When you close one pane, the other one opens. 

 

 

Alternatively, to close a pane, right-click inside it and select Close Personalization Panel or Close 
Preview Panel.  

• To have both panes open at the same time, click Split Window at the top of the page. (Alternatively, 
right-click inside an open pane and select Split Window.) 

• To return to a single-pane view when the window is split, click the title bar of the pane you want to 
close. 

  

Click to open or close. 
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Personalizing multi-record VDPs  

Some variable data products (VDPs) are personalized so that the resulting order includes several versions of the 
same product, each personalized differently. One example is an order for promotional postcards, with each 
postcard being personalized (versioned) for a different recipient. (Other VDPs are personalized one a time. See 
page 115.) 

Direct mail products are a different form of multi-record VDPs. The process of ordering direct mail products 
involves some additional steps unique to mailings. For information about direct mail products, see page 125. 

For multi-record VDPs, the information for the product typically comes from a data source (for example, an 
address book that your company makes available); you select what you need from this data source. You may 
also have the option of creating your own data source based on an external file. In addition, for some products 
you can upload images to personalize the product or select images from a gallery. 

Note  Some multi-record products are considered combos because they allow you to enter some common 
data (single-record) and some versioned data (multi-record). For example, a promotional postcard might 
include a common message, logo, and return address, but have individually unique recipient addresses. 
Here you would complete a form for the common data and then use a data source for the versioned part 
of the product (the recipient addresses in the case of this postcard).  

When personalizing the product, you work in a window with two panes: Personalization and Preview. Initially, 
the Personalization pane is open and the Preview pane is minimized (closed). After you provide the data for 
personalizing the product, you review your personalized product in the Preview pane. For information about 
these two panes, see “Tips for working with the Personalization and Preview panes” on page 119. 

Note  Some products are hybrids and offer a choice of Single Mode or Batch Mode. If you select Single 
Mode, you personalize a single record at a time. See page 115 for instructions. This section covers 
Batch Mode – here you personalize several records at a time. 

 

Note  Some products may be available in both printed and/or downloadable form. In this case, in addition to 
(or instead of) obtaining the printed copies of the product, you can order a digital download of the 
production PDF. If different deliverables are available for a product, you select what you want to order 
after you click Buy Now. 

Provide required information 

After you click Buy Now: 

1. In the Job Name field, enter a descriptive name for the job so that you can identify it easily. 

2. If the Deliverables field is displayed, it is set to what you selected after you clicked Buy Now. If 
necessary, change your selection. (This selection affects the price.) 

3. Enter the Quantity. 

 

Tip  You can click Save (at the bottom of the page) at any time to save the job specifications for 
future use.  
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4. For a combo product, a form is displayed for the common data, followed by the versioned data selection 
(see step 5). In the form, enter the data that you want to use for all the versions of the product. (You 
may be able to select information from a data source such as a company address book or other list as 
shown in the figure below.) What you can enter in the form depends on the product you selected. 

 

Notes  You may be stepped through the process of filling out the form with common data. For 
example, you may need to make a selection in one field before other fields are displayed. Also, 
some fields may be filled in for you automatically. For example,  after you select a company, its 
location may be automatically filled in. 

 For some products, a Make Versioned link may be displayed next to the common data form. 
You can click Make Versioned to turn the product into an all-versioned product (without any 
common data). In this case the common data form is no longer displayed, and all the data for 
the product comes from a data source. (To undo this, click Revert Combination.) 

5. To provide the versioned data, either upload data from an external file (see below) or select an existing 
data source (see page 122). These choices depend on the product you selected. 

If uploading data from an external file 

A data source may already be available. If so, continue to “If a data source is available” on page 122. Otherwise, 
you can upload your data from an external file as described here, such as a CSV file: 

1. In the Versioned Data field, choose Upload Data Source. 

2. In the Type field, select the format of the data you are uploading. 

3. In the Field Delimiter field, select the delimiter that separates values in the file, for example, , for a 
comma-separated values (CSV) file. 
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4. To use a template for your data, click Download Template. A template helps to ensure that your data 
source is in the correct format. (Alternatively, first click View Template Fields and then click 
Download.) 

Note  If a sample template is available for the product, a Sample Data link is available instead of 
Download Template. 

5. If you download a template, open it in a spreadsheet application such as Microsoft Excel or a text editor 
such as Note Pad that can read files in CSV format. Enter your data or import it (if you already have it in 
another format) and then save it as a CSV file under a new name. 

 

Note  Text that you enter in your template file cannot contain any commas (,) or other separators 
unless you enclose all the text for that field in double quotation marks ("). 

6. To the right of Select File, click Browse to locate your file, make sure the Type and Field Delimiter are 
correct, and click Upload File. 

Note  All the records in the file you uploaded are automatically selected for inclusion in the order. If 
you want to exclude a record, return to your template file, delete the record, and upload the file 
again. 

7. Review the data to make sure it is accurate (free of typos and errors). If it is not, return to your template 
file, correct the information, and then upload the file again until the data is correct. 

8. Click Mapping to continue to the next step; for details, see “Check the data mapping” on page 123. 

If a data source is available 

In some cases, data sources may already be available to you. For example, a company or university based site 
may have an address book that you can use. To use an existing data source: 

1. In the Versioned Data field, choose the source you want to use. 

2. If the list is long, you can sort it by a particular column: Move the pointer over a column heading and 
click Sort Ascending or Sort Descending. (To restore the original sort order, move the pointer over 
the column heading and click Remove Sort.) 

 

3. To search for a record, move the pointer over the heading of the column where you want to search (for 
example, Last Name) and enter what you want to find (for example, Smith) in the Search by field. (To 
remove the search results and restore the full list, click Clear Search.) 

4. Select the check boxes of the items that you want to use to personalize the product, for example, the 
people for whom you want to create business cards. 

5. Click Mapping to continue to the next step (see page 123). 
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Check the data mapping 

After you select or upload a data source you must make sure that the fields in the product template are mapped 
correctly to the fields in the data source so that the product includes the correct data. 

1. Make sure each Variable Data Name is mapped correctly to the Datasource Name. The information in 
the Sample Data column comes from the file you uploaded or the data source you selected. 

 

2. If necessary, correct the mapping by selecting a different field in the Datasource Name column. 

3. Click Fill Form to continue. 

Personalize and preview the product 

1. If the product includes an image, either click Upload Image to provide your own image or click Select 
from Gallery to choose an image from a gallery of available images. (What you can do depends on the 
product.) 

Note  You may have the option of editing the image. If   is displayed, click it to rotate the image or 
to adjust the fit. 

2. If the left-hand pane includes print options (for example, a choice of media), make your selections. 

Notes  Some of your print option selections may result in messages about incompatibilities with 
previously selected options, recommendations for other or alternative options you should 
consider, or notifications that your selection resulted in another option being automatically 
enforced (selected for the product). 

 If you are ordering a download version of the product, you will receive the PDF file that forms 
the basis of the product. If you are ordering print copies together with the download version of 
the product, the downloaded PDF will not reflect tabs, media size or color, orientation, or other 
print options that you may be able to select for your printed copies. The print options apply only 
to the printed version of the product. 
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3. Click Update Preview. (You must preview the product before you can add it to the cart.) The Preview 
pane opens so you can review the product. 

 

4. Click   to zoom in or   to zoom out. To restore the preview to its original size, click . 

5. Use the arrows at the top of the Preview pane to display different records and check that data looks the 
way you expected. 

6. To see what the printed version of the product will look like, click PDF Proof. 

7. If the product has two sides or more than one page, preview each side/page by using the page buttons. 

 

Tip If the product has multiple pages, you can click  to switch to thumbnail view and click  to 
switch back to spread view.  

Add product to the cart 

When you are satisfied with your product, you can add it to the cart. 

Note  To see more pricing details, move the pointer over the Unit Price area at the bottom of the window. If 
you are ordering both a print and download version of the product, the pricing summary provides a 
breakdown. (A pricing summary is not available for all products.) 

1. Click Add to Cart. 

Note  If the product is part of a kit, a Finish button is displayed instead of Add to Cart. Click Finish 
to continue with the process of ordering the kit (see page 62). 

2. If asked, confirm that you reviewed the product and are satisfied. 

3. Proceed with the checkout process when you are ready. 

Note For information about the cart and checkout, see page 153. 

 

  

Use to move 
among 
records. 
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Direct Mail Products 

About direct mail products 

Direct mail products are a type of multi-record (batch) VDP. (Specifically, this type of VDP is also known as EFI 
VDP.) As their name suggests, direct mail products are mailed to recipients on a list. Some steps that you 
complete for a direct mail product are the same as for any multi-record VDP, but some are unique to direct mail 
products. (Direct mail products are for US-based customers only.) 

Note  Some direct mail products may let you "opt out." If you opt out, the order/personalization process is the 
same as for any other multi-record VDP (for instructions, see page 120). 

When you order a direct mail product, a mailing list may be one of the following: 

• A CSV file of names and addresses that you upload. 

• An Every Door Direct Mail (EDDM) list that is generated for selected postal routes. 

• A list that you purchase. 

• Your company address book. 

• A multi-column dataset (MCD)  – a list supplied by the print shop. 

During the order process you provide a mailing date, select the print shop from where the job is being mailed, 
and process the mailing list. Processing involves: 

• CASS certification which ensures addresses are complete and correct. 

• NCOA updates to check for changes in address. 

• A check for duplicate addresses. 

Note  CASS certification, NCOA updates, and checks for duplicate addresses do not apply when you 
use EDDM because the addresses are already validated and “clean.” 

• Presorting the validated list for reduced USPS mailing rates. 

• The calculation of the postage costs based on factors such as the size and weight of each piece, 
quantity, location of print shop, and addresses in the list. 

Note  If you change print options after processing the mailing list, you must re-process it since your 
changes may affect postage costs. 

A direct mail product must always be checked out individually. You cannot check out a direct mail product with 
any other products or with another direct mail product. 

Ordering direct mail products 

Direct mail products are designed to be sent to multiple recipients so if a product gives you the choice of being 
ordered in single or batch mode, the direct mail features apply only when batch mode is selected. 

Start the Process 

1. If you are given the choice of Single Mode or Batch Mode, select Batch Mode. 
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2. If an Opt-Out of Direct Mail check box is displayed, and you do not want to do a direct mailing, select 
the check box. (Opting out is not always a choice.) If you opt out, you will personalize the product like 
any other multi-record VDP (see page 120); the information below does not apply. 

 

Select print options 

Print options can affect the size and weight and therefore the postage costs of a direct mail product. You should 
select print options first. If you process the mailing list (as described later) and then change print options, you 
must re-process the mailing list before you can add the direct mail product to the cart. 

• If print options are displayed on the left, select the ones you want. 

Note  Some of your print option selections may result in messages about incompatibilities with 
previously selected options, recommendations for other or alternative options you should 
consider, or notifications that your selection resulted in another print option being automatically 
enforced (selected for the product). 

Select mailing list source  

In this step you must identify the source of your mailing list. The type of source that you can specify depends on 
the product you selected. The choices may be: 

• Address Book or Data Source for using a company address book or other list supplied by the print 
shop. 

• Upload Data Source for uploading your own CSV file. 

• Use EDDM (Every Door Direct Mail) for obtaining addresses based on locations you specify. 

• Purchase Data List for buying a mailing list. 

To select your mailing list source 

• In the Versioned Data field, select the source of the mailing list to use for the product. For example, 
you may be able to choose Address Book or Data Source, Upload Data Source, Use EDDM, or 
Purchase Data List. 

 

The steps you take next depend on what you selected in the Versioned Data field. If you selected Upload Data 
Source or Address Book or Data Source, see page 127; if you selected Use EDDM, see page 129; if you 
selected Purchase Data List, see page 130. 
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If you selected Upload Data Source or Address Book or Data Source 

The steps you complete for a direct mail product when you upload a data source or select an address book or 
data source are very similar. 

Tip  If you previously purchased a mailing list (see page 130) and want to re-use it, you can download the 
CSV file from My Saved Files and then upload it following the steps below. 

• If you selected Upload Data Source in the Versioned Data field, complete these steps: 

1. Click Choose File, locate your CSV file, and click Upload File. 

 

2. All the records that were in the file are automatically selected. Click Map Mailing Data to continue 
to the map mailing data step (see page 128). 

 

• If you selected Address Book in the Versioned Data field, complete these steps: 

1. Select the check boxes of the addresses you want to include. 

 

2. Click Map Mailing Data to continue to the map mailing data step (see page 128). 
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Map mailing data 

If you uploaded a data source or used an address book, you must map fields in your mailing list to fields (name, 
address, city, and so on) that are required for mailing the product. The Mailing Data Name column lists the 
names of the fields required to mail the product; the Datasource Name column lets you select the matching field 
in the mailing list you are using. (Some fields may be matched automatically if their names are similar.) 

1. Review the mapping and, if necessary, correct it by selecting a different field in the Datasource Name 
column. (The Sample column helps you see how data is being mapped.) 

2. Click Next to continue to list processing (see below). 

 

List processing: select mailing options and then process and presort the mailing list 

If you uploaded a data source or used an address book, you must now select a mailing date and print shop. The 
print shop you select will affect the postage charges that are calculated for your mailing.  

You must also select the criteria for processing the addresses where the mailing is being sent. This processing 
involves the validation of addresses in various ways (known as CASS certification), the handling of changes of 
address (known as NCOA verification), and the handling of duplicate addresses. Typically, the processing 
prunes the list.  

After the list is processed, it is presorted for reduced USPS mailing rates, and the postage rate is calculated. 

1. In the Mailing Date field, select the date on which you want the product mailed.  

2. Make sure the Selected Print Shop is correct. (The location of the print shop affects the postage 
costs.)  

 

3. Select the criteria you want to use to validate addresses: 

• For CASS Certification (address validation) and NCOA Verification (change of address), all the 
criteria are selected by default. If you do not want to use a particular criterion for address validation 
or change of address processing, clear its check box.  

file:///C:/All%20Documentation/DSF/SmartStore%20Buyer%20Help/V%209.0/!SSL!/SmartStoreHelp/Products/Ordering_Dir_Mail_Products.htm%23If_you_selected_Upload_Data_Source_
file:///C:/All%20Documentation/DSF/SmartStore%20Buyer%20Help/V%209.0/!SSL!/SmartStoreHelp/Products/Ordering_Dir_Mail_Products.htm%23If_you_selected_Address_Book
file:///C:/All%20Documentation/DSF/SmartStore%20Buyer%20Help/V%209.0/!SSL!/SmartStoreHelp/Products/Ordering_Dir_Mail_Products.htm%23If_you_selected_Upload_Data_Source_
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• Duplicate Removal is automatically set to Removes all duplicates based on address match only, 
but if necessary change this to Do not remove duplicates, First and last name match, or Household 
name. 

4. If you uploaded a data source, you may have the option of changing the mailing service class, for 
example, from standard mail to first class mail. If Mailing Service Class is displayed, change the class 
if necessary. 

5. Click Process List. The mailing list processing and presorting begins. The status of steps changes as 
steps are completed, and the final number of records and the postage cost are displayed after 
processing is complete. 

Depending on the number of records, processing can take some time. 

6. Click Mapping to continue to the Map Template Data step where you personalize the product with your 
own data (see page 130). 

If you selected Use EDDM 

If you selected Use EDDM in the Versioned Data field, a sample map is automatically displayed. You must now 
select the postal routes for your mailing, as well as select a mailing date. 

1. In the Mailing Date field, select the date on which you want the product mailed.  

2. Make sure the Selected Print Shop is correct. (The location of the print shop affects the postage 
costs.)  

3. In the Location field, enter an address, city and state, or a zip code and then select the address you 
want from the results. The map is updated to show the location you selected. 

4. Zoom in or out on the map and click the map to highlight the area a particular carrier route covers. This 
lets you see where your mailing will be sent. 

Notes  If you select a route and change your mind, click it again to de-select it. 

 To remove all the highlighted routes and the selected map, click Clear Map Selection. You 
must then start over by specifying a different Location. 

As you select carrier routes, the area to the right of the map indicates how many routes are selected 
and gives you an approximate number of residential, business, and total deliveries. The information 
above the map is for the last route you selected. 

5. To obtain a more accurate number of deliveries and postage cost, click Get Estimated Postage 
Charge. The Estimated Record Count and Estimated Postage Charge are displayed below the map. 

6. When you are satisfied with your selections, click Process List. 
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After you click Process List, the mailing list creation and presorting begins. Depending on the number 
of records being processed, this may take a few minutes. The status of steps changes as steps are 
completed, and the final number of records and the postage cost are displayed after the processing is 
complete. 

 

7. Click Mapping to personalize the product by mapping template data (see page 131). 

If you selected Purchase List Data 

If you selected Purchase Data List in the Versioned Data field, you must now specify the criteria for the list you 
want to purchase, as well as select a mailing date. When you specify criteria you can mix and match what you 
want, for example, you can purchase business addresses together with consumer ones.  

After you order and pay for the product, the list you purchased will be part of your saved files (on the My Saved 
Files page) in the form of a CSV file. You can re-use the purchased mailing list (see page 132) when ordering 
products in the future or in any other way you want (for example, with other systems). 

1. In the Mailing Date field, select the date on which you want the product mailed. 

2. Make sure the Selected Print Shop is correct. (The location of the print shop affects the postage 
costs.) 

3. Specify the criteria for the list you want to purchase: 

a. In the Select Database Type field, select the type of addresses you want: Business, Consumer, 
New Mover (those who have recently moved), New Home Owner, or New Business. 

 

b. In the first search field, select a criterion such as First Name or State. (The available selections will 
depend on the type of database you selected.) 

c. In the second search field, select or enter the value you want to match, for example, Vermont as 
the state. 

d. Click Add. 

 

Notes For First Name searches, the results include nicknames. For example, if you specify 
Steve, the results will include variations such as Steve, Steven, Stefan, and Stephen. 

 For Last Name and Company searches, the results are based on "contains." For example, 
if for Last Name you specify Green, the results will include such variations as Green, 
Greene, or Greenberg; if for Company you specify Soft, the results will include such 
variations as SuperSoftware, Microsoft, and Softbank.  
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e. Specify additional criteria. For example, you may want to leave the same database selected but 
specify more criteria (steps 3b to 3d) or you may want to select a different database and different 
criteria (steps 3a to 3d). 

As you add criteria, the Record Count and Purchase List Price are updated. 

Tip To remove a criterion, click . 

4. Duplicate Removal is automatically set to Removes all duplicates based on address match only, 
but if necessary change this to Do not remove duplicates, First and last name match, or Household 
name. 

Note The Duplicate Removal selection will not affect the estimated record count, but will be 
reflected in the purchased list. 

5. Click Get to see the estimated Postage Charge for mailing the product using the list you are 
purchasing. 

 

6. Click Mapping to personalize the product by mapping template data, as described next. 

Personalize the product by mapping template data 

No matter what kind of data source you are using, you must now personalize the product by mapping any 
variable data in the product to data in the data source you provided. For example, the front of a postcard may 
have fields for first name and last name to personalize the card. 

1. In the Datasource Name column, select the field that corresponds to the field in the product (Variable 
Data Name column). 

2. Click Fill Form. 
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Preview the product 

Before you can add the product to the cart, you must preview it. You can preview the first 25 records for a direct 
mail job. 

1. Click Update Preview. The Preview pane opens so you can review the product. 

 

2. Click   to zoom in or   to zoom out. To restore the preview to its original size, click . 

3. Use the Record arrows at the top of the Preview pane to display different records (up to 25) and check 
that data looks the way you expected.  

4. To see what the printed version of the product will look like, click PDF Proof. 

5. If the product has two sides, preview each side by using the page buttons. 

 

Add product to the cart 

1. When you are satisfied with the product, click Add to Cart. 

2. Proceed with the checkout process when you are ready. Note that a direct mail product must be 
checked out by itself; you cannot check it out with other products. 

Note For information about the cart and checkout, see page 153. 

Re-using a purchased mailing list 

If you purchased a mailing list while ordering a direct mail product, it is listed under PURCHASED CONTACT 
SET on the My Saved Files page. The mailing list is available in the form of a CSV file. You can download this 
file and then use it any way you want in the future.   

Tip The CSV file may include codes to represent values (for example, household income ranges, ages, or 
sales). In the topic on “Ordering Direct Mail Products” in buyer Help, you can click a link to a file that 
explains the values the CSV file may include. 

To re-use a purchased mailing list 

1. On the account menu, click My Saved Files. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu. 

2. If necessary, scroll down to PURCHASED CONTACT SET. All mailing lists are named 
PurchasedContactFile followed by the date and time you purchased the list. Below the name of the file 
you can see how many records are in the list. 
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3. Click the PurchasedContactFile you want to download. It will be downloaded to your Downloads folder 
and named FilteredList.csv. 

4. (Optional) By default, the PurchasedContactFile is renamed as FilteredList.csv file when you download 
it. If necessary, rename the file to give it a more descriptive name. For example, if the list includes 
businesses and consumers in Boston, Massachusetts, you may want to call it BostonMA.csv. 

5. Use the list any way you want, for example, upload the list when ordering a direct mail product or multi-
record VDP. You can also use the list with other systems that allow imports from CSV files. 
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Cross Media Marketing (CMM) Campaigns 

About cross media marketing campaigns 

Cross media marketing (CMM) campaigns are products for increasing sales, marketing your services, offering 
time-limited discounts, announcing promotions, and so on. A CMM campaign is aimed at a list of contacts you 
are targeting and is made up of some combination of media elements: printed materials, e-mail messages, SMS 
(text messages), non-print products, and personalized URLs (PURLs). 

Note  A PURL is a link (URL) to a web site personalized for a particular contact (recipient). For example, when 
Mary Smith clicks the link to visit the site, she lands on a page that greets her with the message "Hello, 
Mary! Flash sale - 10% off everything and free shipping!"  

Here are some examples of campaigns. 

• An invitation to an event 

An e-mail is sent out to your contact list. The e-mail includes a link to a personal website where contacts 
can accept the invitation. You can track the number of respondents. 

• Constantly running campaign based on birthdays 

Every year a card is sent to contacts as their birthday approaches. The card offers contacts a one-time 
20% discount during their birthday month. 

• Lead generation 

A card with a QRC code is sent out encouraging contacts to register for a promotional event (such as 
joining a gym in January). The QRC code takes a contact to a PURL (personalized website) where they 
can register.  

Follow-up e-mails or SMS can remind contacts to register or can thank them for registering. Some 
number of contacts who register early may also be rewarded with a gift such as a T shirt or pen. 

Ordering cross media marketing campaigns 

After you click Buy Now for a Cross Media Marketing (CMM) campaign, a window opens summarizing what the 
CMM campaign does. The CAMPAIGN TIMELINE illustrates the media elements that make up the campaign 
and their sequence. 

1. Review the timeline for the campaign. (Use the vertical scroll bar to see it in full.) 

2. Click a campaign media element on the CAMPAIGN TIMELINE graphic to see its thumbnail and 
description under ACTIVITY DETAILS. 

3. Click Begin. 

 

4. Create and name the CMM campaign: 
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a. In the Create New Campaign window, enter a unique name (without any spaces) for the campaign, 
for example, JanOffers or FebSale. 

b. If given this choice, select Corporate if this is a company campaign (you plan to use company 
contacts) or Personal if the campaign is for your own contacts.  

c. Click Create. 

 

5. Initialize the CMM campaign by specifying the campaign contacts (a list of those the campaign is 
targeting).  See “CMM campaigns: Initialize” below. To do so, you typically: 

• Import contacts. 

• Create or edit filters to refine your contact list. 

Note  After you create a campaign and save the campaign contacts you want to use, your work is 
automatically saved as you complete subsequent steps. If you need to resume the order 
process later, you can do so from the campaign dashboard. (To open the dashboard, click 
Campaign Dashboard on the account menu.) 

6. Customize the campaign media elements, for example, the printed materials, e-mail messages, or 
personalized web site (PURL) that make up the campaign. See “CMM campaigns: Customize” on page 
140. 

7. Configure the schedule for the CMM campaign. See “CMM campaigns: Configure” on page 147. 

8. Launch the campaign. See “CMM campaigns: Launch” on page 148. 

Note The Initialize through Launch steps must be completed in order. 

9. Use the campaign dashboard to resume ordering a CMM campaign, track and manage a campaign, 
and check campaign statistics. See page 150. 

CMM campaigns: Initialize 

After you name your campaign (as described in step 4 above), you must initialize it by selecting the contacts you 
want to use for the campaign – the list of the people you are targeting.  

When you order a CMM campaign for the first time, you must create a contact list. Typically you import contacts 
from a CSV file or from a company address book and then apply filters so the list meets certain criteria (for 
example, city or age). The resulting list is also called a filter set. 

The contacts you import are always available so you can select all of them or use filters to select a subset of the 
contacts. 

Note In the U.S., you may also have the option of using EDDM (Every Door Direct Mail) to generate and 
purchase a list based on postal routes you select on a map. 

1. (U.S. only) If given the choice, select Use Filter Set or Use EDDM. 
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2. If you selected Use Filter Set (or if no choice was available),  

a. Do one of the following: 

• Select an existing filter set (under SELECT CAMPAIGN CONTACTS) and click Next (or click 
Save if you want to save what you selected so far and continue later). 

Note  After you save the campaign contacts you want to use, your work is automatically 
saved as you complete subsequent steps. If you need to resume the order process 
later, you can do so from the campaign dashboard. (To open the dashboard, click 
Campaign Dashboard on the account menu.) 

• Click Create New to open the My Contacts window where you can import contacts, edit an 
existing filter set, or create a new filter set. For information about the My Contacts window, see 
page 137. 

b. After creating or editing a filter set, select it on the Initialize page under SELECT CAMPAIGN 
CONTACTS. 

 

3. (U.S. only) If you selected Use EDDM: 

a. Click Next.  

You will be taken directly to the Customize page, after which you complete the Configure and 
Launch pages. On the Launch page, you will see a Purchase EDDM & Add to Cart button next to 
any printed materials that need to be mailed. 

 

b. Click Purchase EDDM & Add to Cart.  

c. Make your selections on the map and generate the list as described in steps 3 – 7 under “If you 
selected Use EDDM” on page 129. 
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My Contacts window 

In the My Contacts window you can import contacts, create or edit filter sets, and select the filter set you want to 
use for the campaign. (The My Contacts window opens when you click Create New on the Initialize page (see 
“CMM campaigns: Initialize” on page 135.) 

When you order a CMM campaign for the first time, you must create a contact list. Typically you import contacts 
from a CSV file or from a company address book and then apply filters so the list meets certain criteria (for 
example, city or age). The resulting list is also called a filter set. You can create different filter sets to use in 
different situations. 

 

Do any of the following: 

• To import contacts, click Import Contacts. For information, see below. 

• To review the contents of a filtered list, select it in the Choose Filter field. 

• By default 10 contacts per page are shown. To list more than 10 contacts at a time, change Display of 
Records to 25 or 50. 

• To display different pages, use the page buttons. 

 

• To define a new filter, click Create New. For information, see page 139. 

• To change a filter, select it and click Edit. For information, see page 140. 

• To use the selected filter for the campaign, click Assign to Campaign. 

Importing contacts 

You can import campaign contacts from a CSV file or from an address book. Other contact lists (data sources) 
may also be available on the site.  

The contact list you import is always available; filters let you use a subset of the list for a campaign. You can also 
do multiple imports. Each import will add contacts to your base contact list. 

To import contacts 

1. In the My Contacts window (see above), click Import Contacts. 

2. If you plan to import contacts from a CSV file and are not sure what kind of data you must supply, click 
Download Source Template. A file named DSMxContactUpload.csv is saved in your Downloads 
folder. You can use this file as the basis for your own CSV file. 
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3. In the BATCH NAME field, enter a descriptive name so you can recognize it when selecting a list/filter 
for a campaign in the future. (The batch name will serve as the name of both the contact list and the 
filter.)  

4. If you previously imported data, under HOW TO HANDLE DUPLICATES indicate whether you want to 
Keep duplicates or Replace them with updated information. 

 

5. In the SELECT DATA SOURCE field, choose what you are using for your contact list, for example, 
Upload from CSV or Address Book. 

6. If you selected Upload from CSV:  

a. Click Select File. 

b. Locate your CSV file. 

c. Click Import. 

7. If you selected Address Book: 

a. Select the check boxes of the addresses you want to use. 

b. Click Import. 

8. After you click Import, map fields in your contact list to fields (name, address, city, and so on) that are 
required for mailing any printed materials that are part of the CMM campaign. The Datasource Name 
column lists the names of the fields in your contact list; the Mailing Data Name column lists the names 
of the fields required to mail printed materials. Select the correct matching fields in the Mailing Data 
Name column. (Some fields may be matched automatically if their names are similar.) 

9. Click Mapping. 
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10. Click OK when a message confirms the data was imported successfully. 

Your imported list is now available for selection in the Choose Filter field in the My Contacts window (see page 
137).  Note that the filter name is the same as the Batch Name you provided when importing the list. 

Filter sets 

You can create or edit filters so that your campaign contact list meets certain criteria, for example, city, gender, 
or age. The contact list you imported is always available; filters let you use a subset of the list for a campaign. 

You can define your own filters as well as use predefined filters. Examples of predefined filters include Visited 
any campaign, Responded to campaign, and Renewal due next month. These predefined filters are very 
useful when you run future campaigns because they bring in contacts (who meet certain criteria) from previous 
campaigns. You can therefore target your campaigns better.  

You can combine your own filters with predefined filters to create a filter set. 

Notes  You can assign only one filter set to a campaign. If a filter set does not meet your needs, either edit it 
and add more filters (conditions) to it or create a new filter set. 

 Filter sets cannot be deleted. Once you create a filter set, it will always be available for future 
campaigns. 

Create a filter set 

1. In the My Contacts window (see page 137), click Create New. The Filter Set window opens. 

2. Enter a descriptive name for the filter set. 

3. To define your own filter: 

a. Leave New Data Filter selected. 

b. In the first field, select the type of data you want to filter by, for example, Gender, City, or 
StateProvince. (The available selections depend on the CMM campaign you are ordering.) 

c. In the second field, select a condition, for example, Equals or Starts With. 

d. In the third field, enter the value you want to match, for example, if the first field is set to 
StateProvince, you might enter NY.  
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4. To use a predefined filter: 

a. Select New Predefined Filter.  

b. Select the filter. 

Note  The predefined filters are useful for future campaigns because they build on the results of 
earlier campaigns.  

5. To add another filter to the filter set, select: 

• or if either filter can be met (for example, state can be NY or MA).  

• and if both filters must be met (for example, state must be NY and gender must be female). 

6. Click Add Row and define another filter as described in step 3 or 4. (To remove a filter, click .) 

7. Repeat steps 5 and 6 until your filter set is complete. 

8. Click Save.  

The filter set can now be selected in the Choose Filter field in the My Contacts window (see page 137) where 
you can also assign it to the campaign. 

Edit a filter set 

1. In the My Contacts window (see page 137), select a filter and click Edit. The Filter Set window opens. 

2. Edit the filter set in any of these ways: 

• Change filter criteria, for example, change the city you want to match. 

• Add more filters (either your own or predefined ones). 

• Remove a filter by clicking . 

3. Click Save. 

CMM campaigns: Customize  

After you initialize a CMM campaign by selecting your contact list, you customize the media elements that make 
up the campaign. The Customize page lists all the media elements in the campaign. Here you must personalize 
all the media elements that have a Customize button before you can continue with the order process. Some 
media elements do not require customizing; these are automatically shown as Complete (and cannot be edited).  

Tip To return to the Customize page later, open the campaign dashboard (see page 150), open the 
campaign, and click Customize.   
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1. If a media element has a Customize button next to it, click the button and then customize the media 
element. What you can customize depends on whether the media element is printed material (see 
below) or an e-mail, SMS, or PURL (see page 145). 

2. Personalize each media element until all the media elements are identified as Complete. 

3. To review or change what you customized, click Edit next to a campaign media element. (Not all media 
elements can be edited.) 

4. After all the media elements are Complete, click Next to configure the schedule for the CMM 
campaign. (See “CMM campaigns: Configure” on page 147.) 

Customizing printed materials 

When you customize printed materials that are part of a CMM campaign, you may have a choice of print options, 
as well as the ability to add or edit text and images. What you can change depends on the product you are 
ordering. Printed materials may have more than one page (for example, front and back) so be sure to review and 
customize both pages. 

Tip If you customize the printed material and then change your mind, click Reset document (at the bottom 
of the Personalization pane) to restore the document to what it was originally. 

 

Select Print Options 

Note  The options that are available to you depend on the CMM campaign you selected. 

• In the left-hand pane, click an option, for example, Media and make further selections as necessary. 

Edit text 

1. Click text in the Personalization pane to see if it can be edited. 

A box surrounds the text when it can be edited and buttons for working with the text are displayed to the 
right of the text box. Buttons may be available for editing the text, deleting the text, bringing the text to 
the foreground or background, duplicating the text, or rotating the text. What you can do depends on the 
campaign you are customizing. 

In addition, some text boxes can be moved and re-sized. 
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2. To edit the text, click  or double-click the text box and change the text as necessary. Then save your 

changes by clicking  or by clicking outside the text box.  

You may also be able to format the text and/or insert variables. (Variables are placeholders for real data 
from your contact list, for example, first name or last name.) Again, what you can change depends on 
the campaign you are customizing. 

 

Do any of the following (depending on the choices available to you) and then save your changes by 

clicking  or by clicking outside the text box after you finish editing: 

• To change the alignment of the text (left, centered, or right), click one of the alignment buttons. 

 

• To change the font of the selected text, click Formats and/or to change its size, click Font Sizes.  

• To change the color of the selected text, click . 

• To personalize the text by including data from the contact list, position the cursor where you want 
this data, click Variables, and select a variable such as {{Firstname}} or {{Lastname}}.  

Notes  You can enter a variable instead of selecting it. The name (without spaces) must 
correspond to a column name in the filter set you are using (as shown in the My Contacts 
window) and the variable name must be enclosed in double curly brackets {{ }}. 

 When text includes variables, the sample data that is displayed in the Personalization 
pane comes from your user profile. To review data from your contact list, click Preview. 

3. To remove the entire text box, click . 

4. To move the text box to the foreground or background, click or . This can be useful when 
superimposing text and images.) 

Handles for 
resizing text 
box 
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5. To copy the text box, click , drag the copy where you want it, edit the text as necessary, and click 
. 

6. To rotate the text box, drag left or right. 

7. If the text box has handles , use them to re-size the text box. To move the text box, click inside the 
text box and then drag it where you want it. 

Add text 

1. If an Add Text button is available at the bottom of the Personalization pane, click the button to add 
your own text. (You may need to scroll down to see the Add Text button.) 

A text box with Enter Text Here opens. 

 

2. Drag the text box where you want it on the page. 

3. Click  or double-click the text box. 

4. Replace Enter Text Here with your own text and format the text as you want it to look. Also add 
variables as necessary. (See the instructions under “Edit text” above.) 

Edit images 

1. Click an image in the Personalization pane to see if it can be edited. 

A box surrounds the image when it can be edited and buttons for working with the image are displayed 
to the right of the image box. Buttons may be available for changing the image, deleting the image, 
bringing the image to the foreground or background, duplicating the image, or rotating the image. What 
you can do depends on the campaign you are customizing.  

In addition, some image boxes can be moved and re-sized. 
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2. To zoom in or out, drag the zoom buttons to the left or right. 

3. To position the image differently within the image box or to crop the image (by hiding a part of it), drag 
the red center of the concentric circles. 

4. Do any of the following (depending on the choices available to you): 

• To replace the image, click , click Upload Image or Google Drive, and select the image you 
want to use. 

• To remove the entire image, click . 

• To move the image to the foreground, click  or to move it to the background, click . (This can 
be useful when superimposing text and images.) 

• To copy the image, click , drag the copy where you want it, and make changes as necessary. 

• To rotate the image box, drag  left or right. 

5. If the image box has handles , use them to re-size the image box. To move the image box, click 
inside the box and then drag it where you want it. 

Add image 

1. If an Add Image button is available at the bottom of the Personalization pane, click the button to add 
your own image. (You may need to scroll down to see the Add Image button.) 

2. A placeholder image is added. Click , click Upload Image or Google Drive, and select the image 
you want to use. 

3. Edit the image as described in steps 2 to 5 under “Edit images” above. 

Customize all pages 

Printed material may have more than one page. For example, a card may be printed on both the front and back.  

1. Check the top left corner of the Personalization pane for additional pages. 

 

2. Select the page you want to customize and customize it as described above. 

Preview your changes and continue 

1. Click Preview to review your customization. In the Preview pane you can see the print options you 
selected and review records for any contacts in the contact list you selected for the campaign in the My 
Contacts window.  

2. To see what the printed version will look like, click PDF Proof (at the top of the Preview pane). 

Drag to reposition 
the image within the 
image box. 

Drag buttons left 
or right to zoom 
in or out. 
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3. To make further changes, click Personalization and make the changes. 

4. Click Done to return to the Customize page. The printed material you customized is now identified as 
Complete. (If you need to make additional changes, click Edit.) 

5. If all media elements are Complete, click Next to continue to the Configure page. (See page 147.) 

Customizing SMS, e-mails, or PURLs 

If the CMM campaign you are ordering includes an SMS message, e-mail, or PURL (personalized web site), you 
may be able to customize the media element. 

1. Click text in the Personalization pane to see if it can be edited. The text opens in an editing window. 

 

2. Do any of the following (depending on the choices available to you) and then click : 

• Change the text itself. 

• To change the style of the selected text, click Formats and select the style you want to use. The 
available choices depend on the campaign media element you are customizing. 

• Apply bold or italics to the selected text. (To remove bold or italics, select the text and click .) 

• To change the alignment or justification of text, use the alignment buttons. 

• To personalize the text by including data from the contact list, position the cursor where you want 
this data, click Variables, and select a variable such as {{Firstname}} or {{Lastname}}.  

Notes  You can enter a variable instead of selecting it. The name (without spaces) must 
correspond to a column name in the filter set you are using (as shown in the My Contacts 
window – see page 137) and the variable name must be enclosed in double curly brackets 
{{ }}. 

 When text includes variables, the sample data that is displayed in the Personalization 
pane comes from your user profile. To review data from your contact list, click Preview. 

3. Click an image to see if it can be replaced. Then click Upload Image or Google Drive to upload the 

image you want to use and click . 

4. If the media element includes a link, click it to review the PURL - the personalized site for a contact. (To 
make changes to the PURL – if you are allowed to make them – return to the main Customize page and 
click Customize or Edit next to the PURL media element.) 

Note  Any sample data that is displayed in the PURL comes from your user profile. To review data 
from your contact list, click Preview. 

5. If Add Image or Add Text buttons are available, click them to add your own images or text. 

  

Click to save 
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6. Click Preview to review your customization. In the Preview pane you can review the records for any 
contacts in the filter set you selected for the campaign in the My Contacts window. You can also click 
links (if available) to review the PURL for a specific contact. 

 

7. Click Done to save your changes and return to the Customize page. The campaign media element you 
customized is now identified as Complete. (If you need to make additional changes, click Edit.)  

8. If all media elements are Complete, click Next to continue to the Configure page. 
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CMM campaigns: Configure 

After you customize the media elements that make up the CMM campaign you are ordering, you must schedule 
the activities that make up the campaign. The Configure page lists all the campaign activities that must be 
started. One activity is the starting point for the campaign, and the timing of subsequent activities (such as 
reminder e-mails) should be based on this starting date in a logical sequence. 

The timing of activities is not necessarily linear. For example, the campaign begins with an e-mail sent to your 
contact list encouraging them to register for an event. Depending on the response, one e-mail is sent to those 
who registered while a different e-mail reminds non-responders of the event again. This type of “branching” is 
very common in campaigns. 

Some activities require your approval (by being paid for) as their start dates come up. Other activities may 
include an auto approval option. If you take this option, an activity begins as soon as a specified number of 
responses is received. (The availability of auto approval depends on the CMM campaign you are ordering.)  

All activities except for the starting activity can be repeated. For example, you may want to send the same 
reminder e-mail or text message more than once.  

Note If you repeat an activity, the same media element is not sent to the same contact more than once. 
Repeated activities are useful when, for example, you want to send a reminder e-mail to those who 
register for an event, and the registrants change over a period of time. 

 

Tip To return to the Configure page later, open the campaign dashboard (see page 150), open the 
campaign, and click Configure.   

Date guidelines 

• If the CMM campaign begins with printed material, the start date is the date on which the printed 
material is ready for shipping. When you select this start date, you are prevented from selecting a date 
that does not account for the print shop's minimum turnaround time and days of operation. 

• If the CMM campaign begins with digital material, it is sent out on the selected start date. 

• For subsequent activities, the date you select is the date you are notified an activity is due to start. 
Unless the activity is auto-approved, it will not start until you approve it (pay for it). 

• When a subsequent activity involves printed material, production begins after you approve the activity, 
unless the activity is auto-approved, in which case production starts on the selected date. The delivery 
of the printed material is based on the print shop's minimum turnaround time. 

• When a subsequent activity involves a digital media element, the activity starts on the selected date (if 
auto-approved) or after you approve it. 

Configure the campaign 

1. Make sure the Selected Print Shop is correct. For direct mail products (U.S. only) this affects postage 
costs. 
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2. Begin with the first activity listed and select a date (following the date guidelines above).  

Tip  To review the timeline for an activity, click . 

3. Continue to the next activity and do one of the following: 

• Select a date (and time) for the activity. Follow the date guidelines above. You are notified when 
this date comes due and can then start the activity by adding it to the cart and paying for it. 

• If an activity can be auto-approved, and you want to use this feature, select the if Response 
Range check box and enter the range of responses required before the activity takes place. The 
activity will take place as soon as the number of responses falls into this range. 

 

Note  When auto approval is set up for an activity, the payment method you use for the starting 
activity in the campaign is used for all subsequent activities that you are auto-approving. 
The payment method can be a purchase order, cost center, or accounting code, but 
cannot be a credit card or PayPal. If a credit card or PayPal is used for the initial payment, 
auto approval will not work; you will need to check out and pay for the activity as usual. 

4. To repeat the activity (for example, to send the same e-mail reminder a few days later), click Add and 

select the date and time. (To remove an added activity, click .) 

Note The same media element is not sent to the same contact more than once. 

5. Repeat steps 3-4 for all the activities listed. (All activities must be configured before you can continue.) 

6. Click Next to continue to the Launch page. 

CMM campaigns: Launch 

The final step in ordering a CMM campaign is to launch it by starting the first activity. When you start an activity, 
you add it to the cart and pay for it. As the campaign progresses, you are notified when subsequent activities 
need your approval (and payment). Not all activities require approval, and some activities are automatically 
approved if a certain number of responses is received. 

(U.S. only) If a campaign was configured to include a direct mail product (for example, a promotional postcard 
you are mailing), your contact list must be generated and processed before it is added to the cart. 

The Launch page lists the CMM campaign activities you scheduled on the Configure page and identifies their 
start date and status. It also identifies activities that require your approval. 
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Tip To return to the Launch page later, open the campaign dashboard (see page 150), open the campaign, 
and click Launch.  

Start the CMM Campaign 

To review the timeline of any activity listed on the Launch page, click . 

1. Before starting the first activity, click Initialize to make sure the correct contact list is selected. After you 
launch the campaign, you cannot change this. (To return to the Launch page, click Launch.) 

2. Start the first activity. (You can do this before the start date.) Depending on button that is displayed, 
click Add to Cart, Process List & Add to Cart, or Purchase EDDM & Add to Cart. (List processing 
and EDDM apply only in the U.S. for direct mail products.) 

3. Complete one of the following procedures, depending on the activity you are starting: 

• If you clicked Add to Cart, check out as usual. Until you check out, the status of the activity on the 
Launch page is Awaiting Order Placement. 

• (U.S. only) If you clicked Process List & Add to Cart, process the list as in steps 3 to 5 under “List 
processing: select mailing options and then process and presort the mailing list” on page 128. Then 
complete the checkout process. 

• (U.S. only) If you clicked Purchase EDDM & Add to Cart, make your selections on the map and 
generate the list as described in steps 3 to 6 under “If you selected Use EDDM” on page 129. Then 
complete the checkout process. 

Note  A CMM campaign activity must always be checked out individually. You cannot check out a 
campaign activity with any other products or with another campaign activity. 

4. As the campaign progresses, you are notified when it is time to start the next activity. Start the activity 
on the Launch page by adding the activity to the cart and paying for it. (Auto approved activities start 
automatically.)  

5. See the tips below for adjustments you may want to make as the campaign progresses. 

Tips: After the CMM campaign is started 

After you start the first activity, you can start to track the progress of the CMM campaign in the campaign 
dashboard. Note the following: 

• If the start dates of any subsequent activities need adjusting, change the dates on the Configure page. 
For example, perhaps the printed postcard that launched your campaign was mailed later than originally 
planned, or you started an activity late. This may affect subsequent dates.  

Tip To return to the Configure page, open the campaign dashboard (see page 150), open the 
campaign, and click Configure.  

• Depending on the response rate, you may want to set up auto approval (if available) for some 
subsequent activities on the Configure page. For example, you may want the response rate to be higher 
before the next activity occurs; auto approval takes care of this for you. 

Note  When you auto-approve an activity, the payment method you used for the starting activity in 
the campaign is used for all subsequent activities that you are auto-approving. The payment 
method can be a purchase order, cost center, or accounting code, but cannot be a credit card 
or PayPal. If a credit card or PayPal is used for the initial payment, auto approval will not work; 
you will need to check out and pay for the activity as usual. 

• As you place orders for CMM campaign activities, they are listed individually in your order history (see 
page 167). You will not see anything in your order history for the overall campaign. The campaign itself 
is listed on the campaign dashboard (see below).  
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Campaign dashboard 

Use the campaign dashboard to track and manage campaigns and to review statistics. To open the dashboard, 
click Campaign Dashboard on the account menu.   

Tip When you are on the home page, the account menu may be automatically displayed in a small window; 

otherwise, look for  to display the account menu. 

 

The top of the dashboard shows you how many DRAFT, RUNNING, COMPLETE, and CANCELED campaigns 
you have. 

Note  The campaigns listed in the dashboard are the campaigns you (the logged-in buyer) created. You 
cannot see campaigns created by other buyers. 

Do any of the following while viewing the campaign dashboard: 

• By default DRAFT campaigns are listed; click one of the other types (for example, RUNNING) to review 
those campaigns. 

• To open a campaign so you can continue to work on it or make changes to it, click . The Initialize 
page opens automatically, but you can then click Customize, Configure, or Launch to open the page 
you need. For example, you may need to open a draft campaign because you did not finish customizing 
the campaign media elements. When a campaign is running, you may need to adjust start dates on the 
Configure page. 

• To review a graphic of the activities that make up the campaign, click . (This is the same graphic 
that was displayed when you began ordering the campaign.) On the graphic, click a campaign media 
element to see its thumbnail and description under ACTIVITY DETAILS. 

  



151 

• For a graphic representation of the schedule for the campaign, click Show Timeline.  

• The circles on the timeline represent activities. A green circle with a check mark indicates the 
activity is complete. 

 

• As you move over a circle, the start date and status of the activity are displayed. As you move off 
the circle, the information is hidden again. 

 

• If you click a circle, a small window opens. If the Status of an activity is Started, you can click 
Started to open the Order Confirmation page (see page 160). If an activity is waiting for your 
approval, you can open the campaign, click Launch, and complete the necessary action (typically 
you click Add to Cart and pay for the activity.)  

Note  You always receive an e-mail notification when an activity is ready to be started and 
requires your approval. 

 

• To review campaign statistics (such as response rates), click . The Statistics page opens. (For 
information about this page, see below.) 

• To cancel a campaign, click  and then confirm the deletion. (You cannot cancel a campaign that is 
running.) 

Campaign statistics 

The Statistics page provides feedback about how a running CMM campaign is progressing or how well a 
completed campaign did.  

To open the Statistics page, click   next to the campaign on the campaign dashboard. 

The Statistics page provides the following information: 

• The numbers of Contacts Engaged, Contacts Responded, and Contacts Completed. 
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• Graphs of Visitors by hour, Visitors current and last month, Opened e-mails by hour, and E-mail 
opened current and last month. (Move over the graphs for more detail.) 

• Page visits and submits. These show response rates broken down by the way contacts reached their 
personalized page (PURL), for example, by printed invitation or a link in an e-mail. Move over a graph to 
see how many contacts visited their page and how many submitted information (for example, registered 
for an event).  

• E-mail delivery statistics for the e-mails sent as part of the campaign. 
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Cart and Checkout 

About Checkout 

Checkout involves the following steps: 

1. Review the contents of your cart as well as review or provide the due date and time. (Due dates and 
times do not apply to all products.) 

Note  Some products such as CMM campaign activities and direct mail products must be checked 
out individually. (Direct mail products are for U.S.-based customers only.) You will be 
prevented from checking out if the cart contains a campaign activity or direct mail product in 
addition to other products (including other campaign activities or direct mail products). If you 
have other products in the cart, you must save them for later in order to check out the 
campaign activity or direct mail product. 

2. Provide shipping information. (This does not apply to all products, for example, digital downloads or 
campaign activities.) 

3. Provide payment details and place the order.  

Notes  On some sites, not all these steps are required. For example, you may just have to select a 
shipping and/or payment method in a rapid checkout window or you may not have to provide 
any information; you just receive an order confirmation. 

 If the order requires a price quote, you send a request for a quote to the print shop. After you 
receive and accept the quote, you then complete checkout by providing payment details and 
placing the order. 

Cart: review 

As the first step in the checkout process, you review what is in the cart and make any necessary changes. If you 
are not ready to check out yet, click Continue Shopping. 

Notes  Not all the steps below apply to all products. The selections available to you will depend on the products 
in the cart. In addition, if the cart contains a mix of products, some steps may apply to some products in 
the cart but not to others. 

 Some products must be checked out individually. You will be prevented from checking out if the cart 
contains such a product (for example, a campaign activity) in addition to other products. You can save 
the other products for later so you can check out the one that needs to be checked out by itself. 

Due date 

1. After you go to the cart, if necessary, use the calendar to select the Due Date (and time).  

2. Be sure to click Save if you make a change to the date or time. 

 

Note  If you select a date and then add other products to the cart or if you exit the cart and then 
return to it, you will need to re-select the date you want. 
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Selected print shop 

• To see the address of the selected print shop (or change the print shop), click its name. 

Note  (U.S. only) A direct mail product has the selected print shop displayed below the mailing date. 
To change the print shop, click its name. After you change the print shop, you will need to 
process the mailing list again because a change in print shop requires a recalculation of the 
postage price. 

 

Mailing date 

Some products (such as campaign activities and direct mail products) have mailing dates instead of due dates.  

• To change the mailing date, click the date.  

Notes  For a campaign activity, you are returned to the Initialize page (see page 135) where you can 
click Configure and then change the date of the activity. 

 For a direct mail product, you are returned to the mailing options step of the order process so 
you can select a different date. 

Rush delivery 

• If rush delivery is available, a message informs you. Click the calendar to select the date/time you want 
and see what the additional fee will be. 

Product review 

Under Products, review what is in your cart and make any necessary adjustments.  

1. To see the job details for a product, click its name. You can then make any necessary changes.  

Notes  Not all products can be edited when you click the job name. For example, if you want to edit a 
campaign activity, you must open the campaign dashboard (see page 150) and open the 
campaign. 

 If you are re-ordering a product (see page 163), it is always a good idea to review the job 
details (if you are allowed to do so) before placing the order. Sometimes a message in the cart 
informs you that ticketing (print) options or content files changed since you last ordered the 
product. Depending on the product, you may be able to click a link to review the job, its 
contents, and its print options.  

2. If necessary, change the Quantity for an item.  

Notes  You may get a warning that the maximum order quantity for a product was exceeded. This 
happens if you added the same product to the cart more than once, and the combined ordered 
quantity for the product exceeds the maximum. For example, the maximum order quantity is 
100, but you ordered 80 in one line item and 45 in another. Reduce the Quantity of the items 
so their total is less than or equal to the maximum order quantity. 

 The quantity for a digital download is always 1. If you are both printing and downloading a 
product, the download quantity is 1 regardless of the print quantity.  

 The quantity for a multi-record VDP is also always 1 (the number of records that make up the 
order is displayed below the quantity). 
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3. If a product has a choice of deliverables, what you selected during the order process is identified, for 
example, Print and Download. To change the deliverable, click the link, make your change, and click 
Update. 

 

4. To see a pricing summary, move the pointer over the price next to a product. Additional information is 
then displayed. For example, if you are both printing and downloading a product, you will see a 
breakdown of prices for the printed version and digital download. 

 

5. If you do not want to check out an item now, click Save for later. (Saved items are listed under Saved 
for Later Items in the cart. When you are ready to purchase a saved item, click Move to cart.)  

Note  Some products must be checked out individually. In this case a warning is displayed. Save the 
other items for later so you can check out the product that must be checked out by itself. 

6. To remove an item from the cart, click Remove. (To remove all items from the cart, click Clear Cart.) 

Notes  If the item you are ordering requires a price quote from the print shop, you will see Requires 
Quote as the item total. After you complete the checkout process, the print shop will contact 
you via e-mail with a quote, which you can either accept or decline.  

 Depending on the print shop, the turnaround time may be displayed under each item in the 
cart. In addition, a handling charge may be displayed under the subtotal. Note that a handling 
charge is always per recipient so if the handling charge is $10, and you specify three 
recipients, the total handling charge is $30. 

7. To continue to the next step of checkout, click Proceed to Checkout. 
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Cart: shipping 

After you review the contents of the cart, the next step is to select a delivery method and indicate where the 
order is going.  

Notes  Shipping does not apply to digital downloads or direct mailings. If the cart includes a mix of products, 
some of which are shipped and some that are not, you will need to provide shipping information. 

 On some sites the shipping step as described below does not apply. Either you select a shipping 
method in a popup window, or the shipping method is pre-selected for you. 

Sometimes the prices displayed for the subtotal, shipping, taxes, and/or handling are estimates, as indicated by 
*Estimated (for Shipping in the example below). 

 

As the message explains, the final amount is calculated when your order is completed. If you are paying by credit 
card, you are charged this final amount, which may not be the same as the estimated amount. 

To provide shipping information 

1. Select a shipment type (delivery method). 

2. If shipping the order, do one of the following: 

• Enter an address. If you want this address included in your address book, select the Save to My 
Address Book check box. 

• Click Add from Address Book and select someone from your address book. (For information 
about the address book, see page 165.) 

3. If necessary, enter Delivery Instructions (up to 200 characters). 
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4. Click Save.  

5. To ship the order to more than one place,  

a. Move the pointer over Add Another Recipient. 

 

b. Select Add New Address and enter the address or select Add from Address Book and select the 
address you want. 

c. If necessary, select a different shipping method and then click Save. (Until you click Save, the 
quantity fields for an additional recipient are not displayed.) 
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d. For each recipient, enter the quantities of the items that you want to send and then click  to 
update the total price of the order. 

 

e. Repeat these steps for any additional shipments you want to make. 

Note  If you change your mind about sending items to a particular recipient, click Remove this 
Recipient. 

6. Click Proceed to Payment to continue to the next step of checkout. 

Cart: payment  

If the order requires payment details 

If no products in the order require a price quote, you must provide your payment details, after which you can 
place the order. 

Note  On some sites the payment step is not required; the payment method is pre-selected. On other sites, 
you simply select a payment method in a rapid checkout window and get an order confirmation without 
having to make any other selections. 

1. Select the way you will pay for the order. (The options available to you depend on your site.) 
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Notes  To use a spending account for a purchase, select Other Account as the payment method and 
then enter the account name or ID. (If you have questions about the amount of money in the 
spending account, contact your administrator.) 

 If your order includes a digital download, and you select Pay at Store, the download will not be 
available until you pay for the order. 

 If you plan to pay by credit card using Pagadito, you must have a Pagadito account with an 
associated credit card. You will need to log into your account to pay for your order. 

 If you are paying with PayPal Payments Pro, are using Internet Explorer, and encounter 
problems, make sure TLS 1.2 is turned on in the browser (Internet Options > Advanced 
Security). 

2. If you have a promotional code that you want to apply to the order, enter the code in the Apply a 
Promo Code field and click Apply.  

 

The discount is then listed below the Subtotal, along with the promo code name or number. If you 

change your mind about using the promo code, click  next to the discount amount. 

 

Notes  Sometimes you can enter more than one promo code; the Apply a Promo Code field is re-
displayed after you enter the first code so you can enter another code. In this case you will see 
multiple discount lines below the Subtotal. 

 Some promotional discounts are applied automatically to your order so you do not have to 
enter a code. 

3. Check the order summary and click Place My Order. The Order Confirmation page opens. (For more 
information about the order confirmation, see page 160.)  

Note  If you are making your payment through Ogone, after you make your payment on the Ogone 
site, you will be re-directed back to the print shop site so you can finish placing your order. Be 
sure not to go to another site before you are re-directed back to the print shop site, or your 
order will not be placed. 

If the order requires a price quote 

1. If any item in the cart requires a price quote from the print shop, no payment is required during 
checkout; just click Send Quote Request. The print shop will send you a price quote by e-mail. 

2. When you receive the e-mail, click the link in the e-mail and then either decline the quote or accept the 
quote. If you accept the quote you are automatically taken to the payment page so you can provide your 
payment details and finish placing the order (as described above). The print shop can then start 
producing the job. For more information about accepting/declining quotes, see “If a Quote Needs Your 
Acceptance” on page 168. 
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Order Confirmation page 

The Order Confirmation page is the final step of the checkout process and provides your order details (as 
described on page 161).  

Tip You can also get to the Order Confirmation page by clicking an order number when checking your order 
history and status (see page 167).  

 

• If your order includes any digital downloads, you can download them from this page. A Download 
button is displayed next to each item that can be downloaded. In addition, you can see if the downloads 
are limited in number or have an expiration date.  

 

Note  The Download button is unavailable (grayed out) if a product had to be downloaded within a 
certain time, and that time has passed, or if the number of downloads was restricted, and that 
number was met. Also, if you chose to pay at the store, the download will be unavailable until 
the print shop receives your payment and approves the order. In addition, if the order is subject 
to approval, the Download button will be unavailable until the order is approved. For 
information about approvals, see page 161. 
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• If an approval process is in place, you can check the approval status of your orders from this page. (For 
information about approvals, see page 161.)  

• If the print shop sent you a price quote for products you ordered, you can use the Order Confirmation 
page to accept or decline an order in response to the price quote. For more information, see “If a Quote 
Needs Your Acceptance” on page 168. 

• You can print the order confirmation for your records. 

Order details 

The Order Confirmation page includes the following details about your order: 

Item Description 

Order Number The number the system assigned to your order. 

Status The status of the order as of the date and time shown. If the status is Approval 
required, the order is subject to an approval process. (For more information about 
approvals, see below.)  

Order Date The date and time on which the order was placed. 

Due Date The date and time you asked for your order to be done. 

Order Placed by The name of the person who placed the order. 

Print Shop The print shop handling the order. 

Products The products ordered, including quantity and prices.  

Payment Method The payment method used for the order. 

Shipments The shipments that make up the order, including the delivery method and quantities.  

About Approvals 

What is the approval process? 

When you place an order, it may have to go through an approval process. A designated person (an approver) 
has to sign off on the order. Sometimes, more than one level of approval is required, for example, by a series of 
managers. Each approver is associated with a level of approval (with 1 being the lowest level). So if three levels 
of approval are required, a level 1 approver must first sign off on the order, then a level 2 approver, and finally 
the level 3 approver. Not until all three sign-offs are complete is the order considered approved. 

An order may require approval because of its price, for example, it is above a certain amount. Sometimes if you 
remove an expensive item from the cart you can avoid going through the approval process. 

Some orders may require approval if you enter a particular cost center or accounting code as your payment 
method. 

In addition, a product that you order may require approval. For example, some products like corporate reports 
may require scrutiny and approval to ensure their contents are correct; other products may have limited 
distribution so require approval when you order them. Product approvals are not tied to price. 

How the approval process works 

When an order you placed requires approval, the Order Confirmation page shows the Status of the order as 
Approval required. (The Order Confirmation page is the last step in the checkout process, but you can also 
open this page by clicking an order number when checking your order history.) You can click Approval required 
to open the Approval Detail window. This lets you see why the approval is required, how many levels of approval 
are required, and the status of the approvals. You also have the option of contacting an approver by e-mail to 
follow up on the status of the approval. For more information about the Approval Detail window, see page 162. 

Note  The Approval Detail window (see below) may list more than one approver at the same level, for 
example, three approvers may be level 1 approvers. In this case, only one approver at that level has to 
approve (or decline) the order before it moves onto the next level. 
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After your order goes through the approval process, you typically receive an e-mail informing you if your order 
was approved or declined. If the approvers in your organization review the jobs that make up orders, an approver 
may decline some jobs but approve others. When the result is a mixture of approved and declined jobs in an 
order, the approver can choose to decline the entire order or can remove declined jobs from the order and just 
leave the approved jobs in the order. Depending why an order or job was declined, you may want to place the 
order again so it gets approved the next time. 

Notes  If some jobs in an order are declined by an approver, they are removed permanently from the order, 
and will not be listed in your order history (see page 167). As a result, you will have to create the 
declined job(s) from scratch to submit another order for approval. Declined jobs will be included in your 
order history only if the entire order was rejected. 

 When an order requires more than one level of approval, you will be notified by e-mail about the status 
of the approval after the highest level approver is done and the approval process is complete. Only one 
e-mail is sent to you, not one for each level of approval. 

 If you happen to be an approver, and your order needs approving, you will receive an e-mail informing 
you, and you can then approve your own order. 

Approval Detail window 

When the Status in your order confirmation is Approval required, the order must go through an approval 
process as described above. If the order is not approved, the Status of the order becomes Rejected. You can 
click Approval required or Rejected to open the Approval Detail window. This window provides more 
information about the approval or rejection of your order.  

 

Column Description 

Approved by The user (login) name of the person who approved or declined the order or NA if 
the approval is still pending. 

Approval Status The status of the approval, for example, Pending. 

Approval Date The date of the approval (or declination) or NA if the approval is still pending. (This 
date is the date/time at the print shop.) 

Reason Given The reason (if any) the approver gave for approving or declining the order. 

Approval Level If multiple levels of approvals are required, the level of approval this approver has 
(1 is the lowest level). When you see multiple levels listed, you need to get signoff 
at all the levels. If, however, more than one approver is listed at the same level, 
only one approver at that level needs to approve the order before it moves to the 
next level. After the order goes through all the required levels of approval, you will 
receive an e-mail notification. 

Association The type of approvals the approver can perform, for example, for a print shop, 
company, product, cost center, or accounting code. 

Price/Product Approvals may be required because of the price of an order or because you 
ordered a particular product. This column provides some further information. 

Product Name 
(Job Name) 

The product and job names. 

Approvers The name of the approver in the form of a link you can click to send an e-mail to 
the approver to check the status of the approval. 

Reason Needed Why the approval is required, for example, for orders over $100. 
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Re-Ordering Products 

If the print shop allows it, and you want to order a product you ordered before, you can go to your order history 
and re-order the product without having to enter all the details of the product again. 

1. On the account menu, click Order History & Status. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Find the order you want to place again. (For more information about the Order History & Status page, 
see page 167.) 

3. Click Re-Order. The cart opens so you can check out as usual. 

Notes  If you click Re-Order for a digital download order, and downloads are still available on the original 
order, you are informed. In this situation, instead of re-ordering the product (and being charged again), 
click the order number on the Order History & Status page. The Order Confirmation page will open, and 
you can click Download next to the item(s) you want to download. For information about the Order 
Confirmation page, see page 160. 

 When you are re-ordering a product, it is always a good idea to review the job details (if you are allowed 
to do so) before placing the order. The print options or content (in the case of a fixed-content product) 
may have changed since you last ordered the product. For example, the content of some course 
materials is more current, special pages or tabs are different, or new media or binding selections are 
available. Messages in the cart will inform you of some content file and/or ticketing (print) option 
changes. Depending on the product, you may be able to click a link to review the job and select different 
print options if necessary. 
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Management 

This section will answer the following questions: 

✓ How do I manage my address book?  

✓ Can CSRs place orders for buyers? 

✓ Can I check the status and history of my orders? 

✓ How do I approve or reject a price quote from the print shop? 

✓ How do I review and act on pending approvals? 

✓ How do I view and use my saved jobs? 

✓ How do I track my spending account usage? 

Managing Your Address Book  

By keeping an address book, you can avoid entering an address each time you want to ship an order to 
someone; you just select the recipient from your address book during the checkout process.  

You can add, edit, and delete addresses in your address book.  

To add an address to your address book 

1. On the account menu, click Address Book.  

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Click Add New.   

3. Enter the contact information. All fields marked with an * (asterisk) are required. 

If the address includes a third line (Address 3) you can use it for building names or floors. 

4. Click Save to save the address. It is now listed on the Address Book page. 

To edit an address in your address book 

 1. On the account menu, click Address Book. 

 

2. Find the address you want to edit by scrolling through the list or by entering part of the address in the 
search field, for example, first name, last name, address, phone, company, or e-mail address. 

3. Click Edit to the right of the address you want to change. 

4. Change the contact information as necessary. Remember that fields marked with an * (asterisk) are 
required. 

5. Click Save.  
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To delete an address from your address book 

1. On the account menu, click Address Book. 

2. Find the address you want to edit by scrolling through the list or by entering part of the address in the 
search field, for example, first name, last name, address, phone, company, or e-mail address.  

3. Click Remove to the right of the address. 

Placing Orders for Buyers as a CSR 

If you are defined as a CSR (customer service representative) on the site, you can place orders on behalf of 
buyers. 

1. On the account menu, click Login as buyer. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. Select a company. 

3. Click the name of the buyer for whom you want to place an order. (You can search for buyers by criteria 
such as last name or company.) You will now be logged in as that buyer. 

4. Place the order as usual. 
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Checking Your Order History and Status  

You can review your order history and check the status of your orders at any time. Sometimes, you must accept 
a quote you received from the print shop before the print shop can produce the job.  At other times, an order you 
placed must go through an approval process. For information about approvals, see page 161. 

Notes  Depending on the print shop, you may be able to re-order jobs or cancel orders while reviewing your 
order history. 

 For cross media marketing campaigns (see page 134), each activity you order is listed on the Order 
History & Status page; the campaign itself is not listed. 

To check your order history and status  

1. On the account menu, click Order History & Status.  

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

 

2. By default all orders are displayed. To narrow down the orders that are displayed, do either of the 
following: 

• In the Time period field, select All Orders to view all orders placed for your account or select a 
period such as the previous One Week or Six Months. 

• In the Show status field, select the status of the orders you want to view, for example, Approval 
required, In Production, or Printed. 

3. To change the order in which orders are listed, in the Sort by field, select Due By, Order Date, Order 
Number, Status, or Total Cost. 

4. Do any of the following: 

• If the print shop allows cancellations, a Cancel link may be displayed next to some items in your 
history. Click Cancel if you change your mind about a particular order. (Only orders with a certain 
status can be canceled, and you may be charged a cancellation fee.) 

• If the print shop allows re-orders, a Re-Order link may be displayed next to some items in your 
history. Click this link to re-order an item. (Only orders with a certain status can be re-ordered.) 
After you click Re-Order, the cart opens so you can check out as usual. 

• To see the job specifications for an item in the order, click the item name.  

• To see the details of an order, click the order number. The Order Confirmation page opens. On this 
page you can see additional information about the order such as who submitted it and when it was 
submitted, as well as shipping and payment information. For more information about the Order 
Confirmation page, see page 160. (You can click Print this Page to print a copy of the order 
confirmation.) 
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• If the status of the order is Approval required, the order needs to go through an approval process. 
(For information about approvals, see page 161.)  

If a Quote Needs Your Acceptance 

Some products require price quotes from the print shop before an order can be placed. In this case, the print 
shop evaluates the job and provides you with a quote by e-mail. You can then either accept or decline the quote. 
After you accept a quote, you pay for the order and finish the process of placing the order. This gives the print 
shop the go-ahead to produce the job. 

Note  Requests for quote acceptance are typically sent to you via e-mail, but you can always check for quotes 
needing your attention by following the steps below.  

To accept or decline a quote   

1. On the account menu, click Order History & Status.  

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

2. If the status of an order is Order requires approval from customer, click the order number.  

 

3. On the Order Confirmation page, review the price quote you received from the print shop.  

4. (Optional) Enter a reason for accepting or declining the quote. 

 

5. To accept the quote: 

a. (Optional) Enter the reason for accepting the quote. 

b. Click Approve.  

c. You are automatically taken to the payment step of checkout. Select a payment method and click 
Place My Order. At that point the print shop can start producing the job. 

6. To reject the quote: 

a. (Optional) Enter the reason for declining the quote (to help the print shop provide better customer 
service). 

b. Click Decline. 

Declining a quote is permanent. The print shop cannot re-quote a price for the order. 
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(Approvers Only) Handling Pending Approvals 

If you are a designated approver, you must review any orders that are pending your approval and handle them 
by approving or declining the orders. When orders are waiting for your approval, you are notified by e-mail. This 
e-mail includes a link to the Approvals page. In addition, a Pending Approvals link is displayed near the top of 
the home page when you log into the site. 

 

As an approver you can always review entire orders. Depending on your organization, you may also be able to 
review the individual jobs that make up an order. If you end up approving some jobs in an order and declining 
others, you can either decline the entire order or remove the declined jobs from the order and submit the order 
with just the approved jobs. 

The procedure is different when you review entire orders (see below) versus review the jobs that make up an 
order (see page 170). 

To review entire orders 

1. Either click Pending Approvals on the home page or, on the account menu, click Pending Approvals. 
The Approvals page opens and lists all the pending approvals in chronological order. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

 

2. Click the number of an order in the Order Number column. The Order Confirmation page opens with an 
Approve/Decline Order pane at the top. 

Note  If your organization lets you review the jobs that make up orders (see page 170), an 
Approve/Decline Order tab is displayed next to an Approve/Decline Jobs tab. 

 

3. Review the order details and pricing below the Approve/Decline Order pane. 

4. By default, e-mail is sent to the buyer after the order is approved or declined. If you do not want e-mail 
sent to the buyer, clear the Send e-mail notification to buyer that approver has updated this order 
check box. 

Note  If more than one level of approval is required, a single e-mail is sent to the buyer after the 
approval process is complete (not after every level of approval).  

5. (Optional) Enter a reason for approving or declining the order. 

6. Click Approve or Decline. 
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To review the jobs that make up orders 

Note If your organization does not support job-level approvals, you can only approve or decline entire orders, 
not the jobs that make up orders. 

1. Either click Pending Approvals on the home page or, on the account menu, click Pending Approvals. 
The Approvals page opens and lists all the pending approvals in chronological order. 

2. Click the number of an order in the Order Number column. The Order Confirmation page opens with 
Approve/Decline Order and Approve/Decline Jobs tabs at the top. 

3. Click Approve/Decline Jobs.  

 

4. By default, e-mail is sent to the buyer after you click Submit. If you do not want e-mail sent to the buyer, 
clear the Send e-mail notification to buyer that approver has updated this order check box. 

Note If more than one level of approval is required, a single e-mail is sent to the buyer after the 

approval process is complete (not after every level of approval). 

5. For each job in the order: 

a. Review the item details and pricing below the approval pane. 

b. Accept a job by leaving Approve selected or reject a job by selecting Decline. The price of a 
declined job will be removed from the order. 

Important Declined jobs are removed permanently from the order, and will not be listed in the 
buyer's order history. As a result, the buyer has to create the declined job(s) from 
scratch to submit another order for approval. Declined jobs will be included in the 
buyer's order history only if the entire order is declined, which can occur if you: (1) 
use order level approval and decline the order; (2) use job-level approval, approve 
some jobs and decline some jobs, and select Reject ENTIRE order and let buyer 
resubmit a new, modified order (step 6 below); or (3) use job-level approval and 
decline all the jobs in the order. 

c. Optionally enter a reason for approving or declining a job. Although a reason is optional, it is often a 
good idea to provide one. For example, if you decline a job, the buyer will know why. This can help 
buyers to make better choices the next time they place an order.   

6. If the result is a mixture of approved and declined jobs, decide how to handle the order by selecting one 
of these: 

• Reject ENTIRE order and let buyer resubmit a new, modified order 

• Remove declined jobs and proceed with ONLY the approved jobs (be aware that if you select 
this option, the declined jobs are permanently removed) 

Tip Whichever way you decide to handle the order, reasons for your decision (step 5c above) will 
help the buyer understand why the order was completely or partially declined. 
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7. If necessary, click Refresh to update the details on the Order Confirmation page. 

8. Click Submit. 
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Viewing and Using Your Saved Jobs 

While you are customizing a product, you can save it at any time by clicking Save. This saves you from re-
entering information if you get interrupted and need to resume the order process later. 

To view and use saved jobs 

1. On the account menu, click My Saved Jobs. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu). 

 

2. To open the saved job (with the specifications you made prior to saving it), click Open Job or click the 
name of the job. You can review the options you previously selected and pick up where you stopped in 
the job creation process. (You can always save the job again at any point in this process.) 

3. If you no longer want a job that you saved, click Remove. 

Tracking Your Spending Account Usage 

A spending account is an account with some amount of money in it that you can use to make purchases on the 
site for a specified time period. If you are assigned a spending account, a running account balance is displayed 
on the home page. (In the figure below, the spending account is named Art.) You can also track your usage of a 
spending account.  

 

To track your spending account usage 

1. On the account menu, click Spending Accounts Usage. 

Tip When you are on the home page, the account menu may be automatically displayed in a small 

window; otherwise, look for  to display the account menu).  

 

2. Review your usage. You can see the dates when you used the spending account, the orders you used it 
for, the amount you used (in the site currency), and the remaining balance. 

3. If necessary, click an order number to see the order details. 

Notes  To use your spending account for a purchase, select Other Account as the payment method during 
checkout and then enter the account name or ID.  

 For more information on your spending account, contact the spending account administrator for your 
department or company. 
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Glossary 

account menu 

A menu that gives you access to account-specific information, such as your profile, address book, and order 
history and status. 

additional services 

Various post-printing services performed on a printed job (for example, trimming, folding, drilling, stapling, 
laminating, perforating). 

address book 

The names and addresses of your contacts. You can select these during checkout. 

approval 

The process of reviewing and authorizing or declining an order by a designated person (known as an approver).  

back cover 

The characteristics of the back cover  (for example, print on outside and inside in black-and-white, green cover, 
or clear plastic cover). 

bind/binding 

The way the pages of the print job are held together (for example, blue coil binding, saddle stitch, or white comb 
binding). 

blank pages 

Pages with no printing on them. 

brightness 

In Design Studio products, the lightness or darkness of images. 

cart 

The shopping basket to which you add items you intend to buy. 

cloud downloads 

The process of transferring your files from a service such as Google Drive, Dropbox, or PrintMe to the site so you 
can use them in a product you are customizing. 

collate/collation 

The process of assembling all the components of the print job in the correct order. 

color or B&W 

Printing in color ink or black ink. 

combo VDP 

A variable data product that has information common to all versions of the product as well as information that is 
unique to each version of the product, e.g., a series of postcards, each with a common return address, but with 
individually unique recipient addresses. 

contrast 

In Design Studio products, the difference between light and dark areas in images. 

conversion to PDF 

The process of turning a file from its original format (for example, Microsoft Word or Adobe Illustrator) into a print-
ready PDF file. 

cover 

The front, back, and spine of a bound printed document. 

cropping 

In Design Studio or Smart Canvas products, the process of keeping only part of an image to use in the product. 
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cross media marketing (CMM) campaign 

A product for increasing sales, marketing your services, offering time-limited discounts,  announcing promotions, 
and so on. A CMM campaign may be made up of some combination of campaign media elements such as 
printed materials, e-mail messages, SMS (text messages), non-print products, and  personalized URLs (PURLs). 

cut 

The way the print job is cut (for example, in half, in quarters, or to a specific margin). 

delivery method 

The way a purchased item or order is sent to the recipient. 

drill/drilling 

The holes drilled for the print job (for example, three holes on left side, as for a three-ring binder). 

Design Studio products 

Products that you can personalize by positioning and sizing text, images, and shapes; adding new text, images, 
and shapes; editing and formatting text; or enhancing images. 

due date/time 

The date and time you want the finished order to be produced (ready for pickup or shipping). 

duplex 

The process of printing the job on both sides of the media (also called double-sided or duplex) versus on one 
side (also called single-sided or simplex). 

exposure 

The amount of light applied to images in Design Studio products. For example, images may be overexposed and 
washed out (too light) or underexposed (too dark).  

file upload 

The process of moving a copy of a file from your computer to the site. 

final width/height 

The finished size of a print job. 

fixed-content product 

A product for which the content is pre-supplied (you do not provide it). 

fold/folding 

The way the print job is folded (for example, half-fold, letter, or tri-fold). 

front cover 

The characteristics of the front cover (for example, print on outside in color, green cover, or clear plastic cover). 

grommets 

Rings or eyelets (typically made of metal, rubber, or plastic) that line holes to reinforce them). 

grouping 

In Design Studio or Smart Canvas products, the process of treating several objects as a unit so that all the 
objects in the group can be manipulated at the same time instead of one by one. 

hardcopy 

A document in printed format (versus electronic format) that is delivered to the print shop for printing, finishing, 
and/or binding. Also known as offline material. 

item price 

The price for one (1) unit of a particular item in an order. 

item total 

The item price multiplied by the quantity of the item in an order. 
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job 

A line item in an order. A job typically consists of content (such as a document) and the specifications for what to 
do with the content (ticket specifications), but a job can also be a non-print item like a coffee mug or pen. An 
order can include a single job or multiple jobs.  

kit 

A product that consists of other products packaged together, for example, a party kit might include an invitation, 
place cards, and a memento like a pen for guests. 

lamination 

The coating applied to paper for durability and/or appearance (for example, gloss or matte laminate trimmed to 
paper edge). 

login 

The process of gaining access to the site by entering a user name and password. 

logout 

The process of ending a session on the site. 

mount 

The backing for the print job (for example, foam core black or gator white). 

offline material 

Content that is not uploaded but is delivered in some other way (for example, CD/DVD, Flash drive, or hardcopy 
document) so it can be used during the production process. 

opacity 

In Design Studio products, a property of an object that controls whether you can see through the object. 

order 

A shopping cart transaction which may include multiple jobs.  

order history 

A list of all the orders you have placed along with their status. 

orientation 

The way an image is positioned on the media: with the short side of the media up (portrait) or the with the long 
side of the media up (landscape). 

page count 

The total number of pages in a document. 

panning 

In Design Studio products, the process of moving the entire product after zooming to see different parts of it, 
without accidentally moving any object that is part of the product. 

paper/media 

The paper or substrate on which a print job is produced (such as bond, cover, gloss, vinyl, or canvas). 

payment method 

The way you pay for an order (for example, COD, credit card, PO, or pay at store). 

pickup 

A job that you collect at the print shop (does not need to be shipped or delivered). 

preview 

The ability to look at a PDF or a job on the screen before it gets printed. 

print in color/sides 

Printing in color ink or black ink, double-sided (duplex) or single-sided (simplex). 
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print shop 

A place that handles the orders placed on the site, for example, a print center, copy shop, or warehouse. 

PrintMessenger 

A utility for converting documents on your computer to PDFs and uploading them to the site. 

product 

An item that is available for ordering on the site. Many products can be customized with your content and print 
specifications. Some can be personalized with your data or images. 

profile 

Your site account and contact information.  

promo (promotional) code 

A code that you can enter during checkout to claim a discount on the price of an order. 

proof 

A preview of what the printed job will look like before it is printed. 

PURL 

 A link (URL) to a web site personalized for a particular recipient of a CMM campaign. 

quote 

A price estimate for a job with certain specifications. 

recipient 

The person or entity to which an order (or part of an order) is to be delivered. 

red eye correction 

In Design Studio products, the process of fixing pupils that appear red in photos so they appear black. 

rotation 

In Design Studio or Smart Canvas products, the process of turning objects (text, shapes, or images) to change 
the effect.  

saturation 

In Design Studio products, the vividness of colors in an image.  

saved files 

Files stored on the site so they can be used when you are customizing products.  

scale to fit 

The automatic resizing of an image to fit the size of the selected output media. 

sharpness 

In Design Studio products, the clarity of edges and details in an image.  

shrink wrap 

The process of enclosing the print job in transparent cling wrap. 

slip sheets 

Extra sheets positioned between the printed sheets (for example, to separate a set of copies or to prevent ink 
from being offset to the next sheet. 

Smart Canvas products 

Products that you can personalize by adding or editing images, text, headlines, shapes, or QR codes, or filling 
out a form. 

special instructions 

Particular instructions that you provide on how the job should be produced. 
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special pages 

Pages in a document that are printed/produced with print requirements that are different from the rest of the 
document. 

spending account 

A fund (with a preset limit) that you can draw on to make authorized purchases. Spending accounts are typically 
set for a specified time period (month/quarter/year/one time) in accordance with budgetary allocations.  

staple/stapling 

The way the print job is bound with wire staples (for example, one staple slanted in upper left corner or two 
staples on the top edge). 

storefront 

The web site for a print shop or fulfillment center that provides online shopping and other opportunities for online 
customers. 

subtotal 

The price of an order (or item within an order) minus taxes, shipping, and handling fees. 

tabs 

Divider sheets with edges that extend beyond the trim size of the document, used for labeling sections of a 
document. 

tint 

In images in Design Studio products, the ability to infuse an entire image with a color, for example, tint it blue. 

trimming 

The way the print job is trimmed to its finished size. 

variable data products (VDPs) 

Products that you can personalize by supplying data such as a name and address and/or by adding an image. 
Sometimes you can create several versions of the same product, each personalized differently, for example, 500 
copies of a promotional flyer, with each flyer addressed to a different prospect. 

wind slits 

Small openings cut into a banner to allow the wind to pass through and to decrease the possibility of ripping. 
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