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Welcome 

This section will answer the following questions: 

V What is a storefront? 

V 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: 

V How do I get to the site?  

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

V How do I log into the site? 

V Is online Help available? 

V How do I contact Customer Support?   

V Can I change the language on the site? 

V Can I change the currency displayed on the site? 

V What if I forget my password? 

V How do I change my password?  

V How do I change my security question or answer? 

V Can I change my account information? 

V 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 StudioÊ 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 siteôs 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. 
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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 ñRegistering on the Siteò 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: 

V What are products? 

V How do I find a product? 

V What is the process for ordering products? 

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

V How do I customize fixed-content products? 

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

V What are digital downloads? 

V How do I order kits? 

V What are personalized products? 

V How do I personalize Design Studio products? 

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

V How do I order a direct mail product? 

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

V How do I check out and place my order? 

V What is an approval process? 

V 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. 



22 

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 ñTreating selected pagesò 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 ï  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 ï  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 ñNote for Media, Color/B&W, or Sides options (non-stapling options)ò 
below and ñNotes for Staple optionsò 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. 



28 

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.) 

  



35 

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 ï 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. 



36 

¶ 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 ï 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 ñTreating selected pagesò on page 26. 

3. If tabs can be added, insert tabs as necessary. For information, see ñInserting and managing tabsò 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 ï  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 ï  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 DriveÊ, 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. 
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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 ñContacting Customer Supportò 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 ï you simply select PrintMessenger as the ñprinterò 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 ï 
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 ï 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 ï if you need to select the paper size for the document: 

a. In the Print window, select MarketDirect StoreFront as the ñprinter.ò 

 

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 ï and printed ï 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 ï and printed ï 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. 






















































































































































































































































