
HOW TO USE PRINTED.COM- TUTORIAL

Joining Printed.com
To join printed.com, you must first REGISTER WHICH IS COMPLETELY FREE. All you need to
do is click the “register for free” link on the top right corner of the home page. From there you will need to fill
in your details and choose a user name and password. Once you have done this, you will be sent an email
asking to confirm your email address. Once you have clicked the link in this email your account WILL BE
ACTIVE AND READY TO USE.

Log on
Click the “sign in” link on the top right hand side of the home page and enter your user name and password.
Once your have entered your user name and password please click the “logon” button.

Placing Your Order
Once you logon, the main products menu will be displayed. To order or get a REAL TIME quote for
a print item please click on the required category icon. There are CURRENTLY ten categories to
choose from, they are:

Leaflets & Flyers
A leaflet or flyer is a single or double sided document, trimmed with no fold.

Postcards
A postcard is a single or double sided document, trimmed with no fold.

Stationery
Letterheads or Compliment slips

Business Cards
Standard business cards or folded business cards.

Folded Leaflets
Folded leaflets are single or double sided documents that need to be folded and then trimmed.

Greetings Cards
Greetings cards are printed on 300gsm-350gsm stock, then folded and supplied with envelopes.

Calendars
Calendars are essentially a wirobound document. Finishing options are desktop (bound on a card triangular
stand), hole punch or thumbcut and loop.

Saddle Stitched Documents
Saddle stitched documents are multi page documents, that have been folded and bound with a two wire
stitch.



Perfect Bound Documents
Perfect Bound documents are multipage documents, that have been bound using glue alone the
spine of the book

Wiro Bound Documents
Wiro bound documents are multipage documents, that have been bound using a spiral wire.

Select Print Options
Once you select your category, you will be presented with a range oftabbed print options. The print
options include paper size,single/double sided, orientation, paper type, paper weights, finishing options
and lamination. Each category will display different printoptions specific to that category. When you
have finished selecting thejob specification, please click the “next” button. You will then beasked to check
you specification, if you are happy with the selections, please click next.

Get a Quote
When you are happy with your job specification, please enter in the quantity you require and press
the “calculate” button. Please note formultipage documents you will need to enter a page count. You will
then be given a cost in real time for the printing of your job (please NOTE this does not include delivery).
You will also need to add a description for your product.

Save Quote for Later
If a this moment you do not wish to place your order, but do wish to save your quote, simply click
the “save quote for later” button. Your quote will now be saved in the “my quotes” section of your
account on the system.

Add Artwork and Order
Once you are ready to order, click the “add artwork and order” button.

After proceeding you will be asked if you want to upload a pdf or send CD. Printed.com only accept PDF files.
So even if you are sending us a disk, please ensure that it has print ready files for us to use.

Uploading a PDF
The PDF upload button will automatically be selected. Please click the “Browse” button, select the PDF you
would like to upload and press “choose”. If you require another PDF to be uploaded please repeat this
process in the other upload box.

Send Files on A Disk
Choose this option if you wish to place an order now but want to send the PDF files at a later date. Please
ship the disk to us at: Printed.com, 84-86 Great Portland Street, London, W1W 7NR.

Add to Basket
Once you are ready to order, simply click that “Add to Basket” button, you will then be taken to a
confirmation page. This page will inform you that you order has been placed in your basket. You will
also be asked if you would like to continue shopping or be taken to the checkout. If you select
continue shopping you will be taken back to the products page.



View Basket
On every page you will have a real time shopping basket running in the top right hand corner of your screen.
When “View Basket” is clicked everything you currently have in your basket will be displayed.
If you want to see the job specification please click the job description.

Checkout
In order to submit your job you must go to the checkout. Simply click the “Check Out” button on the top
right hand of your screen. You will be displayed all the current costs for your job, including delivery.
The shipping cost of your job is worked out on weight and is an overnight service.

At the checkout you can add some additional options, these are: Do you
require a file copy to be sent? do you require a standard or “express”
delivery. If your delivery is standard, what time do you need it by?.
Please note that will alter the total price of your job.

You also have the options or entering a PO number and job instructions.
You will then need to select a delivery address (you can create and
store delivery address by pressing the “new address” button. You will
also have to select your billing address.

To place your order, click the “Submit Order” button. When clicked you
will be taken to a confirmation page and an email will be sent to your
registered email address with you unique reference number and full job cost.

My Account

My Account Overview
Your Account Overview shows your last 5 open orders, quotes and completed orders.

My Profile
Your profile is all of your account details, name, address, phone number, email etc. If you need
to change anything on your profile, please click the “edit profile” button and follow the instructions.

Open Orders
Open orders is every order you currently have placed with the printed.com that is still live
(not delivered). From this section you can see when the job was placed, when it is due and track the
process of your order. You Can also check the full specification by clicking the item name.

My Quotes
My quotes is a list of all of the quotes that you have generated on our system. You can check the full
specification by clicking the item name. If you wish to edit the order you can do so by clicking “edit” or if
you would like to proceed with the order, please click the “order” link.

My Order History
Your order history is a list of every job that you have submitted and has been completed by the Printed.com
You can check the full specification by clicking the item name. Alternatively if you wish to re-place the same
order again, please click the “reorder” link.

Send Feedback
This section allows you to give us feedback on anything regarding the Printing.com.


