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SENDING PROOFS FOR APPROVAL

Stationery you create can be downloaded as a PDF proof to
send to others for approval before submitting the order.

Data entry screen

" EdtinFulscreen  QUReviewMyJob  @Hep X Close

*Quantity 200 | *Pages 1

personalisation

. . Your Department

Un lverSIty Northcote House

Of Exeter The Queen's Drive
Exeter, UK
EX4 4QJ
+44 (01392) 72XXXX
your.email@exeter.ac.uk
exeter.ac.uk

With compliments

Unit Price £0.07  Total Price £14.00 Add to Basket

Enter the contact details and branding requirements
on the data entry screen.

Click ‘Add to Basket’ to continue to preview screen.

Generating proof

+44 (01392) 72XXXX
your.email@exeter.ac.uk
exeter.ac.uk

With compliments

N 4

. . Your Department
UnlverSIty Northcote House
of Exeter TG e

+44 (01392) 72XXXX
your.email@exeter.ac.uk
exeter.

With compliments

Check the details and quantities are correct and
click the ‘PDF Proof’ button.

This will generate a PDF file for you to review, send
for approval or keep for your records.
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Saving your job

-

»
Add to Basket

= Category = 8 Super Admin - 7 Basket (1)

Forum Outlet 11:00 — 15

subject to change

8 el e —— TR

Order History & Status
My Profile

Address Book

Print Shop

My Saved Files

My Downloads

Spending Accounts Usage

Click the ‘Save’ button. This will store the job in the
‘My Saved Jobs’ section of your user area.

These jobs will be held on the site for 120 days.

4 Add to Basket

. MY SAVED JOBS
& Status

My Prof Job Name
Addedt 10/01/2024 122114 GTST Remove
Address Book 5 09/01/202511:35:54 GMTST

Print Shop

ly

330@ Selected Print Shop  Print Services «

Quantity Unit Price Item Tax Total

Subtotal £32.00
600 £0.05 £0.00 £32.00
Total: £32.00
S lats
i Femove Proceed to checkout to view Tinal order total

ncluding taxes, fees, shipping

PROCEED TO CHECKOUT -

Once you have received approval, open the file
again from the ‘My Saved Jobs’ folder. This will take
you to the data entry screen to make any required
changes.

Click ‘Add to Basket’ to progress to preview screen.
If neccessary, a new PDF proof can be downloaded
and the job saved again.

Once you are happy that the details are correct,
click ‘Add to Basket’ again to finalise the order
ready for checkout.



