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1. INTRODUCTION

Welcome to the User Guide for the OfficeTeam online print ordering system
This system can be accessed via the following link: www.coreprint.net/buyer

Your Username and Password will be supplied by Marketing.
Please note that the log in process is case sensitive.

When you have your username and password type them in to the respective fields and then click
LOGIN to enter the online system.

SHOULD YOU REQUIRE ANY ASSISTANCE DURING THE PROCESS OF
CREATING AND ORDERING YOUR DOCUMENTS PLEASE DO NOT HESITATE
TO CONTACT SARAH ROSE 020 8774 3451



2. OVERVIEW

Every page in the system will have the top navigation bar which consists of -
e Home - Always returns you to the Home Page (Section 3)
e My Orders - Where you can view all the orders you have personally placed
e Tools - This allows you to change your password and personal details
e Reports - Depending on your permissions this will allow you to view all or just orders placed

by you.

e Logout - To leave the system and return to the login page
e Basket - This shows you how many items you currently have in your basket, you can click on
the basket to be taken to the basket page.

Below this information it will also display which page you are currently on.

Remember if you ever get confused as to what you are doing, you can just click on the *Home’ link
and you will be returned to the home page.

3. THE HOME PAGE

When you first enter the system you will be presented with the HOME page (Figure 1).

From this page you will be able to

navigate through the categories to
view and order the products within
them.

Some products may be required to be

personalised before they are ordered.

These need to be created and then
saved as documents which can be
retrieved in find so you can edit,
delete or order them again at
anytime.
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4. CREATING A NEW DOCUMENT

Documents are created from variable products and can be stored upon the system for future
ordering by selecting ‘Order’ button for the correct product (figure 2) and then clicking ‘New’
(figure 3)

Any brand rules will be enforced by the system; however please be aware you are responsible for
the information you enter (i.e. the spelling & images etc.), as this will be exactly what is printed
when you order it.
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Figure 3

W Fage 1 Search Results 1 to 10 of 344 (DN (G0N 1 2 2 + s (0D @D
Details Author Created Modified Actions
[0 aaron Maine Georgie Bennett 27/01/09  27/0L/09 @ order B Edit @ Delate
[0 Adam Martin Dave Rogers 22/04/08 22/04/08 @ grdec @ Egit © Delste
O Adele Griffiths Georgie Bennett 12/o1f09  12/01/09 @ order G Edit O Delate
[0 Adele Griffiths Sarah Rose 0s/0z/10 050210 @ Qrder @ Edit © Deinte
[0 Adrian Evans Sarah Rose 01/12/0%  0Lf12/09 @ Order O E4it O palate
[0 Alan Osliff Georgie Bennatt 1/02/08  16/02/08 @ Qrder @ Egit © Delete
O Alsn osliff Sarsh Rese 03/12/08 031209 @ order G Edit @ palete
[0 Alan Osliff Sarah Rose 1/11/08 101009 @ grder @ Edit © Delete
O Alen Oshff - Gatashead Sarsh Rose 19/0L410 190110 O order G Edit O Dajete
[0 Alison Belt Dave Rogers 22/04/08  22/04/0% @ grder @ Edit © Delgte
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The system gives you a blank template
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own details using the fields on the right ‘21
hand side of the page. Busiess Gorde edic
o |
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Red fields are mandatory and must be Tm M :a:‘:uﬂ:’tjwkéuhu
completed before you can save and order iy to the ordering process.
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‘Save’ and give your document a oy e
document title (so you can easily find it Email adele gifiths@oficetean’
from a list of documents when you need b 1368400 Croydon 20
to edit or order it). - e
Figure 4

If you wish to create multiple documents at the same time, you can edit the document you are
working on and click ‘Save As’ to save an additional version of the document with a different
name.

Click “Close’, when you are finished to return to the New/Find screen (Figure 3).

Please note that once you have created your document, this has not automatically been ordered. You will
need to order your card from the product home page.



5. EDITING PREVIOUSLY CREATED DOCUMENTS

To make an amend to a document already saved on the system, navigate to the New/Find screen
(Figure 5) click the action “‘Edit’ on the same line as the document title. This will take you to the
document template page which will display a proof of the document and allow you to amend the
information on it. For an overview of the functionality refer to point 4.0.

Actions
@ order @ Edit @ Delete
® order @ Edit © Delete
@ order @ Edit @ Delete

New  Creste tew Susiness Corc (iGN (DRGNS
Page 1 Search Results 1 to 10 of 345 aa 12345 a

[0 Select all
o DO ey Qi i R @ order @ Edit © Delete
O Adam Martin Dave Rogers -' 22/04/05 @ Qrder O Edit © Dalete
[0  Adele Griffiths Geargie Bennett 12/01/ 12/01/0% @ order G Edit O Del
[0 Adele Griffiths Sarah Rose os/0z/10  05/02/10 @ order @ Edit ®
[0 Adrian Evens Sarsh Rose 01/12/05  01/12/05 @ Order O £ait @
1  Alan Osliff Georgie Bannatt 10/02/09 16/02/09 O order @ £ O Delote
[0  alen osliff Sarsh Rese 03/12/09  03/12/09 @ order @ Edit © Dalete
[1 Alan Osliff Sarah Rose / 10/10/0%8 @ arder @ Edit © Delete
[0 Alan Osliff - Gateshead Sarsh Rese 110 10 @ ordar @ Edit © Dalare
[0 Alisen Bell Dave Regers 22/04/08 220405 @ Qrder @ B2t © Delate

Page 1 Search Results 1 to 10 of 346 ﬁa 12345 aﬁ
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Figure 5

6. ORDERING YOUR DOCUMENTS

Actions
@ order @ Edit @ Delete
@ order @ Edit @ Delete

New  Create New Business Card (iENNSW) (EiBSIShiORSS)

Fage 1 Search Results 1 to 10 of 345 ﬁa 1234 sa y

[0 Select All
Details Author Created Modified Actions
[0 Asron Maine Georgie Bennett 27/01/09 2770009 @ order O Edit B
[0 Adam Martin Dave Rogers 22/04/08  22/04/0% @ Qrder @ Edit © Delete
[0 Adele Griffiths Georgie Bennett 12/01/09 12/01/0% @ order O E2it © pelate TO Order a Single document from the
[ Adele Griffiths Sarah Rose 05/02/10  05/02/10 @ Qrder @ Edit © Delate . . T
[0 Adrian Evens Sarah Reose D1/12/0% 01/12/09 @ order @ Edit © Delate NeW/FInd Screen (Flgure 5) CIICk On the
[0 atan osiiff Gesorgie Bennett 10/02/08  16/02/05 @ Qrder @ £t © Delote acti on ¢ O rd er ’ on same I i ne as th e
[0  alen osliff Sarsh Rese 03/12/08 031209 @ Order O Edit © Dalste . .
[ Alan Osliff Sarah Rose / 10/11/0% @ order O Edit © Delote document tltle (Flgure 6)
[ alan 0sliff - Gateshead Sarsh Rese /10 19/02/10 O order G Edit © Dafete
[0 Alison Salt Dave Rogers 22/04/08  22/04/09 O order G Bt © Dalate
Page 1 Search Results 1 to 10 of 345 aa 12345 aﬁ
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Figure 6



New Create New Business Card (GiNewS (Gisatchiorden)

; raag!1‘_=earch=Q25uIr_i1w!enfsdﬁﬁalza-‘ﬁaﬁ
To order multiple documents B mee Al
Details Author Created Hodified Actions
check the boxes to the left of El Asron Maine Georgie Bennet  27/01/05  27/01/05 @ order @ £dit @ Delete
your document lines, then click [ asam Martin Bave Rogers 22/04/08  22/04/05 @ Qroer @ £dic © Delats
on the c Order’ button above the [0 Adele Griffiths Georgie Bennett 12/01/09  12/01/0% @ Order G Edit @ Delete
. Adele Griffiths Sarah Rose os/oz/10  05/02/10 @ Qrder @ Edit © Delete
documents (Flgu re 7) Adrian Evens Sarah Rose D1f12/09  01f12f09 @ order © Edit @ Dalate
Alan Osliff Georgie Bennatt 10/02/08  16/02/08 @ Qrder @ Edit © Deleie
Alan Osliff Sarah Rese 03/12/05 0312005 @ Qrdar O Edit © Dalete
Alan Osliff Sarah Rose 10/12/08  10/11/08 O order @ E2it © Dalete
Alan Qsliff - Gatashaad Sarah Ross 19/01/10  19/01/10 O order O Edit @ Dalete
Alison Ball Dave Rogers 20408 220408 @ Qeder @ Edit © Delete

Page 1 Search Results 1 to 10 of 346 ﬁa 1234 Sﬁ
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When you have selected one or more documents for order you will be taken to the order screen
(Figure 8) where you will view a final proof of the document and select an order quantity.

NN

FEFECT MONE

Quantity : _v!

OYZ_OTEC : Business Card

Adele Griffiths i When you have che_c_ked over
Group Purchasing Manager the proof and specified the
m: 07967 348108 . . -

© 020 8774 3407 guantity required, click on

fi 020 877G 3509

o adalegriffiths @officoteam.co.uk ‘Add to Basket”’.

wo www officeteam. co.uk

Linat &, 500 Purlary Wy, Crovdon, Surmey CRO 4T
Cox 138600 Crapdon 20

- = = = . Pl_ease the: Your documgnt
will be printed exactly as it
appears on screen.

Figure 8



6. BASKET & CHECKOUT OF ORDER

OFFICE

Product Details

Office Team Business Card Alan Osliff - Gateshead
Office Team Business Card Adrian Evans

Office Team Business Card Adam Richards

Office Team Business Card Andrew Simmons
Office Team Business Card leona lovell

Quantity
250

500
250
250
250

Cost Centre

@ Remove
@ Remove
@ Remove
@ Remove
@ Remove

Figure 9

From the Checkout page (figure 10),

enter your PO number, change the
Delivery name if incorrect, add a
contact number if required and
select a delivery and invoice
address from the drop down. If the

When all products selected have
been added to your basket on the
order page (figure 8), you will then
arrive at the basket page (figure 9).
This page lists all products in your
basket, including quantity and cost.
It also gives you the opportunity to
remove one or more items from your
basket if required.

To add more products to your basket
click “‘Continue Shopping’, otherwise
to complete your order ‘Proceed to
Checkout’

delivery and/or invoice address are

missing from the list of addresses,
you can enter a new address by
clicking on “New Address’.

You may also add additional
comments to the order, when all
elements are complete click
‘Checkout’, your order is then

completed and you will see an order

summary and receive an email
confirming what you have ordered.

Purchase Order Number

Delivery Name
Contact Telephone

Delivery Address

Comments

[Tech Suppon

HNew Address

| Pleaze fill in the Purchase
order number with sither a
PO or a reference number.

bl Seleet your delivery address
from the drop down menu -
or 3dd & naw sddresz
evailable only to you by
clicking the New Address link.

Figure 10




