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Custom • Variable • On Demand



          Introduction

Why It Works
We began setting up online ordering sites for our customers in 2006 to create a better system of 
document storage, proofing, and managing orders.  Since then, we’ve expanded to maintaining over 
50 sites for some of the largest companies and organizations in our region; and with great success.  
Our online ordering system has proven time and again to increase accuracy, enhance job flow, and 
reduce cost for our customers.

We want to be an extention of your business.  With online ordering, we create a flexible environment 
for you and your employees to manage and customize your print materials.  It’s time to make the 
switch to online ordering.

Our Commitment
At DigiCOPY, we value the relationships we have with each of our customers, and also believe in 
mutual commitment.  We recognize your commitment to trust us with your company’s files, utilize the 
site, and keep your online documents up-to-date. We in turn provide the basic setup of your site at no 
cost to you!

Additional charges for advanced features and maintenance are determined on a per customer basis. 
Charges are subject to change.  Ask your DigiCOPY Sales Representative for more details.
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“DigiCOPY has provided
  the answer we needed.
The staff is very well trained, and they have state of 
the art equipment. Their team is very customer service 
oriented, and our staff really appreciate them. Quality 
is excellent, and turnaround times are either same day, 
or very early the next day. Our in house printer was 
not able to provide that level of service.”	

		             John Sprengeler
		             Sacred Heart Hospital
		             Eau Claire, WI
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          Features

Custom-Built Site
We not only provide you with a great system for document ordering and management, we also create a site 
unique to your company with your branding and color scheme.  We do our best to make sure your online 
ordering site is an aesthetic extension of your current website.  We can even add your twitter or blog feed.

Security
We use state-of-the-art technology to insure your privacy and documents are secure.  Some of the features that 
insure your security are:
	 •  24/7 Technical Staff on data center premises
	 •  Proactive system monitoring
	 •  Nightly backups
	 •  Environmental and fire protection systems
	 •  Reliable power and HVAC infrastructure
	 •  Full network redundancy with mulptiple carriers and backbone diversity

Multiple Users
Give multiple users access to your company site. You can limit the capabilities of each user and monitor their 
orders.  There are no limits to the number of users that can be added and we can even give new users the ability 
to create their own account.

User Groups
User Groups allow you the flexibility to associate products with groups of users.  This is a useful feature 
when multiple departments are accessing your company site but only need to see documents specific to their 
department.	
Approvers
With our approval workflow, you can easily define which users need ordering approval and which users can 
approve orders.  When a user with limited permissions places an order, users with approval capabilities are 
automatically notified by email to complete the approval process.

Locations & Departments
For companies with multiple facilities and departments, we can enter all address and contact information to 
make ordering even more seemless.  Users are connected to their default location in advance making shipping 
and delivery requests fast and easy.

Categories & Documents
Product categories act like folders on your desktop and are a great tool for organizing your documents.  We 
work with you to ensure that your site document structure is well-organized and user-friendly.
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Static Documents
Static documents are any files provided by your company that we embed into your site.  Since the print file and 
pricing are already loaded, ordering is fast and easy.  Static documents only change if a new file is provided for 
us to embed, ensuring that users are always ordering the most current version.

Customizable Documents
Customizable documents are any files provided by your company that we setup to be editable by the user.  This 
gives users the ability to manipulate text and images on the document template while still maintaining font and 
format standards.  Available capabilities include:
	 •  Live Proofing
	 •  Edit Text
	 •  Drop-down selections
	 •  Upload & Resize Images
	 •  Variable Data & Mail Merge
	 •  Generate QR Codes

One-Time Orders
If desired, we can also give your users the ability to submit one-time orders for digital or hardcopy originals.  Our 
one-time orders solution includes pre-loaded pricing, drop-down selections for paper and finishing, and user-
entry fields for quantities and special instructions.  This is a popular option for facilities with a large number of 
users that need to order their own original documents on a regular basis.

Pricing Structures
We create custom pricing for your company documents and pre-load pricing structures for each document you 
submit.  This is an added benefit for your users as the total price for their document is calculated and displayed 
live based on user input.

Features

Check out our
instructional videos 
at www.dcopy.net/

support/online-ordering.php
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Quantity Pricing
For static and customizable documents, we load a pricing structure that calculates based on the quantity 
specified by the user.  This pricing structure is either calculated per one unit or per number of units (ex. 100, 
250, 500).  Our Regional Sales Manager will meet with you in advance to discuss pricing for your company 
before implementation.  (See Static & Customizable Documents on Pg 8).

Calculator Pricing
For one-time orders, we can create a pricing calculator that gives each user a number of options.  Users have 
the ability to specify paper type, size, folding, binding, finishing, ink, and format options.  Pricing is calculated 
instantly to give users an accurate total cost, assuming their specifications have been correctly entered.  
Calculators can also be used for job quoting.  (See One-Time Orders on Pg 10).

Shopping Cart
Our shopping cart feature allows you to verify your order and make any edits necessary before submission.  
Users can add multiple jobs to one order and select a completion date.

Delivery & Shipping Options
Users can choose to either have their order delivered to any local location free of charge or pickup at a 
DigiCOPY location.  We also offer UPS 2nd Day Air and Ground Service options if needed.  Charges for UPS 
shipping will be added to the order total price.

PO Codes
Your purchase order codes can be preloaded into the system to give users easy selection ability.  PO codes can 
be required or optional and can be displayed specific to each user or department.

Job Tracking
Upon submission of your order, you will receive an immediate confirmation that your job was received.  Our 
system generates an Order # that can be used in further communication with our store and to track the status of 
your order.

Order History
The order history feature is a fast and easy way to view past orders.  Filtered searches allow you to find a specific 
job without looking through your entire history.  You can also export your order history to an Excel, CSV, PDF, or 
Word Document which can be imported into other systems (shipping, financial, job management, etc.)

Re-Ordering
Re-ordering documents is a breeze when using the order history feature.  A “reorder” button is displayed next 
to each job in your history which automatically adds it back into your shopping cart.  All quantities, pricing, and 
files (whether static or customizable) are automatically added as previously ordered.  From the shopping cart, 
you then have the ability to make any changes necessary or delete unwanted documents from a previous order.

				        Features
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          Login & Profile

Logging in
To login to your company online ordering site, open your web browser and in the address line type in the URL 
we provide (ex: companyname.dcopy.net).  This will bring you to the login screen (below).

Enter your FULL email address and password.  Click Login to continue.

Reset Password
If this is your first time logging in or you 
have forgotten your password, click on 
Reset Password.  You will be asked for 
your email address, and a temporary 
password will be sent to you.

Profile Information
Onced logged in, you will be brought to 
your company home page.  Depending 
on your site layout, you will see a 
navigation menu on the right or 
lefthand side of the page.  Click on 
Profile to access your contact and login 
information.  You can update your login 
name and profile information as often 
as needed.

Tip: We recommend 
using Chrome or 
Firefox for your web 
browser.
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Change Your Password
If this is your first time logging 
in, it’s important that you 
change your temporary 
password to something unique.  
In the profile menu, click on 
the Password tab.  You will be 
prompted to enter your current 
password and then create a 
new password.  There is no 
limit to how long or short the 
password needs to be and 
you have the option to change 
your password as often as you 
choose.

Click Update Password.

          Categories & Documents
	

Select a Category
On the home page of your online ordering site, you will see various categories.  These categories act similar 
to folders on your computer desktop and are a convenient way for your company documents to be organized.  
If your company only has a handful of documents loaded into the system, you may not see any categories.  
Instead the documents will be displayed directly on the home page.

You will only see categories 
or documents that are specific 
to your department.  Click on 
a category name or image to 
continue.  Once a category is 
chosen, a list of documents will 
display.  Select the document 
desired to continue.  

			        Login & Profile
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Static Documents
Static documents already contain pricing, production information, and any associated files.  This is a fast, 
easy way to order frequently-used company documents.

Quantity: The pricing 
structure shown here 
allows you to enter the 
desired number of prints.

Ship To: You may have 
the ability to select a 
desired location for 
delivery/shipment.  If you 
do not see this option, 
your default location will 
be used.

Additional Instructions:  
Add any special 
instructions regarding the 
production of this job.

Click Add to Cart.

Customizable Documents
Customizable documents give you the ability to edit text and/or images.  Any documents such as business 
cards or mailers that require personalized information are commonly setup as customizable documents.

Quantity: The pricing 
structure shown here 
is based on pre-set 
quantities.  Select the 
quantity (100, 250, 500, 
or 1000) you’d like to 
order. 

Specify the delivery/
shipping location 
and any additional 
instructions.

Select Customize Order 
to continue.  In the next 
screen you will be able to 
customize your template.

Categories & Documents



Left Toolbar: The left toolbar contains all editable fields that have been built into this document.  Start at 
the very top and work your way down.  Fields that are marked with an asterisk (*) are required.  You may 
see text fields, drop-down fields, or image selection/upload fields.

Top Toolbar: Allows
you to adjust the preview 
size of your document 
(if needed).  By default, 
your preview size is set to 
Standard.  You can choose 
Large or X-Large for
a larger preview size.  If your 
template has more than one 
page, you can select the 
Page Number to view any 
additional pages.

Bottom Toolbar: After filling 
in all required fields, select 
Update Preview to see your 
updated document with the 
information you entered.  
You will not be able to click
Add to Cart until you have
updated your preview, proofed your document, and selected
“Yes, I approve this document.”

One-Time Orders
You may have the option to submit One-time Orders.  Digital 
originals and hardcopy originals categores will display on your home page if available.

Within these categories, 
there are different projects 
to choose from (based on 
paper size and color vs. 
b&w copies).  Both of these 
categories have the same 
properties, however only a 
digital project will require a 
file(s) to be attached.  For 
hardcopy projects, the order 
must be accompanied with a 
hard copy of the original(s).
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	      Categories & Documents

Top Toolbar

Bottom Toolbar

Left Toolbar

Watch our 
training videos at 

www.dcopy.net/customer
-support/online-ordering
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Digital Originals
Select from available options to specify how your files should be produced.

Single-Sided & Double-Sided Scenarios

Categories & Documents

Number of Copies: Enter 
the number of copies 
needed for your file.
Single-Sided Pages: 
Enter the number of pages 
in your file to be printed 
single-sided (see scenarios 
below).
Double-Sided Pages: 
Since each printed page 
has 2 sides, enter half the 
number of pages in your 
file for double-sided pages 
(see scenarios below).

Paper & Finishing 
Options: Select from 
the available drop 
down menus for each 
option.  Your total 
price will adjust based 
on each selection.

Total: Your total cost is 
calculated based on your 
specifications.
File Upload: At least one 
file must be attached to 
your order.  If you have 
more files to submit than 
available fields, go to the 
Upload Files section for 
additional instructions.

Ship To: Select a delivery address.
Name Your Job: The job name 
will show up in your Order History 
for tracking purposes.
Additional Instructions: Enter 
any special instructions regarding 
paper and finishing or other 
aspects of your job.  If instructions 
are given that incur extra charges, 
we will adjust your order total after 
the order is placed.

Scenario 1: This sample is 1 page 
original, one sheet, single-sided.

Scenario 2: This sample is a 10 
page original, 5 double-sided sheets.

Scenario 3: For this 5 page original,  
4 of the pages turn to 2 double-sided 
sheets with 1 single-sided.

Scenario 4: For this 10 page original, 
2 pages are single-sided and 8 pages 
turn to 4 double-sided sheets.
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	      Categories & Documents

Hardcopy Originals
The options for hardcopy original projects are identical to those for digital projects (see previous page).  
The only difference being that hardcopy originals do not require a file upload.  Instead, a hard copy 
original must be provided with your order.  Please specify in the additional instructions whether you will 
drop off your hardcopy originals at one of our locations, or if you need them picked up.  When you send 
originals for a hardcopy order, include a copy of the Print Summary (see Order Confirmation on Pg 13).

          Upload Files

Uploading Additional Files
Select Upload Files in the top menu bar.  Files submitted through this feature are simply uploaded to a 
server where we can download them.  You will not receive an Order Number (see Order Confirmation).

If you are uploading 
files as part of a Digital 
Original order, be sure 
to include the Order 
Number and any special 
instructions.

If you use this option 
to submit a job, you 
will need to be very 
descriptive in the 
Additional Instructions 
box at the bottom of the 
form.  Please include 
your name, phone 
number, department (if 
applicable), paper type, 
quantity needed, and any 
additional information 
that might by helpful.
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          Checkout

Shopping Cart
The Shopping Cart shows a summary 
of all requested items.  Under 
Shipping Options select whether 
you’d like to pick up your job or 
need it delivered.  You can also Edit 
or Remove items in your cart.  It’s 
easy to continue adding items by 
clicking Continue Shopping under 
the  Order Total or clicking Home 
in the top menu bar.  When ready to 
submit your order, click Proceed to 
Checkout.

Checkout Screen
In the checkout screen you will finalize 
your order before submitting.  Select 
a Ship Date, enter and select a PO 
Code (if applicable), and add any 
comments regarding your order.

If you need to return to the shopping 
cart from this screen to make any 
adjustments, click on Edit quantities 
or shipping options directly above 
the Submit Order button.

Click Submit Order when ready.
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          Order History

Viewing Orders
Select Order History in the top menu bar.  This will display a history of orders you have placed through the 
online ordering system.  Your orders, by default, will be sorted by Order #.  You can sort by other 
specifications by clicking at the top of each column.

By clicking the arrow to 
the left of each order 
number, you will see an 
expanded view of your 
order.  To see a complete 
summary of your order, 
click View Details to the 
right of the Order #.

You have the option 
to export your order 
history to Excel, PDF, 
CSV, or Word.  Click the 
appropriate icon in the 
upper righthand corner 
of your order history.

Order Confirmation
Once your order is submitted, you will 
receive confirmation of your order.  
Make note of the Order # as this is 
how you will track and reference your 
job. You can click the arrow to the left 
of each product (at the bottom of the 
screen) to expand details for each.

If your order needs approval by a 
supervisor, you may see “Waiting for 
Approval” next to each document. 

Click Print Summary for a
printable version of your order 
confirmation.

	                            Checkout
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Searching Orders
If your order history contains a large number of orders, you may want to search for a specific order.  Click 
on Select to Filer Orders for an expanded list of options.  You can choose to search by date, order status, 
users, billing address, or specific text.

Re-Ordering

Static Documents
It’s easy to re-order a static document order via the Order History screen.  Simply click Reorder next to the 
Order #.  Or if your previous order had multiple documents, expand the order by clicking the arrow to the

left of the Order #.  Then 
click Reorder next the 
necessary document.  The 
file, pricing information, 
and specifications from 
your previous order will 
be re-entered into your 
shopping cart.

Once in the shopping 
cart, you can click the 
Edit option to make any 
necessary changes to the 
order specifications.

Order History
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	                     Order History

NOTE FOR EMBEDDED FILES: All static and customizable documents contain embedded files.  If your company 
has provided a new file to embed for a static or customizable document since your last order, the re-order will still 
contain the old embedded file.  Please be aware of any updates to embedded files to ensure your document will 
be correct.  If you are unsure whether a new file has been embedded since your last order, you may choose to 
simply start a new order rather than using the re-order function.

Customizable Documents
It’s easy to re-order customized documents containing all previous customizations via the Order History 
screen.  Simply click Reorder next to the Order #.  If your previous order had multiple documents, expand 

the order by clicking 
the arrow to the left 
of the Order #.  Then 
click Reorder next the 
necessary document. The 
file, pricing information, 
and specifications from 
your previous order will 
be re-entered into your 
shopping cart.

Once in the shopping 
cart, you can click the 
Edit option to make any 
necessary changes to the 
order specifications.  If 
you want to change any 
of the text or images on 
your document, simply 
click Customize Order 
from the product screen.

From the Customize 
Screen you will see 
all previously entered 
information and can 
make any necessary 
updates.

(See NOTE FOR 
EMBEDDED FILES above).

The order will still contain all 
previously entered text and 
uploaded images.  Make any 
desired updates and click Update 
Preview to proof your document.



          24/7 Customer Support

Go to www.dcopy.net/support/online-ordering

Videos
Rather see it live?  No problem!  We’ve got instructional videos to cover all topics and 
material covered in this manual.

Resources
Download a digital version of this manual as well as guidelines for document setup, file 
types, and more.

Information
Scroll through FAQ’s and definitions that help in understanding print and digital 
terminology.

Comments
We love to hear your feedback!  Fill out a comment form to let us know how we’re doing or 
if you have any suggestions for us.
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