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Uploading Plan/CAD Digital Files
for Printing

Step-by-Step Instructions
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Instructions

This is the welcome screen which you
will see after being redirected from the
Carters Website Home Page.

Click on the Getting Started tab.

Hint
Look for the Blue Arrow
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Step #1

Carters National Support Office

CAR I E Rs Private Bag 94027, Manukau, Auckland, 2241, New Zealand

09-272 7200
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Welcome

Click on the "Getting Started' takh.

1. nce inthe '"Getting Started page. click onthe 'New User Button' Q Hew User

2. Y ouwil need to complete a small amount of detail, please complete all fields, most inportantly your address,
phone number and email a 55,

3. Youwil then be taken to the "Upload® pa

¢hich is self explanatory.

NOTE: i v ouw ant further clarification of the prot
If v ou =till have any question call our friendly

sz, Click Here to obtain step-hby-step instructions.

Sending us Hard Copies of Plans or CAD Drawings for printing:

1. Conplete a 'Hard Copy Print Instruction® which you can obtain fromy our Carters Branch aor
Clicking Here or dow nload itfromthe "Downloads' page.
our plans in an env elope and either Courier or Post # 1o us, address’s are shown on the Print

v nload it by

)
&,

3 1 to your Carters Branch, they will give an env elope intc w hich vou should
Y our p 'Hard Copy Print Instruction’.

4. Your plans will be sentfor printing by overnight Courier at no charge to v ou.

REPRO-OMNLINE

Page 2



Step # 2

Carters National Support Office
Private Bag %4027, Manukau, Auckland, 2241, New Zealand
0%-272 7200

- -
YourB“lldlrgPam carters@repro-online. co. nz
" tome WP ceungsurcd WP Logn WGP Upload &
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Instructions
Having clicked on the Getting Started
tab you will now see this screen.

As you have not yet registered, click on
the New User button. © vew User

rint

© wercome Send Us Your File Via Web

To send us your files via the w

6 Downloads

count and directly upload afile

button.

1. Existing User? ¥
2. New User? You
3. Guest User? You can submit af

e Printing from Hard Copy

e User New User

a‘ Scanning of Plans
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Instructions Step #3

CARTERS __

Having clicked on the New User button
you will be taken to the New User
Login screen.

Carters Mational Support Office

0%-272 7200
Yo“rBuildi'gPart'm carters@repro-online. co.nz

Complete the required detail in each of
the boxes.

Language: 2= 1 =

e Enter a User Name

* Enter your chosen Password Wel )
y © vietcome New User Login
* Re-Enter your chosen Password User arme * | |
QDownloads e \
*  Enter your Email Address Fassword * | |
Confirm Passw ord *
0 Printing from Hard Copy : | | \
Once all the boxes have been completed - e+ | |
click on the New User button.
@ Scanning of Plans
) V' registered? Click Here
Q Price L:ist
@ Shipping
CartersUser1_210611 n Page 4
»
»

REPRO-OMNLINE



Instructions

Having clicked on the New User button
you will be taken to the Contact
Information screen

Complete the required detail in each of
the boxes.

Select your Home Branch from the
drop-down list. [Note: This is the branch at
which you have your Carters account.]

Enter your Carters Account Number
Enter your First Name
Enter your Last Name

Enter your Company Name /Note:
This is the Company Name of your Carters

account.]

Enter your Street Address 1 [Note: This
is the first line of your normal delivery address]

Enter your Street Address 2 [Note:
This is the second line of your normal delivery

address]

Enter your Suburb

Enter your City

Enter your Postal Code

Enter your Phone Number
Enter your Fax Number or N/A

Enter your Email Address

Once all the boxes have been completed
click on the Next button.

CartersUser1_210611

CARTERS _

YourBuildingPartner

O Welcome

-~ Contact hformation

'O Downloads

@ Printing from Hard Copy
Q Scanning of Plans

Q Price L:ist

@ Shipping

@ FAQ.'s
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Step #4

Carters National Support Office
Frivate Bag 94027, Manukau, Auckland, 2241, New Zealand

o9

carters@repro-online. co.nz

Language: 2= 11 =

Hame Branch @ *

- Select Home Branch - v |

Carters Account Number:

Firg Mame : *

Lag Mame: *

Caompany Name :

Street Addresst: *

Street Address?

Suburh: *

City © *

Podal Code : *

Phoneg: *

Fax: *

| -
|
|
|
|
|
|
|
I
|
|
|

E-mail : *

”
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Instructions

Having clicked on the Next button you
will be taken to the Select Job Options
screen

Complete the required detail in each of
the boxes.

In the Date Required box, either
enter the date or select drop-down

calendar E E-}r

Enter the Number of Copies
required

In the Media box from the drop-down
list select from the options:

- Tyvek

- 80gsm Bond Paper

In the B&W or Colour? box from the

drop-down list select from the options:

- B&W
- Colour

In the What Size? box from the drop-
down list select from the options:
-A0, A1, A2, A3 or A4

In the Do you want Plans Bound?
box from the drop-down list select
from the options:

- No, Supply loose

- Staple Left Edge - $5 per set

- Staple & Bind Left Edge - $10 per
set

CartersUser1_210611

Q Welcome o

6 Downloads

Step #5

Carters National Support Office
Private Bag %4027, Manukau, Auckland, 2241, New Zealand
0%-272 7200

YOI.Il'BllildillgPaI’tner carters@repro-online. co.nz

Select Job Options @ Upload Your File(s) @ Review

Date Required : [:E "-_',Y Mumber of Copies: | |

Media: IT-_V-'.;»':k V] B&W or Colour? : |Ei|a-:k 8 White b |

0 Printing from Hard Copy What Si

Shippi

é) Scanning of Plans /

ze?: | AD-[1189x341] v] Do you want PlansBound? ©  [No. supply looss V]

nge: ['Ci-:-urier to my address v] /

Q PRReEEE Comments! Indructions:
O Shipping
S . ;"

In the Shipping box from the drop-
down list select from the options:

- Courier to my address

- Send to my Carters Branch

- Collect

- Other, Specify in Comments/
Instructions box.

B,
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« Enter any special instructions
in the Comments/
Instructions box

Once all the boxes have been
completed click on the Next

we
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Instructions

Having clicked on the Next button you
will be taken to the Upload Your Files
screen.

This is where you will select the file [or
files to be uploaded for printing.

e Click on the Select box,

SELECT REMOVE
This will take you to your computer’s hard
disk which will allow you to select the PDF [or
other] file to upload.

* The File Name will appear in the
panel alongside the Select button

+ If you have more than one file to
upload repeat the process in the 2nd
selection bar. If you have more than
three files to upload click on the ADD
button to open up more selection
bars.

* To complete the file upload process
click on the Upload Now button.

Upload Now

CartersUser1_210611

Step #6

Carters National Support Office
Private Bag 94027, Manukau, Auckland, 2241, Mew Zealand
09-272 7200

YourBuildingPartner
_ AT

6 VWelcome ) ) )
— Select Job Options Upload Your Fileis) Review

O Downloads

Ifyouwant to upload afalderara large file(s) click on the icon J
6 Printing from Hard Copy

ercl pdf SELECT REMOVE
O Scanning of Plans
SELECT REMOVE
SELECT
6 Price L:ist REMOVE
ADD
6 Shipping
—_— Upload Now
Upload file{s) mighttake time. Please, don't close your browser until you see confirmation page.
6 FAQ.'s
Mote: The total size of upleaded filescannot exceed 700 MB.

m Page 7

REPRO-OMNLINE



Instructions

Having clicked on the Upload Your Files
button the upload process is complete
you will then be taken to this summary
screen.

*  Your Job Ticket number is shown.
This is the reference number for
tracking your Order.

» To view a copy of Job Ticket click on
the View Your Ticket button.

View Your Tidcet

A copy of the Job Ticket will be emailed
to the Email Address you entered when
you set up your account.

This is the last Step in the process of
Uploading Files for printing.

Should there be any questions you
have about this process please email
us at: support@plans-online.co.nz

CartersUser1_210611

CARTERS

YourBuildingPartner

6 Welcome
0 Downloads

6 Printing from Hard Copy

0 Scanning of Plans

Q Price L:ist

@ Shipping
@ FA.Q.'s
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Step #7

Carters National Support Office

Private Bag 94027, Manukau, Auckland, 2241, Mew Zealand

carters@repro-online. co.nz

@ Select Job Options @ Upload Your File(s)

Thank You for Placing your Order
Yourconfirmation number is 215900

Clickbutton "View Y our Ticket” below to =3

ull orderinformation.

o Review

File Name

| Werct. pdf I

View Your Ticket

”
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Sample Job Ticket

* This is a sample copy of the Job
Ticket that can be printed from the
system [refer previous page] and is
also emailed to you.

+ We suggest that you file this Job
Ticket as your reference.

CartersUser1_210611

Submitted : 6/20/2011 10:51:24 PM
Order Number : 210909

CARTERS

Sample Job Ticket

YourBuildingPartner

Print

Store Information

Store Name :
Address :
Phone :

Email :

Carters National Support Office

Private Bag 94027, Manukau, Auckland, 2241, New Zealand
09-272 7200

carters@repro-online.co.nz

Customer Information

Home Branch:

Carters Account Number:
Customer Name :
Company :

Address :

Suburb:
Phone :
Fax :

Email :

Albany

1234

New Test

NewTester

1 Test St Tester

Tester 1234

Tester

09-1234 1234

09-1234 1234
newtest@repro-online.co.nz

Order Information

Date Required :

Number of Copies :

Media :

B&W or Colour? :

What Size? :

Do you want Plans Bound? :

B,
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26 Jun 2011 12:00:00
2

Tyvek

Black & White

A0 - [1189x841]

No, supply loose
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