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INTRODUCTION

The Canon Webshop 2.0 is the renewed version of the portal for ordering print and promotional
items from Deloitte. The portal is accessible to all Deloitte employees in the Netherlands. In this user
manual, all main components are described step by step.

If you have any questions about printing or your order, please contact:
Canon Repro, The Edge office in Amsterdam

Mario Buijtenhek/ Vincent Wijnen

T: 088 288 9102

E: NLGSCMediaServices@deloitte.nl



mailto:NLGSCMediaServices@deloitte.nl
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1. Generadl

1.1 Login and logout

You can reach the Canon Webshop via Deloite infranet MediaServices (deloitte.com)

When accessing the portal from the Deloitte environment, you don't need to log into the portal
(Single Sign On).

In the top right corner, under your account, you can choose the desired language (NL/UK).

Logging out is not possible, because you would be logging out of the Deloitte network.


https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fresources.deloitte.com%2Fsites%2FDNL%2Fsupport%2FPages%2FMediaServices.aspx%3Ftabindex%3DMSOZoneCell_WebPartWPQ2&data=05%7C01%7Cingrid.knuiman%40canon.nl%7Cad7a56b311444790c11e08da5a658e23%7Cacbd4e6be8454677853ca8d24faf3655%7C0%7C0%7C637921689488081020%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=k57vd8UDVHSa7P9174ZJ7g5ENhOIPTpV5R%2FipkaedUY%3D&reserved=0

1.2 Homepage overview 1 - Through the main menu you can
choose and order products and find all

| 1 | | 2 | | 3 || 4 | other information. See instructions on

Deloitte ° - subsequent pages.

Webshop

Welcome to the new Canon ) 2 - Request a quote for products not

listed in the Webshop. You can also
confirm here.

3 - Information about The Creative
Hub's creative services and order form.

4 - At order history, you will find the
Popular products overview of all orders placed and their
corresponding status.

5 - Under your account, you can
choose your preferred language.

6 - The shopping cart contains all
products whose order has not yet
been completed.

7 - The links in the shortcut menu allow
you to quickly navigate to a section in
the portal:

- Via [Order Print] you enter - as via the
main menu (see 1.) - the product
overview where you select and order a
SIGNING FLORA DOME product. ,

ROYAL FLORAHOLLAND - The other quicklinks take you directly
nd ebraning o the Flrs e ot eyl Foabotns. to the relevant block on the

=== homepage.

8 - Click on the image or the link below
it and go directly to the product page
to order this product. Also accessible
via the main menu (see 1.)

1

9 - The [View all print products] button
takes you to the overview of print
products - just like the quick link [Order
Print] (see 4.) and via the menu (see 1.)

Need help or advice? We'd
be happy to help.

10 - Links to the contact page and
answers to frequently asked questions.

10

11 - New inspiring content every
month



1.3 Create PDF file

A PDF (Portable Document Format) ensures that your file can be viewed and printed in the layout
you infended. If you do not use a PDF, it is possible that texts will jump and/or that the number of
pages will increase or decrease. This is because everyone may have different settings on their
computer regarding margins, headers and foofters.

We therefore recommend always supplying a PDF file instead of a Word, Excel or PowerPoint file.
Creating a PDF is fairly simple:

File > Save As > Choose file type ‘PDF’ > Save



2. Order Print

Print products can be found directly in the main menu.

-
Deloltte Home Print & Stationery ~ Promotion & Gifts - Quotation ~ Inspiration ~ The Creative Hub v Order history Contact -

2.1 Choose the desired product category, then the product and size.
You can do this in fwo ways:

1. Quickly 'browse’ via the slide-out (sub)menus:

-
Delo‘tte Home | Print & Stationery v Promotion & Gifts ~ Quotation ~ Inspiration ~ The Creative Hub + Order history Contact

Loose-leaf prints > |A3 (297 x 420 mm)

Standard >

Promotional > Bound prints > A4 (210 x 297 mm)

Corporate identity > A5 (148 x 210 mm)

Welcome t
Webshop A6 (105 x 148 mm)

Custom size
A modern look, improved navigation and new

inspiring content every month. Order products via
the main menu at the top of the page, click on the
menu below for a quick view of the homepage or
scroll down. Questions or need help? We're happy
to help.

2. Or by clicking on the images and icons step by step: category > product > size

-
DeIOItte Home | Print & Stationery v | Promotion & Gifts v Quotation ~ Inspiration - The Creative Hub + Order history Contact

Standard >
/ Home

Print & Stationery Promotional >

Corporate identity >

CREATIVE
<5

OMPANY

Standard Promotional Corporate identity



/ Home / Print & Stationery
Standard o
°©

Loose-leaf prints Bound prints

ome onery / Standard

Home / Print & Statio
Bound prints

2.3 Choose whether the product should be printed with or without bleed

¢ Printing without bleed: there will always be a white border visible on the print, even if the image
in your file extends to the edge.

¢ Printing with bleed : the image extends to the edge.

without bleed

To get a bleed print, an edge must be cut off the paper (recognizable by the 'scissors' in the bleed
option). For this reason, the file must be at least 3 mm longer and wider - on all sides - than the final
size of the print. We call this the bleed margin or cutting margin.



A detailed explanation and instruction on this matter can be found with each product in the
Canon Webshop.

NMoucan bava o nrintioh arintoad with or without hloaod

Click here for an explanation of bleed or no bleed printing.

Wire-O-binding A4 - With bleed Wire-O-binding A4 - Without bleed

o 0
[l unioad file R uoicad file

Example:
The file for a print on A4 (210 x 297 mm) must have the following dimensions:
210 (+ 3 mm left + 3 mm right) x 297 (+ 3 mm top + 3 mm bottom) =216 x 303 mm.

To cut the print to the correct format, the PDF file should preferably also contain four cutting marks,
which mark the extra 3 mm space at the corners.

- Read here how to create a file for printing with bleed

2.4 Upload the document

In the portal, you can only upload Pdf files. If you have another file type, for example Microsoft
Word or PowerPoint, you need to save it as a Pdf first. You can easily furn an Office file info a PDF:
File > Save as > Choose file type 'PDF' > Save

Upload files / Home / Print & Stationery / Promational / Folders / Folder Ad

Folder A4 - Without bleed

© odf

You must upload at least one file. You can upload one or more PDF file here. Please check the preview carefully. In the first step of the shopping cart, you can also download this PDF for a final
Uploading Office files is possible here, but eheck
it can happen that the content of, for
example, a Word file does not always match
® i1e output. We therefore strongly
recommend that you first convert your
Office file(s) to a PDF file and use that file
for your order,

You can use the buttons )  «” below to rotate and/or scale the file until the preview meets your expectations.
Also in the next screen, under the logo, you will find the button B with which you can see a preview of the final (finished) resuit

You can close this explanation by clicking the button & below.

©

[+

pdf
Upload files
Drag or click here to upload a file

The portal automatically checks the supplied file for errors, such as incorrect format and images of
too low resolution. Fix the errors if you receive an error message.


https://deloitte.shop.canon.nl/data/Uitleg_aflopend/Deloitte_explaining_bleed_printing_UK.pdf

Instructions for bound print which consists of several files

- Upload all files.

- Change the order of an uploaded file by dragging it up or down (place your mouse on the 4
arrows, see image on next page).

- If you want to add a white page, for example after the cover, click on the insert page icon.
- If necessary, turn (rotate) or scale the file to the correct format.

Upload files

/Home / Print & Stationery / Standard / Bound prints / Wire-O-binding A4

Wire-0O-binding A4 - Without bleed

& pai

-~ voorblad_en_deel_I.pdf You can upload one or more PDF file here. Please check the preview carefully. In the first step of the shopping cart, you can also download this PDF
for a final check

| ]
You can use the buttons 2 «” below to rotate and/or scale the file until the preview meets your expectations.
Alsa in the next screen, under the logo, you will find the button B with which you can see a preview of the final (finished) result
deel
deel_2 pdf You can close this explanation by clicking the button & below
]

& v B O

Continue &

1 753 q ,"a File requirements:
Final format 210x297 mm
Minimum number of pages 3
Voorblad

Maximum number of pages250

Multiple of 1

e If you agree, click on the [CONTINUE] button atf the top right.

e Please indicate your wishes regarding:
e the number of prints

¢ printing (colour or black and white, single-sided or double-sided, type of paper)
¢ and finishing (folding, cutting, laminating)

Other options may be visible depending on the chosen product.

E i+ B

Continue &

Printing Number of sets price
1 otal ex, VAT ;
Colour / black and white 2T A €189

Colour / black and white (as i

(0} Total incl. VAT €229
Pagina's blanco 2:5,6-21 (20)
Simplex / Duplex

Simplex
Printing
Media:

100 grams Top Colour

EJ Cotour/ black and white

Colour / black and white (as in document)
Front cover

Back cover

Finishing



© Finishing B ©) Finishing

Binding options:

Wire-0 binding (Metal) - Black Binding options
Wire-0 binding (Metal)

Binding position:
Long edge (portraity Binding options
Transparent cover (front or back or both): i Black

Geen optie geselecteerd

Carton cover (backside only): Binding position
Geen optie geselecteerd
Long edge (portrait)

Transparent cover (front or back or both)

e Check the preview. If all settings are correct, click on [CONTINUE].

* ’El e
B
@) Printing K ¢ 2 /21 > Q. Q

Colour / black and white:
Colour / black and white (as in document)

simplex / Duplex:
Duplex

Media:
100 grams Top Colour

€ Front cover
€ Back cover

© Finishing

(AAARAAARAARAAAAARAARARAARAARAAAEA]
T T

8. In the Article overview you can see the product and its price. Change your order if necessary.
Delete the product by clicking on the red trash icon or upload a new file by clicking on the cloud
icon.

Order additional products from the main menu, if desired.

Click ON [NEXT].

Article overview i oxt
n @ Article overview © Order data © Deiivery information © resume N Order costs

voorblad_en_deel_1.pdf o o
ubtotal excl
Production order Guantity

€176 oW

Description: Wire-O-binding Ad - Without bleed ' Total excl. VAT
1

Packing unit:

BTW 21%

Total incl. VAT




9. Enter order details, like cost center and desired delivery date. Click [NEXT].

" @ Ariclo overview © ordor daa © 0elivery information © Resume m

Order specifications

Order costs

Subtotal excl, VAT
Payment method

Invaice

Total excl. VAT
‘What do you want 1o enter, WBS number o a cost center?

Cost Center

el 1
Name Emall address
TEST NAME test@geloitte.coml

Desired delivery date
M 2022/06017

10. Enter the delivery details. Click [NEXT].

] @ Article overview @ orerdata © oeiivery information ©Q Fresume

Delivery specifications

Hext Order costs

Subtotal excl. VAT
Delivery method

Total excl. VAT
Pick up from other Deloitte location

BTW 21%
Choose the location of your office

a

Total incl. VAT
Naam

Dellvery address

Pastal code

11. The resume shows all details of your order. Click on [COMPLETE ORDER] to complete. You will
receive an order confirmation af the e-mail address linked to your account.



2.2 Order name badges en table name cards

Standard name badges with clip and table name cards can be found under Corporate Identity.

For non-standard badges and name cards, please request a quote.

/ Home / Print & Stationery / Corporate identity

Compose Badges

Deloitte. Deloitte.
Name Name Name Name
Company Company ‘Company Company
Badges (90 x 54 mm) with clip Badges (90 x 54 mm) with clip Textile Badges (80 x 50 mm) Textile Badges (80 x 50 mm)
(with Deloitte logo) (without Deloitte logo) (with Deloitte logo) (without Deloitte logo)

o N4 o W o W o Wi
Info edit Info edit Info edit Info edit

/Home / Print & Stationery / Corporate identity

Table name cards

= @
aj0l2q
Auedwon Auedwo)
aweN aweN
Name Name
Company Company
Deloitte.
Table name card A4 (with Table name card A4 (without
Deloitte logo) Deloitte logo)

o w4 o w4
Info edit Info. edit

You can creatfe your name badges and table name card(s) by means of a mail merge job.
Start by clicking on the red box on the left and create a new document.

Badges

mm) with clip (with Deloitte logo)

New document

Enter a description here

testname

e Enter and save the document name.



o Start the mail merge job by clicking on the right-hand button [Get Started Now].

Entor data

hand button

Hame / Print

testname

In tha naxt scroan, choase to uplaad an axcel file.

Merge dita

=1 ‘ Deloitte.

© Upbwa e

[] In the pop-up that appears, you can download a
info  sample file, You can fill It with data or use your
femEISLe qwen file, Make sure that the number of columns
and the column names correspand to the example
file. Upload the file containing the namas.

Then link the names of the fields in the excel with
the field names in this application.

The last fleld must always be set to "Merge into
ane PDF.

e Follow all steps:

1. upload an Excel file. In the pop-up you can download a sample file. Fill it with data and
upload the file.

Merge data

Salboct filas to upload

& skl txt

Download file with example colwmnes

2. Link the names of the fields in the excel with the field names in the application.
The last field must always be set to 'Merge into one PDF'.

Merge data

Hame

Hame fieid (n 2!

Company

Company field nexcel

Flald for filenams

Merge ivio one POF

3. Select [Now Merge].
The merged file will be added directly to the shopping cart.



Merge data

3. Order promotional items
Promotional products can be found directly in the main menu.

-
Deloltte Home Print & Stationery ~ Promotion & Gifts v Quotation v Inspiration ~ The Creative Hub v Order history Contact ~
[

/ Home / Promotion & Gifts

Promotional items

o Select the desired product en click [ORDER].

Insulated Coffee Mug

Specifications

Colour

« Black with green accents Deloitte.

Normal delivery time is 3-5 business days

Quantity from Price ex. VAT Price incl. VAT
1 €14,55 €17,61
Stock 2




® Added to cart

Continue shopping

¢ Click [to Cart] and complete the order. Or shop further for additional products.

In the Article overview, enter the amount you need. Then click [NEXT].

e @ Aricie overvew © order data @ oeivery information
Cup
i
Production order Quantity
1
Description Cup
Packing unit

0. N

€000 ®

Order costs

Subtotal excl. VAT

Enter order details, like cost center and desired delivery date. Click [NEXT].

L] @ Anticio overview @ ordor dana

Order specifications

Payment method

Invaice

What do you want to enter, WBS number or a cost center?

WBS number

Cost Center

Name
TEST NAME

Emall address
test@deloitie.com

Desired delivery date
M 202200617

Enter the delivery details. Click [NEXT].

© Delivery information © resume

n @ aticte overview @ orer data © veiivery information ©Q resume

Delivery specifications.

Delivery method

Pick up from other Deloite location

Choose the location of your office
Q

Naam

Dellvery address

Pastal code

Place

Total excl, VAT

Order costs

‘Subtotal excl. VAT

Total excl. VAT

BTW 21%

The resume shows all details of your order. Click on [COMPLETE ORDER] to complete. You will receive

an order confirmation at the e-mail address linked to your account.

15



4. Request and conform a quotation

/ Home ) .
Quotation
(o]

Request quotation Confirm quotation

You can use the online form to request a quote for prints and other products not available in the
portal. Just fill in the form (and upload the file you want to be printed). You will receive a quote by
email.

If you agree with the offer, you can also confirm it in the portal. Fill in the form and upload the
quote. Don't forget to check the box that says you agree. Your order will now appear in the
shopping basket as an order. Complete your order. You will receive an order confirmation by email
after submitting your order.

5. Product content

/ Home
Inspiration

We like to share tips, trends, products and other things about print.
You can find them in this overview.

[

Event materials Signing & Specials View the Lookbook

6. Creative services by The Creative Hub

The Creative Hub is Canon's nationwide network of creative studios. Dozens of professionals work
from studios at clients' premises and remotely from the Central Creative Hub in 's-Hertogenbosch
and the ImageHub in Rotterdam. New to The Creative Hub?2 Find out how we can help you get the
most out of your communication. Already a cliente Use the assignment form or contact the studio
directly.



/ Home
The Creative Hub :
CREATIVE ‘ /
HUB =

About The Creative Hub Assignment form

7. Order history

If you are logged in, you can view the status of your order under the "Contact and Information”

menu. Here you will find the order history of your placed orders.
The following statuses can be shown:

e Shopping cart Order in shopping cart but payment has not yet been completed
e Ordered Payment completed but order not yet processed
e Processed Order has been shipped or can be collected

8. Contact and information

Here you find:

o Contact details of the Canon Service Desk and the Creative Hub.
o Contact form for enquiries or complaints;

e User manual

e FAQ with answers to frequently asked questions;

e Cookie information;

e Terms and conditions of use.

*The end **



