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This manual will guide you on how to use the portal 
while explaining it’s basic functions, advanced options, 
and new ones we have included to enhance your experi-
ence. Our new Printing Portal ( version 4.0 ) offers faster 
order processing speeds and a responsive user interface. 
We have not changed too much though, previous users 
of our Printing Portal should find it easy navigating this 
one.

Demo Products (A)
We now offer the opportunity to test our new and im-
proved printing portal. We have setup demo products 
from static products like Envelopes or Letterheads. Even 
customizable-products like Business Cards or Invitations.
You can view the products without an account by press-
ing the button “Demo Produkte”. If you want to test 

advanced designer functions for Business Cards or Invi-
tations, you can register a free account here or apply for 
DEMO login from our website.

User Login (B)
Here you can use your Username and Password to login 
to your customized web-shop to view your products. 
(Please remember to keep your username and password 
private). If you try to login and forgot your password, 
you will get the option to reset your password.

Help video (C)
In this section you can find and watch our latest instruc-
tional videos online. 
For all videos please visit our YouTube page.

START PAGE

B

A

C D

E

https://shop.staffelmedien.ch/User/Register?Modus=0
https://www.staffelmedien.ch/digital/web2print-business/#anmeldung
https://www.youtube.com/channel/UC_quTFEL4jAKW-LFBZD4DBA/videos
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F.A.Q. (D)
This link directs you to the answers of our most frequent-
ly asked questions about our Web2Print-Business Solu-
tion.
Questions are categorized by following groups:
• General Questions
• Administration
• Technical Questions
• Special

Search (E)
This tool lets you find any product you’re looking for.

Info panel (F)
Here you can learn more about our Web2Print-Business
Solution and all the benefits it has to offer.

Footer (G)
In the footer you can find general information like how 
to contact us, what’s our social media, our website, links 
to request a Demo login, the latest issue of our magazine 
“StaffelNews”, and the download link for this manual.

At the bottom of the page are Impressum, AGB and Dat-
enschutzerklärung.

F

G
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Navigation Menu (A)
Standard navigation menu on the left side:

• Start
This button allows you to return to the start page of 
your portal.

• Products
Here you can see all your products uncategorized

• Orders
If you have access to these privileges you can check 
the status all orders made using your account or 
made on this portal by all users.

Standard navigation menu on the right side:

• Favorites
This button gives you quick access to any products 
that you have marked as favorite.

• Shopping cart
Shows the status of shopping cart and its contents.

• User
This options allows users to log out or change any 
information about their account.

• Timer
Activity timer. You will be logged out from the por-
tal after 60 minutes of innactivity. Pressing on it (or 
switching to another page) will reset counter to an-
other 60 minutes.

• Search
Here you can search for products.

Products folders (B)
Depending on how many and what products you have, 
you will see folders with different categories. Otherwise, 
there will be one folder labeled “Products”.

This system will help you access your products with ease 
and can be customized based on your needs. You can 
always contact us if you’re interested in changing the 
names of categories.

ONCE YOU LOGIN

A

B
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Product Grid (A)
The product grid displays all of your products without 
the categories.

Filters (B)
Filters give you the option to sort through your products 
so you easily find the ones and or one you’re interested 
in. Here is an example of just a few of these filters:

• Horizontal / Vertical layout
• Language
• Color

Filters are a new option in the Printing Portal, and if you 
would like to have custom filters enabled in your portal 
please contact us.

Product card (C)
The product card shows you a  preview of the product, 
its name as it will appear on the Invoice and the estimate 
cost of production by quantity. The estimate cost always 
shows the lowest possible price per unit and that’s only 
available when you order the maximum quantity. 
(You can easy calculate how much are you going to save 
in price per unit by ordering more of it. ) 

PRODUCTS MENU

B

A

C
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Preview Picture (A)
This picture displays a Ready-to-Print preview of the se-
lected product. If you click on the picture once it will 
enlarge.

Information about product (B)*
This section shows production time, minimum and max-
imum order quantity, package, etc...

Price (C)*
This section shows the estimated price and available 
amount.

Description (D)*
All the information about the products are in this sec-
tion. Number of pages, colors, size, type of paper etc...

*To open/close sections B, C and D press “mehr anzeigen” 

Favorite (E)
To quick access your Favorite products, you can press 
heart symbol on the navigation bar. (Check page 4.)
To unmark product as Favorite press the heart symbol 
again.

Note (F)
If you have specific requests about this product, you can 
type in the field “Bemerkung”. 

PRODUCTS WITHOUT VARIABLES

BA C

D

F

E
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PRODUCTS WITH VARIABLES

Products that have variable fields (e.g. Business Cards) 
needs to be customized before you can put them in the 
shopping cart. 

To start with the process press button “Produkt Ge-
stalten” (A).

A
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Preview - Ready-to-Print (A)
This displays preview page/pages of your customized 
product. To refresh the preview, you can press the but-
ton “Aktualisieren”. If you want to download/print 
low resolution PDF,  press “Vorschau als PDF laden”.

Variable fields (B) 
Depending on your design you will have a few or several 
text fields that are necessary to complete. Not all fields 
are required. If fields have input instructions (e.g. format 
in which you need to put phone number) please be sure 
to follow them it. Templates are based on Corporate De-
sign for your company.
  

Load/Save from database (C)
You can Save/Load your work to the database and use it 
later when you need to place another order. 

To save your work, type the description (e.g. 
Person Name) in the field Formulardaten 
and press “neu anlegen”

If you have already saved your work in the 
database and you just want to update it, 
press button “aktualisieren”

For more Database options press “Formulardaten ver-
walten”

A

B

C
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To see advanced options for importing/exporting data to 
the database, press “CSV Daten importieren”.

Filter/Search database (A)
Here you can search for entries in the database. Depend-
ing on your user privileges  you can access your data 
entries and all other users. To select and edit an existing 
entry press the pencil button. To delete an existing entry 
press the X button.

Download CSV data (B) 
You have options to download CSV data with all  entries, 
or  a template for CSV data that allows you to fill it with 
your own entries.

Upload CSV data (C)
If you made a spreadsheet* based on a downloaded 
template, you can upload it here. You can replace or add 
existing database entries (Daten ersetzen & Daten an-
hängen).

* The format of your data must be text .csv, it needs to 
have “;” as field delimiter and be saved as Unicode UTF-
8 standard.

A

B

C

MANAGE DATABASE ENTRIES
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DESIGNER PRODUCTS

In order to put a product in your shopping cart you must 
customize it. To customize your product, press the brush 
icon (A). The Viva Designer will open and allow you to 
customize your product.

 
After you are done go to 
the  menu and close the 
product. 

You will be returned to 
the product page and see 
the option to save a copy 

of your design for later use. Once the save is complete 
the preview picture should now reflect your most recent 
changes.

Type template description and desired template name 
with extension .desd at then end, and press button 
“Speichern”.

A
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UPLOAD PRODUCTS

For products that do not change in size, number of 
colors or type of paper, we have a special “Upload Prod-
uct” page.

All you need to do for this product is to decide your print 
quantity (A) and to upload your Ready to Print file (B). 
For any special requests, you can make a note in the field  
“Bemerkung”.

A

B
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ORDERS

Filtering results (A)
You can search and filter your orders here. Depending 
on your access privilege, you will be able to see all the 
orders made by your company.

List of Orders (B)
List of orders contain Description, date when Order was 
made and its status.

Clicking on the specific order shows you more details 
about that order. 

A

B



Web2Print Business-Portal – User Manual

© Staffel Medien AG Zurich | 16.08.2019 13

SHOPPING CART

Separate steps (A)
You can find a list of separate settings that allow you 
to modify your order here along with products you’ve 
marked as your favorite.

List of items in the cart (B)
This list displays all the products in your shopping cart. 
To see more details about each product you can press 
button “mehr anzeigen”. 

Order summary (C)
When you are satisfied with the product delivery and 
invoice, you can skip separate steps and press button  
“Zusammenfassung”.

Here you have the option to completely empty your 
shopping cart by pressing the button “Warenkorb leer-
en”.

BA

C
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B

A

All the options regarding Delivery are on this page.

Delivery address (A)
In the drop down menu “Lieferadresse” you will find 
all the saved addresses for your user. You can also fill 
in new delivery address by checkmark “Neue Adresse” 
and than checkmark “Diese Adresse für zukünftige 

Bestellungen merken”

Also you can select Standard or Express delivery and see 
possible dates for it. You can set delivery for later date if 
suggested date is not working for you.

DELIVERY
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Split delivery (B)
In this section you can split your delivery into two or 
more packages. For each delivery you can choose sep-
arate addresses.



Web2Print Business-Portal – User Manual

© Staffel Medien AG Zurich | 16.08.2019 16

Invoice address (A)
You can choose Invoice address from the dropdown 
menu if you have several branches or institutions de-
fined for payment. 

Note (B)
Fields “Bestellnummer” and “Ihre Referenz” will 
show up on the Invoice. If you have any special requests 
for the payment, you can enter it in the field “Be-
merkung” 

Invoice options (C)
Payment options are in this section. 

B

A

C

INVOICE
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ORDER SUMMARY
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USER

All the settings for the user can be found on this page.

Settings (A)
To get to the settings, click on your name in the naviga-
tion bar and choose “Einstellungen”

User or Address options (B)
This is a list of available options for your user. You can 
edit settings for the current user, change passwords or 
create a new user. You can also access and edit all deliv-
ery addresses , and payment options.
(This all depends on your user privileges. All users do not 
have these options.)

User List (C)
This is a list of all registered users for this account. If you 
are the administrator you will be able to edit or delete 
existing users.

B

A

C
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If you have administrator rights, you will be able to 
change access privileges for each user on your account 
(D).

Aktiviert
With this checkmark you can temporaly activate/deacti-
vate users access.

Niederlassungen anzeigen
You can select if user able to see other branches/depart-
ments from your company.

Warenkorb anzeigen
Select if user will be able to see shopping cart or not.

Benutzerverwaltung
You can choose some of the pre-defined tiers of user 
rights in this drop-down menu.

Aufträge anzeigen
Select if user will be able to see none, all or just their 
own orders.

Viva Formulardaten anzeigen
Select if user can see all the database entries or just its 
own. (See page 9)

Viva Online Gestaltung
Select if user can just order Designer products or if the 
user can  customize them.

D

USER RIGHTS
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ORDER APPROVAL PROCESS

For an additional cost we offer the implementation of 
requisitioning process. We set this up for certain prod-
ucts or users.

Notification for products that require approval will show 
up next to the product name (A).

Step 1.
Choose a product and customize it as needed. Select 
quantity and press button “zur Bedarfsmeldung” (B).

Step 2.
When you select the note icon you can send a mes-
sage to the person who needs to approve the order (C). 
Checkmark the product that requires approval (D). 

Step 3.
Press button “Bedarf melden”. Now you will see a blue 
question mark next to the product that you sent for ap- 
proval (E).

A

B

C

D

E
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The user/users responsible for approval will receive an 
email with a notification telling them that a request for 
approval has been made.

Once they login there will be a question mark on the 
nav- igation bar with the total number of requests wait-
ing for approval (A).

Here you can read notes left for you by clicking the  writ-
ten note icon. Checkmark the requested product and 
choose one of the following options:

1. Freigaben an Besteller
This will allow the user who made the request to finish 
their order.

2. In den Warenkorb
With this button you can put the product in your shop-
ping cart and complete the order yourself.

3. Freigabe ablehnen
This allows you to deny the request.

A

The user that sent the approval request will now see a 
green checkmark next to the product name and the op-
tion to put the item in their cart.
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Contact us:

Monday to Friday
8:00 am - 12:00 pm & 1:30 pm - 5:00 pm

Staffel Medien AG
Binzstrasse 9
8045 Zurich, Switzerland

+41 (0)44 289 89 77
w2pb@staffelmedien.ch

Test our Web2Print Solution without obligations
Fill this form for free access

mailto:w2pb%40staffelmedien.ch?subject=
https://www.staffelmedien.ch/digital/web2print-business/#anmeldung
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