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A. Login to the Printing Portal 
You can login to the Portal by entering the following link 
https://www.flagstaffwebportal.com.au/dcjprinting/ in your browser.  

1a) Select the Create an account link (if you already have an account proceed to Step 2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1b) Enter your credentials and click Sign Up. 
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2) Enter your login details and select Sign In.  
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B. Portal Home Page 
3) Once you have successfully logged in to the portal, you will be greeted with a home 

page similar to screen shot below. 
 
4) The left hand pane lists categories of products available for order.  

 
5) The top area of the page allows quick access to commonly used pages of the 

storefront.  
 

6) The main screen details product information and order progress. 
 

7) Clicking the Home link at the top of the page will always bring you back to this page.  
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C. Ordering Process 
8) To access a product, press the + button for the associated category.  

 
9) You will then need to select the correct sub-category.  

 
10) You can then select the product you wish to order by pressing the Place an Order 

button.  
 
 

11) You will now be able to view the cost per unit for the various quantity breaks. 
 

12) When satisfied select Continue. 
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13) From here you will need to select the quantity you wish to order by selecting the ‘Quantity’ 
drop-down menu. 

 
14) The total price for these can be calculated by pressing the Recalculate button. 
 
15) Then you can select the Proof button to view a proof of the product being ordered. This will 

bring up a popup screen of the product.  
 
16) Please note that the unit price is rounded to 2 decimal places. 
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17) Please inspect your proof thoroughly as this is your last opportunity to ensure that the 

product is the one you would like to order and the details are correct.  
 

18) Once satisfied with the proof please close this window by clicking the X. If this is not 
the correct product please return to the home page and look again. Please contact the 
Flagstaff team at sales@flagstaffgroup.com.au if you require assistance. 
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19) Once you have confirmed the product is correct tick the Proof is approved tick box and 
then select Add to Cart. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20) If you are ready to checkout select the Checkout button or select the Continue Shopping 
and repeat steps 8 to 18. 
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21) To set a shipping address, click the Set shipping address link. Once this has been 
set you do not need to set it each time. 

 

 

 

 

 

 

 

 

 

 

 

22) Enter your shipping details into the popup window and press the Submit button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

23) If you have ordered multiple products, you will have the option to send to multiple 
shipping addresses. 
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24) If this is required, please select the Send to multiple addresses button. If not, please 
proceed to step 30. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
25) From here you need to add a second address. To do this click Add new address. 
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26) This will bring up the same shipping address menu. Please fill in the details of the second 
address and click Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
27) Check the tick boxes for the addresses you would like to use and select next. 
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28) Select the quantities and products you would like to send to each address in the ‘Assigned Units’ 
field and click Assign. 

 
29) Once you have completed this step click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

30) From here you can see that the items have been assigned to the individual addresses. If you 
would like to edit the assignment of the products select Edit shipments. If not, click Next. 
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31) On this page you will need to confirm your order and enter your credit card details. It is 
imperative that you check all the details before checking out. 

 
32) Ensure your details are correct as you will not have another chance to go back after this 

step. 
 
33) Once you have entered your credit card details click Checkout. 
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34) You have now processed your order.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

35) An email with your invoice will be sent to you as soon as the checkout step has been 
completed. 
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D. My Account Page 
 
 To access the My Account page select the My Account link from the top of the page. 
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D.1 Order History 

 To access your order history, click the Order History link. 

 

 

 

 

 

 

 

 

 

 To search for your order enter the order id in the ‘Order ID’ field. 
 

 Once you have located your order you can click on the Order# to see its details or 
click Show receipt to see the receipt. 
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D.2 Personal Information 

 To update your details click the Personal Information link. 

 

 

 

 

 

 

 

 

 

 From here you can edit your personal account information and change your 
password. 
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D.3 Addresses 

 To edit addresses select the Addresses link. 

 

 

 

 

 

 

 

 

 

 To edit or delete click the relevant icon on the top right of the address box. 
 To add a new address click Add… link on the right hand side of the page. 
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E. Support 
 If you require assistance locating an item on the portal please click the 

FACS_sales@flagstaffgroup.com.au link. This will open your email client where 
you will be able send an email to Flagstaff’s support team who can assist 
with locating the product. 
 

 For technical support please click the webportalhelp@flagstaffgroup.com.au 
link or contact The Flagstaff team on (02) 4272 0257. This will open your 
email client where you can send an email to Flagstaff’s technical support 
team. 
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