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UoA Portal → Langstane
Step 1
Go to uoa.langstane.co.uk

Step 2
Scroll down slightly and you will see the list of print categories, which 
are our standard items that you can choose from.

If you want to have something printed, that is not on the standard list 
you will need to go to the Bespoke Enquiry option. Instructions for 
that section are on page 10.

http://uoa.langstane.co.uk
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Step 3
Select which print category you want to select first. Please be aware 
that you can add multiple items to your basket, it doesn’t have to be 
one product per order.

Step 4
Every item has a very similar process to ordering, in this instance we 
will choose posters & canvas.

Step 5
You will see a button that says Select Option - click on that to 
proceed to the next page.
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Step 6
On this page you can be more specific with what you want your order 
to look like. Again using the example of posters, you can choose the 
finish and the size you want your poster to be.

Obviously depending on the size, finish and quantity your price will 
change but you will see this on the page and when you add the items 
to your basket at the next step.
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Step 7
Once you’ve set out the elements of the product, you can then decide 
on the quantity and then add those items to your basket.

In the top right of your screen, 
you will see your current cost. 
This will change automatically as 
you add or remove items.
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Step 8
If you’re happy that you’ve added all that you want to order to your 
basket, you can click on the basket icon as shown on step 7 and you 
will be able to see the items you’ve ordered.

This basket will stay the same, even when you leave the site. The only 
time that your basket will empty is if you remove all the items or you 
place an order.

Step 9
We would recommend before you proceed to the checkout, at this 
moment, you go and raise your internal order to IT Services. UOAP 
numbers are no longer required, just the name of who the order is 
for is sufficient as a reference.

If you are paying for the items yourself and not through the school/
department then you can proceed to checkout, where you will be able 
to pay by PayPal or Credit Card.

Please remember that just because  
it is an internal order you are raising  

your price MUST include the VAT.
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Step 10
Now you’ve got your internal order number organised, or are ready to 
pay. You will now need to upload the print ready file for your assets.

Click on the Upload Attachement button (this will turn orange when 
selected) and you will then be asked to upload your files.

If all going well, you will see an attachment is referenced next to the 
product you have uploaded the artwork with.
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Step 11
The next step is to choose the delivery address for your assets to 
be sent to. As shown in the screengrab below, if you can’t find your 
address straight away, you can search for it.

There is also a delivery note box, where you can put additional 
information such as contact number or alternative drop off location if 
the office/location is closed at time of delivery.
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Step 12
Once you have selected your address, you will be met with Delivery 
Options - again, you can just click continue as there is no charge for 
delivery to the University sites.

Step 13
The next step is the review and pay section. If you’ve reached this 
point you should have raised your internal order and this can be put 
into the section under University IO Number. As mentioned before, if 
you are paying yourself then choose either PayPal or Credit Card.
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Step 14
Last step is very simple and that’s just to make sure you have double 
checked your order, and your order number is correct and then press 
Place Order.

You will receive confirmation of your order and when it has been 
delivered a further notification that your order has been delivered 
and a photo etc as evidence.

If you have any problems or issues with the portal or 
ordering, please e-mail uoaprint@abdn.ac.uk or  
phone x7053 and we will  help you as much as we can.

mailto:uoaprint%40abdn.ac.uk?subject=
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Bespoke Enquiry
Step 1
If you are wanting to order something that is not in the standard 
items, or there might be a quantity that is not listed then you can go 
through the bespoke enquiry option.

Step 2
When you go into the Bespoke 
Enquiry, you will be met with a list 
of questions to help with getting 
a correct quote to you for the 
items you wish to be printed.

Please give as much information 
as you can, and if you have the 
artwork or a photograph to 
assist them in the quote, then 
upload that too.
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Step 3
You will recieve confirmation from Jotfrom (noreply@jotform.com) of 
your query, and it show your request and what you put in the form.

Check your spam folder if you haven’t received it.

Step 4
You will then get a quote from Langstane, telling you the cost for your 
bespoke enquiry.
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Step 5
If you are happy with the quote given to you, raise your internal 
order to IT Services. UOAP numbers are no longer required, just 
the name of who the order is for is sufficient as a reference.

If you are paying for the items yourself and not through the school/
department then you can proceed to checkout, where you will be able 
to pay by PayPal or Credit Card.

Once you have your order number, reply to the quote that has been 
sent to you and give them the order number and let them know where 
you would like the items delivered etc.

You will receive confirmation of your order and when it has been 
delivered a further notification that your order has been delivered 
and a photo etc as evidence.

If you have any problems or issues with the portal or 
ordering, please e-mail uoaprint@abdn.ac.uk or  
phone x7053 and we will  help you as much as we can.
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