
 

   

Step 1 of 3 – Log in 
1.1 Send an email to printing@unsw.edu.au with your staff number to get your username and temporary 

password. 
 

 
 
1.2 Go to www.p3.unsw.edu.au and click Submit job online 
 

 
 



 

   

1.2 Use your staff number email address as s1234567@unsw.edu.au.  
All “z” or “m” numbers use “s” instead. 
 

1.3 Enter temporary password “welcome” (without the quotes) 
 

1.4 Click Sign in 

 
 
1.5 If this is your first time to log in, type “welcome” in the Temporary password field and  

enter your own password (minimum six characters) into New Password and  
Confirm Password. 

 



 

   

Step 2 of 3 – Enter chartfields and upload file(s) 

 
 
2.1 Click on print and production to start. 

 
If you have submitted any jobs before, you will find them listed on this page. You may copy  
the print details of any previous jobs for re-ordering or used as template for a new job. 

 

 
 



 

   

2.2 Enter Job name, Fund, Dept/Organisation ID, Project (if applicable) and Complete date.  
If the chartfields fail budget checking, the printing cost will be debited to operating fund. 

 
 

 
2.3 Check the Convert to PDF if you are uploading a Microsoft Word, Excel or Powerpoint file. 

The total file size limit is 100mb. You will have better control in the creation of PDF by  
using your own PDF converter. 

 

Step 3 of 3 – Enter print details 

 



 

   

 
3.1 Enter the specifications as required. 
 
 

 
 
3.2 Enter the binding and cover material. 
 

 
 
3.3 Enter the finishing details (if any) required. 
 
 



 

   

 
 
3.4 Select the ‘Update estimate’ Button (if available). 

 
3.5 Select an approver from the drop down list. The approver will be notified when a job is submitted. 

 
3.6 Enter the delivery details in the next screen. 

 
3.7 If you have any queries, please contact P3 on 9385 3222 or email printing@unsw.edu.au.  

Thank you for using P3 online ordering. 


