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I. Presentation of the professional website 
 

1. Objectives of the site 
 
In order to constantly improve the quality of our service, we are offering you a website 
aimed exclusively at professionals.  
 
The site allows :  
 

▪ Easier sharing of information 
▪ Fast processing of complaints and inquiries 
▪ Orders tracking 
▪ Price lists consultation  

 
In just a few clicks you can : 
 

▪ Access over 7,000 French press titles at the best prices 
▪ Place new orders and/or re-subscribe 
▪ Consult your subscriber database 
▪ View the status of your past and current orders 
▪ Draw up and print quotes 
▪ Send comments and complaints to customer service 
▪ Download invoices in PDF 

 
We've added new functions that allow you to :  
 

▪ Download PDF invoices 
▪ Make requests to place orders on the Chorus platform 
▪ Assign site access rights to subscribers 

 
 

2. The users 
 
This site has been designed to make it easier to manage the subscription portfolio of our 
institutional customers (local authorities, schools, public-sector establishments, 
businesses, hospitals, embassies, etc.). 
 
Subscribers of institutional customers can also browse the site with restricted access, 
thanks to rights management. 
 
An English version of the site is available for non-French-speaking customers. 
 
 

3. Presentation of the site's public pages   
 
To access our site, you will need to create a personal login with our customer service 
department. 
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To obtain your access : 
 

▪ See the key figures for the association  
▪ Find out about our missions and services  
▪ Contact us 
▪ Apply to open an account 
▪ Request a quote 

 
3.1 Request to open an account 

 
 To log on to the site, you need to apply to open an account. 
 
To obtain access: 
 
 Click on the “Apply for an account” button, then fill in the account application form. 
 
You can also click on the button “Account creation” to request an account opening.  
 
 
 
 
 
 

If you haven't 
registered yet, join us 
by applying. 
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Once your account has been validated by Customer Services, an e-mail containing your 
login and password will be sent to you. 
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3.2 Request for a quotation 
 

To request a free quote on our website:  
 

▪ On the home page, top right-hand corner, click on the “Ask for a quotation” tab.  

 
▪ Go to the bottom of the page and click on the “Request a free quotation” 

button. 
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II. Detailed description of functions 
 

1. The connection step 
 

You can log in using your login details:  
 

▪ By clicking on the login tab on the home page (top right) 
Or 

▪ Directly from the blue block on the home page:  

  
 
 
 
Once you have logged on to the site, the dashboard is displayed on the home page and 
allows you to : 
 

▪ Search for fares  
▪ View the number of subscribers and export them in PDF format 
▪ View billing details  
▪ Create a new subscription or re-subscribe  

  
 
 
 
 
 
 
 
 

Enter your login details 
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2. Statistics 

 
In this section, you can: 
 

▪ Search for data by subscriber, period, or year 
▪ See the number of subscribers, quotes in progress, paid or pending orders, and 

the associated amounts 
▪ See the number of active subscriptions or subscriptions due for renewal 
▪ See dynamic graphs to see the breakdown by type of publication or frequency of 

active subscriptions 
▪ Export data in Excel format 
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3. Billing address 
 

 Use this form to update your contact details for your billing address.   
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4. Password 
 

 You can change your password in the password section. 
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5. Subscriber management  
 

5.1 My subscribers 
 

In this sub-category you will find all your subscribers. From this page you can :  
 

▪ Export the list of your subscribers 
▪ Modify or archive a subscriber  
▪ View the subscriber's subscriptions 
▪ Assign site access rights to the subscriber 
▪ View complaints about the subscriber's subscriptions 

 
 Any change to any of this information will be automatically transferred to and 
taken into account by Customer Services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the subscriber’s name 
or number 

To export the subscribers list 

Assign special 
rights to the 
subscriber 
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5.2 To create a new subscriber 
 
To create a new subscriber, simply fill in their details in the “Create a new subscriber” 
form. 
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5.3 Rights & Access management 
 
You can assign rights to your subscribers by clicking on “Rights management”, a new 
window will open. 

 
Tick the rights you wish to grant to your subscriber : 

- Search for tariffs 
- Download tariffs 
- View invoices, 
- Create quotes, 
- Make complaints 

 
Once rights have been granted, subscribers receive an e-mail with their access details. 
 

 
Subscribers receive their login details by e-mail. Access will be restricted according to 
the rights assigned. 
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In the “Access Management” section, you can view the users (subscribers) to whom 
you have assigned access rights to the site.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on this symbol to 
modify the subscriber’s 
rights 
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6. Order management 
 

6.1 New subscription 
 

To create an order :  
 

▪ Select a subscriber. If you want to order for a new subscriber, you must create it 
first. 

▪ Search for a title 
▪ Add the title to cart. It is possible to have different subscribers within the same 

cart. 
▪ Validate the cart  

 
NB: It is necessary to validate a step before moving on to the next one. 

  
As soon as you add a new title to the basket, a pop-up window appears:    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have validated your basket, you can : 

▪ Create a quote  
Or 

▪ Proceed to payment  

Select a 

Search for a 
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To create a quote: 
 
Click on “Create a quote”: 

 
Once you have created an estimate, you can find it in the ‘My saved estimates’ section. 
 
 
To order directly: 
 

 
Click on “Order now” on the shopping basket page, and select the payment method that 
suits you best. 
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6.2 My saved quotes 
 

 This category contains all the quotes you have created.  
 
You can search for a quote by : 
 

▪ Number or name of subscriber  
▪ Status of the quote (pending, expired) 

 

 
 
This page allows you to  
 

▪ See a saved quote  
▪ Resume the quotation to validate or modify it 

 
 
Preview of the details of a saved estimate :  
When you click on a saved estimate, you have the option to:  
 

▪ Pay for the quote  
▪ Edit it  
▪ View and print it  
▪ Delete it 

 
 

Search by 
subscriber 
name/number 

Reference 
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6.3 Order history 
 This category allows you to:  
 

▪ Keep track of all your orders  
▪ Request the submission of orders on the Chorus platform  
▪ Export all orders in Excel format  
▪ Make claims 

 

 
 
 
To request a deposit on Chorus : 
 
Click on “START” in the blue “Chorus” block, and fill in the application form. 
 
 

 
  
 
 
 
 
 

Apply to place 
orders on chorus 

Search by order date 
commande 

Search by order number 
commande 
Search by subscriber 
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Nb: This is a request to place orders on the Chorus platform. Customer Services will be 
responsible for placing invoices on this platform.  
 
 
Write a complaint or ask a question 
 
To make a complaint about an order:  
 

▪ Click on the order you wish to complain about  
▪ Click on ‘I have a question 
▪ Enter the subject of your complaint  
▪ Enter your message/complaint and click on send  

 

 

Click on I have a 

 

 

 

 

 



 

 

UNI-Presse Pro 19 

 If your claim concerns a specific title within to the order 
 

▪ Click on the order you wish to complain about 
▪ Click on “I have a question about this subscription”. 
▪ Enter your message/complaint and click on send 

 

 
 
6.4 Tracking of renewals 

 
This category allows you to:  
 

▪ Detailed monitoring of renewal subscriptions 
▪ Produce an Excel export showing the start and end dates of subscriptions 

 
The colour code on the left means :  
 

▪ Green: the subscription has not yet expired  
▪ Orange: the expiry date is approaching  
▪ Red: the subscription has expired 

 
 

Sort by subscriber 

Sort by subscription status: active/inactive 
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7. My invoices 
 

From this category you can download invoices in PDF format. 

 
 

8. Price search 
 

If you wish to consult our tariffs, click on the “Search for tariffs” category.  

 
 
 
 
 
 
 
 
 
 
 
 

Click on this icon to 
download the 
invoice 

Select a country 

Select a title 

Filter by category and by price range 
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9. After-sales service status 
 

This category allows you to keep track of your complaints and other messages. 

 
Click on “Read more” to access the exchanges with Customer Services. 
 
From the menu “My Claims”, click on “Make a claim” 
 

 
 

Claim status: open/closed 

Select the subscriber 

Export claims 
in an excel file 

Select a subscriber 

Select the order 

Select the title 

Select a motive 
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10. Notifications/news 
 

This page contains all the information you need, such as :  
 

▪ What's new in the catalogue 
▪ Discontinued publications  
▪ Members' news, etc. 

 

 
 

10.1  News 
 

This page shows all the latest news from the association. 
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11. Log out 
To log off the site, click on the “Log off” tab at the top right of the page. 

 

 
 
 
Customer service contact details: 
 
E-mail : servicepro@uni-presse.fr 
Phone : +33 (0)1 42 78 37 72 Monday to Friday, from 10am to 12pm and from 2.30pm to 
5pm (UTC/GMT +2 heures) 
 

mailto:servicepro@uni-presse.fr

