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AccessingOTA2

1 Goto: https://jotal.timg.com/

NB: JOTA2® works best with Chrome but is compatible with all web browsers, including
Internet Explorer 11 or greater.

1 Log In 'HEnter your Email Address and Password 'hSign In

tlmg' REGISTER HELP EDISCOVERY

timg

Welcome back!

Email

Forgat Passwort? Secure transfers of
Signin high value items from
point A to point B

n Register as a new user
LEARN MORE o

1. Ifyou are new to JOTA2® please Register as a new user. Your registration will be sent to a Bureau
Manager for approval. Once approved you will receive an email to create your JOTA2® password
and then your JOTA2® account will be active for you to login and use.
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https://jota2.timg.com/

ForgotPassword?

The Forgot Password? link can be used to reset your password if it's ever forgotten.

9 Select Forgot Password?

timg'

Welcome back!

Email

Password

Forgot Password?
Sign in

Register as a new user

1 Enter your email address lhEmail Link

timg REGISTER

Forgot your password?.

Enter your email.

Email [ jjones@test.timg.com ]

Email Link

1 Ifthe email address is active, a password email link will be sent to you to reset your JOTA2®
password.

®
t'mg JOTA2® Client How to Guide v7.2




Dashboard

Once logged into JOTA2® you will see the DASHBOARD screen showing:

1. CREATE JOB: menu item to create new jobs and duplicate jobs.

Drafts: to access saved drafts, jobs you started to create but haven't submitted.

Favourites: to access jobs marked as favourites using the heart icon.

History: to access submitted jobs.

Search: use job details to find a job.

INVOICES: menu item to access invoices and credit notes.

HELP: menu item to access the JOTA2® webpage with training resources to help you use JOTAZ2®.
Account Settings: to access your JOTA2® account settings and change your password or
manage your buddies.

9. LOG OFF: to exit JOTA2®

O N =W

CREATE JOB

DASHBOARD

INVOICES HELP

6|

HELLO PATRICK MCCOY!

LOG OFF

My Jobs

2]

H Print €O

#451

General Printing

Logged ( 4

Scanning Services
ce: [Unknown]

Scan ¢°Q

#448

Show more

)

[# History E 141 C

H Print €O

#4417

H Print &9

#443

General Printing

Reference: [Unkn

General Printing

Patrick McCoy

Estimated Delivery 09:15, 28/1 Estimated Delivery 12:15, 03/1

Delivered Completed ()

H Print €9

#446

General Printing

Reference: [Unknown]

(5]
H Print &%

# 449

General Printing

Reference: [Unkr

ated Delivery 16:30, 09/1

Being Processed

y Copy ©
#436

General Copying
Refe ce: [U

very 15:45, 28/10

Collected

timg’
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Createdob

i Stepl: CREATE JOB [hNew Job

tlmg‘ CREATE JOB INVOICES HELLO PATRICK MCCOY! LOG OFF

Click 'New Job' to begin m

My Jobs
[# History 26

i 1O o= GO 2 O

H Print i i Scan o’ Copy

e #38 #87 - #119

General Printing \ ying

Est elivery 11:15, 21/0 8.00,25/02
Delivered cogged ( #

Show more
9 Step 2: Select Product THNEXT
START ORDER  PRODUCTS CUSTOMISE INSTRUCTIONS  DETAILS CONTACTS SUBMIT

CREATE JOB / CATEGORY

f.____\ 2%
o’ ~

e e e
COPYING PRINTING SCANNING OTHER
General Copying B General Printing B General Scanning W Trolley Hire
B Court Copying Counsel / Court / Appeal Books B Discovery Services B Binding / Laminating
B Specialised Copying B Commercial Printing B Coding / Delimiting / Barcoding W Court Courier

£
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1 Step 3: Based on the Product selected, there will be different options available:
+ To select the option
- Toremove the option

1 Select all required options or leave blank if none are required THNEXT

START ORDER PRODUCTS CUSTOMISE INSTRUCTIONS DETAILS CONTACTS SUBMIT

CREATE COPYING JOB / OPTIONS

Please select Copying options below

AVAILABLE SELECTED

Court Copying + ‘ Tagged Copying -

‘ Paginated Copying -—

or

1 Step 4: There are 2 ordering instruction options:
0 GUIDE QUESTIONS is the recommended option with questions prompting the required
information to be entered.
0 MANUAL ENTRY enables instructions to be copied and pasted. This is particularly useful if
you have been emailed the job instructions.
1 Choose an ordering option THONEXT

START ORDER PRODUCTS CUSTOMISE INSTRUCTIONS DETAILS CONTACTS SUBMIT

CREATE PRINTING JOB / INSTRUCTIONS

Please choose an ordering option below:

GUIDED QUESTIONS MANUAL ENTRY

Recommended option of ordering.
Easy questions that allows quick
processing and fast turnaround.

Know exactly what you want? Then
choose this option and you can type
or paste the instruction.
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9 Step 5: The guide questions will vary depending on the product and options selected.
o CUSTOMISE will display the list of options available for this order enahling each option to
be added or removed.
1 Enterall required details

Matter/Reference Number is mandatory for some Clients.

Billing Description appears on the invoice and is mandatory for some Clients.

Special Instructions is optional and can be used for special instructions or additional details.
1 Select NEXT
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