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Introduction 
(How to sign up and change registered information)
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You need to sign up from the login page on the ordering site to use the service.

Click [Sign up as a new user]

Enter the email address 
and click [Next]

Please ensure you configure your email account 
to whitelist the following email address:
auto-reply@kinkosmpm.jp
* This is a send-only address

User registration (1)

(User Registration)

(Enter your e-mail address and press the [NEXT] button)

[Cancel] [NEXT]

(Login)

(Password)

[Login]

(Forgot password)
(Sign up as a new user)
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An “application reception message to kinko’s MPM member” is then sent to the email address you entered. Click the link 
for the main registration to enter the items required for user registration.

Set up your password using alphanumeric 
characters and typing more than three 

and up to twelve  characters.

店舗番号

Enter a dummy Japanese telephone number in 
the format “03-0000-0000”. Entering with any 

different digits will trigger an error, not 
allowing the user to progress.

Click

Registration 
completed

User registration (2)

(One-time URL)

(e-mail address)

Login ID *Required

Password *Required

Password (re-enter) *Required

Telephone number *Required

Name of orderer (Surname) *Required

Name of orderer (First name) *Required

Name of affiliation 1 (company name, hospital name, etc.) *Required

Name of affiliation 2 (Department name, division name, etc.)

Name of affiliation 3 (name of other organizational name, etc.)

Congress participation number

Wish to receive service information from kinko’s.  * Ceck the box if you wish to receive.

[Cancel]

(Enter the user information and press [NEXT] button. )

User Registration

Thank you for registering user information. 
Please use the service by logging in the page.

[Back to the Login Page]

[Next]



Click the [Update] button to confirm the change.
* Your password should be no longer than twelve alphanumeric 
characters.
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Change registered information and password
Display your registration information via [Account Setting] on the menu of the [Settings] tab as shown on the top of the 
page after logging in and change the registered information and enter a new password. Then, click the update button.

① Click

② Click

After the ordered item is shipped (delivered), part of the user information you 
registered is indicated on a receipt and expense reports (quotations, delivery 
statement, invoices) which are available from the system. Refer to the next page for an 
example of those items indicated in the document.

Username

Login ID

Password

Tel. No.

Extension No.

Mobile phone No.

E-mail reception 
settings

Thanks message
Order reception message
Order rejection message
Delivery message
Cancellation mesasge

Select all

Name of orderer (Surname)

Name of orderer (First name)

Name of affiliation 1 
(Company name, hospital name, etc.) 
*Required

Name of affiliation 2 (Department 
name, division name, etc.)

Name of affiliation 3 
(Name of other organizational name, etc.)

Congress participation number

Wish to receive service information from kinko’s.  
* Check the box if you wish to receive.

[Update]
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[Reference] Registered information indicated in a quotation *The order final confirmation page

①

①
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Username

Login ID

Password

Tel. No.

Extension No.

Mobile phone No.

E-mail reception 
settings Thanks message

Order reception message
Order rejection message
Delivery message
Cancellation mesasge

Select all

Name of orderer
(Surname)
Name of orderer (First 
name)

Name of affiliation 1 
(Company name, hospital name, 
etc.) *Required
Name of affiliation 2 
(Department name, division 
name, etc.)

Name of affiliation 3 
(Name of other organizational 
name, etc.)

Wish to receive service 
information from kinko’s.  
* Check the box if you wish to 
receive.

[Update]
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[Reference] Registered information indicated on a receipt and expense reports * after the ordered item 
has been shipped (delivered)

②

①

Please note that items may vary 
according to the Congress Poster 
Service you ordered.

See P. 16 for how to download 
receipt and expense reports from the 
system after the ordered item has 
been shipped (delivered).

To Oderer (Demo):Congress Participation No. ①③
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Username

Login ID

Password

Tel. No.

Extension No.

Mobile phone No.

E-mail reception 
settings Thanks message

Order reception message
Order rejection message
Delivery message
Cancellation mesasge

Select all

Name of orderer
(Surname)
Name of orderer (First 
name)

Name of affiliation 1 
(Company name, hospital name, 
etc.) *Required
Name of affiliation 2 
(Department name, division 
name, etc.)

Name of affiliation 3 
(Name of other organizational 
name, etc.)

Wish to receive service 
information from kinko’s.  
* Check the box if you wish to 
receive.

[Update]

②

③

①
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How to order the service
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Login

Log in with the User ID you registered on the login page.

Enter the ID and password 
you previously registered.

Login

店舗番号

(Login)

(Password)

[Login]

(Forgot password)
(Sign up as a new user)
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TOP page

After you log in, the following Top Page is shown:

Category
Items are categorized 
by type. * The item 
type can be narrowed 
down from this field.

To confirm the services you 
ordered

To order the items 
you selected.

Items for order
Items can be selected.

Items can be searched by 
keyword.

User guide for the [MPM] Congress Poster Printing application system

The order manual (e-book) is 
available.
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① Selecting items
Following the procedure, save the item(s) you select from the item list in the cart.
* The poster size and paper lineup vary according to the congress.

① Select items from the 
item list page.

② Check the item 
information and click. ③ Click

(to save in the cart)

User guide for the [MPM] Congress Poster Printing application system

When ordering multiple poster types, 
repeat the following procedures ① to ③.
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② Displaying the cart and uploading PDF data
Click [Cart] to display the cart. Click [Upload data] on the bottom of the thumbnail image to specify the file.
Click [Specify the Shipping Address] when proceeding with the order.

① Click

User guide for the [MPM] Congress Poster Printing application system

② Uploading a PDF file

Data to be uploaded should be in PDF 
format, single page (1 page/1 data) and 
the file size should not exceed 20 MB.

③ Click
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User guide for the [MPM] Congress Poster Printing application system

③ Selecting the shipping address

Check the box of the venue address registered in the list of shipping addresses.

配送先の登録情報の詳細が
表示されます。

① Check the shipping 
address registered.

② Click



13

④ Enter the number of items and the order name
On the page specifying the number of items by shipping address, confirm the number of items and enter “your 
abstract number” in the order name.
After entering the information, click [Go to order application].

Click [Edit]

Click

Click the link of [Order Name:  ] 
and enter your abstract number.

User guide for the [MPM] Congress Poster Printing application system

You can order a poster by sheet.
* Only one sheet can be ordered at a time per 
uploaded file.

Enter the number of 
items and click [Update]



Click the [download/temporary save 
quotation] button to download the 
quotation in PDF format.
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⑤ Confirmation and order confirmed
The final order confirmation page is displayed. Provided the order is correct, enter the necessary information 
and click [Confirm the Order]. *Please note that orders cannot be cancelled once confirmed.

Order 
confirmation

Check the order 
content.

User guide for the [MPM] Congress Poster Printing application system

Please enter your credit card information.

* We only accept credit card payments.

Please enter any comments 
to kinko’s in the note field.

The poster you ordered will be presented in the 
venue on your presentation day. 
* Please note that the screen shows a different schedule. 
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How to Download Receipt / Expense Reports
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How to Download Receipt / Expense Reports
Once the ordered item is shipped (delivered), the status shown in the system changes to “Delivered”.
When the status is “Delivered”, you can download expense reports (quotation, delivery statement, invoice) and 
receipts from the system in PDF format.

Click

Click

User guide for the [MPM] Congress Poster Printing application system

Click to download 
each file in PDF format.

Confirm that the status 
has been updated to 

“Delivered”
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