
Order Form with Services Agreement

Office Information 

Billing Information 

Neotouch User Information 

Approval

Quadient Account Manager

District

Company (Full Legal Name)

Billing Address

Billing City

Billing County Postcode

Billing Contact Name

Billing Contact Position

Billing Contact Email

Billing Contact Phone Number

Authorised Signature  Print Name and Title

This document consists of an Order Form and a Services Agreement (together, the “Agreement”). Your signature constitutes an offer to enter into the Agreement and 
acknowledges that you have received, read and agree to the Services Agreement, which is also available at https://www.quadient.co.uk/Neotouch-service-agreement, and that 
you are authorised to sign this Agreement on behalf of the company identified above. The Agreement will become binding on the company identified above only after an 
authorised individual accepts your offer by signing below, or when the Quadient service described above is shipped to you.

Date Accepted

Terms & Conditions: All set up, configuration, training and customer integration costs
will be invoiced separately to your subscription.

Archiving (archival period selected at the time each document is uploaded)

PAYMENT BY INVOICE

Total Custom Setup and Integration Cost

** Based on average document size of 200Kb

* Based on average email size of 300Kb

Company (Full Legal Name)

Neotouch User Address

Neotouch User City

Neotouch User County Postcode

Neotouch User Contact Name

Neotouch User Position

Neotouch User Email

Neotouch User Phone Number

Account Number 

Date Submitted

Order Type

Subscription Is Custom Setup and Integration Required?

Monthly Subscription

Max Pages Per Month

Term of Subscription

Print Output - Envelopes (C5) 
Black & White - Page 1

Black & White - Following Page(s)

Colour - Page 1

Colour - Following Page(s)

Black & White - Address Pages

Print Output - Large Envelopes (C4)
Black & White - Page 1

Black & White - Following Page(s)

Colour - Page 1

Colour - Following Page(s)

Colour - Address Pages

Other Services
FAX (Domestic UK - Outbound Only) £0.14 per piece

FAX (International - Outbound Only) See Service Agreement

E-MAIL* £0.10 per piece

SMS/Text (Domestic UK) £0.10 per piece

Undelivered Mail £0.21 per piece

Year(s) 1 2 3 4 5 6 7 8 9 10 11

£ Per Page** £0.06 £0.08 £0.08 £0.08 £0.09 £0.09 £0.09 £0.09 £0.09 £0.11 £0.11

Same as Billing

Neotouch Agreement 03/20

Days
Required

www.quadient.co.ukQuadient Limited, 3rd Floor Press Centre, Here East, 14 East Bay Lane, London, E15 2GW

Yes No
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Contents

Introduction

1. Technical Requirements for Neotouch Virtual Print Driver

Internet connection

Introduction 

1. Technical Requirements for Neotouch Virtual Print Driver

2. Customer Requirements

3. Pre-Requisites

4. Remote Access

5. Sign off

6. Approval

Customer Contact 

Quadient Contact  

This requirements document describes the activities and technical details for the supply and implementation of the 
Neotouch Print Driver. 

Please indicate below which environment is being used for installing the Neotouch virtual print driver onto by
selecting the appropriate boxes. Neotouch Virtual Print Driver can be installed onto a variety of Windows platforms
as described in the table below. The Neotouch printer cannot be installed on Mac OS, Linux or shared on a local area
network to access it remotely.

Installation on Customer Environment Please Select

Desktop PC OS

Windows 10

Windows 8

Windows 7

Web

Google Chrome (actual, now 41)

Mozilla Firefox (actual, now 37)

Microsoft Internet Explorer 11

Microsoft Internet Explorer 10

Microsoft Internet Explorer 9

How is the Customers IT provided? Internal/Outsourced

For Neotouch to operate the following permissions for; *.quadient.com needs to be granted:

Internet Pop ups         Internet Cookies         Trusted Sites         Spam Mail         

Admin access granted to local machines to install printer driver

Neotouch Agreement 03/20

www.quadient.co.ukQuadient Limited, 3rd Floor Press Centre, Here East, 14 East Bay Lane, London, E15 2GW
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Order Form with Services Agreement

3. Pre-Requisites

4. Remote Access

5. Sign off

The Customer will make available:

• Access to the Server/Desktop PC Neotouch Virtual Print Driver is being installed on.

• Full local administrator rights (Needed for installing all software products).

• Customers documents are aligned to Neotouch letter template and a version is attached/included with this
document to use during onboarding/installation.

Quadient Support Technicians require access to the customers Neotouch Virtual Print Driver environment both 
physically and remotely to carry out both configuration and support activities. Remote access aids, promotes 
efficiency, flexibility and visibility, which is essential for Quadient to deliver within agreed timescales. The Quadient 
Technical Support team uses a range of remote access methods as appropriate to our customer’s technologies, 
protocols and policies. In this case Quadient suggests use of the NTR Support or Team Viewer service to access 
the environment remotely. In the event a physical visit is required due to issues not directly related to the solution 
provided by Quadient charges may be incurred. In each case you will be advised of the cost before the site visit.

The sales order will be considered complete when:

• Neotouch Virtual Print Driver is installed and licensed

• Customer has been trained on how to use the Neotouch Virtual Print Driver

If the above functions are proven to be working the customer agrees to sign off the project as complete. 
Any additional works will be considered out of scope and managed accordingly.

Training provided:

1. Installing the Neotouch Virtual Printer on one workstation.

2. Print a document through Neotouch.

3. Step through the document address selection, split identification and mail settings using the test document provided.

4. Save a Neotouch scenario (saved document configuration) based on the printed document.

5. Overview of the Jobs and Messages tabs for historical review.

6. Create a basic report on sent and failed documents.

7.  Creating a new user.

8. Basic demo of the self-help functions.

Neotouch Agreement 03/20 Neotouch Virtual Print Driver Requirements Document v.1.1 

Customer document complies with Neotouch Document Template for address position See final page for template.  
(Failure to align a document may result in an Address page being inserted per document at an additional cost to the customer) Yes/No

Proof of Concept Completed: Yes/No

Comments/Other Info:

2. Customer Requirements

www.quadient.co.ukQuadient Limited, 3rd Floor Press Centre, Here East, 14 East Bay Lane, London, E15 2GW
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Margins and specific areas

Here you will find information about paper size, margin size and the specific areas in your documents.

Margins and specific areas - United Kingdom

The page format must be A4 (210 x 297 mm - 8.26 x 11.69 inches), with 4 mm (0.157 inches) 
minimum of clear margin on all edges.

Here are the coordinates of the area within which you must write the recipient address for it to be detected, 
on the first page of your document.

Refer to Mail address format for the U.K. to know how you must format the address.

Here are the coordinates of the area you must leave blank on all sheets (first-side only) 
for the printing of the bar code:

The bar code is read by the machine used to fold and insert mail into envelopes, and limits the risk 
of mixing up documents.

The reserved areas on the first page of your document should look as follows:

Neotouch Agreement 03/20 Neotouch Virtual Print Driver Requirements Document v.1.1 

1

2

Area 1 - Reserved for the Recipient Address Value (mm) Value (inches)

X 14.7 0.579

Y 48 1.889

Width 80 3.15

Height 40.5 1.594

Area 2 - Reserved for the internal bar code Value (mm) Approx. Value (inches)

X 0 0

Y 180.1 7.091

Width 8.8 0.346

Height 35.4 1.394

www.quadient.co.ukQuadient Limited, 3rd Floor Press Centre, Here East, 14 East Bay Lane, London, E15 2GW
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Order Form with Services Agreement

Neotouch Agreement 03/20 Neotouch Virtual Print Driver Requirements Document v.1.1 

1. What is the customer’s application(s) to be run via Neotouch?

2. Where are the documents being output from and in what format?
(Host System – e.g. Sage/SAP into PDF or Word)

3. How does the Host System produce batch files?
a) Individual files or b) Multiple letters in the same file (Batch = Multiples)

4. Does the customer have any specific requirements? (e.g. Postscript Driver)

5. Is the customer ready for the onboarding call within 7 days of the order being placed?
If no, what are their preferred dates for this to take place, and do they have a specific deadline
to be Live?

6. How many users and departments need to be trained on the solution?

Internal Instructions & Checks

Yes/No

  If not, this order cannot be loaded

7. Have you added Teresa Di Rosa and Drew Walker to the Account Team in Salesforce?

www.quadient.co.ukQuadient Limited, 3rd Floor Press Centre, Here East, 14 East Bay Lane, London, E15 2GW
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