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REGISTER: If this is your first time visiting the site , you will need to 
register by clicking on : “Click Here to register.”

Converge

https://secure.cgconverge.com//Registration.aspx?SiteID=692[23/05/2012 4:29:28 PM]

New User Setup

Thank You!

Your new user registration has been submitted for processing.
Once complete,you will receive an email with a link containing your login information.
First time login will require that you create a password.

OK

Once you’ve entered your email address 
you will get confirmation that your user 
registration has been submitted. 

If you have already registered, you will be able to 
enter your username and password and proceed 
with ordering your stationery.

For more help with the Registration process, click 
on this link or contact our Customer Service.

Creating a new user is easy. Enter a username and 
your email address. Then select the Continue with 
Registration button. An email will be sent to the  
address you entered with a temporary password 
to use the first time you login.  You will be prompted 
to change your password at this time.
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You will receive an email in your inbox once you have submitted your registration request.  
If you do not receive it shortly after submission, check your junk folder.  

The link in your email will take you to the user setup on the site.
You will need to create & confirm your new password.

A PDF file for ordering instructions is available in the email body.

A link to our customer service email address is available if you 
have any questions about the site or the registration process.

Click on the link in the email to go back to the site.
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HOME PAGE  This is your home page where you have access to all the tools within Converge, your online ordering site.

In Manager My Account, you can edit your profile, update 
your requester information or shipping locations (you can 
add more than one if you need to). Click on the links to 
go to each section.

If you will be ordering for more than one person, select Add New to 
create additional profiles.  You will be given the option to select from 
the various users when you personalize the item you select.

When you login for the first time, go to the Manage 
My Account link to edit your profile, billing address 
& shipping information.  Once saved, you won’t 
have to enter these details again, unless you need 
to make edits.

If you have another profile to create 
and the details are very similar, you 
can select the Copy/Remove icon 
and it will create a copy of the profile 
for you to edit.
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When you go to the Requestor Information link, 
you can select Add/New or Edit an existing one.

Manage My Account

Shipping Locations + Add New

Edit Display Name Billing Details Copy / Remove

Edit DSB Site
Denise Burnett
123 John Street
Johnsonville, ON

Edit My Shipping Location

Denise Burnett
123 John Street
Johnsonville, ON

My Account Shortcuts

User Profile(s)

Billing Information

Shipping Locations

Change Password

User & Imprint Details  When you select the Edit 
Profile link, a window will pop up listing all the user 
and imprint prompts.  You can edit your username 
and email address.  

You can also fill in the Imprint Prompt.  There will 
be a Prefill Address selection for the envelope items, 
English and French fields.  This information will flow 
in the appropriate location on any item you select.  
This reduces the amount of information you have to 
type in when you place future orders.
All the text is editable and can be changed at any point 
and easily saved back to your profile.

Once you have entered all the details in the prompts, 
select Save Changes at the bottom of the window.

You will receive verification that your user has been 
saved.

The details you fill out in this window will flow 
into the Billing section at checkout. Please make 
sure all the information is accurate.

When you go to the Shipping Locations link, you can select 
Add/New or Edit an existing location.  If there is more than 
one shipping location you will have the choice in check-out 
to select which location you want the order to be shipped to.



When you are done editing your profile, you can 
select Browse Products at the top of the screen.  
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Personalized Items include the items that 
need to be customized & require additional 
information to be entered like business cards, 
letterhead, notepads and envelopes.

Click on the category you want to find the 
items available for ordering (see pg. 6 for 
details)

Fulfillment Items include the items that are 
prepackaged or inventoried items that have  
no variable information. 

To see a larger image 
of the item, click on 
the thumbnail picture.



Select Continue once you’ve 
selected your quantity.

Click to view a full size 
image of the item you 
have selected.

The cost is updated based on 
the quantity you have selected.
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Personalized Items - When you select a personalized item, a window will pop up asking for you to select your quantity

If you have edited the details below, 
you can save the changes directly 
back to your profile by ticking this box.

This is your proof and your product will be 
printed exactly as is displayed.  Review the 
proof to ensure everything is correct and then 
tick the box below for online proof approval.

Once approved, select Continue 
at the bottom of the page.

You can change to a different 
profile with this dropdown list.
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Proceed to Checkout

Catalog Notice

Your item(s) have been added to the basket.

Continue Shopping

Continue Shopping

Once you’ve added items to the Basket, a screen will pop up giving 
you the option to Continue Shopping or Proceed to Checkout.

Fulfillment Items - When you select the fulfillment items section, you will see a full list of 
all the available products and you can select quantities for however many forms you need.

Once you are done selecting 
your items, hit Add Selected 
Items to Basket to continue

Select your quantity 
and the price will 
update accordingly
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In Checkout, you will be able to review the items you 
have ordered, change quantities, remove or edit items.

Review the shipping details and 
make sure that all the details 
are accurate.  If you have more 
than one location saved in your 
profile, you will get the choice of 
which location to use in a drop 
down in the Prefill prompts 
with: field.
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BILLING: Review the Requester details and confirm the information is accurate.  For payment, you will have to indicate a 
valid department code from the drop down list.

This is required.
Enter your email address or another email for 
the confirmation to go to an additional person.

Before you can submit your order, you will have to check 
the above box indicating your approval to proceed with 
the order.  Once you submit your order, you will receive a 
confirmation email listing all the details of your order.
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If you have any questions about the system or the orders you have placed, please contact 
our Customer Service Department and they would be happy to assist you.

1-800-565-5345
or

customerservice@valuegraphics.com

On the Home Page, you can select Order History at the 
top of the page and search any orders you’ve placed.


