
Login Page

To login:  Enter your Merck email 
address and the password  you 
selected for the business card 
ordering system.   

If you forgot your password, use 
the link provided to reset the 
password.  A temporary password 
will be emailed to you from 
orders@cgintl.com.  
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Home Page

The main content section of the 
Home Page provides quick links to 
common areas.  You can go directly 
to browsing for products, or see a 
quick glimpse of recently placed 
orders.  

A copy of the instructions for 
ordering is available as needed. 
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Product Catalog

View and select the card style 
options from the list of 
“Personalized Items”.

Card Styles Available:
Standard – No Products
Standard – With Products
Vice President’s Award
Master’s Award
inVentiv

After selecting the card style, 
choose a specific  item. Select 
from USCO, Vaccines and MM&P 
options.

Award Card Options:
Only current year award winners 
are eligible to order Vice 
President’s and Master’s Award 
cards.  If you are not a current 
year award recipient, select a 
Standard card option.   

Hall of Fame
Once achieved, “Hall of Fame” 
recipients may always include the 
distinction on their cards. “Hall of 
Fame” is an available option on 
ALL card styles. 

You can move your mouse 
over each category to see 
samples of the available 
options, then click to choose 
the desired option.   
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Item Detail

Item details are displayed.  Select 
a quantity.

Choose a quantity, 
then click on

“Continue/Personalize This Item”
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Personalizing Guidelines 

Once a business card style is 
chosen, information is entered to 
customize your card. 

The customization screens offer 
instant proofing. As you 
personalize your card, you will see 
your proof created.  What you see 
in the proof  is EXACTLY what will 
appear on your cards.

Note: 
Text that extends into a red bar 
will NOT print on business cards.
To ensure requested text prints on 
the card, you will be able to: 
• Select a vertical card style, which 
will allow for a greater number of 
products than the horizontal 
format, OR
•Select fewer products

Text visible in or below a red bar, 
if displayed, will NOT print on 

business cards
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View  the next slide for instructions to enter custom information on your card

As you enter data, an instant proof 
will display the personalized card 
options chosen, allowing you to 

proofread your card.   



Customization Guidelines

Once finished, click 
Approve Proof and

Continue/Add to Basket

Job Titles:
•Select your HR approved job title.
•inVentiv reps select your 
designated job title.

Address:
Select your region office.  
DO NOT list your home address.

Phone:
•Select between one and five 
different phone listings (inVentiv 
reps select one or two.)
•The "Field Sales Role with Enabling 
Channel Capabilities" phone option 
is for select representatives who 
have been notified directly to 
include this option.  Do not select 
this option unless instructed.

Product Listing on Cards:
•Select ONLY those products for 
which you have current 
promotional responsibility
•List products in alphabetical order.
•Vaccine FBEs: Select product by 
sales team (MSVCR or Field Sales), 
OR select products individually.

Verification:
Verify that text is not visible in the 
red bar area. Text appearing in or 
below the red bar will NOT print on 
business cards.  To resolve, select a 
vertical card option for additional 
products or select fewer products.  
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Complete the fields as prompted, 
carefully following the 

Customization Guidelines provided.  



Proceed to Shopping Basket

A popup screen verifies items are 
added to your shopping basket. 

To proceed,  choose “Go to 
Basket Page”. 

Step 6:
What would you like to do next?

To complete your order, 
select “Go to Basket Page”
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View Shopping Basket

The shopping basket displays a 
small product image, and the 
estimated delivery date, which 
adjusts according to the shipping 
location.

The standard shipping method is 
UPS Ground.  

Shipping charges are not reflected 
on this screen but will be included 
in your order confirmation email, 
along with your applicable state 
tax.

Review your business card 
selection, edit if necessary, 

and verify
the Shipping and Requestor 

Details for your order 
before proceeding
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Order Approval

Before your order is processed, you 
MUST select your Region Office 
Administrator (ROA) from the 
"Approver" drop down list. 
(If you don’t know the name of your 
ROA, contact your manager.)

ALL orders will be forwarded for 
approval BEFORE your credit card is 
charged.  Your ROA will verify the 
content of your business card and 
either Approve or Reject your order.

Select your ROA 
to approve your order
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Submit Your Order

Verify your information before 
submitting your order.  

Approve your order 
and Submit
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Order Complete

Once your order is placed, a Thank 
You screen appears with the order 
confirmation number.

You are able to open a printable 
version of  your order which 
includes order details and finalized 
proofs for your records.

An immediate email confirmation 
will be sent as notification that 
your order has been submitted for 
approval. PLEASE RETAIN THIS 
CONFIRMATION EMAIL RECEIPT 
FOR YOUR RECORDS.

An additional follow-up email is 
sent when your order is Approved 
or Rejected.  

• If approved, the order will be 
processed and your credit card 
charged.  

• If rejected, please make 
requested updates and submit a 
new order.
• Note - To easily submit a revised 
order:  From the Home page, select 
from Items You’ve Previously 
Ordered, make requested changes 
and submit the order. 

Retain the Order 
Confirmation email for your 

records

How to Place an Order for New Business Cards



Manage My Account - Hints to Simplify Your Next Business Card Order

Use Stored Text to 
save data.

Use Requester and 
Shipping locations to 
store information to 
make your checkout 
faster.

The profile you have created is 
accessible at any time.

The online system 
automatically stores 
your data to save time 
with  future orders.
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Use the “Stored Text Prompts” link to 
save the data so you do not have to 
retype each time.



Questions?

For technical support for the 
online ordering site, or for 
questions about specific 
business card orders, please 
contact Customer Service at the 
number located on the top of 
each screen. 

For general questions related to 
Merck Field Sales business 
cards, please contact Field 1st.
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