ORDERING GUIDE

STRESS-FREE ONLINE ORDERIN’(;-

Each ordering site is created for your specific business.
Please use these instructions as a general guide to navigate the site.



Welcome!

Access to this site will
require an email address
and password.

Click the “Create an

account” button to register,

or enter your credentials to
log in.

A link is also provided to
reset forgotten passwords.

inme 1t Store

?

Account Access

Create an account

Welcome to the online ordering system developed exclusively for you
Please enter your Email Address and Password to begin ordering.

Email: | |

Password | ]

Log in

Forgot Your Password?

Contact us @ Office Hours

(1 23) 456- 7890 :‘ j .:E l'IC‘—UFS ar

89 Quick Links

Terms Of Use




inine Print Store

Create an Account .

To start your self regisiration, please complete the fields in the form below. Once submitted, further instructions
will be sent to the email address provided

Registration Instructions PDF
N l | Registration Tips
eW S e rS i = Please complete all required fields.
ACCOUnt Informahon = Once submitted, further instructions will be sent to the email

address provided.
= Qur Customer Service depariment is here fo assist you.

Please Complete all Contact Information will be displayed at the bottom of each
required fields to continue. peoe

Emall: |

Profile:

First Name: [

This page utilizes
hCaptcha to ensure human
registration.

Last Name: |

D | am human @
hCaptcha

Once submitted, check oo Ters
our email for the link to
Corplee the registation
process and set your
password.

Complete Your Registration...

Dear John Sample,

Thank you for requesting access to the online ordering system.

For security purposes, your password must be set upon first login. This link can only be used once

and will expire in 24 hours.
Complete Your Registration

Or copy and paste the following link into your browser

https://demo?2 cqconverge com/SetPassword aspx?UserToken=R7pCWA4E po%
2im2s085]Cz3mSwnAUSGXv22vWQvhjKoEccRxYbnNs%2f9PNT4UKY 3LTpI TJP %2f0PUuQJoGgHs8Wgoaw%
3d%3d

(123) 456-7890
We're here to help!

If you have any questions about our products or services, please feel free to contact us for assistance.

Customer Service: (123) 456-7890
Email: email@emailaddress.com




Contact us Logout
Online Print Store

Search for Products Q

BROWSE PRODUCTS ~ MY ACCOUNT QUESTIONS? REPORTS CART (0) ITEMS

Home Page © John sample | Switch Profile | Manage Profiles | 2

The navigation bar at the
top of the screen will always
be visible and offer a quick
way to switch between
bages, Welcome!
The main content section of
the Home Page provides
quick links to common >> Order History/Check Status
areas. You can go directly
to browsing for products, >> PDF User Guide
or view order status.

>> Browse Products

1\

Contact information will
appear in the footer section
of each screen.

Featured Catalogs

STATIONERY & OFFICE GREETINGS & HOLIDAY PROMOTIONAL PRODUCTS




Catalog

The enhanced product
catalog will save time by
reducing clicks to navigate
through products and
categories.

Features include:

e List/thumbnail Views
» View Larger Images
+ Select Iltems Per Page
» Favorite Lists

Click ‘Select Options’ below
the item you would like to
order.

Online Print Store

/ﬂ‘ BROWSE PRODUCTS MY ACCOUNT QUESTIONS?
e John Sample | Switch Profile | Manage Profiles | 2
= 50 ltems Per Page v

Browse Products Folders

-

FO1 FO2
Folders - Savings & Loan Folders - Think Qutside

Select Options Select Options

Contact us Logout

Search for Products

—

FO3
Folders - Storage Solutions

Select Options

Q

CART (0) ITEMS




P erson al Ize JOd Customize Product

@ Customize
Details

This screen includes

personalization prompts CES'm
with instant proofing.

Simply enter the text in the

prompt. When you tab

away from the field the proof

will refresh to show your

changes.

Optional Copy

Note: If you would like to
create a proof to send for

approval before completing
your order, please use the
hold and recall option from
the basket page.

Once satisfied with the
appearance of the proof,
click “Next” in the upper
right of the screen.

i Company Name Here

Qty 250 v | Total$17.75 OIS

Company Name Here




Approval T

This screen includes options
for selecting quantity and
sending an Email Proof.

If you would like to edit the
item click “Back” in the
upper left of your screen.

Depending on your product
type additional options may
display such as finishing
type or paper selections.

Click on the checkbox to
accept your artwork, then
click the “Approve” button
to continue.

Company Name Here

Product Summary

» Folders - Pinpoint Accuracy
SKU: FO4

Total $17.75

o Select desired quantity from grid below.

Price

$17.75 $0.07/ea
$28.80 $0.06/ea
$52.60 $0.05/ea
$64.93 $0.05/ea
$76.42 $0.05/ea

$100.20 $0.05/ea

Approval
| have verified the proof to be correct and approve the
order for printing. | understand that once the

checkout process is completed, no changes can be
made.

B3 Email Proof @ View PDF Proof

O l accept & approve my artwork.




Contact us Logout

inine Print Store

Search for Products Q

W CART (1) ITEMS
VleW Cart 9 John Sample | Switch Profile | Manage Profiles | 2

The checkout process has ,
been combined to a single Shopping Cart & Checkout
screen to reduce clicks.

From the cart page you can 04 - FOLDERS - FINFOINT ACCURAGY © Remove
review a preview of your COMPANY NAME HERE

proof, select shipping QUANTITY SELECTED: $12.50
methods and quantities, or

make edits to In-House Production Time:

personalization by clicking © Standara 3 Days

cativn o -850,
the pencil/edit icon. s e o et

Shipping Method: [UPS Ground

You can also select to “Hold
This Order” if you would like
to complete checkout at a
later date. (Note the hold
option is not available on all

sites.) Cart Total: $12.50
m Cart Options:

Hold This Order

Estimate Delivery: 5/12/2022

Need help finding additional items? Click Here to let us know
(Clicking this link will not interrupt your order)




Ready to Checkout

How do | check the status of my order?

Once the initial order confirmation is received,
registered users have the option of logging into the
site at any time to check order status using the

Checkout B

The cart page also contains
the Shipping and Requester
information.

Important: You must fill out
all required fields and save

each section individually.
Will | receive a copy of my receipt?
Once your order has been placed you will receive

an email order confirmation. You will also receive a

notification email once your order has shipped.

Final Step:

To complete your order
check the box to agree that
your information is correct,
and click “Place Order”.

Shipping Details:

Company: Company Name
Contact Name: John Sample

Street Address: 1234 Street Address
Suite, Floor, Bldg.:

City: City Name

State: MN

Postal Code: 10001

Country: us

Cart items have been updated to show estimated delivery dates.

Requester: Add New Requester

Requester Display Name: John Sample
Submitter Name: John Sample
Submitter Phone: 800-247-2751
Cost Center: 1234

Completing your Order:

Final Approval: | agree that all information is correct and proofs are approved and ready to be processed. | understand that
due to the speed of electronic processing changes or canceliations are not allowed once this order is placed in production.

[ | have read the information stated above and approve this order.

Place Order




Contact us Logout

Q n ] ] ne Pri n t Sto re Search for Products Q

/ﬁ‘ BROWSE PRODUCTS v L QUESTIONS? REPORTS ! CART (0} ITEMS

Conﬁrmation 9 John Sample | Switch Profile | Manage Profiles | 2

Once the order is placed,
you will see a “Thank You” ® Thank you, the order has been sent!
screen which includes the

order confirmation number.

Order Number: 32899588

Created on 549/2022 CT

In most cases you will also
receive an email

confirmation which contains

all of the order details. Thanks For Your Order!

Mow that your order has been placed you will receive an email con

Note: Your company may Online Order Confirmation
have different options, such 51912022 82523 AM CT
as punching out to a

d|fferent appl|Cat|On fOI’ Click the link below fo view your order history. Alink to Order History will also be
found in the top menu of the site. Online Order Tracking
checkout.

i ‘Thank you for using our online ordering system. This email contains important details regarding your recent purchase, please retain a copy of
Checking Order Status v 9 s ? gardmna g g v
this email for future reference

Order History/Check Status

Order Number: 32899588 - Test

Sample Item Details aty Shipping Selection
View  FO4 50 UPS Ground

Folders - Pinpoint Accuracy
Company Name Here

Shipping Requester

Company Company Name Submitter Name: John Sample
Contact Name John Sample Submitier Phone:  800-247-2751
Street Address: 1234 Street Address Cost Center: 1234

Suite, Floor, Bldg :

City:

State

Poslal Code:

Country:

Ifyou have any questions about this order or the products/services you've purchased, please fesl fres to:




Contact us Logout
li Print S
Qn Ine rrint Store Search for Products Q

ﬂ BROWSE PRODUCTS ~ MY ACCOUNT QUESTIONS? REPORTS ! CART (0} ITEMS

John Samp|e | Switch Profile | Manage Profiles | 2

Order Status Order History & Check Status Search Order History || 25 Orders PerPage v

The Order History section is " = Pending Approval

available under My Account

in the main menu. Date Confirmation Ordered By Items Items/Main Line Cart Status
The list will be sorted with 5/9/2022 32899588 John Sample 1 Company Name Here $12.50

most recent orders showing

first. Click on the 2/28/2020 = 27476740 John Sample 2 BR110 $61.50

) \ Season Greetings fo you
confirmation number of the 12

order to see more details. 212812020 27476701 John Sample 4 John Sample $15.50

1234 Street Address, Suite
A history search is also 123

. New Location
available. 1234 Street Address

? ntact us O 3 &) Quick Links

(123) 456-789

(=] S.Com




Contact us Logout

inine Print Store

Search for Products Q
SE PRODUCTS ~ MY OUNT QUESTIONS? REPORTS ! CART (0} ITEMS

My ACCOU nt e John Sample | Switch Profile | Manage Profiles | 2

Click on “My Account” from Manage My Account & Change Passwora
the main navigation bar.

Store imprint information
and save keystrokes,
especially useful for those
with multiple users.

‘ Stored Text Profiles ‘ @ Requester Information

Stored Text Profiles | Type name to search here
Click on the +Add New to

create an additional profile

© John Sample Stored Text Prompts Image Library la
Additional tabs are provided Last Logged in 2022-05-09 07:08 AM CT

to update Shipping and
Requester data that has
been saved during
checkout.

?

(122N ARA_720N




~ Brows€ products
>
Status
i lChed‘
~> Oorder History' l

>> PDF user Guide

%= - % C‘IS
Featul ed Catalog
. PROMOT\QNAL

OLIDAY

Y FF GREET |NGS&
ST IlONER &O ICE ’
A

Please contact us if you have additional questions or need assistance while placing your order.
Company contact information is located at the top and bottom of each screen.



