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First Time Ordering 

This selection will carry over into the 
product options that apply specifically 
to your division. 

Step 1: Select your Division and 
Subdivision 



Home Page 

A compact navigation bar will help 
you find the items you are looking 
for.   
 
The button corresponding to the 
page you are currently viewing will 
remain highlighted. 
 
 
 
 
 
The main content section of the 
Home Page provides quick links to 
common areas.  Users can go 
directly to browsing for products, 
or see a quick glimpse of recently 
placed orders.  Links to the most 
used areas of “Manage My 
Account” are also shown here. 
 
 

Previously ordered items will 
display to simplify access for  
re-orders. 



Product Menu 

An enhancement included in 
Converge™,  is the ability to skip 
directly to any product at any 
time with the use of a Product 
drop down menu.  This menu will 
display all categories and products 
in a compact format with the 
preview included. 
 



Product Catalog 

This view of the product catalog 
will save you time by reducing 
clicks to navigate through 
products and categories.   
 
Recent enhancements include: 
 
 - Tree style view for 
   categories 
 
 - Ability to select product 
   thumbnail size 
 
 - A new “View All” feature 
   to browse all  products 
 
 
You can also click on any of the 
thumbnails to see a larger view of 
the products. 
 
 



Personalizing Items 

Once a product has been selected, 
you are offered an “all in one” 
screen to configure your items. This 
includes personalization prompts 
for instant proofing. 
 
Additional options for proofing are 
available including selecting the 
Zoom Level and to view as a PDF. 



Ordering 

Once a product has been 
configured with your personal 
information you will be prompted 
to choose one of the following: 
 
Go to the Basket Page – this link 
will bring you directly to the check 
out process. 
 
 
Browse for a different product – 
this link will bring you back to the 
catalog options of other items 
available. 
 
Duplicate This Item – This will 
bring you back into the same item 
you just approved to order.  This 
feature is beneficial if you are 
placing multiple orders for the 
same product. 
 
 
 



Shopping cart basket 

Options available prior to final 
check out include: 
 
Update quantity 
Select shipping method 
Edit your item 
Remove your item from the basket 
View a proof of your item 



Order Review 

Once you are ready to place your 
order, fields will be locked down to 
eliminate chances of scrolling or 
mouse clicks affecting your order. 
 
All shipping location information 
will be entered in Ariba. 
Please note: PO boxes are not 
accepted. 
 
Requestor information is required 
to be populated with your initial 
order.  This data will save but allow 
edits for future transactions.    
 
 
 
 
 
 
 
 
 
The Place Order button will be 
made available at this time. 
 
 
 
 
 



Manage My Account 

Here you can store imprint 
information which will save 
keystrokes. This is especially useful 
for those with multiple orders. 
 
To create another user simply click 
on the “Add New” link provided.  
 
 
Once selected, the site will prompt 
you to enter the personalized data 
for the additional person(s) you are 
ordering for.  
 

Click Here or more detailed My 
Account Instructions 



  

Manage My Account 

If more than one user exists, a 
drop down will appear both at 
the top of this screen and 
within the personalization 
prompts of the selected item.  
This will prompt you with the 
option to order for other 
individuals you have stored 
information saved in the 
Manage My Account feature. 
 
Once a name is selected all 
variable imprint data that 
applies will prepopulate into 
the product that is selected. 



Thank You! 

Each web page includes a Customer 
Service contact phone number at 
the top of the screen. Please call us 
if you have further questions! 
 
1-800-247-2751 
customerservice@cgintl.com 
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