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Product Selection
1. Product categories are listed on the home page.

2. Click on the category for the product you would like to order. 

3. Then within the category, select a product to begin customization.

1. Starting an order



1. Use the product page to adjust all the available selections.

2. If a selection does not apply, leave at its default option or “None”.

3. Upload your required print ready files using the “File Upload” 
section.


a. It accepts multi and single page files.

b. Additional files can be included in the order  
with the second upload field.


4. Any important information needed to be included with this job should be 
added to the “Additional Instructions” text box.


a. PANTONE Colors, folding details, or proof changes are  
  some examples.


5. Acknowledge you have customized the order to match 
  your required print specs by entering your name or initials. 
  Then select “Add to Cart” to send your product to  
  the shopping cart.
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Print specs, files, and details
2. Product Customization



1. The following page provides a visual 
of the files you have uploaded.


2. Review and confirm.

3. If all looks correct, select “Approve 
and Continue”. 


4.Choose “Try Again” if you need to 
return to the previous page and 
upload a new file.
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Visual Confirmation
3. File Upload Confirmation
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1. The shopping cart provides a summary of 
all items in your cart.


2. Select “Checkout” to proceed to shipping.

3. Select “Continue Shopping” to add more 
items to your cart.


4. Select the “Save for Later” button on any 
given item to remove the product from your 
shopping cart and save it for later checkout.
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Continue shopping
4. Shopping Cart
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1. Review your “Ship To” address and adjust 
if needed.


2. To add a new shipping address, select the 
“+” symbol next to the drop-down and fill 
out the required address information.


3. Review the available shipping methods 
carefully and select the one that applies best 
to your order.

Shipping address and methods
5. Shipping
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1. Before submitting your order, confirm your billing 
address and form of payment.


2. “Pay With Credit Card” allows you to pay for the 
order immediately.


a. Confirm your billing address matches the one 
associated with your credit card.


b. The credit card details will be requested of you 
upon selecting “Complete Order”.


3. “Purchase Order” allows you to submit the order 
and be invoiced at a later date according to your 
terms.


a. A field for a purchase order is listed for you to 
add as an additional reference to the order.


4. Select “Complete Order” to submit it for our review 
and processing.


5. Please note: All order pricing is an estimate and is 
subject to change. If order details do not match the 
print specs needed, adjustments will be made to the 
price to reflect those changes.

Confirm and submit
6. Checkout
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1. Past orders can be accessed in  
  your “Order History”.


2. Order details, files, and reordering is available.

3. Use the filters to search for specific orders 
  and details.


4. To reorder, select the reorder button to submit 
  it as is back into your shopping cart.


5. If any adjustments are needed, select the 
  “Pencil” button from the shopping cart to 
  return to the product page and make any 
  changes needed.

Review and Reorder
7. Order History 1
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