When you log on, you will see “Browse Products” on the left where the red arrow is, which once you

click will take you to the backer
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Browse Products
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From here, you’ll choose a backer by clicking “Continue” and can use the drop down to select a location.
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e Y

My Company Catalogue

Products
(Click on product image for more details)
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Product
Imprint A Continue
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Special Characters
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It will fill in information on file for that location but each person will have to enter their personal

information again.
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You must Preview before you accept the proof.

Quantity: | 250 -

1 accept the proof.

Add to Cart




Then, use the drop down menu labeled “Quantity” at the bottom to select how many cards you want.
Click the “Preview” button to make sure you like their layout. (see Preview Example after screen shot
below)

If they approve it, they will need to click the box next to “l accept the proof” before they can continue.
(See red arrows showing these three areas)
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You must Preview before you accept the proof.
Available Quantity: 9000 =) I accept the proof.

Add to Cart

Quantity: |50 -
|



Preview Example

3 Preview Window

AMERIGA'S

www.nmsbdc.org

Then click on “Add to Cart” right under where you checked “I accept proof” and it will take you to this
screen. You can either checkout at the bottom or to the left — if you need to remove any cards from the
cart, you can use the red “X” next to it to remove it.



Once you click “Checkout” on this page, you will be taken to the checkout page to confirm you haven’t
missed anything.
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Your next screen will look like this and if you don’t want to cancel or change your quantity, click
“Continue” button.
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From here you can select from the drop down menu what address to ship the cards.
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y Account Logout 3027sbdcnm

1.Products ® 2.Checkout » 3.Shipping » 4.Paymer

—Select Shipping Address

SBDC at UNM-Valencia - Attn: Small Business Development Center - w

First Name

Last Name
Contact Name
Company Name

Addrass

City
Country
State

Zip
County
Phone
Extension

Email

— Add/Modify Shipping Address

SBDC

at UNM-Valencia

SBDC at UNM-Valencia
Attn: Small Business Development Center

280 La Entrada

Los Lunas

UsA -
NM -
B7031

Your next window will have your address so you can confirm or change — shipping will be included on
your order if you choose not to pick up from EXHIB-IT!.

If you would like your cards to ship directly to you, Please Select UPS GROUND.

If you select “Deliver” they will arrive to EXHIB-IT! In Albuquerque and require pick up in person.
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—Ship to Address

JoAnne Oglesby

6401 Richards Ave.
Santa Fe, NM 87508

Change Address

—Select Shipping Method

Deliver
® UPS Ground

Continue |




Once you click “Continue”, your next screen will prompt you for the purchase order number you have
for your cards — please enter this and then click “Confirm and Submit” to place your order.
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Home —Order Information
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Al »
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Shipping Method: UPS Ground

SKU Product Date Added Set Size Qty (Sets)
SBDC-NM-1 Imprint A - Don Bustos 11/9/2015 6:38:25 PM 1 250

r—Select Billing Method

® PO
Purchase Order

| Confirm and Submit
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You're all done!

Other Miscellaneous Notes and Tips:

Once you've placed an order once, you will be able to use the Reorder function, see the screen shot
below.

Here is if you want to move the address line down for both kinds of cards:

Imprint A address adjustment:




Imprint B address adjustment:




