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How to Login

§

ﬁ‘?ﬁ: sburd
You can easily sign in using
your Bloomsburg University
email and the password you Fmalk
created. If you click

Already a member?

Password:
"remember me" after signing
in, our site will remember your Forgot your password?
login information for you. SignIn

New to our store?

Create an account

New to our Site?

5

\ New to our store?
I Fioomsburg
First Name:*
Already a member?
Last Name:
Email:
Email:*
Password:
Password:*
Forgot your password?
Signin Confirm Password:*

New to our store?

Click "Create an account" and fill out all the necessary information and press "Sign Up"
to create your account



Forgot your Password?

5

That's okay! Click on "Forgot your ﬁ%f.‘.‘i‘f'.‘.‘!’-‘*‘
Password" under the member login.
From here it will take you to another Already amember?
page' Email:
Password:

SignIn

Mew to our store?

Create an account

Password Recovery
This is the password

Enter the email address associated with your account, and then click Continue. recovery page, fill out all

We'll email you a link to a page where you can easily create a new password. the necessary
information, press

Email Address:* "Continue” and a link will

be set to your email to
reset your password!

Type the characters you see in the image above:



Stationary

On our site, we offer two different stationeries, "Letterheads" and "Envelopes." To get
here, you have to click on "Stationary" on the home page or in the "Stationary" drop-
down on the top of your page.

|
‘w-mm-uu All Categories usinessCards Flyers Brochures Booklets Posters Signs Banners  Posteards Search products | Q) = oy R W
. . " — -

Upload your postcard designs here.

Start Now!

OPENING
conFERece

=

Stationery Business Cards Flyers Brochures

Stationery

2 products
. Once you click the "Stationary" icon, it will
take you to this screen to choose either a
"BU Envelope" or a "BU Letterhead"
BU-ENV10-1016 - BU #10 Envelope BU-LH-1016 - BU Letterhead



Ordering an Envelope

Stationery
2 product; . " "
g Click on the "BU Envelope" icon to start
- creating your envelope.
EU—FNWCHOIE?— BU #10 Envelope BU—LH-1O157— BU Letterhead
BU-ENV10-1016 - BU #10 Envelope
Customize Finalize
From the
. Department* fi
customize screen, (If you press the "refresh
fill out all the — preview" icon, after filling
required fields b in Itlhehreqwred |thems, it
- will show you what your
then press "Next." _ ¥ J
d envelope will look like)

Once you hit, "Next," it will lead you to the "Finalize" page, where you can choose the
quantity of your items, and have to fill in the required fields again. You can leave any
comments or questions you may have about our products in our "Comments" section.



Quantity: } 100 #|ems

Department*

Cost Center®

Comments (i

Here you can type any questions,
comments, or concerns you have about
the product. The comments option is
always seen before printing any item!

Check Spelling

Due Date date & time (@ Clear

Total Quantity: 100 Items

Fixed Price: 50.00 uso

Price Per ltem: 50.14 uso

Total Delivery Price: ‘Will be calculated during checkout
Total Price: $14.00 usD

Show pricing table

Proof is approved *

Add to Cart

When you move down on the "Finalize" page, you can state when the due date for your
item is, as well as the time. This area also calculates your total price for this product. To
move your item into your cart, you must approve your proof. To do so you click "Proof"
and if the proof is approved you check the box right next to "Proof is approved." Only
after this can you continue to put the items in your cart by clicking "Add to Cart."



Ordering a Letterhead

2 products

Start by clicking on "BU Letterhead" under the
"Stationary" Icon.

BU-ENV10-1016 - BU #10 Envelope BU-LH-1015 - BU Letterhead

Department* fl?’-*“
Address Building Name*
On the "Customize" screen,
it will have you fill in all the Addros Slection —==

Bloomsbur 3
= Pagel

required fields that you want
onyour letterhead and then ™" © N

this is opnonal If_yt.:u p!ress the r?fles_h pre'v!ew': icon, after
filling in the required items, it will show

preSS the "Next” button_ you what your envelope will lock like

Email

this is optional

*Indicates a required field

Quentity: 100 # Items

Cast Center®

After clicking "Next" it will lead
Department you to the "Finalize" page where
you can adjust the quantity, add a
due date and time, view prices,

Comments

here you can type any questions,

comments, or concerns you

have about the product. The and approve your proof. To add
comments option is always seen

before printing any item! ) the letterhead to your cart you
have to fill in the required fields
puepate| DAt | TiMe | Lisar

and approve your proof at the

-l bottom of the screen!
Frica Per ltam: 5047 uso

'0'.3|L‘E|IVE!}'F.’|CE! \c\'IIIDE-:al:J\ateder\npan:kmt
Tatal Price: 51650 5l

Show pricing table



Business Cards

On our site, we offer three different business cards, "Integrated Business Cards,"
"Bloomsburg University Business Cards," and "Bloom Athletic Business Cards." To get
here, you have to click on "Business Cards" on the home page or in the "Business Card"
drop-down menu on the top of your page.

.
1|%mn-lu|m All Categaries Stationery Flyers Brochures Booklets Posters Signs Banners Postcards Search products | Q) BE oy 2 U
. . . —
; . g

Upload your postcard designs here.

Start Now!

= OPENING
cowreRence

Stationery Business Cards Flyers Brochures

Once you click on "Business

Cards" you will have the three | eyt e | w

options to choose from, e

"Intergraded,’ "Bloom," and T f !

"Athletic.”
Integrated Business Cards - CLPA Bloomsburg Unlversity Business Bloom Atmletice Business Cards
LEtY Cards - CUPA-BC-101 CUPA-BC-1004



Ordering a Business Card

Full Name"
When you enter the "Customize" :
page for the business cards, it S —
will have you fill out all the i *
required field, as well as

Department”

anything else you want on your
business card. When you are
done filling out all the -~
information needed, you can

press the "Next" button to move i
onto the next screen. B

Phane |

Phane 2 Type

After clicking "Next" it will lead
you to the "Finalize" page.

URL*

bioomu.edu

Quentity: 0§ Items

Department® .=

Cost Center*
Where you can adjust the
Cammens quantity, add a due date
Here you can type any questions, . . .
comments, or concerns you may and tlme' VIeW prICGS,
have about the product. The
comments option is always seen and approve your prOOf'
before printing! To add to your cart you
A
Check spellng have to fill in the required
tzose date | time | tiear fields and approve your
proof at the bottom of
asbros, . Go s the screen!
Frica Far [tam: S0.60 usn
Tatal Dellvery Frice: Wl be calculated during checkeut
Tatal Frica: S6.00 usn

—
O Procf = approved *



Flyers

On our site, we offer two different sizes of flyers, 8.5'x14," and 8.5"x11." To get here, you
have to click on "Flyers" on the home page or in the "Flyers" drop-down menu on the top
of your page.

‘l{k-uu\hmg All Categories Stationery EusinessCardsErm:hures Booklets  Posters  Signs Banners  Postcards Search products Q

y

uso A& 9

Upload your postcard designs here.

Start Now!

i . i
Tiboadars Thbemdars [

= oeenmc ] q =
CONFERENCE

Stationery Business Cards Brochures

Once you click on "Flyers" it will r

take you to the next page where

you can choose what size flyer i

you would like to have. __i
8.5x1% Fiyer Upload 8 5x11 Fiyer Uipload
Upload your awn deslgn Upload your awn deslgn



When you enter the
"Customize" page for
the flyers, it will have
you fill out all the
required field, as well
as picking out if you
want bleeds or no
bleeds, if you want
your flyer folded, and
the paper weight.
After this, you can
upload your PDF and
name your file. When
you are done filling
out all the
information needed,
you can press the
"Next" button to
move onto the next
screen.

Ordering a Flyer

Flyer Drlentation®

Fortrait

Wil this be double
shded?™

= Pleese Select a Value =

Dioes this Include
bleea?

= Pleese Select a Value =

What kind of fold?*

MNome

.,

Faper Welght*

= Plegse Select a Value -

How do you want thiz to
print®® (@

Calar

Fleaze name your file*

“indicates & required Hald



Quently: | 1 ltemz

Department*

Cost Center*

Comments (=)

Here you can type in any
questions, comments, or
concerns you may have about
the product. The comments
option is always seen before
printing!

Check Spelling

Cua Date i iz Clzar
Tatal Quantlty: 1ltem
Frica Per [tam: 5003 usn

Total Dalvery Fricer Wil be calculated durlng checkout

Tatal Frice: 5003 usn

O

After clicking "Next" it will lead you to the "Finalize" page.

Where you can adjust
the quantity, put in
your department and
cost center, place the
time you want your
flyers delivered, view
prices, and approve
your proof. To add to
your cart you have to
fill in the required
fields and approve
your proof at the
bottom of the screen!



Brochures

On our site, we offer three different sizes of brochures, 8.5"x11," 11"x17," and 25.5"x11."
To get here, you have to click on "Brochures" on the home page or in the "Brochures”
drop-down menu on the top of your page.

1|u1.,,..\....m All Categories Stationery  BusinessCards Flyers Brochures Booklets Posters Signs Banners  Postcards Search products | Q) = o 2 W

Upload your postcard designs here.

A A &
Tibrstare Bistare Bibtare

= OPENING )
conrERENCe

Stationery Business Cards Flyers Brochures

Once you click on
"Brochures” it will
take you to the next
page where you can
choose what size
brochure you would
like to have.

8.5x11 Brochure Upload Tx1¥ Brochure Uploed Aa.5¥l1Brochure Upload
Upioan your awn design Upioan your awn design JEOE0 your awn deslg



Ordering a Brochure

When you enter the
"Customize" page for the
brochures, it will have you fill
out all the required field, as
well as picking out if you
want bleeds or no bleeds,
how you want your brochure
folded and the paper weight.
After this, you can upload
your PDF and name your file.
When you are done filling out
all the information needed,
you can press the "Next"
button to move onto the next
screen.

After clicking "Next" it will
lead you to the "Finalize"

page.

Quantley: 1 ltems

Dapartment*
Cost Center*

Comments

Here you can type in any
questions, comments, or concerns
you may have about the product.
The comments option is always
seen before printing!

Check Speling

[ua Date 2 i Llear

Total Quentity: 1ltam

Frice Ferltam: S0.1E Ush
Total Delvery Frice:
Total Price:

O

Wil be calculated during checkout
S0.1% Ush

Flyer Orientation*®

Fortrait -~

Wil this be double
sidad®

i

Daouble Slded

Dwes this Include bleed?
a

= Pleese Select a Value = =

NO
BLEED BLEED
What kind of fald?*
Please Select a Value =
17 71T
Faper Welght*
= Plagze Select a Value = —
FOF Upload®

Fapa 1

Where you can adjust the quantity, put in
your department and cost center, place
the time you want your flyers delivered,
view prices, and approve your proof. To

add to your cart you have to fill in the

required fields and approve your proof at

the bottom of the screen!



Booklets

On our site, we offer four different booklet options, 5.5"x8.5" with bleeds and no bleeds,
and 8.5"x11" with bleeds and no bleeds. To get here, you have to click on "Booklets" on
the home page or in the "Booklets" drop-down menu on the top of your page.

Booklets Posters Signs Banners

AT
e

“

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Booklets" it will take you to the next page where you can choose
what size and type of booklet you would like to order.

5.5248.5 Booklet wiNO bleeds 5.5x¢8.5 Booklet wibleeds 8.5x11 Boaklet wiNO bleeds 8.5x11 Booklet wibleeds



Booklets with out bleeds.
Total document upload size is5.5"x8.5".

DO NOT upload files with crop marks.

Total Booklet Pages must be divisible by 4.

If you need blank pages you must upload them in their place(s).

For lllustrator Template Please Click Here.

Ordering a Booklet

It will have
you start at
the "Product
Details
page" Which
you can
press
"continue”

It will then lead you to the "Customize" page, where you can click the page with the plus
to upload all of the pages for your booklet.

Show Properties

. 5.5x8.5 Booklet w/NO
bleeds properties

Job Name *

Upgrade Cover Pape...
N/A

Saddle Stitch *

Yes

Binding Side *
Long Side

Due Date *
Comments
Hard Copy PROOF *

No

Next

If you look at the right side of the screen on the customize page, you will see a menu
that you can scroll through.



You need to fill out all of the necessary requirements to create your brochure. This
includes the job name, cover page, the stitch, the

Job Name * binding, due dates, comments, proofs,
department, and cost center. It will also ask you
Upgrade Cover Pape... if you want your booklet in black and white or in

color, if you want it single or double-sided, and
the paper weight.

MN/A

Saddle Stitch *

Yes
In the comments section you can type in
Binding Side * y yp
. I any questions, comments, or concerns
Long Side
you may have about the product. The
Due Date * comments option is always seen before
Comments After you are done, click the "next" button on
the bottom of the page.
Hard Copy PROOF *
Mo

Department * i wi i
epartmen This will take you to the "finalize" page where

you can insert the quality of the booklets, look
at the price and approve your proof. Once you
check off "Proof is Approved" you can press
"add to cart" to continue.

Cost Center *

Quantity: 10 ltems

Total quantity is limited to: Minimum 10

Total Quantity: 10
Total Delivery Price: Will be calculated during checkout
Total Price: $6.03 UsD

O Proof is approved *

Add to Cart



Posters

On our site, we offer five different poster options: 11"x7," 12"x18," 18"x24," 24"x36," and
36"x48." To get here, you have to click on "Poster" on the home page or in the "Poster"
drop-down menu on the top of your page.

GRADUATION DAY
CLASS OF 2022

Booklets Signs Banners

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Poster" it will take you to the next page where you can choose what
size of poster you would like to order.

5 products

11x17 Poster Upload 12x18 Poster Upload 18x24 Poster Upload 24x36 Poster Upload

Upload your own design

Uplaad your own design Uplaad your own design Upload your own design

36x48 Poster Upload

Upload your own design



Ordering a Poster

When you enter the "Customize" page for your poster, it will have you fill out all the
required field like the orientation of the poster, if it will be double or single sided, as well

Poster Orientation®

Portrait

‘Will this be double sided?*

— Please Select a Value —

Does this include bleed?

— Please Select a Value —

NO
BLEED BLEED

PDF Upload*®

File Name*

*Indicates a required fiekt

as picking out if
you want bleeds
or no bleeds,
After this, you can
upload your PDF
and name your
file. When you
are done filling
out all the
information
needed, you can
press the "Next"
button to move
onto the next
screen.

If you press "refresh
preview" it will show
you what your poster
will look like with
your PDF.




After pressing "Next" it will take you to the Finalize page where you will be required to fill
out what type of substrate you want your poster
to be, the cost center and department. You can

Quantity: 1 Items
also adjust the quantity, place the time you and
Substrate Type* date you want your flyers by, view prices, and
Paper : approve your proof. To add to your cart you have

to fill in the required fields!

Cost Center*

By pressing "Recalculate”
under the total price, it
will automatically update
the price depending on

Department®

Comments (i)

Here you can type in any questions,
comments, or concerns you may have
about the product. The comments
option is always seen before printing!

Check Spelling

Total Quantity: 11tem

Fixed Price: $0.00 UsD

Price Per ltem: 310010 UsD

Total Delivery Price: Will be calculated during checkout
Total Price: 310.10 usp

Show pricing table

Add to Cart



Signs

On our site, we offer three different sign options: 18"x24," 24"x36," and 36"x48." To get
here, you have to click on "Signs" on the home page or in the "Signs" drop-down menu
on the top of your page.

GRADUATION DAY
CLASS OF 2022

Banners

Booklets Posters

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Signs" it will take you to the next page where you can choose what
size sign you would like to order.

3 products

18x24 Yard Sign Upload 24%36 Yard Sign Upload 36x48 Yard Sign Upleoad

Upload your own desig Upload your own desig Upload your own design
nad your own design oad your o egign load your own des



Ordering a Sign

When you enter the "Customize" page for your sign, it will have you fill out all the

Poster Orientation®

Partrait

Will this be double sided?”

— Please Select a Value —

Does this include bleed?

— Please Select a Value —

NO
BLEED BLEED

PDF Upload®

File Name*

Findicates a required fiefd

CLASS OF 2022

GRADUATION DRY

Page 1

required field like
the orientation of
the sign, if it will
be double or
single sided, as
well as picking
out if you want
bleeds or no
bleeds, After this,
you can upload
your PDF and
name your file.
When you are
done filling out
all the
information
needed, you can
press the "Next"
button to move
onto the next
screen.



After pressing "Next" it will take you to the Finalize page where you will be required to fill
out what type of substrate you want your sign to
be, if you need H-Stakes, the cost center and

T department. You can also adjust the quantity,

Coroplast (Yard Sign) : place the time you and date you want your flyers
by, view prices, and approve your proof. To add to
your cart you have to fill in the required fields!

Quantity: 1 Items

Inclue H-Stakes*

— Please Selecta Value —

Cost Center*

Department*

Comments (i)

Here you can type in any
questions, comments, or
concerns you may have about
the product. The comments
option is always seen before
printing!

Check Spelling

Total Quantity: 11tem

Fixed Price: Min UsD

Price Per ltam: MR usD

Total Delivery Price: Will be calculated during checkout
Total Price: N/A uUsh

Show pricing table

Add to Cart



Banners

On our site, we offer three different banner options: pull-up banner, and the vinyl 3"x8,"
and 3"x6." To get here, you have to click on "Banners" on the home page or in the
"Banners" drop-down menu on the top of your page.

ll A
e

GRADUATION DRY
CLASS OF 2022

Booklets Posters Signs

i
[

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Banner" it will take you to the next page where you can choose what
size banner you would like to order.

3 products

LOREM IPSUM i X b LOREM IPSUM
RERn 1

Pull Up Banner Stand - BU-1017 Vinyl Banner -3 x & - BU-1018 Vinyl Banner - 3 x 6 - BU-1019
Upload your own design Upload your own design Upload your own design

3.5"x 86 FxB 3B



Ordering a Banner

When you enter the "Customize" page for your banner, it will have you fill out all the
required fields, uploading your PDF and naming your file. When you are done filling out
the
information
needed, you
can press the
"Next" button
to move onto

PDF Upload LOREM IPSUM
TouR THXT HAE

the next
screen.
If you press
File Name "refresh preview" it

will show you what
your poster will

look like with your

PDF.

*Indicates a required fiekd

After pressing next, it will take you to the Finalize page, where you will be required to fill
out your cost center and department. You can also adjust the quantity, place the time
you and date you want your flyers by, view prices, and approve your proof. To add to
your cart you have to fill in the required fields!

Quantity: 1 Items

Cost Center”

Department™

Due Date ) i Clear

Total Quantity: 1ltem

Fixed Price: 50.00 uso

Prica Per ltem: $56.00 uso

Total Delivery Frice: ‘Will be calculated during checkout
Total Price: $56.00 usD

Show pricing table

Add to Cart



Postcards

On our site, we offer nine different postcard options: all in which are offered single or
double sided, 5"x7," 5.5"x8.5," 6"x11," 4"x6," and 4.25"x5.5."To get here, you have to click
on "Postcards" on the home page or in the "Postcards" drop-down menu on the top of

your page.

Booklets Posters Signs Banners

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

9 products

Once you click on
"Postcards" it will
take you to the
next page where
you can choose
what size postcard
you would like to
order.

97 Posteard - Single Sided 5«7 Postcard - Double Slded 5.5x4.5 Fosteard - Single Sided 5.5x4.5 Fostoard - Double Sided
wibleeds wibleeds w/bleeds wbleeds

&1 Posteard - Single Sided Gx11 Posteard - Double Sided 4 Fasteard - Single Skdad 4t Posteard - Double Sided
wblaeds wibleeds wibleeds wibleeds

4.25¢5.5 Posteard - Double Sioed
wblaeds



Product Details

Ordering a Postcard

When you get to the"Customize" page, where you can click the page with the plus to
upload all of the pages for your postcard. If you look at the right side of the screen on

Document Builder

Show Properties

Finalize

Total Price: $2.13

. %4.25x5.5 Postcard - Double
Sided w/bleeds properties
Job Name *
Due Date *

Comments

Hard Copy PROOF *
No

Cost Center *

Department *

department. After filling out the required fields, you can press "next."

the customize
page, you will
see a menu.
You need to fill
out all of the
requirements
to create your
postcard. This
includes: job
name, the due
date,
comments,
proofs, cost
center, and

This will take you to the "finalize" page where you can insert the quality of the postcards,
look at the price and approve your proof. Once you check off "Proof is Approved" you

can press "add to cart" to continue.

Quantity: 10

ltems

Total quantity is limited to: Minimum 10

Total Quantity:
Total Delivery Price:
Total Price:

10
Will be calculated during checkout
$8.73 usD

O Proof is approved *

Add to Cart



Test and Course Materials

On our site, we offer one test and course materials option. To get here, you have to click
on "Test and Course Materials" on the home page.

Booklets Posters Signs Banners

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Test and Course Materials" it will take you to the next page where
you can enter on the customize

1 products page.

Tests & Course Materials



Ordering Test and Course Material

It will lead you to the "Customize” page, where you can click the page with the plus to

upload all of the pages for your test and course materials.

Product Details Document Builder Finalize

Show Properties

If you look at the right side of the screen on the customize
page, you will see a menu that you can scroll through. You
need to fill out all of the necessary requirements to create
your test and course materials. This includes the job name,
binding, if you want a 3 hole drill, coil or tape colors, if you
want shrink wrap, due dates, comments, proofs, cutting
charges, cost center, and department. It will also ask you if
you want your materials in black and white or in color, if
you want them single or double-sided, and the paper
weight. After filling out all this information you can click
"next" to go to the finalize page.

Total Price: $2.02

- Tests & Course Materials

properties
Job Name *
Binding *
Stapling

3 Hole Drilled *
Mo

Coil or Tape Color *
N/A

Shrink Wrap *

No

Due Date *

Comments

Hard Copy PROOF *
No

Cutting Charges *

Yes

Cost Center *

Department *

Next



This will take you to the "finalize" page where you can insert the quality of the test and
course materials needed, look at the price and approve your proof. Once you check off

"Proof is Approved" you can press "add to cart" to continue.

Quantity: 10 ltems

Total quantity is limited to: Minimum 10

Total Quantity: 10
Total Delivery Price: Will be calculated during checkout
Total Price: $6.03 usD

O |Proof is approved *

Add to Cart



Miscellaneous Documents

On our site, we offer one miscellaneous document option. To get here, you have to click
on "Miscellaneous Documents" on the home page. Miscellaneous Documents is where
to go for any documents that are not single paged.

Booklets Posters Signs Banners

Coil Bound Books

Tests & Course Materials Miscellaneous Documents

Postcards

Once you click on "Miscellaneous Documents" it will take you to the next page where
you can enter on the customize

page.

:‘\J

Miscellaneous Multiple Page Documents - 8.5
x 1



Ordering Miscellaneous Documents

It will lead you to the "Customize” page, where you can click the page with the plus to
upload all of the pages for your document materials.

Product Details Document Builder Finalize
Total Price: $2.02

Miscellaneous Multiple
* Page Documents-8.5x 11
properties

Job Name *

Binding *
Stapling

3 Hole Drilled *
Mo

D % Show Properties Coil or Tape Color *

N/

Shrink Wrap *
Mo

Due Date *

If you look at the right side of the screen on the customize
page, you will see a menu that you can scroll through. You
need to fill out all of the necessary requirements to create your
document. This includes the job name, binding, if you want a 3

Comments

Hard Copy PROOF *

hole drill, coil or tape colors, if you want shrink wrap, the due Mo

dates, comments, proofs, cutting charges, cost center, and Cutting Charges *
department. It will also ask you if you want your materials in Yes

black and white or in color, if you want them single or double- Cost Center *
sided, and the paper weight. After filling out all this

information you can click "next" to go to the finalize page. Department *

@



This will take you to the "finalize" page where you can insert the quality of documents
needed, look at the price and approve your proof. Once you check off "Proof is
Approved" you can press "add to cart" to continue.

Quantity: 1 Itemns

Total Quantity: 1
Total Delivery Price: Will be calculated during checkout
Total Price: $2.50 usD

O " Proof is approved *

Add to Cart



Coil Bound Books

On our site, we offer one coil bound book option. To get here, you have to click on "Coil
Bound Books" on the home page.

Booklets Posters Signs Banners

Postcards Tests & Course Materials Miscellaneous Documents Coil Bound Books

Once you click on "Coil Bound Books" it will take you to the next page where you can
enter on the customize page.

1products

| -

Coil Bound Books



Ordering a Coil Bound Book

It will lead you to the "Customize” page, where you can click the page with the plus to

upload all of the pages for your coil bound book.

Product Details Document Builder Finalize

‘_j & Show Properties

If you look at the right side of the screen on the customize
page, you will see a menu that you can scroll through. You
need to fill out all of the necessary requirements to create
your book. This includes the job name, if you want to
upgrade the covers, coil color, the due date, comments,
proofs, department, cost center and stock selection. It will
also ask you if you want your materials in black and white or
in color, if you want them single or double-sided, and the
paper weight. After filling out all this information you can
click "next" to go to the finalize page.

Total Price: $4.38

Coil Bound Books

properties

Job Name *

Upgrade Cover - 2 Pa...

A

Upgrade Cover - 4 Pa...

/A
Coil Color *

Black

Due Date *

Comments

Hard Copy PROOF *
Mo

Department *

Cost Center *

Stock Selection

Next



This will take you to the "finalize" page where you can insert the quality of documents
needed, look at the price and approve your proof. Once you check off "Proof is
Approved" you can press "add to cart" to continue.

Quantity: 1 ltems

Total Quantity: 1
Total Delivery Price: ‘Will be calculated during checkout
Total Price: $9.52 uUsDp

O IProof is approved *



Promotional Items

On our site, we offer two different promotional options. To get here, you have to click on
"Promotional Items" on the home page.

Promotional ltems Quote Request

Once you click on "Promotional Items" it will take you to the next page where you can
choose what promotional item you would like to order.

2 products

Bloomsburg Lock Haven Mansfield

COMMONNCALTI UKIVERS

CU-1007 - CU Sticker Sheet CU-1008 - Tri-Logo Magnet



Ordering the Sticker Sheet

It will lead you to the next page, where it will have you fill out all the required fields given.
This includes your department, cost center, and due date. You can also fill out the
quantity on the top of the page. When finished, click "add to cart."

Bloomsburg ' Lock Haven  Mansfield
COMMOMWEALTH UNIVERSITY OF PA

THE POWER OF THREE

Page 1

CU-1007 - CU Sticker Sheet
$477.00 usp

Quantity 1000 ~  rems

Department *

Cost Center *

Due Date

ﬁ set lime ®
Summary
Product total (1000 ltems) $477.00
Shipping calculated at checkout
Total price (USD) $477.00



Ordering the Tri-Logo Magnet

It will lead you to the next page, where it will have you fill out all the required fields given.
This includes your department, cost center, and due date. You can also fill out the
quantity on the top of the page. When finished, click "add to cart."

Page 1

CU-1008 - Tri-Logo Magnet
$573.33 usp

Quantity | 1000 ™ | items

Department *

Cost Center *

Due Date

@ Set Time Ck)
Summary
Product total (1000 Items) $573.33
Shipping calculated at checkout
Total price (USD) $573.33



Quote Request

If you have an idea of something that you would like, but do not see it on our BU
Ordering Site, you can easily find the "Quote Request" at the bottom of the home page.
Here, you can request any product and it will be sent over to our main location to see
what we can do to fulfil your needs.

Promotional ltems

By clicking on "Request a Quote" it will lead you to our main site.

1products

1

UPLOAD

Request for Custom Quote (X)

Juote for custom design services

Request a Quote



Checking Out

To checkout, you first want to click the shopping cart in the upper right hand of the
screen.

§
hNUMIN!III‘& All Categories Stationery  BusinessCards Flyers Brochures Booklets Posters Signs  Banners Postcards  Tests & Course Materials Search products Q
UNITERSITY

usD ,0\

From here, it will lead you to the "shopping cart” where you can select what items in your
cart you would like to purchase or not. When you press the "X" at the right hand side, it
will delete the products from your cart. When finished click "checkout" or if you're not
done yet, keep "click shopping.”

Shopping Cart

Shopping Cart ltems - To Check Out Now

®select all

Name Units Price

(- 8.5x14 Flyer Upload Q

- Hiring - 284 Copy Total: 10 ltems $1.60 USD
Edit

5.5x8.5 Booklet w/bleeds
Oy r Marketing Ideas Design Board- Updated 09.50.2022-2 Total: 10 Items $12.18 USD

Details
Edit

) Vinyl Banner - 3x 8 - BU-1018 x
&y ] hrt Total: 1 1tem $56.00 USD
Edit
) : BU-ENV10-1016 - BU #10 Envelope X
8y Print Center Tatal: 100 Items $14.00 USD

Details
Edit

Subtotal $83.78 USD



After clicking "checkout" it will lead you to the "Address Details Payment and
Submission" page. Here, you can select your shipping and billing address, and choose if
you would like your items for BU Delivery or BU Pickup under "Services." When done

click "next."

Address Details Payment & Submission

Billing Address

Set billing address

Shipping
Select Shipping Address
Use billing Address

© Select from My Shipping Addresses | Sky +  Add.

Selected address

Skylar Case Edit...
AlphaGraphics

Waller Administration

42

Bloomsburg, Pennsylvania 17815
United States

Order ltems Service

No. of Units BU Delivery
8.5x14 Flyer Upload - Hiring - 28# Copy 10 Items
5.5x8.5 Booklet w/bleeds - Marketing Ideas Design Board- Updated 09.30.2022-2 10 Items
Vinyl Banner - 3x 8 - BU-1018 - Art 1ltem
BU-ENV10-1016 - BU #10 Envelope - Print Center 100 ltems



If you're ordering for the first time, on the address and order details it will have you put in
your billing and your address information. To do this click on "Set Billing Address" under
"Billing Address."

Address Details Payment & Submission

Billing Address

LSet billing address

Shipping
Select Shipping Address
Use billing Address

@ Select from My Shipping Addresses | Sky *  Add..

Selected address
Skylar Case Edit... Billing Address - Bloomsburg University x
AlphaGraphics

Waller Administration

42
Bloomsburg, Pennsylvania 17815 H .
United States Dlsplay Name' | @v
Order ltems Sen
Name No. of Units BU Person Name:*
8.5x14 Flyer Upload - Hiring - 28# Copy 10 Items :
5.5x%8.5 Booklet w/bleeds - Marketing Ideas Design Board- Updated 09.30.2022-2 10 Items
Vinyl Banner - 3 x 8 - BU-1018 - Art 1ltem CUITI any:
BU-ENV10-1016 - BU #10 Envelope - Print Center 100 Items p y'
Building Name*
Roem Number
City:*
Country:* United States $
Here you can fill in all the required State/Province:* Select State s

information including your name,
building name, city, country, state, zip

Zip/Postal Code:*

COde, and phone number_ After Address Reference:
typing all the required fields click Shonest
"submit.’

Fax:

* Indicates a required field



After making sure everything in your cart is correct you can press "checkout" on the
bottom of the screen and it will go through to the Print Center. If you have any questions,
comments, or concerns about your order please do not hesitate to reach out to us!

Ordered ltems

-
i

TR

Name

8.5x14 Flyer Upload
Hiring - 28# Copy
Details

5.5x8.5 Booklet w/bleeds
Marketing Ideas Design Board- Updated 09.30.2022-2

Details

Vinyl Banner - 3x 8 - BU-1018

Art
Details

BU-ENV10-1016 - BU #10 Envelope

Print Centar
Details

Tax:

Total:

Units

Total: 10 Items

Total: 10 ltems

Total: 1item

Total: 100 ltems

Price

$1.60USD

$12.18 USD

$56.00 USD

$14.00 USD

$0.00 USD

$83.78 USD

>,



Key Guide for Ordering

C. What is a Bleed? 9| x

After trimming, bleed ensures that no un-printed edges
occur on your final document. Most print equipment
cannot print exactly to the edge of a document, so to
achieve this, it is necessary to print a slightly larger
area than what is needed and then trim the document to
the required paper size.

C. What are Crop Marks? ¢ | X

Commonly known as trim or cut marks. They are lines
printed in the corners of the file to show our finishing
department where to trim the paper. They are used
whenever a file has bleed.

With Bleeds

Bleed Area
0.125"

Trimming Line
Edge of Page

Crop Mark

Trimming Line
Edge of Page

& <




a7
47



