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Welcome to our Online Ordering System.
What sets us apart from all the other printers?

« Our Commitment to Quality.
« Exceptional Customer Service.
« Unbeatable Value.

We can jump on board and become a team member at any stage of your project.
From Conception-to-Completion...we can be there every step of the way.
What can we do to make your job easier?

Products & Services Call us today to find out one of the many ways we can help!

Resources & Support
Company Info
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Welcome to Envelopes & Printed Products, Inc.

Online Ordering Website



The first thing you will be asked to do is to:
enter your email address and to create a password. When you have
finished, click on the SIGN IN button.
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First-time users will need to click here to get started. If you are ready
now, you can click on the following link:
http://www.EnvelopesandPrintedProducts.com/?L=L&P=167476&G=123475

The next time you sign in, you
will simply add your email
address and password.


http://www.EnvelopesandPrintedProducts.com/?L=L&P=167476&G=123475

Next, you will be directed to the My Contact Information screen.
This page contains your name, password, email address and other contact information.
3When you sign in, this information is automatically attached to any job or
file you send us to save you time. Required information is BOLD.
These items must be filled in before you can place an order, send a file, or use the other pages.

& www.envelopesandprintedproducts.com - Windows Internet Explorer E@&
N
\ ) v |&] http://www.envelopesandprintedproducts.com/ v | 43| X || how to screen shot P v‘
S B
File Edit View Favorites Tools Help
Go Sle 8 vhttp://www.enve[opesandpvintedpron{ﬂ Search 1> &~ #v 5] ~ 99 Bookmarks~ @ Find ~ ‘& Check ~ ﬁi_]AutoFiII v % v <:'Sign In~
v = v |} Page v {(} Tools v >

L &-

-

W ‘@www.envelopesandprintedproducts.com

g

% Pleasefillin missing fields. Requiredfields in bold.

Email boerhigre@mac.com (ID: 485942)
.~ Change Password, Auto Login. Security Question
FirstName
LastName
Organization
Address
Address 1,Address 2
City, State, Zip

Country Unitsd States of America -

Additional Contact Info
Phone

Additional Info
Timezone Eastern Daylight (US & Canads) 04:00 & 32519pPM  [vitomatically adjustfor Daylight Savings Time

Get Help or Contact Support
s
TOP
Envelopes and Printed Products, Inc., 135 Fairview Avenue, Prospect Park, NJ 07508 United States of America
Tel: 25973-942-1232  @end email to Envelopes and Printed Products, Inc. =
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After you have filled in all of the required contact information and clicked the SAVE button, you
will see the message below alerting you that your contact information has been saved.
You are now ready to place your first order, send us a file or request a quote!

You can edit your contact information at any time by clicking on the My Account tab.
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Send Files & Orders Logout

n Windows Internet Explorer
< - ContactlInfofor Jane Doe

Contactinfo
¢ Yourinformation has been Saved. You can change or enter more
information below, or you can place an order, send afile, etc.

Email Dbojerhigre@mac.com (ID: 465842)
= Change Password, Auto L ogin, Security Ques

. m
LastName Doe
Organization Corporation USA
Address
Address1,Address2 123 Main Street

City, State,Zip Anywhere PA 12345
Country United States of America -

Additional Contact info
Cc Email
Phone, Fax 555-123-4567
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To place an order simply click on the Send Files & Orders Tab. Next, you will see all of
the job forms that you have access to. Simply click on the item that you would like
to order. ie. South Dakota Bureau of Admin Business Card.

Send Files & : Envelo

Orders Tab pes
\ ../ & Printed Products,Inc.
Welcome Jane Doe

Home My Jobs My Account Logout

Make a selection from the list below...

Request A Quote
Scuth Dakota Bureau of Admin Business Card
South Dakota Bureau of Admin Business Card Website on Top

Software Utilities

If we asked you to use our print driver or LAUNCH! Helper, click here:
| Software Downloads & Utilities  + |

Choose the Ord er Envelopes and Printed Products, Inc., 135 Fairview Avenue, Prospect Park, NJ 07508 United States
fo r.m for. the Item Tel: $73-942-1232 Send email to Envelopes and Printed Products, Inc. 4
4 Privacy and Refund Palicies | Terms of Service | Get Help or Contact Support
you WOUId Ilke to © Envelopes and Printed Products, Inc.
order.




This is a sample form for Regular Business Cards.
There are instructions at the top of each form explaining how to send an order.
For your convenience, there is an image and a brief description of the item at the top of
the order form. Simply fill in the information needed to complete your order.
Click on the PROOF button to see a live proof of your file.

Form Sclected South Dakota Bureau of Admin Busines  ~

Image of
item this
order form ‘M

i Steven L. Ber
is for. Dvecior 0

Office of Procurement Management
hitp//www.state sd us/boa/opm

State of South Dakota
Bureau of Administration

PMB 01231 Phone: (605) 773-3405
523 East Capltol Avenue Fax: (605) 7734840
Plerre S0 57501-3182 steven borg @ state sd us
. Instructions:
B r ef « Enter data for the Business Card below.
T * View Proof button to see the result. Make any changes needed.
d escri pt| on * Send to enter your order. Your business cards will be printed from the file you sent.
« FILES CANNOT BE ALTERED AFTER YOUR ORDER IS SENT, SO PLEASE PROOF THEM VERY CAREFULLY!
Of |t em « Thank you for your order. We appreciate your business!
x | South Dakota Bureau of Administration Business Card ltem #001
Order Information
Purchase Order Number:
Quantity (Price) o 100 ($21.5¢)
250 ($22.8¢)




Here is the bottom half of the order form. This is where you will enter all of the information
that you would like to include on your card, etc. You may also leave some of the fields blank-
for example if you do not have a fax number or an email address. All of your other
information will adjust to fill in the gaps. You can see all the fields are clearly labeled so you
know exactly what information goes where. Any time you want to see what your order will
look like, simply click on the VIEW PROOF button-you will get an updated proof instantly.

| South Dakota Bureau of Administration Business Card Item #001

Order Information

Purchase Order Number:

Quantity (Price) ® 100 ($21.94)
0 250 ($22.94)
© 500 ($23.94)
© 1000 ($31.94)
0 1500 ($41.94)
© 2000 ($54.94)
O 2500 ($64.94)

Business Card Information

Division (Top of Card) 'Bureau of Administration

Name

Title

Department/Office

Website http://wwwistate.sd.us/boa/opm

Address

Suite/Floor

City
State sD
Zip Code

Phone 1 Title [ Phone |4
(Fax

Phone 1 (type numbers only)

Phone 2 Title (

Phone 2

E-mail

The image to the right is the very
bottom of the order form. You will

see the box for shipping
instructions as well as the

VIEW PROOF and SEND buttons.

Shipping Information

Shipping Address © Shipping Address is same as Contact Information
O Shipping Address is the same as on Printed Item
O Shipping Instructions if neither of above (enter address information below)
Attn:
Address Line 1
Address Line 2
City
State
Zip
Viey/ Proof

View PDF Proof

7

Version 10+ recommended.

| Cregit Card Information

Pgyment Method
‘aying by Credit Card?
Billing Address

Please send bill to:

Contact Information

Last Step: Send Your Information

/ Send

@ Please Bill Me O Pay By Credit Card
Please call 973-942-1232 to pay by credit card.

@ Billing Address is same as Contact Information
O Billing Address is the same as on Printed Item
O Billing Instructions if neither of above (enter address information below)

Review or change your contact information.




Here is a sample of a proof of a business card.
To close the proof and return to your order form, just click on the red X
located at the top right corner of the proof window. Then you can either make changes to the
existing order form or click SEND to send your order to Envelopes & Printed Products.

State of South Dakota
Bureau of Administration
Click to close proof
Jane Doe .
Director window and return to
Any department
hitp:/Avww.anycompany.com order form.

Phone: (555) 123-1234

124 Main Street Fax: (555) 234-2345

Anytown SD 12345 janedoe@anycompany.com
i

A
7

Double check that all of your information is correct. If you have an error, simply
return to the form by clicking on the X at the top of box the proof is contained in and
make your changes on the order form. Hit the proof button again to double check
that the new information is correct.



When your order form is filled out and you have no more changes to make,
click the SEND button at the very bottom of the form.
Please make sure that you have proofed your file carefully, once your file is sent
changes cannot be made. We will print your job from the file that you send us.

View Proof

View PDF Proof }-\ Version 10+ recommended.

| Credit Card Information

Payment Method @ Please Bill Me O Pay By Credit Card
Paying by Credit Card? Please call 973-942-1232 to pay by credit card.
Billing Address © Billing Address is same as Contact Information

© Billing Address is the same as on Printed Item
O Billing Instructions if neither of above (enter address information below)

Please send bill to:

Contact Information Review or change your contact information.
Last Step: Send Your Information

Send

Once you click send, your file CANNOT be changed.
Please proof carefully before you send a file.



Once you click send, you will see this screen. A tracking number will be listed at the top and you will also
receive a confirmation email with a job link so you can review what you sent, print a copy for your records,
etc. At the bottom of the screen you will see Order Again? You can click on Use the same order form to order
the same item with different information or you can click on Use a different order form to order a different
stationery item. You can also click on the Logout tab at the top of the screen and exit our system.
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Welcome Jane Doe
Home My Jobs My Account Logout

Your Job Tracking #: 2321435

m

Confirmation: In a few minutes you will receive confirming email with a job link. Use that link to

review what you sent, or

print a copy for your records, or
review the status, or

post a message in the job's History

Safe Sender: «* Add envelopro@aol.com to your "safe senders" list to ensure the confirming email is not processed as junk mail or spam.

Order again? Use the same order form
Use a different order form

Home: Go to our main Home page

_q Get Help or Contact Support
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All of your jobs will be listed under the My Jobs tab. You can click on a job number to see the
job ticket or simply click on one of the icons listed below the job number to print the job ticket,
view a proof or download the file that was sent. You can also sort your jobs several different
ways: by job number, size, type of form are just a few.

My ACCOUNT My Joss| |
You have stored files. Auto-delete set to 366 days. Job History Auto-Delete set to 3660 days. Storage Summary

liems | Everything ﬂWithin Past| 1.5 months || (Since 71512013) Sort By | Create Date | 15| Filters..
Form | All (all forms) ﬂ

Category | Any (all categories) '+ | Summary

Organization Name

Project Name
Sender Name W
Type Jobs/Carts > Job #4126581
i ol ( A"uh'd i Contact History Vlcw/Add Proof
Reset Apply Locked/Unlocked

® Unspecified O Locked O Unlocked

! Job Ticket or Order Info (Date format: mm/ddlyy)
Shop Controls

g Lock @ Job Unlocked. Changes Allowed.

O Job Locked. No changes allowed.  Set
[0 Checkmark all jobs on this page | Expand all items

O Notify Customer ) Notify Shop & Display in Job Status
Job 4126581 .,  Category 1. Unspecified I ]z. Add note: 3. Set
Steven Berg - undefined
1 N South Dakota Bureau of Admin Business Card vﬂ Copy Copy Job
Ffles ~ Proofs ﬂ ., Export [ Export this Job Ticket as a database file... |+ ]
Job Tracking # 4126581
Sent on 8/29/2013 11:23:32 AM (mm/ddlyyyy)
AutoDelete Date 9/6/2023 11:23:32 AM (mm/ddlyyyy)
Job Ticket Name South Dakota Bureau of Admin Business Card [Edit]
D « Start a NEW ORDER (reuses the info below). .
« Changes to the new order can be made after clicking the Re-Order button.
Order placed = te"S ﬂ Save Corrections « Save any changes or corrections made below.
. o « Changes will be marked "% Changed" and Envelopes and Printed Products, Inc. will be notified.
# Notif it by il is i i i i i
you Job n u m ber’ otify customer by email « If this job has been printed or shipped, a NEW ORDER is required.
who placed the

View PDF Proof « Note: This proof was viewed or accepted when the order was placed.

Get Iz .
. )& ADOBE" READER" Version 10+ recommended.

Clicking on order placed brings up this screen - allows you to reorder. The
original order form with all your information will appear below - you can make
any changes you wish and resend the order through.

order and what the
order was for.

11



This is what a job ticket looks like. It contains all of the information about the job you sent.

SouTH DAKOTA BUREAU OF ADMIN BUSINESS CARD
FIELDS [Toggle Hidden H Empty Display]

Quantity (Price)
Division (Top of Card)
Name

Title
Department/Office
Website

Address

City

State

Zip Code

Phone 1 Title

Phone 1 (type numbers only)
Phone 2 Title

Phone 2

E-mail

Shipping Address

Payment Method
FILES

4126581.pdf
4126581-proof.pdf

100 ($21.94)<br>
Bureau of Administration
Steven Berg
Director
Office of Procurement Management
<—
http://www/state.sd.us/boa/opm
523 East Capitol Avenue
Pierre
SD
57501-3182
Phone
6057733405
Fax
6057734840
steven.berg@state.sd.us
Shipping Address is same as Contact Information<br>

Please Bill Me

To access job ticket, Find /

All ordering information will
be listed. At the very top of
the form (not pictured) will
be the contact information
for the person who placed
the order.

Job 4126581

1

Files Proofs

Steven Berg - undefined
South Dakota Bureau of Admin Business Card

the job you want the ticket
for under the MY JOBS
tab and simply click on the
printer icon.
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Receive your

order!

Click send to

send to

Envelopes &

Printed
Products

Click on the
Proof button to
see a proof of
your order

Thank you for your order!
We appreciate your business.

Enter the
information on
the order form.

Enter Email and
createa
password

Choose the
order form for
whatever
stationery item
you would like
to order

Enter your
contact
information

13





