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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	
  bu=on.
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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:
h*p://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	
  InformaMon	
  screen.
This	
  page	
  contains	
  your	
  name,	
  password,	
  email	
  address	
  and	
  other	
  contact	
  informaAon.

3When	
  you	
  sign	
  in,	
  this	
  informaAon	
  is	
  automaAcally	
  a=ached	
  to	
  any	
  job	
  or
file	
  you	
  send	
  us	
  to	
  save	
  you	
  Ame.	
  	
  Required	
  informaAon	
  is	
  BOLD.

These	
  items	
  must	
  be	
  filled	
  in	
  before	
  you	
  can	
  place	
  an	
  order,	
  send	
  a	
  file,	
  or	
  use	
  the	
  other	
  pages.
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AKer	
  you	
  have	
  filled	
  in	
  all	
  of	
  the	
  required	
  contact	
  informaAon	
  and	
  clicked	
  the	
  SAVE	
  bu=on,	
  you
will	
  see	
  the	
  message	
  below	
  alerAng	
  you	
  that	
  your	
  contact	
  informaAon	
  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	
  informaAon	
  at	
  any	
  Ame	
  by	
  clicking	
  on	
  the	
  My	
  Account	
  tab.
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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.
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Send Files &
Orders Tab

Choose the order
form for the item
you would like to
order.



This	
  is	
  a	
  sample	
  form	
  for	
  Regular	
  Business	
  Cards.
There	
  are	
  instrucAons	
  at	
  the	
  top	
  of	
  each	
  form	
  explaining	
  how	
  to	
  send	
  an	
  order.

For	
  your	
  convenience,	
  there	
  is	
  an	
  image	
  and	
  a	
  brief	
  descripAon	
  of	
  the	
  item	
  at	
  the	
  top	
  of
the	
  order	
  form.	
  	
  Simply	
  fill	
  in	
  the	
  informaAon	
  needed	
  to	
  complete	
  your	
  order.

Click	
  on	
  the	
  PROOF	
  bu=on	
  to	
  see	
  a	
  live	
  proof	
  of	
  your	
  file.
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Image of
item this
order form
is for.

Brief
description
of item.



Here	
  is	
  the	
  bo=om	
  half	
  of	
  the	
  order	
  form.	
  	
  This	
  is	
  where	
  you	
  will	
  enter	
  all	
  of	
  the	
  informaAon
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
informaAon	
  will	
  adjust	
  to	
  fill	
  in	
  the	
  gaps.	
  You	
  can	
  see	
  all	
  the	
  fields	
  are	
  clearly	
  labeled	
  so	
  you
know	
  exactly	
  what	
  informaAon	
  goes	
  where.	
  Any	
  Ame	
  you	
  want	
  to	
  see	
  what	
  your	
  order	
  will
look	
  like,	
  simply	
  click	
  on	
  the	
  VIEW	
  PROOF	
  bu=on-­‐you	
  will	
  get	
  an	
  updated	
  proof	
  instantly.
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The	
  image	
  to	
  the	
  right	
  is	
  the	
  very
bo=om	
  of	
  the	
  order	
  form.	
  You	
  will
see	
  the	
  box	
  for	
  shipping
instrucAons	
  as	
  well	
  as	
  the
VIEW	
  PROOF	
  and	
  SEND	
  bu=ons.



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
exisAng	
  order	
  form	
  or	
  click	
  SEND	
  to	
  send	
  your	
  order	
  to	
  Envelopes	
  &	
  Printed	
  Products.
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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.

Click to close proof
window and return to
order form.



When	
  your	
  order	
  form	
  is	
  filled	
  out	
  and	
  you	
  have	
  no	
  more	
  changes	
  to	
  make,
click	
  the	
  SEND	
  bu*on	
  at	
  the	
  very	
  bo=om	
  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.
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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	
  confirmaAon	
  email	
  with	
  a	
  job	
  link	
  so	
  you	
  can	
  review	
  what	
  you	
  sent,	
  print	
  a	
  copy	
  for	
  your	
  records,
etc.	
  	
  At	
  the	
  bo=om	
  of	
  the	
  screen	
  you	
  will	
  see	
  Order	
  Again?	
  You	
  can	
  click	
  on	
  Use	
  the	
  same	
  order	
  form	
  to	
  order
the	
  same	
  item	
  with	
  different	
  informaAon	
  or	
  you	
  can	
  click	
  on	
  Use	
  a	
  different	
  order	
  form	
  to	
  order	
  a	
  different

staAonery	
  item.	
  You	
  can	
  also	
  click	
  on	
  the	
  Logout	
  tab	
  at	
  the	
  top	
  of	
  the	
  screen	
  and	
  exit	
  our	
  system.
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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	
  Acket	
  or	
  simply	
  click	
  on	
  one	
  of	
  the	
  icons	
  listed	
  below	
  the	
  job	
  number	
  to	
  print	
  the	
  job	
  Acket,
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.
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Order placed - tells
you job number,
who placed the
order and what the
order was for.

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.



This	
  is	
  what	
  a	
  job	
  Acket	
  looks	
  like.	
  It	
  contains	
  all	
  of	
  the	
  informaAon	
  about	
  the	
  job	
  you	
  sent.
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To access job ticket, Find
the job you want the ticket
for under the MY JOBS
tab and simply click on the
printer icon.

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.



Thank you for your order!

We appreciate your business.
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