Springfield College ordering instruction for Business Cards

Go to Springfield College Print shop Business Card Web Portal below

http://10.111.48.173/ws/default.php

Login with your existing Springfield College Active Directory Account login & password same credentials

used to Login to your Springfield College computer. All users with an existing Springfield College
account can login.
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e You have to be logped In before you can order your business cards!
After logging in you will be able to continue with your besiness cands ordar.
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http://10.111.48.173/ws/default.php

After Logging in - Main Screen click on Business Cards
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select Business cards from Catalog Menu
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Fill Out Variable Fields of Business Cards
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Example of All Fields filled out properly

“Copy Count” number of boxes (500 per box)
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Select “Generate Preview” — Verify that all information on Business Card is entered correctly before

submitting

| = Web Submission

i &) Web Submission &) uniFLOW Operator Dashb... [ Suggested Sites v ] Web Siice Gallzry = & = B ~ = mb v Pagew Sifetyw Tools~ i
Catalog Cogy Count 1 Costs 0.00 USD | 1 oy 1 Rasafs)
+ Business Cardk
+ Job Profiles VOP Tamplate Name SO MAIN
Menual Dite Tnpak
My Manu . . _
The delimiter used in e VIP triplats cannat be used in the fiskis bl
Domments The delimiter used to cneata this template & 5
Actve Ordars Heme John Dee,
Order History Degrae({Optional] Ph.O,
Title Special Inberest
Departrment (Optional] Pracident
Heecicho, Tol-Free {Opticanl) BO01731754 |
General Settings Office [10 Digis) 4136785783 |
obile (Optiaral] |
THREETE Fan {10 Digis) 4131251254 |
Email (Lsemame onky} o |
Addrasses
- SPRINGFIELD CO
| shopog ca sl |

JOHN DOE, Ph.D.

Special Tnterest
President

263 Alden Street

Springfield. MA  01109-3797
(800) 123-1234 = (412) 6TR-6789
FAX:(413) 123-1234

Email: jdoeigspringficldeollege.edu

springfieldcallege.edu

Delil= Crder




Once you have verified that all information “Select “Next”
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If you need to put in another order Select “Back To Shopping” button
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If you are done ordering Select “Submit Order” button
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To finalize the order select “Next Button”
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Once finalized you can “Log Out”
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