Ordering Buisness Cards Instructions

Create Account Tostart, click here to go to the login page.
If you don't currently have an account with University Print & Mail, click the

“Register for a Student/Personal account”. For your “Login ID’, use your

uNID@utah.edu email.

UPrint

University Print & Mail Services

Personal Email:

Password:

=+ Login

Please Login

] Remember my Login ID

OR Register for a Student/Personal account
& Register for a Student/Personal account

If you have trouble logging in, please contact our support staff:
Phone: 801-581-6171
Email: uprint@utah.edu

Forgoet your password?

Fill out form. For “Company” enter “University Connected Learning”
to access our templates. Enter work email address and address.

Login ID:

USER PROFILE

ui234567@utahedu

Login Password: |-

Confirm Password: |-

Name:
Company:

Title:

Title 2:

Email:

Email 2

Main Telephone:
Ext:

Cell:

CONTACT

Katherine Bevan

ed Learning

Sr. Graphic Designer

katie bevan@utah.edu

katie bevan@utah.edu

BOI5870199

Direct Phone: |required

Other Phone:
Company Phone:
Fax:

Address:
Address 2.
Address 3:

City:

State:

Zip Code:

Country:

URL 2:

540 Arapeen Drive

280

Salt Lake City
Utah v

84112 Residential:[_]
United States o
@ Verify Address

UNIVERSITY
CONNECTED LEARNING @

THE UNIVERSITY OF UTAH

B Add New User

U



https://uprint.presswise.com/account/edit_profile.php?token=OFFrUgNYySQ

Login When you have finished creating a new account, a new page will appear for you
to login with your uNID email (unid@utah.edu) and password. Then click “Login”.

Create Onceyou are logged in, select“My Account” in the top menu.
Business Card Under the “University Connected Learning” section, select “Stationary”.

Then select the desired business card template.

UPrint

University Print & Mall Services

HOME CATALOG MY ACCOUNT

£28 Catalog

University Connected

Learning

Stationary

CAMPUS

Business Cards
Upload Your Own
COVID-19 Materials
A-Frame Poslers

Flyers
Posters

Envelopes

University Connected
Learning

STATIONARY

Showing 1- 3 out of 3 products.

U= ©]

University Connected
Learning - Osher

Welcome, Katie Bevan  LOGOUT

W carT(0)

University Connected
Learning #10 Envelope

You can also select “Business Cards” under the “CAMPUS” section if you want to
purchase only University of Utah branded business cards.

University Connected
Learning

Stationary

CAMPUS

Upload Your Own
COVID-19 Materials
A-Frame Posters
Flyers
Posters
Envelopes
Letterhead
Birthday & Thank You Cards

Products

GRADUATICN ITEMS

Announcements
Folding Announcements
Thank You Cards
Customizable Lawn Signs
Grad Lawn Signs
Lawn Letters

Freshman Font

Black - Freshman

University Connected Learning

University Business Cards
BSCD-Refresh

The Bonneville - Red
BSCD-WI-001r

The Olympus - Black
BSCD-WI-005b

BUSINESS CARDS

Showing 1- 12 out of 12 products.

University Standard
Business Card

The Capitol - Black
BSCD-WI-003b

The Olympus - Red
BSCD-WI-005r

The Bonneville - Black
BSCD-WI-001b

The Capitol - Red
BSCD-WI-003r

The Uinta - Black
BSCD-WI-004b




Once the template is selected, fill out the form with the desired
information to print on the business card. After the form is finished,

click “Proceed to Order”.

HOME CATALOG MY ACCOUNT

EEE Catalog E University C...

W carT(0)

Proceed to Order

PERSONALIZE YOUR DESIGN o

Katie Bevan
Senior Graphic Designer

801-581-7200
katie.bevan@utah.edu

UNIVERSITY
CONNECTED LEARNING

THE UNIVERSITY OF UTAH

Marketing and
Communications

540 Arapeen Drive #280
Salt Lake City, UT 84108
continue.utah.edu

Full Name: Katie Bevan

Titles: | Senior Graphic Designer

Phone(s): 501-581-7200

Email: katie bevan@utah.edu

Department: Marketing and Communications

PDF Proof

A module window will pop up and will ask you if the content and the layout are
verified. Click “Approve” to proceed.

Online Proof Approval »®

iel

orC
By selecting the "Approve” button below, I acknowledge that
I have verified that the content and layout are correct and
that printed colors may vary from what I see on the screen.

[ approve this for production.
581
3.be

' Approve | ® cancel

B NNC Neanf
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Order Select the quantity you want to order (the minimum is 250). Choose the
. paper you want to print on or leave it on the default white cover paper stock.
Business Card Check the product image for accuracy and click “Add to Cart”

HOME CATALOG MY ACCOUNT CART (0)
£ Catalog B University Co.. 2 Options ™ Add to Cart
$34.66
PRODUCT University Cc

ty Connected Learning

QUANTITY 25 ~ | minimum: 250

PAPER | 45 Classic Crest 100% Cover 100# White 13x19 v

PRODUCT IMAGE

1file(s) attached | / Customize or Review Design

Click “Proceed to Checkout”to enter address, delivery, and payment information.

4+ Add More Items / Continue Shopping

® Remove ALL Items Proceed to Checkout

cart Totzl: $34.66

1item(s) in cart

250 University Connected Learning

$34.66
U MEMO: Save for Later
= INKS: Front: Full Color / Back: None Change Options
X : View PDF Proof
PAPER: HS Classic Crest 100% Cover 100# White 13x19
Copy Item

Remove Item

Address When filling out the delivery address option enter your campus office location
by selecting “Deliver to Company”.

HOME CATALOG MY ACCOUNT

W cart()

Delivery Address Options

Click a "Deliver to.." button for your default delivery address, use your
Address Book to ch

for this order below.

se from a list of locations, or enter a new address

PERSONAL OR COMPANY DELIVER TO ADDRESS

Deliver to my address 3 Deliver to company =

University of Utah

Continuing Education
Katie Bevan 540 Arapeen Dr.
540 Arapeen Dr 2nd Floor Front Desk

IT 84108

SLC, UT
us
us Notification Email: @ (reaexupe

Notification Email: @ jrecexes

# Deliver to company
# Deliver to my address i

@ University Connected Learning



Delivery Choose your delivery turnaround time (3-4 days is the quickest). Select your
delivery method and then click “Continue”.

CHOOSE YOUR PRODUCTION TURNAROUND TIME: ORDER SUMMARY

TURNAROUND OPTION PRODUCTION TIME EST. COST m
@® 3_4 Day 3 business days $O OO Items Ordered: Price

T 250 - University Connected  $34.66
2-4 Day Learning

CHOOSE YOUR DELIVERY METHOD: N -
DESIRED METHOD DELIVERY TIME (@ EST. COST

o Customer Pickup Hhustness ey SO08 | iasnns i

Payment Enter your department/unit’s chartifield for payment. Please receive approval
from supervisor before purchasing. Then enter your project name (i.e.“Your
Name, Business Cards”) and click“Continue”

HOME CATALOG MY ACCOUNT W cart)

PAYMENT METHOD ORDER SUMMARY

Enter the information below to complete the payment options for your order

: Pri
CHARTFIELD ENTER PHOMNE # OR ENTER PROJECT NAME MeH Creered e
CHARTFIELD 250 University Connected $3466
Mo accounting code assigned required Learning
Total allocated: 0.00%
Item(s) Subtotal: $34.66
Estimated Tax: $0.00
Turnaround Fee $0.00
Shipping & Handling: 000
Grand Total: $34.66

Review Review to make sure all information is accurate and click “Place Your Order”,

=
HOME CATALOG MY ACCOUNT W CART(1)
“/\'f“}"
oy
Address Delivery Payment Revisi
DELIVERY DETAILS PAYMENT INFORMATION ORDER SUMMARY
. » =
Delivery Address: & Billing Address: & Place Your Order
Continuing Education University of Utah Continuing Ed
540 Arapeen Dr. 540 Arapeen Dr Iterms Orderad: Price
2nd Floor Front Des Sandy. UT 8410
2nd Floor Front Desk Sandy, UT 84108 250 - University Connected 43466
SLC, UT us
Learning
us [BO1} 581-6461
. Item(s) Subtotal: $34.66
Delivery Method: f Payment Type: f (=)
Turnaround: 3-4 Day coD
Will Ship: UU Camipus Delivery Only Enter phone # or Enter Chartfield: 801-574-4787 Estirmated Tax $000
Turnaround Fee: S0.00
PROJECT NAME Delivery & Handling: £0.00
test &
Grand Total: $34.66

SPECIAL INSTRUCTIONS
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Finish You will receive an email confirmation with the receipt.

Hi Katie Bevan,

Thank you for ordering from University Print & Mail Services! Your order information is below:

ORDER DETAILS
Order Number: 2205327

ITEMS: #1 - 250 4/0 Business Cards - $34.66 - Katie Bevan Business Cards Customer PO: 01-02199-2000-10306-00000
$34.66 Item Subtotal

50.00 Rush Fee (3-4 Day)

50.00 Sales Tax

$0.00 Shipping &amp; Handling (Campus Delivery)

534.66 Purchase Grand Total

e s A o 2 o b ok o8 o 2 b R ok o o o o ok o o Bk ok kR B K o R S8 e o ok B ok ok o o B ok ok ok
WEBSITE ORDER STATUS

https://uprint.presswise.com/account/status.php?web|D=0TFmZGE5ZjdhYmFk

e s A o 2 o b ok o8 o 2 b R ok o o o o ok o o Bk ok kR B K o R S8 e o ok B ok ok o o B ok ok ok

Tracking You can view the status of your project by clicking the link sent in the confirma-
tion email. You can also log in to see the status of your projects by selecting “My
Account”in the top menu. Then select“My Orders” in the “Quick Links” section.
You will recieve an email when the business cards are out for delivery.

UPrint

University Print & Mail Services

; My Account E View Orders i Order Status +) Login
ORDER INFORMATION ° ORDERED BY ORDER ID
Order statusiClosed Katie Bevan N2205327
Order Received: Dec 20, 202111:54:26
SHIP DATE
UPLOAD FILES Ianan 2020
Upload 1ARTFIELD
1-02199-2000-10306-n/a-66311-1 100.00% [ii]
Total allocated: 100.00%
Login or see the Order
Confirmation email for pricing CUSTOMER PO

oo 01-02199-2000-10306-66310

rrROJECT NAME

22-10202 Spain Go Learn Trip Poster

SHIP TO < 10F1 >

Continuing Education
Katie Bevan

2nd Floor Front Desk
SLC, UT 84112

us

(801) 587-0199

@ University Connected Learning



