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To start, 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. 

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

Create Account

Ordering Buisness Cards Instructions

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

Once you are logged in, select “My Account” in the top menu.
Under the “University Connected Learning” section, select “Stationary”.

Then select the desired business card template.

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

Login

Create 
Business Card
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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”.

A module window will pop up and will ask you if the content and the layout are 
verified. Click “Approve” to proceed.
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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. 
Check the product image for accuracy and click  “Add to Cart”. 

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

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

Order 
Business Card

Address



5Order Business Card Instructions

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

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.”

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

Delivery

Payment

Review
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You will receive an email confirmation with the receipt.

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. 

Finish

Tracking


