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Step 1: Go to www.dataguide.com & click on Existing Customer Log In: Step 2: Enter Username & Password (both are case-sensitive), then click
Log In button:
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Customer Login

= : ‘This site supports Netscape 6.x or higher, Internet Explorer 3.x or higher and Mozilla Firefox
(.all a piece of paper Existing Customer Log In Username and Password are case sensitive.
o N ey Go
create more sales for your 2 Username prr—

Password: PrT
Find out how our solutions increase sales.

1f you are not yet a customer,

Printing and promotional items that create sales - o st broiakey Ko e

biue menu bar above.

- and much more Quastions? For more information on how Point 'N' Click Supply Manag@ent can reduce costs and make your organization more
Call us at 800-343-0583. efficient, call 1-800-343-0583 or email info@dataguide com

As a distributor, Dataguide provides a single source for all your printing and promotional items, Our
relationships with trade manufacturers worldwide allow us to produce each product at the lowest cost, saving you © Copyright 2006 Dataguide
money and more importantly time. From High end brochure printing, to back office filing and forms. From

corporate ID programs induding business cards and custom stationary to presentation folders and document

holders. From high end executive gifts to branded trade show promotional products, Dataguide provides all your Current News
printing and promotional items at the lowest possible cost.
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Step 3: Click on New Order to select the shipping location for this order: Step 4: Click on Select Ship-to button or the drop down arrow to view all
shipping locations available:
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New Order Show Bas

t Finish Order

New Order  Show Basket Finish Order

Imprints Imprints Order Header
|Business Cards

DATAGUIDE [Business cards

[Envelopes PRINT & PROMOTIONAL SOLUTIONS [Erotaaes Required fields are marked with an asterisk *
te Cards |Note Cards

Date 7/16/2010

Shipping Address:

Ship-tc Seect Shp-is

Welcome to the Dataguide Demo
Site!

Attn

Experience the Power of Point 'N
Click Supply Management...

Ship Via | GROUND ¥
Delivery Instructions
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Step 5: Select a shipping location for this order (you must choose a shipping Step 6: Shipping information will fill in. Create an Internal Reference #
location for each order) and close the pop up box: to recognize the order in the future. Enter the rest of the information in the
empty fields:
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Mew Order Show Basket Finish Order
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Shipping Address:
ship-to [16

mpany | The Button Shoppe

Address |632 Shutter Drive

ity |Hartford state [CT ip 06103
Ship via | GROUND M
Delivery Instructions

Ship Via | GROUND -
Delivery Instructions
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Step 7: Select the imprint catalog that you wish to order from on the left side and Step 8: If ordering a new card click Add new imprint to set up a new card.
click on the item you wish to order: If ordering an existing card fill in the quantity you need and then click Edit to
change the existing card or Clone to create a new card from one that already exists:
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Imprints Administration Tmprints Administration

New Order  Show Backet Finich Order New Order Show Basket Finish Order

Imprints Imprints 4

Samples Imprint Text Selection for: pG-BUSINESS CARDS (DG-BUSCDS)
[Business cards [Business cards
Please make sure the text you want is not available before selecting Add new imprint.

For the Options column: Click Clone to make a new entry starting from the entry you select, but dick Edit to change the entry itself.
Clicking Delete will deleta that record from the database. If that entry has been added to the order, it will not be removed from the
order.

Add new imprint | Return to Imprint Selection | Finish Order

Please select a sample layout from the available imprints.

[Envelopes [Envelopes

[Note card: [Note cards

DG-BUSCDS: DG-BUSINESS CARDS DG-BROCH-ENV: DG-BROCHURE ENVELOPE

800 5. Broadway

Douglas c Sclutions Manager 14 Spring St Waltham =dW Clone | Delete

Peter Account Executive 800 5. Broadway | walnut Creek Jedit | Clone | Delete

Pater Account Executive 800 5. Broadvay | Walnut Creek

Richard Banfield | Director of Solution Sales |14 Spring Strest | Waltham

DG-NW-ENV: DG-Non-Window-Envelope DG-WIN-ENV: DG-WINDOW ENVELOPE
Order no Order now!
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Please note you can update, edit and add new entries to the database at anytime without placing an order.



Step 9: Enter new content or modify the content for the item you’re ordering
then click View Imprint to review and approve the proof:
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Imprints T Administration

New Order Show Basket Finish Order

Edit Imprint T
[Business cards Back to text selection list

First Name: [John
Middle Initial:

Last Name: [Doe

i Account Executive
Address: 800 S. Broadway

: (Walnut Creek
CA
94596
9252566153
8006502797
9252740909
9257889224
e-mail:: |chrisestes @dataguide.com

DG-BUSINESS CARDS (DGBUSCDS)

[Envelopes

[Note cards

View Imprint | View POF
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Step 11: Add any additional items you want to this order and click either
Show Basket or Finish Order:
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Imprints j Administration

New Order Show Basket Finish Order

ction for: DG-BUSINESS CARDS (DG-BUSCDS)

Imprint Text Sel

Please make sure the text you want is not available before selecting Add new imprint.

For the Options column: Click Clone to make a new entry starting from the entry you salect, but click Edit to change the entry
itself. Clicking Delete will delete that record from the database. If that entry has been added to the order, it will not be removed
from the order.

Add new imprint | Return to Imprint Selection | Finish Order

Order quantity is Boxes of 500.

8 records.

Address
2 Account Executive 800 5. Broadvay | Walnut Cresk Edit | Clone
' Account Executive 800 5. Broadvay | Walnut Creek | Edit | Clone | Delete
Chiris ] cEo 13 Spring St Waltham Edit | Clone | Delete
. Douglaz @ Solutions Managar 14 Spring St Waltham Edit | Clona | Dalata
John Doe Account Executive 800 5. Broadvay | Walnut Creek | Edit | Clone | Delete
marie fricker Account Executive 137 washington St. [ Norwell Edit | Clone | Delete
- Poter azoft Account Executive 800 5. Brosdvay | Walnut Cresk | Edit | Clone | Delete
- Pater Azoff Account Executive 800 5. Broadvay | Walnut Creek | Edit | Clane | Delete
Richard Banfield | Director of Selution Sales |14 Spring Strest | Waltham Edit | Clone | Delete] @
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Step 10: Review for any errors, make any necessary changes. Once all

information is correct, indicate quantity if placing a new order and click on Add to
Order & Update Database. Click on Update the Database to only save the changes:
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SOLUTIONS FOR BUSINESS

Logged in as demo3 | Logout

* You don’t have to enter a quantity or DEMO
Add to the Order unless you are planning on placing CLICK HERE!
™ Imprints ] FAdministration ) the order. Select Update the Database for future ordering.

New Order  Show Basket Finish Order

Imprints

! Imprint - DG-BUSINESS CARDS (DGBUSCDS)
|Business Cards Back to text selection list

[Envelopes First Name: John
o Widdle nitial: plalrialelulall
Last Name: Doe SOLUTIONS FOR BUSINESS

Title: Account Executive

Address: 800 S. Broadway
City: Wainut Creek John Doe

state: CA Account Executive
zip: 94596
Direct:

800 S. Broadway » Walnut Creek, CA 9
925-256-6153 or (B00) 650-2797
Cell: 925-788-9224
Fax: (925) 274-0909
E-Mail: chrise atay

Cell:: 9257889224
e-mail:: chrisestes@dataguide.com

O 1agreetothe T

% Update the Database | Add to the Order &

der | View Imprint | View PDF

pport:
dataguide.com < >

Add or change items at anytime without placing an order. Make changes and click Update the Database.

Step 12: Add or remove items as necessary: once complete click
Finish Order:
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New Order  Show Backet Finich Order

Imprints Show Basket

| e——

¥ cancel ttem W view or
Item /1 ty

[Note cards DG-BUSINESS CARDS T

[Envelopes

DGBUSCDS John Doe Account Executive 800 | 8x/500 |2

S. Broadway

Totals: Line Items 1
Test this is a test and only a test

Continue Shopping | Recalculate | Finish Order
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Step 13: The Order Summary page will appear. Review all information and Step 14: Once you click SEND, an order number will be produced and your order
click SEND at the bottom once order is correct and complete: will be sent to print:
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Tmprints Administration

Mew Order Show Basket Finish Order

New Order Show Basket Finish Order

mpany [The Button Shoppe -

Attn

Imprints Imprints

[Business cards [Business cards

[Envelopes Address (632 Shuster Drive et Your order 753 created Ticket number 71201

Address
. [Note Cards

ity [Hartford state [CT zip (06103
ship via [GROUND v

[Note cards
Click the number above to see the actual Ticket created
Please record and use the Ticket number for tracking purposes

Delivery Instructions
Click here to review your order

Description

DG-BUSINESS CARDS
DGBUSCDS John Doe Account Executive 800 |  BX/300 2z
5. Broadway

Totals: Line Items 1
Special Instructions:
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This completes your step by step guide for Ordering & Updating Imprints Online.
For further assistance please call us at (800) 343-0583.

Thank You
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