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Choose Your Shipping Oplions

|® Qs W shiping date arad shisian setbod,

Tl Ths Shigying Date:
T uzrosmem
Lhuse a shippng Method:

5 as el Servces

9. Choose the shipping date. The standard production timeis 7
business days. (Please call 480-727-1636 if you need to RUSH your

order for earlier delivery.)
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Place the Order
0} ger, weriy al rebesnt ik
Billing
Billing Achbress:  Cathy Skoghsd Payment Method
s Lo Loop
Mesa AZ 85212 € agericy org
Unked States
it & Crodk Card
Ship Lo GIS Design 0180
Shapping tu: Catlvy skoghum
075 5 Willams Campus Loop W
Masa AF 05212
Linited States
3 Date: 11-29-07 01200 FM
Shipyairsg Methuoad: ASLE MUl Sewvvicms
Jalx 18677 Bradiord Busitess Cards #18677 Copies: 250
Crderen by IS Depestinen:
Cost Canker; |None = Ref. Code:
Price {taw ewcluded): $45.00
SuEmmary
S Tokal:  $45.00
AZstate:  $0.00
Shippig:  $0.00
TotalFrice:  $45.00
Review the nformatin sbov,then ik on Place vourtrde” | SaBeck )| O N KRRREEED
Phase L avvere of of b a5 defioed in Tennrs and Corliors.
[ure (7 A T [Fiow -
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10. Choose your payment method. Credit Card is automatically

selected and the preferred method.
If you do not have access to a P-Card, select Agency Org and enter

your Agency/Org or PO number.
Click on Place Your Order...
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Enter Payment Amount
Pheaze enter in the amourd you want b pay and click "Continue” buthan.
I Wy Joh ¥ 18677
Payment Amount: $45.00
Paymen! Melhod  [Sulmd ormo
Select one..

Seloct a stored profila...
Cathy Skoglund (VISA 4473)
David Test (V156 60227

[T T T e nkeeret

L CEDK
Page 10 Sec | /13 A5 In3 42 REC TRE BT OovR GK

son] 3 B @ O |2 | & woptic | & s [ ooy vover v |=oocnoe o A [t B, 00 sm
11. When paying with a credit card you will be sent to a secure
QuickPAY web page. Click on Make Payment and select Credit Card.
Enter your credit card information and Confirm your payment.

Done! The order has been sent to ASU Print Online for printing.

Note: Your confirmation number will be emailed to the address you
provided. Log off QuikPAY to return to the ASU Print Online website
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Job Tracking and Order Status
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¥, Track Jobs - Search {1 Julss)

Status [ 41 x| searche [0 # =|[- =] [1as77 soaveh [ (4
ot ¢ Srabus | Jobs Tyma | Job ame | Crastion Date |
[1es77 | Printing Business Cards. Eradford Business Cards #1577 L2007 2:33:00 PM. -

=
Jub # 18677, Order & 1948 User: GiF Deparment
Job Name: Bradfond Business Cands #18677 Order Date: 11.19.07 D340 PW
Quantity: 250, Pages: ! Delivery Date: 11-19-07 01:00 FM
Job Type: Duzingss Cards Referenoe g
[E] o Jubs Sublype: U Sided 200  spots § ttachnents:
Mo Fles arn Attached

;-gjjsu =] |= 172 Groghic informtion .. craphic ntormatin s, | i_:-I l l !..,[JTT: LD 5.J‘B+s;m;:f
To find out the status or your order, click on the Track Jobs Tab at the

top of the page. Note: The Search feature is a great way to quickly
locate an order. (Shown above)
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Saved Jobs
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Saved Jobs serves as a terminal for all Jobs that require being saved.

These Jobs can be viewed by the Print Provider (ASU Print Online) but
are not ordered until the Print Buyer (you) adds them to the Shopping

Cart and orders them.
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Saved Jobs Features

Send Approval email from Saved Jobs:

The Approval email can be initiated from the Saved Jobs queue and is used for
receiving feedback on a Job before it is ordered. The Approval flow is carried out
through the e-Mail and does not require that the approvers be system users.

To request Job approval, carry out the following steps:

1.Click on the Track Jobs tab and then click on Saved Jobs.

2.Select the Job and click on Send Approval e-Mail; the Customer Approval e-Mail panel appears.
3.Enter the subject, comments and recipients and click on Send e-Mail.

4.The recipients receive an e-Mail message, add comments and click on Accept or Reject.

IForm Express:
Use the iForm Express to make changes or corrections to an order.

Duplicate Job:
The Duplicate Job button, which appears only in the Saved Jobs view, enables
duplicating an existing Job. To duplicate a Job, carry out the following steps:

1.Select the target Job for duplication.

2.Click on Duplicate Job; the Duplicate Job dialog box appears.
3.Click on Yes; the duplicate Job appears in the Saved Jobs queue.
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