How to Create an order

Our order process is very straightforward. Fill in your imprint information, view a proof of your order (remember you are responsible for proofing your order), fill in your shipping information and submit your order. Upon submitting your order, an email confirmation with a tracking link for your specific order will automatically by sent to you. Please keep this email to make tracking your order more easy.  

Within each screen are helpful hints for you to complete your order. These hints can be found on the right hand side of your screen.  Beside those hints below are step-by-step instructions:

Catalog Screen – Select the product you wish to order:

· Click the “Create Order” tab at the top of your screen

· A listing of the various schools that you can order from will appear in a drop down on the left hand side of your screen directly above the search field.  By utilizing the drop down to select from the different schools, you will see different products you can order in the product display table.  Below the drop down is a search field that will allow you to search for any item by name or product code.  

· Once you have selected the correct school in the category selection area, select the product you wish to order by clicking on the product visual itself or by clicking on the “select” button directly to the right of the product.

Imprint Screen – Select your quantity and if appropriate fill in your imprint data

· At the top of the screen you will select your desired quantity from a drop down.

· Your account may allow for saved imprints to be stored.  If so and you wish to utilize saved data you will select the appropriated imprint information from a drop down or you will be asked to input a minimum of two characters of your desired imprint.  Once you type in a minimum of two characters a listing of imprint data will appear for you to choose from.

· Once selecting your saved imprint (or if you are not utilizing saved imprint data) you then fill in (or edit) your imprint data by typing in the appropriate fields utilizing drop downs where available to select the appropriate information.

· Click the “View Proof” button directly below the imprint fields once you have completed filling your imprint information.  Your proof will appear on the right side of the screen.

· If edits are necessary, make changes in the imprint fields and click the “View Proof” button again to see your revisions.

· Once the proof is EXACTLY the way you want your item to print, click “Add To Shopping Cart.”  Remember to proof your item carefully as you are responsible for proofing and your item will be sent directly to print.

· If you wish to cancel your order, click the “Cancel Item” button.

Checkout Screen – Fill in all order and shipping information

· Once you submit your order you will be given the opportunity to continue shopping (add more items to your order) or continue to Checkout.  If you wish to checkout, click the “Checkout” button.

· To submit your order, you will be required to fill in “order information” that is required for your account.  This could include purchase order, cost center or other costing information required by your company.  You will also be required to fill in an email address so that we can email you an order confirmation.

· You will also be required to fill in your shipping information.  This can be selected in a drop down or you can fill in your own shipping information.  The system will verify for your zip code versus your State and Zip Code, so please make sure your information is accurate.  

· If you are ordering more than one item, you can ship your items to different locations by Clicking on the “Ship To” link directly under each item in your shopping cart.

· Once you have completed all the above, click “Submit” order at the bottom of the page.  You will be asked to complete one more step.  Click “OK” in the pop on screen that will appear.   You will be shown a proof of your item one last time.  Review your proof along with all of your order information.  If everything looks good, click “Submit Order.”

· If you are not ready to submit the order, you can save the order by clicking “Save Order” at the bottom of the checkout page.   When you are ready to access this order again, you will click on the “Order Admin” tab at the top of your page (directly to the right of the “Create Order” tab).  Within “Order Admin,” you will find a link for “Saved Orders.”  By clicking on “Saved Orders” you will be able to access your saved order.

How To Review Orders (About “Order Admin”)

DupliOnline’s robust database provides powerful functionality that will help you to find the information you need quickly and efficiently.  Whether you need shipment status, need to modify or cancel an order, need to repeat an order, need to access a saved order, need to approve an order or simply need to review an order, our system allows you to quickly get what you need. 

Basic Search

To do a basic search of your orders, click the “Order Admin” tab and then the “Basic Search” link.  Basic search allows you to quickly search for orders placed in the last few days or to simply search by the number of most recent orders you have placed.

Advanced Search

By doing an advanced search you can sort orders by purchase order, order date, order status, etc.  You can also search utilizing imprint data information.  The search is a “wildcard” search meaning that you must put a minimum of two characters in the search field and the system will search for all imprint information with those characters in the same consecutive order as your search.  This imprint search is independent of all other search criteria, meaning you can not search imprint data based on other search criteria.

Once you have found the order you are looking for, you can view the details of the order by clicking on the order number.  By clicking on the order number you will be able to view all of  the details of the order.  To view a picture of the order, scroll to the bottom of your page and click on the link under the heading “Description.”  If the order shipped a tracking number will be listed directly to the right.  By clicking on the tracking number you can obtain delivery status.

Track Order

By clicking on this link, you can quickly tell if your product has shipped. If it has shipped you will be provided a UPS tracking number. Click on the UPS number to track your order within the UPS website.  You will also be able to access this page through a link in your email order confirmation  -- remember to save this email notification.

Receipts

By clicking the “Receipts” link and filling in your order number, you can quickly and easily get a receipt for your order.

Saved Orders

When creating an order, you are given the option to save your order instead of submitting the order.  When you are ready to place your order, you would click on “Saved Orders.”   All of your saved orders will appear.  By clicking on the order number you wish to access, you can review, edit and submit your order.

Approve Orders

If your program, provides for approval routing of orders and you are a person approving orders, you will be given the option to approve orders.  By clicking on the “Approve Orders” link you will see a list of the orders to approve based on your log on.  As an approver, you will also get an email alerting you to the fact that there is an order for your approval with a link to that order embedded in the email.  To approve an order, click on the order number you wish to review.  You can approve, edit and approve or decline the order.  Once you approve the order, an email will go to the originating user letting them know their order has been approved for production.  

Additional Functionality

1. The system allows you to quickly and easily repeat any order placed.   Start by finding the order you wish to repeat either through the “Basic Search” or “Advanced Search” screens.  Once you have found your order, click on the order number to access the “order detail” screen.  Directly to the right of the order number will be a link to repeat the order.

2. The system will allow you to cancel or edit an order that has been submitted but not yet plated for production.   THIS IS NOT SOMETHING YOU SHOULD DEPEND ON AS ORDERS ARE PLATED VERY QUICKLY AFTER SUBMISSION.  Once plated you are not able to cancel or edit an order.   To make changes to a submitted order, start by finding the order.  Once you have found your order, click on the order number to access the “order detail” screen.  About half way down the screen will be a “Status” section.  Within that section will be two links to either cancel or edit your order.  If the order has already been plated these links will not appear and there will be a note notifying you that your order can not be edited or canceled.

MANAGER UTILITIES (About Site Admin)

DupliOnline’s Site Administration allows managers to easily monitor and manage product usage.  Whether it is user access, available ship to addresses displayed on the website, or reporting of product usage, managers are given the tools to help better manage their corporate identity programs.

User Accounts

This system provides the functionality to manage user accounts. This is the list of users that will have access to the site. To create a user, simply click on "add a new user," the green link in the lower left corner of the list of users. You must create a user code and password, and fill in the designated user information. This information is very important in the case of a question with a specific order so that we may service the user properly. The email that is supplied for the user is the email that all email confirmations will be sent to when an order is submitted by that particular user.

Cost Centers/Shipping Addresses

This system provides the functionality to manage a list of cost centers and shipping addresses that are displayed in the drop downs on the "shopping cart" page. This allows a manager to ensure that users are selecting from a list of pre approved cost centers and shipping addresses. This functionality can be restricted to only certain users.

Approval Levels

DupliOnline’s approval routing system, can be set based on two primary determinants.  One is a hierarchy system, where based on who people report to or who is accountable for expenditures within a specific cost center orders placed by specific users are routed to a specified approver.  The other is a system based on order value (either quantity or dollar value), where orders over a certain value are routed for approval to a specific approver.  These two determinants can work independently of each other or in conjunction with each other.  When establishing a user under the User Accounts tab you will specify how the approval routing will work.  By choosing whom the user reports to you will set whom that particular user’s orders will be trafficked to for approval.  By selecting an “Approval Level” you will establish an order value determinant for which orders will be routed for approval.  Left blank, all orders will be routed for approval.

To establish “Approval Levels,” click on the Approval Level tab and click on the link to “add approval level.”   Within that screen you will be asked for a description of the approval level you are about to set.  It is this description that you will be asked to choose from within the “User Accounts” screen.  From their you will need to input the order values (either quantity or dollar value) that will be tied to that description.

Saved Imprints

DupliOnline offers the functionality to automatically save imprint information that users input when ordering product.  As a result when a user choose to re-order product previously ordered, they can quickly search for the imprint information already input into the system rather than re-typing their imprint information.  

The “Saved Imprint” section allows managers to access the list of saved imprint data by item.  To access this information, click on the Saved Imprint tab and select from a drop down the item for which you want to see the saved imprint information.  You can add a saved imprint without placing by clicking on the link “add saved imprint.”  You can edit a saved imprint by click on the description of a saved imprint.

Tag Lists

One of the key benefits of DupliOnline is the ability to standardize and “lock in” your corporate identity design to ensure a consistent look to all of your corporate identity products.  Part of your corporate identity design is the nomenclature used within your corporate identity.  Nomenclature such as the word “Mobile” to proceed a mobile phone number or the word “Toll Free” to proceed a toll free number, etc.  We define these definitions as “tags.”  These tags can be made available in a drop down for users to choose so as to ensure all users utilize the same wording.  As a manager you can edit, delete, or add additional “tags” without having to call into Dupli for those edits.  Of course if you would prefer we make such edits to your website, we will.

To edit your “tags” simply click on the tab “Tag Lists”.  You will be shown a description of the tag groups that exist for your website.  For example “Business Card Phone Tags.”  By clicking on that description you will be shown the list of available tags that are apart of that tag group and the various products within your website that utilize that tag group.  Within that page, you can add a tag or edit one of the existing tags.

Value Lists

Similar to Tag Lists, Value Lists is an additional tool to help you manage strict adherence to your Corporate Identity standards.  Value Lists are the drop downs available on the product imprint screens that help users to input orders quickly while ensuring they adhere to your established corporate standards.  These drop downs could be corporate logos, addresses and any nomenclature that is specific to your company.  To edit these lists you would follow the exact same steps listed above to edit your tag lists.  Of course, if you would prefer we will be happy to manage these lists for you.

Inventory

Our inventory functionality allows you to maintain a real time inventory of all your products. Each product has a "current quantity," a “a quantity used in the last three months” and a “minimum or re-order quantity.”  When the current quantity hits the minimum quantity, a email is sent to a designated group of individuals to process a replenishment order.   The inventory page also displays a list of the products that are set up within your website to utilize that inventory.

If you wish to gain more information on a specific inventory item, you can click on that specific item’s inventory ID number.  By filling in a date range you can view a movement report for that specific item over any time period you define.

As a manager, this information can be invaluable as you look to manage your online program.  On  your own time, quickly and efficiently, you can get an idea how quickly a specific inventory item is moving so that we can all work together to minimize inventory and in the end minimize costs.

Reports

Within the reporting section, you as a manager have immediate access to the type of information that will help you to better monitor expenditures by product type or cost center.  Additionally you can quickly review and monitor your saved imprint database.

To create a usage report, you must first select whether you want the report to be sorted by item or by cost center.  Second you must select how you want the report further sorted.  Either by date, order number or by item (if you selected your primary sort input by cost center).  Third, you must input your date range.  Please be careful to format your date carefully (mm/dd/yyyy).  It is crucial you input in the full year. (i.e.: 2004).

If you wish to display order detail or the freight costs you must check off the appropriate box.  By checking off order detail, you will create a report that lists off each order, otherwise you will only see totals by cost center or item.

Order Import

When rolling out a large number of orders at one time, it may be easier for you to import an excel file of your orders rather than inputting your orders individually.  DupliOnline’s order import functionality allows you to quickly and easily do this.

First you must create an order import file.  To start, select the item for which you wish to input orders.  You will be prompted to input order quantity, cost center and ship to information.  Once completed click the “Go” button and the system will create an excel file for you to complete with all the individual order imprint information.  Once complete, save the file to your hard drive.  When you are ready to import the file, select the tab, “Import File,” click the browse button, select the file from your hard drive and click “Go.”  It is that simple.  Of course we will be more than willing to help guide you through this process. 

