UTA

Libraries
Staff Instructions for Ordering Business Cards
Questions? Concerns? Contact Damian Lane at damian.lane@uta.edu

STEP 1: Open internet browser and go to www.prestige-online.net. Click “Client Login” in upper
right hand corner.

@ . About Products Services Contact Upload File Client Login
restige

Business Solutions

Prestige is your single source supplier for all print and product management solutions.

STEP 2: Enter credentials and click “Log On”.
User ID: Libraryl
Password: 76019

Customer Log On
User ID:

Password:

Create A New User Account
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STEP 3: Click “Library Business Cards ONLY””” on left-hand side.
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STEP 4: Click “UTA BC LIBRARY — UTA Library Generic” in list of items that appears by
clicking “Order”.
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Library Business Cards ONLY Search Results: Items 1 through 1 of 1 mat:

Reports Search: Searcl
Order History © Match All Words
Match Any Word

Match Exact Phrase

Library Business Cards ONLY

Y Lot ‘Quantity
UTA BC LIBRARY - UTA Library Generic BC UTA
B card
uta Special Pricing
. P2 0 EACH Information &) Order
Search Order History For This Item
Add to Cart
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STEP 5: Input information for business card. Ensure all information is accurate. Click “Review
Proof”.
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Library Business Cards ONLY

Enter Variable Data For Item: UTA BC LIBRARY
Please enter your Imprint information:

FIRST LAST NAME, MBA, she/herhers

Name: Title 1

Credentials: Title 2
pronoun 1. 7999-999-9999 » F 999-999-9999
DIRECT 999-999-9999
Pronoun 2 first lastname@uta.edu
uta.edu
Pronoun 3 o)
FNWNIRINS (NI DEPARTMENT NAME 1
Tite 1 DEPARTMENT NAME 2
Address
e Box 99999 cMAs
Tel Arlington, Texas 76019-9999
Fax
Direct:
Emall
Web Address;

Department Name 1.

Department Name 2:

STEP 6: Review proof and enter “1” for quantity (system will automatically order 200 business
cards, which is the default quantity). Click “Add To Cart”.
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Online Proof For Item: UTA BC LIBRARY
SFFGSHGSDIHGSIH, hjkhijkh, knsinipinsigon
Kihjkhkj
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T555-555-5555  F 555-555-5555
DIRECT 555-555-5555
doe@uta.edu
libraries.uta.edu
OF
AT ARLINGTON G
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jhikhkjhk CMAS
Avlington, Texas 76019

View PDF

UTA BC LIBRARY - UTA Library Generic BC UTA Business Card
Packed: 200 EACH

Add To Cart
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STEP 7: Review order and click “Complete Order”.
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Library Business Cards ONLY ing Cart

Reports - Enter a number In the Quantity box to change the number of Items you'd like to order.
i oy Cart o deie AL e o your Cart

Gl A ot aclte o e from your Cor.
Gl e Usdane Care brton t vew most reca changes.
Ll e o Grier urton t comer o onter

Empty Cart

Item Quantity Remove

UTA BC LIBRARY - UTA Library Generic BC UTA Business Card ‘Spacial Pricing Information LT Edit 1
Packed: 200 EACH -information Save For Later

Complete Order

Subtotal: $20.00

STEP 8: Input your name in field listed as “Attention”. No need to complete remaining fields.
Click “Continue”.
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Total order excluding applicable shipping charges and tax: $20.00
Please complete the information below so that your order can be shipped promptly.

Shipping Location:
UTA LIBRARY -- UT Arington Library - 702 Planetarium Place - Admin Suite 6118 - Arlington TX 76019 €

Checkout

Attention
Ship Via: Best Way Alternate Address Information
PO Number: Neme:
Emall Address: Une 1:
Cost Center: Une 2:
Spedial Instructions: eny:
State: 2p:

Show Item Information

Continue
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STEP 9: Click “Submit Order/Pay Later” (do not click any other button).
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Item Price Unit Quantity Extension
UTA BC LIBRARY - UTA Library Generic BC UTA Business Card $20.00 LT 1 20.00
Sub Total: 20.00
Shipping & Handling: 0
Sales Tax:0.00
Total: $20.00

‘Shipping Location: UTA LIBRARY - UT Arlington Library - 702 Planetarium Place - Admin Sulte 6118 - Arlington TX 76019
Attention:
Ship Via: Best Way
PO Number:
Cost Center:
Special Instructions:

print Page il Submit Order / Pay Later

Buy Now
v N O D ==

STEP 8: Click “OK” on order confirmation. Your order has been made.
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Checkout

Reports

Order History

Total order excluding applicable shipping charges and tax: $20.00

Please complete the information below so that your order can be shipped promptly.

Shipping Location:
UTA LIBRARY -- UT Arlington Library - 702 Planetarium Place - Admin Suite 6118 - Arlington TX 76019 @

Attention
Ship Via: Best Way Alternate Address Information
PO Number. Name:
Emall Address: Uine 1:
Cost Center. Line 2:
Spedial Instructions: city:
state: 2ip:

Show Item Information

Continue
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