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Log In

« Go to the following:
http://members.printable.com/spc/unitedsub/

* Login

Enter your User ID:

Your User ID is your \

email address

Us I SALES & MARKETING RESOURCE CENTER

Sign In
Example: ‘SSample @unitedsub.com’
would be the serta |
User ID for Susan Sample Password
I
Entel’ Password Forgot My Password

(Note: enter ‘unitedsub’ on first login. @
You will then be prompted to change

your password.)

- Click on the ‘Login’ button

Please enter your new password

MNew Password:

*  You will be prompted after first
login to change your password password: |+

- Click on the ‘Submit’ button




Log In (cont.)

The first time you log in,
you will be asked to select
and answer a Security
Question

- Click ‘Save & Continue’ ____

Susan Sample

Password: | --------

Pleasa re-type your password

Confirm Password: | --------

| (' For future account verification, specify a security question and answer below fo praceed.

Select a Security Question: | What city were you barn in? "H :

Security Question Answer: |

Confirm Security Question
Answer:

Save & Continue 3 «" Apply Changes

Adding New Users

- To add new users submit your request to:

Alicia Gilbert
Phone 952.925.6763
Email: agilbert@unitedsub.com




My Profile

Checking Profile Information

Click on the ‘My Profile’link
at the top of the menu

to add/ or edit your

profile information.

Providing this information
automates form filling for
versioned products, such

Sus Log Out
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Home Catalog Shopping Cart Order Manager Search Caialog...

Home » My Profile

Susan Sample

Password: | ------

Confirm Password: [sesess

Select a Security Question: ("TWhat city were you bom in? R

First Name: Susan

Last Name: Sample

Company Name: United Subcontractors, Inc.

as business cards etc.

(Note: if your contact information
changes, you can always update
your information here in the future.)

Click on the ‘Save & Continue’
button when complete.

Email Address: ssample@unitedsub.com

Address 1: 5201 Eden Avenue

Address 2:

Suite:  Suite 220

City: | Edina

State: MM

Zip Code: 55436

Country: USA

Toll Free Number:

Phone Number: 800-000-0000

Website: www.unitedsub.com

Save & Continue 3 + Apply Changes




Resetting Your Login Password

- Forgot My Password

Should you forget your password in the future you may Sign In

- Click on the ‘Forgot My Password’ Button P
- Enter your User ID and click on continue B

- Answer the security question
- You then can type in a new password Login

- Click the ‘Submit’ button

You will receive a message:

‘Password successfully reset’

Sign In
- Enter your User ID and your new password (o w
- Click the ‘Login’ button

M Password successfully reset. Please Login.




Catalog Navigation

- Catalog Page

Click on the ‘Catalog’ tab ~_

There are 3 options to

]

Calak:g

Shopping Cart
No items in cart.

navigate the Catalog: Cataog

1. Clicking on an item name
in the catalog tree

or

2. Clicking on a folder — |

Door Hangers
Referral Card

Yard Signs

Shopping Cart
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Order Manager

Door Hangers

Description: PLEASE NOTE:
Door hangers are printed and shipppd twice monthly.

Referral Card

Yard Signs

Description: FLEASE NOTE:
Yard Signs are printed and shipped wice manthly. One H Frame is
included with each sign purchass.

or

3. Searching Catalog by
entering in an item name and
clicking on the search button

E Insulation - Yard Sign

P Garage Door - Yard Sign
- g

$00-000-0000
. 5 Window - Yard Sign




Versioned Collateral

Ordering a Versioned Product

Fill in the form with your information.

Product Information

Note: your profile information will
automatically pre-populate applicable

Insulation - Yard Sign

Version This Product

fields if you entered your information
in ‘My Profile’ (page 5).

*Required Figlds

Form Proof
Complete the form below and preview your resuits ta the right.

0_uick Tsearcntor. | in( Saved Quick Fills a Sgarch :: Q Q

Ordering a Versioned Product |\ o
for Someone Else e 0 st o
Enter the form information and save Phone Number" §00-000-0000 y
it using the ‘Save Form for Quick Fill’ ] e eeismscr Insulate =7
instructions on page 9. R AT —r your ‘w

savings!
Proof 3“%%:&3““
- Click on the ‘Refresh’ button -

Enhanced View ¥

Then click on the PDF icon to download a pdf for reviewing -

Please review the PDF proof thoroughly before finishing the order.
This is the only proof that will be provided.



Versioned Collateral (cont.)

Save Form for Quick Fill:
- You may save your
information, or information
entered for others,
using the ‘Save Form
for Quick Fill’ option

- Enter in a ‘Name’ and
click the ‘Save’ button —

After reviewing & approving
the proof, enter quantity
and click ‘Add to Cart’

Product information

Insulation - Yard Sign

Varsion This Product

*Required Fields

Form Proof

Complefe the form below and preview your results to the right.

-~ BT
QUIEK | Saarch for in | Saved Quick Fils [8) Searcr aQ
Fill
Options
Seleat alogn

Select Logo™ | Hastings Garage Doors m
= Gallen

Phone Number® g00-000-0000

Website" www webaddress.com

|||Sll|ﬁte Call the
your LT

savings! sl
800-000-0000

FLVRERELEEALE R REE SRR

Save Foi ~
Quick Fill:

FRONT

Enhanced View v

Order Information

Qty: | 10-89| 100+
Unit Price: $18.75 $17.00
Price does not include tax

' E3 Add to Cart '




Versioning - Using Saved Quick Fills

Using Existing Saved Quick Fills:

- Go ‘Saved Quick Fills’
enter a saved name
and click ‘Search’

- Click ‘Search’ and a dropdown —
list of saved names will be
available in the dropdown.

or

(The dropdown list will show

10 names at one time. Click on
the arrow at the bottom of the list
fo show more names.)

- Click in ‘Fill Form’ and information
saved will prepopulate. Click on the
refresh button and view pdf.

- After reviewing & approving d
the proof, enter quantity

Product Infarmation

Insulation - Yard Sign

Version This Product

*Required Flalds

Form

Options

Website” www webaddress.com

Save Form for
Quick Fill:

Order Information

Compilete the form below and preview your resuits to the right.
k i aved Quick Fills Search
Fill ;

Seleat aloga

Insulate =19

G Quick
F

Form
Complete the form below and preview your results to th

in [ Saved Quick Fillg
Fill ]
Options

Results: | Ben Smith Yard Sign =
| Ben Smith Yard Sign

Choa: JMorgan
MSmith

MCline Referral
Sam Sample DoorSign

John Michaels Sign
Amy Prince

MSample

Gty: | 10-99| 100+
Unit Price: $18.75 £17.00
Price does not include tax

Add to Cart

*Required Fields

and click ‘Add to Cart’

! NSample

mith
rive
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Shopping Cart - Continue Shopping

« To continue shopping,
click the ‘Back To Catalog’
link or ‘Catalog’

- Multiple products
can be ordered
at the same time

-You can delete items from the
shopping cart that may not be

needed by clicking on the
‘trash can’ icon, to remove, or
by clicking in the box next to
the item and clicking on the
remove button.
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/

Shopping Cart Order Manager Barch ¢ [ Saarch _
Shipping =* Billing =—* Confirm Order
Hiera = Shopping Cart
Search Cart by:| Praduct Name [#] searcn car... Search
Current (1) Saved
@  Products Qty Price
Installation Neighbor Door Hanger - Version A | SKU: InNgh-verA-DH_d- (500 g $118.00
e Description: Installation Neighbor Door Hanger - Viersion A - 614-749-92%8
X Aemove ) Update Subtotal: 5$118.00
Pick & Pack: $3.00
Total: §121.00
% Beck’Ty Calning B Save Cant | el CITES
[} Products Qty Price
& Installation Neighbor Door Hanger - Version A | SKU: InNgh-verA-DH_d- (500 @ §118.00

= Description: Installation Meighbor Door Hanger - Version A - 614-749-9298

,—, Neferral Card | SKU: Ref-Card_d-Susan_Sample (50 ) $55.00
Bescription: Referral Card - Susan_Sample_614-749-9298

% Remave () Update Subtotal: $173.00

Pick & Pack: $6.00

Total: $179.00

« Back To Catalog




Shopping Cart - Checkout

U s I SALES & MARKETING RESOURCE CENTER

Home Catalog Shopping Carl Order Manager Search Calalog.. l Search _

Shipping —* Billing =—* Confirm Ordet

Forre = Shopping Cart

Search Cart by:| Product Name 9 Search Gart... Search

Currart (I) Saved

= Products Qty Price

— = Installation Neighbor Door Hanger - Version A | SKU: InNgh-verA-DH_d- (500 @ $118.00
i Description: Installation Neighbor Door Hanger - Version A - 614-749-9228

=l | Referral Card | SKU: Ref-Card_d-Susan_Sample EM_Q £55.00

— Description: Referral Card - Susan_Sample &14-748-9258

X Remove (3 Update Subtotal: §173.00

Pick & Pack: §6.00

Total: §179.00

« Back To Catalog K Save Carn @

* When the shopping cart order is complete, either click
- ‘Checkout’ 1o finish the order

OR
- Save the shopping cart by clicking on the ‘Save Cart’ button

The saved shopping cart feature allows shopping cart items to be saved for future or repeat use.

IAssign Shopping List
Select Cart [ Create new cart... B‘
Seve Acton (Copy T5)

Name  [SSampleOrer6-24-11 |

+ Assign List
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Shopping Cart - Shipping

. Choose Shipping Address
- ‘Use an Existing Address’
or

- Change Address by clicking

on the ‘Change Address’ button
(Note: If you have more than one
location, you will see other locations
that you may select by clicking on
the radio button.)

or

- ‘Use a New Address’ by
entering your information
into the form field

. Choose shipping method
from dropdown list and

Choose Shipping Address: (Al Products)

) Use an Existing Address: @) Use a New Address (This order only)
Attn Country: ' United States +
- Company: |nsyiation Co.
Attn:  Sysan Sample
Addr1: 123 Sample Bivd
Addr2:
Addr3:
Addrd:
City: “worcester -
State:  Massachusetis Y]
Zip: 01606
Wegured F e
Choose Shipping Method: (All Products)
{ &
‘edEx Ground®
FedEx First Overnight® Shipping
— FedEx Pricrity Overnight® " "
FedEx Sia ign® Ship To Ship Method Instructions Oty Price
- x 2Day® Door 8] FedEx Ground® 500 $8.33
¥ L -2 - x.
Door Hanger - 614-749-9208
Version A
InNgh-
verA-DH_ag-
- Referral Card Referral Card - Carte @ | FedEa Giound s} 500 $8.33

~ | Rel-Card_o- Susan_Sample 614-749-0298
Susan_Sampie

These lees do not necessarily solely represent FedEx rates and
- de-Randhrg-chamges-teved-oy-thesoppieT

click ‘Recalculate’to
update shipping
(Note: You can choose different
shipping methods for each item in
your order if you want to receive
certain items before others.)

. Click on ‘Continue Order’ button

- Fod:

- Subtotal $173.00
jl e D Shipping $16.66
Pick & Pack $6.00

Total: §195.66

@ ach @
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Shopping Cart - Billing

Billing Information

**All Credit Card purchases must
use the billing address of the
credit card holder**

- Use a New Address by
entering your information
into the form field

- Choose Credit Card Type —

and enter in all credit card
information

- Click on the ‘Continue Order’
button

/

Choose Billing Address: (All Products)

) Use an Existing Address:

Adtn :

Choose Payment Method:

) Use Shipping Address
QE Use a New Address (This order mli3:>

Country

* [ United Siates

Company:

Altn:

Addr1:

Addrz:

Addr3:

“Heguried Fad)

| Credit Card T

Credit Card Type: [ yisa B

Credit Card Number:

Expiration: [0 (2010 @ -

Security Code: @

First Name on Card:

Last Name on Card:

Phane Number:

SKU Description
InNgh-verA-DH_d-
Rei-Card_d-Susan_Sample

000

» Remove

Installation Meighbor Door Hanger - Viersion A - 614-749-9298
Referral Card - Susan_Sample_614-749-9238

Ship Method Qty Price
FedEx Ground® 500 118.00
FedEx Ground® | 500 55.00

Subtotal: $173.00
Shipping: S16.66
Pick & Pack: 56.00
Total: $195.66

14



Shopping Cart - Confirm/Complete Order

) Confirm Order Shipping — Billing — Confirm Order
- Review your order, checking rvess g o1
that all information is correct. | Suean sarmpe

i 123 Sampla Bivd
Worcaster, MA 01606

g
Current Bill To Address. Iresaslation Ga

usan Sample

23 Sample Blvd

P us Warcester, MA 01606
Please note the Blue ‘[Change]’ > (Change] [Ch]

options available in multiple areas.
Click this option if you need to make
a change prior to completing order.

SKU Oty Price
sion | InMgh-verA-DH_d- 500 $118.00

od Est. Weight Shipping Price
Description FedEx Groun [Change] 14.0000 Pounds 58.33
Installation Meighbsg Door Hanger - Version

A - 614-T49-5258

Ship Te

Susan Sample

123 Sample Bivd
orcester , MA 01608 US

- Click on ‘Complete Order’ (Brange

2 MName Cry Price
button Refarral Card - d-Susan_Sample S00 £55.00
Description Est. Weight Shipping Price
Hefarral Card - FadEx Ground® [Change] 2.0000 Pounds £8.33
ag_Sample_ 614-749-8298
Ship Te
Susan Sample
123 Sample Blvd
Worcestar , MA 01806 US
[Change)
Subtotal: £173.00
Shipping: 516.66
Pick & Pack: $6.00

Total: 5195.66




Shopping Cart - Order Confirmation

Home » Manage Orders » Order Summary

Order Date: | g.24.11 print this page

Current Ship Te Insulation Co,

Susan Sampls Purchase Order Number: : 12345

123 Sample Blvd Current Bill To  Insulation Co
Worcester, MA 01606 Susan Sample
us 123 Sample Blvd

*  Your order is now complete.
You may either print or view
your detailed summary.

] Options SKU Description Center Ship Te Methed Qty Price
M P iNgh-verA-DH_d  Installation Neighbor Door Hanger - Version Current 500 $118.00
= A FedEx
Ground®
a (P Fiaf-Card—d Referral Card Current 500 $55.00
FedEx
Ground®
Subtoral: §173.00
Shipping: $16.66
Pick & Pack: $6.00
Total: $195.66




Order Manager

. Click on the ‘Order Manager’ tab. ——| U S I SALES & MARKETING RESOURCE CENTER

The order manager lets you search
all jobs that you have ordered.

- Search by ‘Orders’ and _—

enter the date range
(or click on the calendar icon).

Catalog Shopping van

» Manage Orders

*“"

OrdenPeq # )
| Display by Order (3
From

6/20/201

Ta
6/27/2011

euu

Crder Managar I

..... _

- Click the ‘Search’ button.

- The order manager allows you to
reorder an item that you have previously

ordered. Simply click on the check box
next to the item and click ‘Reorder
Selected Items’. Your item will be

O\

Records 1to 2 of 2
Optiens ltems

]
5 usl-2
2P

2 USI-5

Reorder Selected Items

added to the shopping cart. Click

Order Number

Ordered By

Susan Sample
Susan Sample

Created

6/21/11
6/25/11

Impersonator

on the shopping cart tab to reorder
the item and proceed to checkout.
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Order Manager (cont.)

. To view the status of an

order, select an option from

the dropdown list. N\ USI SALES & MARKETING RESOU
Home Catalog Shopping Cart Order Manager Iiacr:'m.--ﬂ-'-lcq .

To view the tracking

information for an order

that has shipped, select

‘shipped’ from the dropdown. —

RCE CENTER

one » Manage Orders

From

6/20/201 3

To -
6/27/2011 J
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System Requirements

Windows Platform: Macintosh Platform:
Microsoft® Internet Explorer® 7.0, 8.0 Mozilla® Firefox®
Mozilla® Firefox® Safari™

Google Chrome™ browser
“*Pop-up Blocker must be turned off on your computer.
Directions: Click on the tools button, and then click Pop-up Blocker,
click on Turn Off Pop Up Blocker.

Questions

New user sign ups:

Submit your request to:

Alicia Gilbert

Phone 952.925.6763

Email: agilbert@unitedsub.com

Technical Support:

SpC Click on the ‘Email Support’ link
P S in Online Store - to send an email to our Technical Support Team
or

Call us Toll Free at 877.549.3950

<Erel Sawsei >




