
 

 

ONLINE FORMS PROCESSING GUIDE 

1. Website: http://printnotify.com/Go.asp?L=L&P=1120893&G=141829 to create a new account. Website www.myorderdesk.com/Acentria  if 

account already established 

 

 

2. New Accounts will be required to complete all required Profile Fields: Business Address should be completed with Agency Address: 



 

 

3. After entering Business Address select the SAVE button and then PLACE AN ORDER 

 

 



4. Select appropriate folder of business items: 

 

 
 

5. Select item to order: 

 

 

6. Complete fields as required/applicable to the form: Project Name, Quantity, Envelope Type, Shipping Address, QR Code. Notes field can be used for 

other miscellaneous information 



 
 

7. Many of the fields will pull the Agent’s Profile Information from the required fields (i.e. Name, Title, Direct Telephone, Business Address) 

 

8. Complete fields of optional items (i.e. Cell Telephone number) if desired 

 



9. Once complete add item to the cart 

 

 
 

10. Once the item is added to the cart the Agent will have the option to “Add to Your Order”, to add more items, or “Check Out” 

 

 
 

 



11.  Once Order is Checked Out – Shipping Information screen will need to be completed and then select Request Approval 

 

 

You have just requested your stationary! Once approved you will receive an email notification. It will take approximately 5-7 Business Days. For orders 

placed within 7 days of a holiday, it may take up to 10 days.  

  


