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2. Click on New User? Register

3. New Accounts will be required to complete all * Profile Fields: The Address fields should be completed with Agency
Address. Profile Field Phone 1 = Main telephone line of the agency. Phone 2 = Direct telephone.
Once complete Click on Submit

CREATE AN ACCOUNT * State/Province/Region
v
Contact Information Title 2 (optional field)
*First Name
*Last Name Account Information
* User Name
Imclane
* Email
* Password
Phone Number 1
* Re-enter Password
Phone Number 2 * Secret Question
What high school did you graduate fram? v
Fax Number * Security Answer
itle
* Enter the code shown below
Company

* Address Line 1

By clicking the Submit buttor ree to Terms and Conditions

Address Line 2


https://acentria.myprintdesk.net/

On Home screen Click Stationery—>Browse Business Cards

Ao &, CONTACTUS @HELP ™ ENGLISH (UNITED STATES) - 8 LOGIN
Search Product w0 -
/\centrla search Produc -
Insurance

SHOP BY CATEGORY

Acentria Flyers

Acentria Gateway

Large Format Printing '
Acentria Pocket Folders ‘ (

Acentria Rack Cards
Acentria Stationary

Acentria_Brochures ‘ L]

Acentria_Key West FEATURED CATEGORIES

Total Dollar Insurance

\centria \centria \centria \centria
Insurance Insurance Insurance Insurance
Staionary Products Note Card Rack Card
BROWSE BROWSE
ACENTRIA STATIONARY ACENTRIA FLYERS ACENTRIA NOTE CARDS ACENTRIA RACK CARDS

Acentria T TAL \centria

Insurance: LL AR Insurance
Gateway-/‘centria
pocket Foider [t v /iSEntri

Click on item to order: Then Click on Buy Now
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Staionary Products

Letterhead  Envelopes » Business Cards
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Complete fields as required/applicable on the Left of the form: Job Name: (i.e., Agents Name, Agency) & Quantity



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

8. Complete fields of optional items (i.e., Cell Telephone number) if desired. Delete prefilled text in fields not used.

9. Once complete add item to the cart:
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* Job Name

®y Editin Fullscreen Q Review My Job @ Help X Close

*Quantity| 250 v | *Pages 2
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Tester Test
* Dirct Number = — z Tester Tester

8008675309

Title 2

Cell Number (Optional

8008675309

800.867.5309 & 800.867.5309 H
T.Tester@Acentria.com =
www.Acentria.com @

Jciress 2 | 4634 Gulfstarr Drive // Destin, FL 32541 9

Email

0 »
Unit Price $0.10  Total Price $25.14 “ Add to Cart

10. Once the item is added the following screen appears: Click Ok

Update preview before adding to cart{click to update)

11. It will give you the following preview screen. MAKE SURE YOU REVIEW ALL INFORMATION FOR ACCURACY.

12. Once Reviewed for Accuracy = Click Add to Cart and | Agree in the Right lower hand screen



Business Card Horizontal ®y Editin Fullscreen Q Review My Job @ Help X Close
[ © vob vetals X
* Job Name °
0N | e
* Quantity * Pages
250 v o2

Print Options

Special Instructions
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Tester Test
Tester Tester

Title 2
800.867.5309 & 800.867.5309 H

T.Tester@Acentria.com
www.Acentria.com &

4634 Gulfstarr Drive // Destin, FL 32541 9

a & [@ 10%
Unit Price $0.10  Total Price $25.14

]

13. The Cart will now be viewable. Here you will either Continue Shopping or Proceed to Checkout

i Search Product wi) -
/\oentrla SRR B4
Insurance
CART
Products Quantity Unit Price Total
Subtotal: $25.14
£ Test Tester 250 v $0.10 $25.14
I e o Buoess Card Horizontel figxes: Rie
Total: $26.90

Proceed to checkout to view final order total, including

taxes, fees, shipping.

PROCEED TO CHECKOUT -»

4= CONTINUE SHOPPING CLEAR CART
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14. If Proceed to Checkout—> Select a Shipping Address & Shipping Option (Fed Ex Ground). Click Save at bottom of Shipping
screen. Then Proceed to Payment
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° z 3 United States v
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Select a shi dr FL-Florica v
e pping address & shipping options
*Zip/Postal Code
SHIPMENT 1
o Products p—
— Test Tester
Daiier v Nurhe 1
ttem Name: Business Card Horizontz! Prone Nutbe
ADDRESS o 9123202194
Compny:
- b Suatotel N Acentia nsurance
Tester
Shpping 000 Email
*LastNarre:
Tages 176 TTester@Acertria.com
Test

*Address Line | Delivery Instruztiors

Total: $26.90
4634 Gulfstar Diive Price subjectto change

Accress Line 2:

Osave tc My Address 300k
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Youmust cick save to proceed with checcout

Accress Line

ity
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Cauntry:

Unitad States v

§ 48 CONTINUE SHOPPING PPROCEED TO PAYMENT
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15. Add PO Number or Billing Reference and then Place My Order:

A HOME g3 ADMINISTRATION L CONTACTUS ~ @HELP 8 TESTERLORE -
4" Vinsurance

° ° 3
‘Shipping Payment Finish

How would you like to pay?

PAYMENT METHOD Products

Plecoe e Test Tester

@® PO Number ltem Name: Business Card Horizontal
PO NUMBER

* office Location / City:

Subtotal: $25.14
Shipping 50.00
[} Taxes: $1.76

Total: $26.90
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16. Submitter of Order: If there are questions about formatting or placement of the fields DO NOT PLACE THE ORDER.
Contact Image Printing 850.244.3380. Once the order is placed it automatically goes to print.




