(€9 CIRCLEGRAPHICS

My Circle Web Site
Introductory Overview

You can get to the My Circle login screen by clicking on the MY
CIRCLE link on the www.circlegraphicsonline.com home page.

3 Cirche Graghics - My Circls Login - Microsolt Intesomt Explorer
B [E Yew Fgertss Lok tep

Qs - 2 P frres @us @ 35 EH
A it fon 207,551 e e, i B
[ o] sewr Qwet Gtctinary + Pl ooy anes
(€D CIRCLEGRAPHICS

My Circle Login

L —

Use your email address to login
and your FIRST NAME as your
password.
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My Circle allows you to enter @CJHCLEGR:&PHICS
orders directly into our system

(details on next several pages)

as well as track your existing /

orders. /
Enter a
ew Order

You can track your orders by
looking at your:

MyCircle - Home

1) Open (unshipped) Orders i an i,
2) Orders for Last 90 Days other options
3) All Orders
4) Look up by Order Number

e FEE T EET [ -5~ ]

ENTERING AN ORDER VIA MY CIRCLE

-2 RAid a3 Do
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MyCircle - Create Order

Please select which format you are ordering

To enter an order, select either
Poster or Vinyl (as we do not

combine these product types
w/in the same order).

Flex or Self-Adhesive Vinyl

Eeturn to My Circle - Home
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The order form is 2 pages

Q-0 NG L,hee 2-LF
(€ CIRCLEGRAPHICS

long. On this first page, most
of the info will default from
your login name. However,
you must select how you are
sending your artwork and
what proof method you would
like for your job.

Please note that if you order
for more than one office, that
you will need to select the
appropriate office that the
order should be billed to at
the top of Step 1 of 2 before
proceeding.

Full Color Digital Poster Order Form - (Step 1 of 2)

/

Select Customer

Job Raference (POR, anc), |

Maene [Fod Feackiey
Telepbene [035322370 |
Fuc [303-5232384 |

Cel [fro 7310338

Emall [rod@eircloprantic senling com

Addeess 1 |
Addess 2 |
City, State Zip: |

O Hot Regered O Fanad O Hard Cepy ($10 shipping chisge)
Emad 1. | Attessioay |
Cersgany |
Addrass 2|
Nte: any af the mdvviduals bited abave Ciy, Stabe Zipr | -
b auitharily to approve this progf, Fhone

The second page of the order
form is where you add the line

- R EEE I EEER
Full Color Digital Poster Order Form - (Step 2 of 2)

Poster Detals

Product; I

Quantity: I:l

Advertiser: | |

Design: | ‘
Required Receipt Date: I:l (date format: mm/dd/yy)

items for the order and select
the SHIP TO and SHIP
METHOD info for each line.
You can also add ORDER
NOTES that will apply to the
entire order. These notes
serve as a reliable method to
communicate info to Circle
about special requirements
for your order.

nformation

Ship Method: ¢ Ground ¢ 2nd Day Air © Next Day Air

Select From Previously Used Shipping Addresses

Attention

Posting Department |

Company:
Address
Address2
City, State Zip:
Phone:

Fax

. rdgar—

Email

You can add multiple lines to

your orders by filling out all of
the information at the top of
the screen. Once this

information is filled out, click

Add Ttem

Product

Oty | Advertiser

“Add Item” to lock the line into
the order. The top half of the
screen will reset to a blank
form to enter the new line
item.

Finish Order
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Order Complete

Once you submit your order,
you have the option to upload

your art dlreCt|y or emall the Thank you! Your Order has been submitted.
Iin k to the person responSIbIe We have sent you a confirmation email. For your reference this order # is: 70618 and has the following order lines
for the creative. The sooner Lnc 4100 Joredut, N Y Y

we receive your artwork, the

quicker we can move your job
into prepress and production. l\g

To begin production on this order we must have your artwork., Please use one of the following methods:

13 If you have your artwork now, click on the link below to be directed to a special upload
page for this order,

Upload art for order #70613

2) To send an art upload link te someene that has the artwork (for them to upload), type their
email address and click the submit button

3) If you are not able to upload at this time, please use the job tracking feature and click the
"Art Upload" Link to upload your art at a later tme.

Show Printable Form o

ORDER TRACKING

-5 - QREAREDI BD-oxES

: Order tracking reports provide
important  milestone  date
visibility and an ability to sort
by different column headings

depending on the info you're

looking for. Additionally, you

All Unshipped Orders

(Cotamns sortable by blue colamn head links)

Actual  Target  Actusl Ship | .
e BEECPES LT e SPEET G Wl Tmm o T can upload art, proof your job
J— [Upiosel A] 30 Shest Customer ‘?\:‘D?n::“ic'”a‘ Med Lamar of Baton Rouge  OGM7/04  0B24i04 062804 D or pu” up a detalled Order
[Proof] 3 Approval ‘White ¥oman Mark Headlee 120040 05:46PM 12:004M DHL
summary page (see next
J— [Uplosd Ar] 30 Shest Customer e Regon Lamer of Baton Rouge  D6/17M04  06/24/04 0672804 ol page) that has Sh|pment
[Proof] 3 Approval Black Women Mark Headlse 120080 05:46PM 12:008M DHL ! .
tracking info.
[Uplosd Ari] 30 Sheet BRLT Lamr of Baton R 061704 0672404 DB25/D4 ot
694001 [P:JDE:] 4 © Post Press Childrens Gaanrjt:rﬂunbartzn oo 12:004M 04:13FM 12:004M DHL
[Upload Ar] 30 Shest Sandi Ogburn Lamar of Baton Rouge 0623004 0GR3ID4 0B24I4 062404 062504 ot | k h p I bI p
TosEe [Proof] 20 Fost Fres= Baby Amy Starnes 1Z00AM  OE:37PM 07:258M  DB:22PM 1Z004M ot C IC the rintable report to
get a PDF version of this
online info.
Return to My Circle - Home
4 v[ |
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A Circle Graphics - Order Tracking - Microsoft Internet Explorer
order Tracking for Order: 69591 Line: 1
This  order-line  summary
screen contains  specifics
Order Information abO Ut an in d VI d u al I ne |te m
il;stomer %famar of Baton Rouge Eales Contact "érey Rok;arts on your Order |nclud|ng
wertiser |Vertigo E51811 ummer Fun . . .
Product |30 Sheet Proof Method Mo Proof Required mlleStone dateS traCkln InfO
1 ’
Ship to Company | Lamar of Baton Rouge | — prICIng and Order nOteS
’
g Significant Dates / Milestones Tracking Numbers < (n otes pe rtinent to the entire
Line Ttem Cost $137.00 Order Date 06/18/04 12:00A1 W6A344045976 = \ .
Freight Cost $0.00 Art Rec'd Date 06/18/04 0323PM jOb)
Tazx $0.00 Prepress Complete 06/18/04 03:59PM
Order Line Cost $137.00 Proof Sent Date
Proof Approved
Actual Print Date 06/1%/04 08394
Shipped Target Ship Date 06/23/04 12:00AN
Ship Method Actual DHL 2D&
Ship Method for Billing | DHL Ground
Req'd Receipt Date 06/25/04 12:00A1 =
=

END OF OVERVIEW

Everyone here at Circle hopes that MY CIRCLE will be more
convenient for you and will help when PLACING and TRACKING

your production orders.

As always, THANKS for your business!
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