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My CircleWeb 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.

Use your email address to login
and your FIRST NAME as your
password.
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My Circle allows you to enter
orders directly into our system
(details on next several pages)
as well as track your existing
orders.

You can track your orders by
looking at your:

1) Open (unshipped) Orders
2) Orders for Last 90 Days
3) All Orders

4) Look up by Order Number
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The order form is 2 pages
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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

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

Finish Order

[ | Admenices

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 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.
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Once you submit your order,
you have the option to upload
your art directly or email the
link to the person responsible
for the creative. The sooner
we receive your artwork, the
guicker we can move your job
into prepress and production.
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Order tracking reports provide
important  milestone  date
visibility and an ability to sort
by different column headings
depending on the info you're

T looking for. Additionally, you
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D R T e mk can upload art, proof your job
itk oo " or pull up a detailed order
B i i summary page (see next
s ey cecee u page) that has shipment
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: tracking info.
mcme oo move e ccos E Click the printablg report to
get a PDF version of this
online info.
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arder Tracking for Order: 58591 Line: 1
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| Adwertiser [Vertige | Dewign

| Sules Concart | Trey Rt
| Summer Fun
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Prodwt {30 Shest
| Ship bs Company | Lamar of Baton Rouge

Lirs Toom o | E15700| | Order Date

| 63 1200AR
Freight Temt | 000 | ArRes'd Do | 9613 0323F
| T EOD0] | Freprass Complebe | Q671204 03 59FM
Cordar Lire Cost F1ET000  |Frocf SantDam
| Frosf approved | i
Hunsal Priok Thaes | QR DESIAT
Target Ship Date ORE 1200488
| S Bethod Arnual | DHL 304
| Thips Mathed for Eding | THL Ground
Beq'd Revept Date | Q62504 120040
 odecVotea |
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This  order-line  summary
screen contains  specifics
about an individual line item
on your order including
milestone dates, tracking info,

pricing, and order notes
— (notes pertinent to the entire
job).

END OF OVERVIEW

Everyone here at Circle hopesthat 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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