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You can get to the My Circle login

screen by clicking on this link on the

war www.circlegraphicsonline.com home
page.
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Use your email address to login
and your FIRST NAME as your
password.
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My Circle alows you to enter [ ¢y Y
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) Ordersfor Last 90 Days
3) All Orders
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ENTERING AN ORDER VIA MY CIRCLE
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Flesze select which foormat vom ane ordenng

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

|, Digltal Poster combine these product types
w/in the same order).
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The order form is 2 pages
long. On this first page, most
of the info will default from
your login name. However,
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you must select how you are e oo ]
sending your artwork and i TR R
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what proof method you would
like for your job.
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Full Cobar Dégital Poster Ordar Fome - (Stap 1 of I)
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Full Color Digital Poster Order Farm - (Step 2 of 2)

The second page of the order
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Finish Order

[ | Admenices

Lewd | Produn

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 dso 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.
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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 B - I
for the creative. The sooner N R Tust Chrdar “TET - DESIRT Cieeks Geaphies
we receve your artwork’ the T e prndacion =4 this arder We st hane o atwoes. Flase we soe of the felowieg tetha b
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hank you! Yous Order has been subimitted
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ORDER TRACKING
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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
looking for.  Additionally,

All Unshipped Orders
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ol i 8 __—om B s =T you can upload art, proof your
PRALIOT e g eothiiue i Dot e o job or pull up a detailed order
b 1] 30 Shami Curiorar TLTRE Lanw iBuloe Fougn  DIATON  DECHH BB o a'Immary pme (% next pme)
i S . A ——— . that has shipment tracking
M s o ke e mit e info.
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Click the printable report to
get a PDF version of this
online info.
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arder Tracking for Order: 58591 Line: 1

_'C‘Jsln:-nm _L'-u.rJB-.mnl-:-q;:e | 2.1:-5_&'-.._:'::“ :‘Tr\e_nr F.n:f.en.i
| Adwertiser [Vertige | Dewign | Summer Fun
Produwt |30 Shest Bresfbll=thad W Froof Eegared
| | | Ehep be Compang | Lamar of Baton Boige
b Friitigg T
Lis Ttem Cog $1ET00) | Order Date | 63 1200AR
Freight Cest 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 ORZE0 12004
| 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 beabig help to
you in helping you PLACE and TRACK your production orders.

As always, THANKS for your business!
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