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CustomPoint. Order Entry Guide

Preface (new!)
General Data Protection Regulation (GDPR)

The CustomPoint Login page has been updated for GDPR requirements in 2018 (as shown below). This
displays the new ‘Authenticated site’ footer message with the ‘| Agree’, ‘I Disagree’ and ‘Read More’
option buttons regarding cookie usage.

A Please LogIn
CustomPoint

Integrated Communications
Management

~

RR DONNELLEY

The GDPR footer message only displays once per device (and per browser used), if you select either the
‘| Agree’ or ‘| Disagree’ answer option. After selecting your answer, it switches to a cookie icon [4 that
appears in the left corner of the CustomPoint page footer area. The cookie icon can be clicked at any
time to review/change your response. Not selecting an ‘| Agree’ or ‘| Disagree’ answer has the footer
message continuing to display on subsequent pages.

Clicking the “Read More” option takes you directly to the Cookie Policy page. This page lists the Strictly
Necessary Cookies, and provides Lists of Performance and Functionality Cookies used (as shown
below).

Cookie Policy

Note: Selecting the ‘I Disagree’ answer removes all non-essential cookies (leaving only those cookies
that are listed as Strictly Necessary Cookies).

There are new Privacy Policy and Cookie Policy links displayed under the Login page (and in the footer

area throughout CustomPoint for your review at any time). In places like Administration and Manage

Catalogs, where the CustomPoint Classic interface pages have the left/right frameset due to the site tree,

the cookie icon and links are present on the right frameset as shown below on the right).
R T

T e ]
CustomPoint Commumecatuons Mamagement

[res—
Commuricatont Managenent
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Introduction

This guide serves to cover the order entry basics of the CustomPoint application. There are different
checkout options that can be enabled for use in CustomPoint order entry, refer to the Checkout
Workflows section for applicable workflows.

Note: Some of the options displayed on the following printscreens may not appear based on specific
business requirement configuration.

Home Page Features

The Welcome area of the Home page identifies the first name/last name of the user ID currently logged
in (refer to Figure 1). For those using advanced features, such as Order on Behalf (OOB) or Alternate
Profiles (when a specific Company or Member has been selected), a specific icon and mouseover will be
shown following the name in the Welcome greeting area as well upon login.

Select Sign Out to log out of CustomPoint. The Cart (shopping basket icon) displays a cart count of 0
initially, and becomes a link to the shopping cart once items are present in the cart. There is a Help
menu (providing access to the Support Contact service if assigned, Help/About, etc.) There is also the
ability to have a customized Application Name (where Figure 1 shows ‘CustomPoint 8.0’) and all
CustomPoint vendor references can be set to not show as well).

Welcome, CP AcctAdmin My Profile Sign Out I..I' I CustomPoint 8.0°

Integrated Communications Management

A o
CustomPoint from RR Donnelley

S

Search 'I}]
Figure 1: The Home Page banner area, with the new menu bar and universal item search field shown

HOME CATALOGS ORDERS MANAGE REPORTS CONFIGURE

My Profile menu

The menu options appearing under My Profile (refer to Figure 2) will be dependent on the user’s
administrative settings. Not all options may appear under the My Profile menu as shown.

Welcome, CustomPoint User My Profile Sign Out

Personal Information
A o
CUStom POI“t Personal Address Book

Settings & Preferences

HOME CATALOGS o] .
Custom Fields

Figure 2: My Profile menu options example

Personal Information option

The Personal Information menu option links to the Profile page (refer to Figure 3). The fields appearing
here are based on specific administrative settings for your account, not all options may appear. Users
can view and maintain personal information (such as First Name, Last Name, Email Address and Phone),
change their system password (if enabled), and more. Select the Save button if any changes were made,
or select the Cancel button or Close button in the upper right to exit the page.

© 2019 RR Donnelley Page 3
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‘& Profile

Aboul Yoo

kirst Name * Last Name *

Customoint | |l|5ﬂr

Mazsword

Uld Fazsword

Frouail Ackdrees, # DPhone: *

Iaramplﬁﬁlrrd.rnm | | A3IN-313-7RT5

User 11

Mirww Paseaword

Confirm Password

Aboul Yeur Cumpany ™ 15 pefoull Shipging Addiess

L Iry vitle:

I Uniled Slales El |
Hame Hamc 2 Wivizion
[ree | |
Address Address 1 Lepartment Hierarchy
II i wallacs Ava | | None
Addrnes 3 LRI
||
City Skate 7ip 1 oo 1IRI
I.".r Charles | innin El |m|?4 | |
vhone 3
I | |
o

Figure 3: The Profile page (accessed by clicking the Personal Information My Profile menu option)

Personal Address Book option

Refer to the Personal Address Book section of this Guide for more details, if your account has Personal
Address Book enabled as a Checkout workflow.

Settings and Preferences option (updated!)

Profile-level options are available for individual shopping Preferences for things such as Express
Shopping. As a new user, you are prompted to save your own preference the first time you add an item
to the cart (refer to Figure 4 left). Clicking the Stay Here button means express shopping as you add all
your items for the order prior to going to the cart page (this is the ON — Stay on Page preference).
Clicking the View Cart button means the user is taken to the cart immediately after adding/selecting each
item (this is the OFF- Go to Cart preference). This Express Shopping choice can be edited at any time
by selecting the My Profile/Settings & Preferences menu option (refer to Figure 4 right).

8 Preferences

Shopping

@ ltem Added to Cart

The Item "002 AIR WAYBILL" has been added to your shopping
cart and is now part of your order.

Express Shopping

OFF - No Preference

OFF - No Preference

ON - Stay On Page

OM - Go To Cart

Figure 4: (left) ‘ltem Added to Cart’ pop-up preference setting and (right) editing later (via the My Profile menu)

| ¥ save choice as Preference

© 2019 RR Donnelley Page 4
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There are profile-level Preferences options available in a section called Catalog and Search Results. If
the user group level setting for Allow Catalog View Selection is enabled, as a user, you can set your own
display preference (refer to Figure 5 below and the View/Sort By/Show options bar section in this guide).
Default Display options are: Icon View — Large Thumbnails, Table View — Small Thumbnails, and Text
View — No Thumbnail. The Default # of Items preference available values are 24, 48, 96, 192 for all three
View options. The available values for the Default Sort By preference are controlled by admin settings
(Your Item and Item Description are always available).

T ————

a Preferences
Shopping Catalog and Search Results
Express Sh i _[)Efault Sort By
[ on - stay on page ﬂ [ vour ttem | SortBy ﬂ
!:)efault Display As
[ Table View - Small Thumbnails | view | [v
Default # of Ttems
{ 24 | Show i ~
Custom Documents/Order Entry
Prompt for Saving UI Pages
I Yes - Always Prompt To Save ﬂ
ca
View:| Icons | Table | Text Sort By:| Your Item =] 4% Show:| 24 =

Figure 5: The Preferences page (select the Settings & Preferences option on the My Profile menu)

The Prompt for Saving Ul Pages preference is available in the Custom Documents/Order Entry section
on the Preferences pop up (as shown in Figure 5). This setting defaults to Yes —Always Prompt to Save,
but can be changed to No- Automatically Save My Changes if you find the Save Changes pop-up
disruptive during your ordering of custom documents. Note: Only selecting the Back button or selecting
to go to a previous page will generate the Save Changes prompt this preference controls. Clicking the
Next button in the custom document ordering workflow automatically validates the data entered and
saves for you.

Custom Fields option (Advanced Profile setup for User Defined Fields and more)

Those accounts utilizing some of the more advanced profile setup options will see a Custom Fields option
under the My Profile menu. Figure 6 shows an example of a “Profile User Defined Field” which was set
up to capture the ‘Full Name with Initial’ information on users (for use on custom documents, etc.).

8 Custom Fields

Default Values

Full Name with Initial

I l

CANCEL m

Figure 6: The Custom Fields page (which may be an option on the My Profile menu)

© 2019 RR Donnelley Page 5
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CustomPoint Menu Bar

CustomPoint has a new menu bar appearing on all screens (most Order Entry users will see Home,
Catalogs and Orders options on their menu bar), refer to Figure 7. Those accounts that utilize an order
wizard may not see a Catalogs menu option (based on their setup). Just remember the menu bar is
always there to speed navigation around the system. The Home page is always just a single click away!
Refer to the Home Page Widgets section in this guide for customizing the Home page to do more for you.

Catalog Browsing

Figure 7 left shows how the catalog categories display for fast browsing access when you hover over the
Catalogs menu option with your mouse. It is dependent on the account catalog setup if there are
additional (sub) categories to drill down and view. Refer to Figure 7 right examples of how the main
category (such as Brochures) either displays additional categories or it shows the message that there are
no additional categories to display.

HOME | CATALOGS | ORDERS A e TN o

Brochures Categories
Dynamic Kits

- This category has no
. gory
We | C SB{J:E::)?]S: Cards & Static Kits available subcategories.

Figure 7: Mouse over the Catalogs menu to see the available categories/(sub)categories of items to browse

Categories

Figure 8 demonstrates how the Selections checkboxes become breadcrumbs when drilling down into a
subcategory to show where you are currently. Simply uncheck the ‘Large Category Test’ checkbox to
return to the highest level category (‘Regression ltems’ category in this example) in one step.

HOME CATALOGS ORDERS MANAGE REPORTS CONFIGURE Search ke ]

Large Subcategory (103 items found)

Categories

This category has no
available subcategories. Selections: [/ Regression Items [l Large Category Test [ Large Subcategary

> " e targeCategory Test ;
Standard Attributes View: Icons | Table | Text E-MWMEHJ Show: 24 = Page: 1 2 ... 5

B Favorites

Item Description

M Featured
S . | 1740897 Vg)
o o= LT

W New — . @ @

Figure 8: The Selections checkboxes act as breadcrumbs, deselect a checkbox to return to the higher' subcaterry

There is a Show All option available (click the =l icon to see the Show menu options) as shown below.
Click the Show All option during catalog browsing to remove the paging on a large result set (putting all
the category items/search results on a single page) for easier browsing, see the Figure 9 examples.

View: Icons | Table | Text Sort By: Your Item 5] # S|

96
192

‘

1. | 1740897

W/ [ [

View: Icons | Table | Text Sort By: Your Item =4 Show: Show All [=] Page: 1|
L |

| 1740897

@ [ [&

Figure 9: The Show All option eliminates the pagi'ng, putting all the items ona sihgle page.

© 2019 RR Donnelley Page 6
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Universal Item Search and the Advanced Search Options page (gear icon)

The universal item search is the single search field on the right side of the menu bar (refer to Figure 10
for an example search for items starting with ‘CP’). This utilizes the search appliance for the most
efficient searching. For those accounts that use Manage Items, there is a way to setup the ability to
search Keyword value(s) via this Search as well. Simply enter a partial item number, item description, or
keyword value (when setup) and hit Enter for fast order entry search results. With your search results
returned, you can drill further down into those results (especially useful when a large number of results
were returned) by using attributes to more quickly find what type of item you are looking for. There are
also Standard Attributes such as Favorites (item(s) you have made a Favorite), allowing you to scroll
down and select a checkbox of the item type to narrow your search results.

Atributes (such as Market Segment & Item Type) are shown in the left bar
and can help further narow your search, if selected.

HOME CATALOGS ORDERS MANAGE REPORTS CONFIGURE

Market Segment [ "CP" (17 items found}l

W Retail

View: Icons | Table | Text Sort By: Your Item =4 Show: 24 = Page: 1
M Financial

W Health Care
W Manufacturing

W Automotive

W Menu Panels

Item Type
W Booklet Customer Integration CustomPoint Features MULTI-TOUCH Business Card w/Loge
W Brochure Services & Benefits Guide CAMPAIGN WITH... and Profile Selection
CP0022 CP0OO23 CP3MTBIZ CPDEMO1

W Card

Figure 10: Universal Item Search functionality (utilizes the Search Appliance)

If you have more search criteria to enter/select, click the gear icon ('ﬁ‘) in the Universal ltem Search field
to go directly to the Advanced Search Options page. Refer to Figure 11; here you can make your
attribute(s)/Standard Attribute(s) selections along with entering the partial item number or item description
and click the Search button at the bottom of the page. Note: Attributes only appear if they have been
configured for your account.

g} Advanced Search Opt}ons ‘ Click the Universal Search gearicon to access Adv Search Options L
{
Find Market Segment Item Type
™ Retail I Booklet M
[~ Financial [~ Brochure
" Health Care I~ card L
™ Manufacturing [ Form
I” Automotive I Flyer
™ kit B
I Letter
" Mailer Z
I ak El I Favorites
AL W " Featured
I AR I Hot
r Az
I ca
r co
rcr
" bc =2
Finecn’

Figure 11: Click the gear icon in the Universal ltem Search field to access the Advanced Search Options page

© 2019 RR Donnelley Page 7
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Home Page Widgets
Adding widgets to the Home Page gives the ability to create a functional dashboard for users with their
most commonly used functions available all in one place. Figure 12 left and right shows how Home
Page widgets can be setup differently (at the user group level, based on assigned services and other
administration settings) on the same site. Widget options include the following:
e Landing Page HTML: a customizable HTML section that can be setup to provide information.
o Featured Items: can be a separate widget or setup combined with user Favorites.

¢ Favorite Items: can be a separate widget for user Favorites or combined with Featured Items.
Messaging appears under the Favorite Items heading when there aren’t any items marked yet.

e Order Search: shows the last 10 orders for the user (Recent Orders must be enabled at the user
group level for this widget to appear on the Home page).

o Check Inventory: provides the ability to search for an item’s inventory level information.

o Message Carousel: Use the ‘Carousel’ Message Category Name to setup a carousel of
messages to rotate thru on the Home page. This can be in addition to the high value messages
(set up for display on the right side) and the regular message board messaging.

o Message Board: can display up to 5 categories of messages, click the message category name
to display the messages for that category.

e Order Wizard: Advanced feature requiring special setup.
¢ Key Profile Selection/Key Profile Search: Advanced capability requiring special setup.

Favorite ltems atur varita 21
r View: [cong | Table | Text Sout By: Your Item =+ Show: 8 [ Page: 1

ng Page HTML

mPoint Supports Robust Integration with Salesforce.com m Dirwet Mail and Email hwen Dmscription Your kem Vendor kem Ordlar
Emails and Printed Materials to your Print Fulfilimsens Brochure DLF09.10.2009 DLF09.10.2009 =

Chck: om the fink Balow to view

Salesforce Contacts and Campakgn Lists! e 9.5 @
wiral s that arn avstablo E EJJ .
For aedarieg! — 1 1 1 |
‘Commercial Print Press Kit GOOL1A GO0LLA =%y
et Hiail and Email
i e
+ Erwcdinlead nunture o Customes BeCycle DIOrams 0 INC/ease Customed Satstacion
» Recwive laced 4 lof groater vinidiny o T + + 1
i ‘ User Guide [F75 ] Business Card w/Profies HWIE MwBE Big
I o Finem cpaestions abesst e | |
Featured ltems Festured Tiarms | Favorite Nams \sskng the sitm, rafer 1o tha User
- Gubde Bnk located belaw
View: lcons | Table | Test Sort By: Your lem = % Show: B = : 1 - .
ek lcm b view tha Grider Ordler Search diich the Sales Ref No. or \ew Order Details opion
[ — Vs lam [F——— Enary Guide. ‘toviewa particular order
I @ CUSTOMPOINT CD 1EA CSPTCDL HWCSPTCDL o Sades Ref Mo, Order # Order Date  Orcler Status
L ] . Wiy Order Rominders 50015155 "™ D2/24/2017 | Submitted
M e " L 0015154 | NA | 02/24/2017 | Submitted |
ordets amaiting completion:
Check Inventory Sawd Ovitnrs (1) r v .
Welcome | cionont onstigs categry paed i l
Search In | Sorts Mesuits By - - - —
Your Rem | Your Tiem " Ordar Alerts Con e R
Here are arders ruted to you
s Biplay for ruviem:

Figure 12: (left) Home Page widgets and the side panel, (right) diﬁerenfwidgets setup for another user group

Home Page Side Panel for High Value Messages, Order Reminders, Alerts

Refer to the panel shown on the right side of the Home Page in Figure 12 (left). There is an example of
two High Value Messages displayed, the Order Reminders section (with a link to Saved Orders), an
Order Alerts section (for the link to the appropriate Approval Queue — specific to an approver on an
account using Routing & Approval), and an Inventory Alerts section. The alerts that can also appear
here can vary widely between users based on administrative settings. The Message Board can be setup
as a Home Page widget (see Figure 12 (right) bottom), and just those messages designated as ‘High
Value’ message(s) appear at the top of the Home Page side panel as shown.

© 2019 RR Donnelley Page 8
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Additional Navigation and Methods for Adding Items

View (Ilcons, Table, Text) / Sort By / Show options bar

The following section covers some of the Order Entry basics. To see an example of the View/Sort
By/Show options bar, refer to Figure 13. Click the [=!icon next to the Show field and make your
dropdown selection by clicking on one of the available number options. This controls the number of items
to be displayed on the page.

|\riew:| Icons | Table | Text | Sort B',r:l Your Item =] 4 | Show:l 24 [ Page: 1

Figure 13: The View/Sort By/Show/Page bar that appears in Order Entry

Figures 14, 15, 16 below show an example of the different View options. Note: Not all users see all View
options, and some may not see the Vendor ltem or Market Segment column (these are admin options).

Icons view
Brochures (10 items found)

Select your brochures from the 2017 list of products below!

Selections: [ Brochures

View: Icons | Table | Text Sort By: Your [tem =+ show: 24 [ Page: 1

Brochure Customer Integration CustomPoint Features Business
Services & i C "
CPOO22 CPOO23 DFO2

Figure 14: Icons view

Table view
Brochures (10 items found)

Select your brochures from the 2017 list of products below!

Selections: [} Brochures

view: Icons | Table | Text Sort By: Your Item (S|4 Show: 24 [=] Page: 1

tem Description Your ltem Vendor lrem Market Segment  Order

q‘ l:nchare BF1888 1506264 Financial So
0 -

Customer Integration Services CP0022 RRDCP0022 r\@

CustomPolnt Features & Benefits CP0023 RRDCP0023
‘oo Gulde "

Figure 15: Table view

Text view
Brochures (10items found)
Select your brochures from the 2017 list of products below!

Selections: [/] Brochures

View: Icons | Table | Text Sort By: Your Item (=4 Show: 24 =] Page: 1
Item Description Your ltem Vendor ltem MarketSegment  Order
Brochure BF188B 1506264 Financial Y\;c
Customer Integration Services CPo022 RRDCPO022 T\?
CustomPolnt Features & Benefits Guide cPoo23 RRDCPO023 %

Figure 16: Text view

© 2019 RR Donnelley Page 9
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Sort By options

Click on the =licon to get the Sort By dropdown selection options to display. Figure 17 shows a couple
of examples. Your ltem, Iltem Description, or Vendor Item displays with a checkmark when that is the
selected column to sort. Click the arrow icon (ascending order is + descending order is ¥ ) to adjust
the direction of the sort on any particular Sort By column. As a quick reference, the Sort By field always
displays which column has the sort (and in which direction) on the bar.

Sorl By: your Item =4 Sort By: Item Description =4
vendor Item Vendor Item
« Your ITtam Yaur Item
[tem Description v Item Description

Figure 17: The Sort By options available depend on administrative settings (some may not see Vendor Item).

ltem Rollover

While browsing the catalog, as your mouse rolls over an item, you'll see the Item Rollover pop-up.

There are quite a few options available to users for this pop-up (with the appropriate settings). You can
click to Add to Cart (Customize button for custom document items, refer to Figure 18); enter Units and
Qty and click the ‘Check Current Pricing and Availability’ when the appropriate settings are enabled (refer
to the example shown in Figure 19), and mouse over other icons displayed for navigation/additional
information.

: QR Code Business Card |

CustomPaint B

| units: | select VI T
Qty:

Select Units and
Quantity

Your Item: CFDEMO98
Vendor Item: CPDEMOS8

Figure 18: The Item Rollover pop-up

Ordering Options

Ordering Options

Customer Integration Services Customer Integration Services

Units: .PK of 10 v Units: ( PK of 10 hd

aty: (1 X Qty: {1—]
Your Item: CP0022 o Your Item: CP0O022
Vendor Item: RRDCP0022 S || Vendor Item: RRDCP0022
Status: On Demand
. 8

Figure 19: ‘Check Current Pricing and Availability’ functionality on the Item Rollover page

The item description field shown in red (on the upper right of the pop-up) also becomes a link, when
clicked will take you to the Item Details page for additional item information. Continue on for the Item
Details Page section for additional information.

© 2019 RR Donnelley Page 10
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Item Details Page

The Item Details page (refer to Figure 20 left) provides additional information about the item, providing a
Show Full Size Image link, a Pricing By Quantity breakdown (for users that see pricing), item instructions
(if setup in Manage Catalogs), and much more depending on the item/item type. Similar to the Item
Rollover pop-up, there is a ‘Check Current Pricing and Availability’ check on the bottom of the Item
Details page (with pricing enabled) now. Figure 20 right shows an example of the grid & pricing
disabled.

An item can be ordered from the Item Details page (entering the Units and Quantity is optional), click the
Add to Cart or Customize button (for customizable items). Refer to the Customizable Item Ordering
section for additional details.

STD WALLACE BUS CARD

Your em: BCL Vendor Ttem: BC1A

[RR DoNNELLEY

=7 Pricing By Quantity Unit Price
o 1- 499 Hof 1000 1

500 - 999 [worioon | 4

[ 1,000 - 590,900,090 [Wofioon | g

S vt [coromze

g and Availability

Figure 20: The ltem Details page (with or without the Priéing & the Pricing grid enabled)

umits: | 1

Chack Cur

Quick Item Entry

The Quick Item Entry page (refer to Figure 21), is a no frills/just let me enter my Item and Quantities
page. This option is available from the Orders menu (based on an administrative setting). Up to 10 items
can be added at a time, select the Add Items To Cart button. This is strictly for non-customizable item
ordering, if a quantity is entered, it assumes each (EA) quantities for what is added in the cart.

Quick ltem Entry

Oy s hnen. [

oo s o cae
Figure 21: The Quick Item Entry page

Order Templates

The Order Templates page (refer to Figure 22), is a method to be used for those that do repetitive
ordering. The Order Templates option is available from the Orders menu (based on an administrative
setting). To setup an order template, create the order, select the shipping address and finalize the order.
On the Order Summary page, prior to submitting the order, select the ‘Save as Template’ option from the
Checkout Options dropdown. Those users with access to create order templates may also be given the
option to share the order template with others. On the Order Template Details page, give the order
template a name and click Save. The order template will be displayed for use on the Order Templates
page for later (similar to Figure 22), and you are returned to the current order for submission. To delete a
template from the Order Templates page, select the appropriate checkbox for it on the left (which enables
delete functionality). Click the enabled Delete Selected button (see Figure 22). Then click the Delete
button on the confirmation pop-up that appears.

© 2019 RR Donnelley Page 11
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9 | Order Templates

| Template Name Date Created Access Items Create Order
O BCS Monthly Order 06/26/2014 Business Unit 2 (\D
[} SC template 06/26/2014 Private 1 (‘\e

ELETE SELECTED

Figure 22: The Order Templates page

Copy Recent Orders (updated!)

The Copy Recent Orders page (refer to Figure 23), is another method for creating a repeat order. The

Copy Recent Orders option is available from the Orders menu (based on administrative settings). There

are Search options at the top of the page to help locate a particular order (the search options can vary as
well based on settings enabled). Some of the basic search options are by Sales Ref No., Order No., and
Purchase Order # (note that the custom label setup appears here).

Clicking the Sales Reference No. column link for the order (or selecting the View Order Details option off
the Action menu) provides shipping/billing information, line details (Items Ordered and related item
details), and the order type (if it was an order request sent to a project manager or if it routed to an
approver) on the Order Details Print page.

Select the Copy Order option (off the Action menu) to copy the order. You are taken to the Shopping
Cart page for the selected order. There may be messages about customizable items needing to be
reviewed prior to selecting to Check Out; this will depend on the type of order copied. Review the order
carefully as you go thru the checkout process, editing the order as needed.

Copy Recent Orders
Search For Date Range
(PO # ] (s | (1172172018 i |-(02/19/2019 i searcH |

The default date range is the last 90 days
and can be edited

Recent Orders (4 orders fo\de

Sort By: Order Date =] # \ Show: 10 =) Page: 1
Sales Ref No.
70275109 N/A 8213 Scen3DistList 02/19/2019 Requested (RMS) Select... =]
70274761 87152868 8213 RTOS check 01/31/2019 Pending

Copy Order
70274688 N/A 8212 cust doc proof 01/21/2019 Pending View Order Details
70274344 N/A 8.2.11.5 12/07/2018 Pending Select... =]
Sort By: Order Date (= # Show: 10 =) Page: 1

Figure 23: The Copy Recent Orders page (with a search ran)

Note: When viewing your own orders in the Order Search module, the Copy Order option is available on
the Action menu there as well (this uses similar functionality to Copy Recent Orders).
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Saved Orders

Most users have access to the Save Order button during the checkout process, but there is also an
administrative option that can disable the Saved Orders option available now from all types of orders.

With Saved Orders enabled, there are 2 places to access these orders: a Saved Orders link appears
under the Order Reminders section on the Home Page, as shown in Figure 24. There is also a Saved
Orders option under the Orders menu as well (refer to Figure 25). There are some additional Saved
Orders options available to those accounts using team sharing functionality and attributes as well now.

W Order Reminders

Here are your saved or pending
orders awaiting completion:

Saved Orders (6)

Figure 24: The Order Reminders saved orders link (blue panel on the right side of the Home page)

S\J Saved Orders

Order Name Date and Time Saved By Items Continue Order
System Saved - 08/28/2018 10:55 AM 08/28/2018 10:55 AM System 1 %
Check on Bus Card details 08/28/2018 10:41 AM SCDOoCU 3 %

Figure 25: The Saved Orders page showing a System Saved Order as well as a named saved order.

Figure 25 shows an example of a System Saved order, the Saved By column shows ‘System’ for the first
order on the list. This occurs when there is an order in process and the browser window with the
CustomPoint order session accidentally gets closed or there is a power outage, etc. Users can pull up
and complete any of their saved orders. Click the Continue Order icon for an order and you are taken to
the Shopping Cart page for the selected order.

Figure 26 shows an example of when the ‘Save Order’ option is selected. The Saved Order Details
page appears and prompts for an Order Name. Click the Save button to complete the save order
process. Seeing the address information appearing on the Saved Order Details page will be determined
based on where the order was in the check out process when the order was selected to be saved.

EJ Saved Order Details

Order Name: * Ship To Address:
r RR DONNELLEY BCS
save this for later
I l m 1750 WALLACE AVE
ST CHARLES IL 601743401
usa

Ship To Attention:

CP AcctAdmin
No. Item Description Vendeor Item Your Item Units Qty Ordered
1 Customer Integration Services RRDCP0022 CP0O022 PK of 10 1

CANCEL

Figure 26: The Saved Order Details page

© 2019 RR Donnelley Page 13



CustomPoint. Order Entry Guide

Customizable Item Ordering

The following section highlights some item customization methods. Customization is very account/item
specific. The following covers the general functionality applying to all items of that item type.

Custom Document proofing

Selecting to order a custom document item, such as a business card, starts with clicking the Customize
button. This takes you into the custom document user interface (Ul) page, to complete step 1. Figure 27
demonstrates the expand/collapse toggle icon shown at the top of customization pages, it can be
helpful when proofing Ul's with large formatted paragraph fields (to be able to review more on the page).

Toggle by dicking on the
-!{ Page 1 | amowicon to suppress the
: - display of the left side.
jPagel This can be helpful with

= Enter your information large data fields.
B Enter your information Name * (0/35)
Hame * (0/35)
CustomPoint Title Line 1 * (0/30)
Sk Title Line 1 * {0/30)
Business Card
Title Line 2 (0/30)
Item No. CPDEMO704 Yitle Lina 2 (0/20) e Line J
Customization Steps o
= (0/35) Address Line 1 * Y
1. Page 1 ‘Address Line 1 (0/35, ress Line
2. Review and Approve

Figure 27: The custom document customization steps show the expand/collapse toggle icon.

Some custom document Ul's have many pages/steps, click the Next button to proceed thru the different
steps; these are just single Ul page examples here. Step 2: ‘Review and Approve’ is the final (proofing)
step for both. Figure 28 shows are (4) Size viewing options for the proof: Small/Medium/Large. If you click
on the image itself, the Full Size view will be shown. It is also recommended to click the View PDF Proof
button while reviewing imprint information for accuracy. Confirm proofing is complete by clicking the
checkbox under the image; this enables the Add to Cart button.

= . , . i
J Review and Approve [ 2. Review and Approva V[ «]
RR DONNELLEY Custom Document specific instruction
Joha Smih Basineas Usit Line 1 This is an example of the custom document instructional message.

Reviewing Your Proofs
Shown below are thumbnail images of all pages in the document you just customized. To see a
page at full size simply click the thumbnail for a preview.

Basic Business Card

Item No. MWRRDBC Size: Small | Medium | Large

'a VIEW PDF PROOF RR DONNELLEY

Jone D
ks R preseaative

Q, Clickhere for Addt Item
Instructions

Customization Steps

@ 1. Enter or Select Imprint
Information

2. Review and Approve

@ I have reviewed all proofs of this customized document, understand the applicable
Terms and Conditions and approve this doecument for printing or delivery as applicable.

CANCEL 2. Review and Approve ADDTO CART

Figure 28: The custom document ‘Review and Approve’ proofing page
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Electronic File Delivery (EFD) ordering

Electronic File Delivery items, also known as eDelivery items, may go through a custom document Ul
(unless it's a static item). When arriving at the shopping cart, there may be additional Output selections
to be made depending on how the EFD item has been setup for ordering. Figure 29 demonstrates how
an item setup as ‘eDelivery Preferred’ can be changed to ‘eDelivery + Print’ or just ‘Print Delivery’ on the
Shopping Cart page. When ‘eDelivery + Print’ or ‘Print Delivery’ is enabled, the Units and Qty fields will
appear in the shopping cart requiring entries/selections. Fees will display for the different eDelivery
options (FTP, Digital, Print, etc.) on the shopping cart page.

MOME  CATALOGS  ORDIRS  MANAGE  RIPORTS  CONFIGURS EDT =
oy J Shopping Cart Contents (1 em) Praferrad Qutput | Select ~|
* J Shopping Cart Contents (1 ieem) Prafarred Gutput |Salect.. v
BOR & DELIVERY €C: o e v
Your Des: LABOR  Vemdor Item: LD-17020
[instance Name: sDsiivery sxample| LABOR & DELIVERY CC:... o Eiit Custem C $3.50 | - 2 Rurmve Ine
Wour Tlem: LABOR  Vesdor Toem: LD- 17030 ST FIP 0 §1.00 Dutput: | sDebery| i
X o e | -
e O

. Cart Total: $3.50 Cart Total: $35.90

Notes:
Price subject b change, raf to excesd peice shovwn, Fraight chasges am additional, Taxes are 16 @xceed price shomn. Freight charges aes additional. Taxes are
IO
oot Cucioun I ecroor ] e con v

Figure 29: An example EFD item with Output selections on the Shopping Cart page

With multiple EFD items (that allow Output selection) in the cart, Figure 30 demonstrates how to use the
Preferred Output dropdown to have a single output selection be applied to all applicable EFD items.

lny :
J Shopping Cart Contents (2 ltems) inone step-theycanbothbe | srefarres ouput
fiipped tojust eDelivery
I =
[Instance Name: eDelivery sxample] LABOR & DELIVERY CC:... bk et J Shopping Cart Contents (2 ems) Profarred Outpit [Swiect <
Your Item: LABOR  Vendor Item: LD-17020
5
e ] | [instance Name: eDelivery example| LABOR & DELIVERY CC:... F Edit Cust $3.50
Units: | €T of mo:| Qty: |1 Your ltem: LABOR  Vendor Ttem: LD-17020 3 namore s TP @ $1.00
r; = s Digital & §2.50
Output{| eDelivery (Preferred) ¥|
[instance Name: 2nd eDelivery tem| E-DELIVERY Print Pref/EFD. TR $65.00
Your Item: B-GIMEDELIVERY  Vendor Ttem: B-GIMEDELIVERY
— Amwmove fom 2nd eD ¥ PntPret/EFD... ¥ Cait Custom [ $7.50
Output: | Print Delivery (Preferred) | Your Item: B-GIMEDELIVERY  Vendor Item: 8-GIMEDELIVERY o FIP @ $5.00
Digital & 42.50

Units: [EAof1  v| Q|20

Figure 30: An example of using the Preferred Output dropdown selection option on applicable EFD items.

Selecting Checkout from the shopping cart page (for items being eDelivered) takes you to the Electronic
File Delivery Destinations page for additional eDelivery selections to be made. Refer to Figure 31, after
making appropriate selections/entries for the EFD item and Email Settings, click the Next button to
continue on to the Delivery Options page. Figure 32 shows how the Order Summary page provides a
way to confirm/edit the Email To/FTP Location information prior to submitting the order (click the ' icon).

. J Electronic File Delivery Destinations Steplof4 r\ Electronic File Delivery Destinations Steplofd
e Lycaieg [instance Name: sDslivery sxample] LABOR & DELIVERY CC: e
(Instance Name: eDslivery example] LABOR & DELIVERY CC: axampla TP Loc name - sxample FTP dese ] " @Delivery example] | axampla FTP Loc name - example FTP desc ¥
- Your Item: LABOR  Vendor Ttem: LD-17020 Email Source Types
Your ftem: LABOR  Vendor Item: LD-17020 Email Source Types $ Digital
Lt seEmeEsaE - —
of the "Single Line' option for the
Email Settings
Wame Hemave
Email To * - Sue x
sue.chruszch@rrd.com,karen, bach @ rrd.com F > =
: This PE: very nmgecﬁ: """ »
(based on ge Catalogs Itemsetup,
other account and User Group level settings,
Emall Style * Email Style setup, etc.) S
Defauit L ) Defaut
| saveomen || cavcan | =3 23 . =3

Figure 31: The Electronic File Delivery Destinations page examples
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i/ Order Summary Step 4 of 4

Order Title: OE Guide Ships To: RR DONNELLEY
609 SOUTH KIRK RD
ST CHARLES, IL 60174
Ship To Attention: CP8 FullRightsAA

Electronic File Delivery Email To:
sue.chruszch@rrd.cDm,karen.bach@rrd.mm

View or Print All Details | Show Order Detail

[tems Ordered
[Instance Name: eDelivery example] LABOR & DELIVERY CC: 17020 EFD Pref Print... @ $35 90
Your Item: LABOR  Vendor Item: LD-17020 .FFP = (A
Output: eDelivery + Print  Units: CT of 100  Quantity: 1 Digital @ $2.50
— | | FTP Location: example FTP Loc name - example FTP desc Print @ $32.40

Figure 32: The Order Summary page examples (click the ' icon to view/edit the info).

Kit Template ordering

Selecting to order a kit template starts with selecting a kit item from the catalog and clicking the
Customize button. The Kit Editor page will then be shown. Refer to the example shown in Figure 33.

_l& Marketing Kit Template Kit Contains: 4 ltems
| Left: Front to back | (drag to sequence) 4 Ttems
Pocket Container
m MinItems: 4 Max Items: 8 CUSTOMPOINT - FEATURES &... |~ _ 2! Ttem
LI @ Required Item

Min Qty: 1 Max Qty: 50 Units: EAof 1 Qty: 1

Note: Please assemble according to
my sequencing.

m % Critical Item
CUSTOMPOINT-INTELLIGENT...

|Optiona\ Itemsl (drag to add) |[ccms Table | Text @ Required Item
- Units: EAof 1 Qty: 1

% Critical ITtem

@ Required Ttem

S CUSTOMPOINT CUSTOMER...

LASERMATELM-  PRINT FOR MANAGED L Units: EAof 1 Qty: 1
20 SELL SHEET... FULFILLMENT... CARE
DFO2 DLF09.10.2009 DSG004
% Critical Item
CUSTOMPOINT CD 1EA -
@ Required Item
Units: EAof 1 Qty: 1
i | v,
RRD RRD LASERMATE
COMMERCIAL... COMMERCIAL... BROCHURE... Right: Front to back (drag to sequence) 0 Items
GOO11A GO0012B PFOG I
| Assembly Instructions 0 of 4000 Characters

| |

[omnce | Chonrochr

Figure 33: The Kit Editor page (initial view)
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Figure 34 demonstrates how the optional item added ‘For Managed Care’ has an =licon for selecting
how Critical that item is to the entire kit template order. If the critical item runs out of stock and
backorders, it can be selected to be skipped or backordered on an order by order basis. Once all the
items have been put into the desired sequencing, additional Assembly Instructions could be entered on
this example Kit Template. If there were custom document items selected to be in this kit template, the
Needs Content link will appear. The Needs Content link will take you into the custom document Ul to
provide the appropriate imprint data. Select Add to Cart to proceed to the shopping cart page.

Kit Contains: 5 ltems

4& Marketing Kit Template

Pocket Container

L1

Min Qty: 1

Min Items: 4

Max Items: &

Max Qty: 50

Note: Please assemble according to
my sequencing.

Left: Front to back

(drag to sequence)

2 Items

Optional ltems  (dragto add)  Tcons | Table | Text
Item Description Yourltemm  Vendor ltem
EE LASERMATE LM-20 DF02 DFO2

@ SELL SHEET 10/PK
PRINT DLF09.10. | DLF09.10.
FULFILLMENT 2009 2009
BROCHURE
09/2009
’-,,; GO011A GOD11A
& RRD COMMERCIAL
8 PRINT PRESS KIT
GOD12B GOD12B

RRD COMMERCIAL
PRINT BROCHURE

LASERMATE
BROCHURE PF0&
LM-10

PFOG

PFOG

drag and drop functionality is utilized for
adding items (to either the left/right) and for
moving or changing the sequence of the kit
component items

CUSTOMPOINT CUSTOMER...

Units: EAof 1 Qty: 1

CUSTOMPOINT CD 1EA

Units: EAof 1 Qty: 1

Right: Front to back

(drag to sequence)

3 Critical Item

© Required Item

% Critical Item

© Required Item

3 Items

Units: EAof 1 Qty: 1

;| FORMANAGED CARE

i Units: EA of 1 Qty: 1

Assembly Instructions

CUSTOMPOINT - FEATURES &...

% Critical ITtem

© Required Item

% Critical Item
© Required Item

Critical Item

Can Skip Item
v Can Backorder

68 of 4000 Characters

(The optional 'For Managed Care' item can be backordered if necessary ‘

Fronrocsr]

Figure 34 The Kit Editor page (completed view); click Add to Cart to proceed thru check out

Once the kit template item is added to the shopping cart, the cart count will increase by 1. There is a
Show/Hide Kit Contents link on the shopping cart to expand and show all the kit template component
item(s) selected on the Kit Editor page (see the example in the Shopping Cart Features section). There
also is an Edit Kit link shown for the kit template item, this link will direct back to the Kit Editor page
(shown in Figure 34) if additional editing is necessary for any reason.

© 2019 RR Donnelley
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Promotional Item ordering

Promotional items can be inventoried items that are ready to be shipped (such as a pen or coffee mug,
just click the Add to Cart icon like any other release item) or they can be customizable. A standard
promotional shirt item would be an inventoried item available in various sizes. A polo shirt that allows the
selection of a custom Logo would be a produced on-demand type item. See the examples below.

Inventoried Items

Click the View Item button on the Iltem Rollover pop-up to be taken to the Promo Item Details page, see
Figure 35 examples. To order this standard Polo Shirt promotional item, view the different sizes
available, the minimum order amount (with pricing and availability (for users with those admin settings
enabled). As you enter your order quantity for the appropriate size(s), you will see a Total line appear at
the bottom (giving the count and sum for the item as ordered so far). Click the Add to Cart button when
you are done. You can continue shopping, this size/qty breakdown is viewable from the cart (see the
Show/Hide Content link), and there is an Edit Item link to come back to this page to make any changes.
There is a Show Full Size Item link for a larger view of this item available as well.

Polo Shirt
Your Item: POLOSHIRT
lact Sizas l
XSmall @ o $18.00 EA. 1 Minimum. $0.00
st Small : o 5$17.00 EA. 1 Minimum. 50.00
Hedium : 1 £17.00 EA. 1 Minimum. $17.00
Large : o $17.00 EA. 1 Minimum. $0.00
Xlarge : 2| $18.00 EA. 1 Minimum. $36.00
Total : 3 £53.00
' '
I Polo Shirt j:)
Your Tbem: POLOSHIRT
1 Vendor [tam:
- °: | g 000 carr

Figure 35: The Promo Item Details page

Produced On-Demand Items
Click the View Item button to be taken to the Promo Item Details page to start. Figure 36 (left) shows
there is a Customize button for this Polo Shirt, as well as some additional views (side and back views, in
addition to the default front view). Click those to view the particular image in the left frame, or click the
‘Show Full Size Item’ link to see the different views in that full size pop-up. After having provided the
quantities for the different shirt size(s) desired, clicking the Customize button takes you to Page 1 of the
user interface (Ul), as shown in Figure 36 (right). Make your Logo selection for this customized polo
shirt, click the Update Preview button, and click the Next button. This becomes very similar to a custom
document item order, as your next step is proofing — you need to ensure all is correct!

By Poge

o
Customizable Polo Shirt o

Your Item: CUSTOMPOLD — D
| select Pricing l
g
§ XSmall @ o $18.00 EA. 1 Minimu m. $0.00
b ./1_ Small : 1 $17.00 EA. 1 Minimum. 517.00
Medium © 1 £17.00 EA. 1 Minimum. £17.00
jl & Large : L| $17.00 EA. 1 Minimu m. £17.00
Klarge : o £18.00 FA. 1 Minimum. $0.00
= Total : 3 $51.00
==y
[e==m
O show Full Size | .
PR
;J ;

[ovca = =
Figure 36 (left): The Promo Item Details page for a customizable polo shirt and (right) Page 1 of the Ul
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There are Small, Medium, and Large proof links provided in the upper right side of the page. Click the
View PDF Proof button on the left on the Review and Approve page to double-check everything as
customized on this item is correct. The Adobe PDF proof pop-up appears, and once reviewed, can be
closed (which returns you to this page), as shown in Figure 37. Check the checkbox that you have
reviewed the proofs of this customized item (which enables the Add to Cart button). Optionally you can
click the Terms and Conditions link — (it opens a pop-up that explains why this proofing step is so
important), and then close that. Finally, click the Add to Cart button to complete the checkout process.

_{ Review and Approve

Reviewing Your Proofs
Shown belew are thumbnail images of all pages in the document you just customized, To see a
itfos %

page at full size simply click the thumbnall for a proview.

Customizable Polo Shirt
wi/Multiple Sizes

Item Mo, CUSTOMPOLO

Customization Steps

9 1. Pagel I have reviewed all proofs of this customized Item, understand the applicable Terms
2, Review and Approve and Conditlons and approve this item for production.
m BACK ADD TO CART

Figure 37: The Review and Approve page

Shopping Cart Features

Click the cart link (m) to view shopping cart contents. Figure 38 displays an example Shopping
Cart page with three items. Customizable items have an additional option (¢ Edit Custom Doc ) and a
similar (¢ Edit Bundle) providing navigation back into the custom document Ul for editing purposes. All item
types have the standard (#€ Remove Item ) option to remove just that item.

HOME CATALOGS ORDERS MANAGE REPORTS CONFIGURE _

_T_\ Shopping Cart Contents Cart Contains: 3 Items

[Instance Name: RR Donnelley] Business Card w/Profiles
Your Item: MWBC  Vendor Ttem: MWBC

$15.00

Units: | CT of '}!>I13 Qty: |1

: BCS Info Center Flyer X Remove Ttem $7.06
Your Item: DFO4 Vendor Item: DF04 n Demand
Units: | EAof 1 hd Qty: | 20

Lasermate Flyer M Remave Item $3.50
Your Item: PFOT  Vendor Item: FFO7 Stock

Units: | PKof 10 V| Oty: |1

UPDATE CART
Notes: Cart Total: $25.56
Price subject to change, not to excoed prics shown. Freight charges are additional. Taxes are
additional.
) ] I CEED

Figure 38: The basic Shopping Cart page and navigation
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Users can click the Continue Shopping button, click on the Catalogs menu (and then one of the
categories listed), or perform a Universal Item Search for adding additional items to the shopping cart.
Click Update Cart for updated pricing & availability (available based on user settings). Select Check Out
to proceed with the order to completion. Kit and Promotional Items also have their (2 Edit kit and

i EditItem) |inks as well to take you back to the appropriate maintenance page for any changes.

Figure 39 shows examples in the cart of the different show/hide functions (mentioned previously). The
custom doc bundle (show/hide Bundle Contents) is a specialized scenario where there is a Master Ul
used for multiple custom docs. This defaults in the cart to show the custom document items as units and
gty must be specified for each custom document individually in the bundle. The (show/ hide Kit Contents)
for kits/kit templates expands to show all the kit components as shown below (the order quantity is
specified for the kit). The (show/hide Content) appears for promotional items similarly as it did on the
Promo Item Details page, where the different size(s) and quantities were specified/summed.

o Shopping Cart Contents: oamples. |

Show Bundie
SN PACKAGE i o [:m = Your Item: e rendor Item:
= BN £ 5 2 st Dot
Your Item: BUNDLEPACKAGE  Vendor Ttem: e e el

7 Edu ————
3 Remove item x
T [nsrance Name: Cust Doc Bundle example| Lettarhesd TBD
Your Item: CFOEMO705  Vendor Item: CPOEMO70
R PRI
Your Item: POLOSHIRT  Vendor Item: m TBD I e
M Remove Ttem [ 7 linttance Name: Cust Doc Bundle example] Envelope TBD
L | Your Iiem: CPOEMOT06  Vemdor Ikem: CPOEMOTOS
uniesz [ M of 1000 v| Qa1
A8 Promotional Kit & Show Kit Contents TBD
Your Item: PROMOTEYOURSELF  Vendor Ttem: _
units: B4 of 1 Qty: [ e e ¥ £a% T
L x 2 Bames
Large: 1 EA. 1 Minimem TED
Xlarge: 1 EA. 1 Minimem, TED
Eg] [Instance Name: & pack of Water] Store Poster f Edit Custor I TBD Tout: 2 o
Your Item: BANNERS ~ Vendor Item: 895768 e
units:[Eaof 1~ @ty |10 - =
z)f P—
o DA | Your ttem: PROMOTEVOURSELF them: - x
Uniesc EAof 1 Qe (1o X Rame It
Pocket Container Remove Item TBD = -'
Your Item: ABC  Vendor Item: SFABCEROC % THOZJAMOCHANRIGCP DEMG TEM 20 TBD
units: [ Eaof 1 V| quy: |25 Uaits: R ol 1 QO 1
- | SQUARE HOT/COLD GEL PACKS TED
B | Your ltem: CFDEMOI1L  Vendor Tlem: CFOEMO31
UPDATE CART
Uelts: EA G 1 Qty: 1

Figure 39: The Shopping Cart page showing the different Show/Hide Content links

Refer back to Figure 38 (bottom left for the Save Order button and More Cart Options dropdown list) and
see Figure 40 left for More Cart Options dropdown options. Selecting the ‘Save Order’ button takes the
user to the Saved Order Details page to save the order for later processing (see the Saved Orders
section for more details). Checking the select checkboxes on the left in the cart for the appropriate items,
it is possible to utilize the ‘Remove Selected’ option to remove multiple items from the cart in a single
step. Using the select checkbox(es) on the left and the ‘Save Selected to New Order’ option, allows
particular item(s) to be put on a saved order while continuing with the existing order. Another option
appearing in the Checkout Options dropdown (on the Order Summary page) is the ‘Save as Template’
for those users that utilize order template functionality (see the Order Templates section for more details).

Remove Selected
Save Selected to New Order Save as Template

Figure 40: (left) The More Cart Options dropdown list, and (right) the Checkout Options dropdown list options
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Checkout (Delivery Options) Workflows

Personal Address Book

This section covers using the “Your Personal Address Book’ address source option during checkout to
select the shipping address for an order. Figure 41 demonstrates how coming into the Delivery Options
page, the address(es) will be shown under the Addresses Found section automatically. If there is only a
single default address, it is selected for you. There could be multiple addresses displayed here for quick
selection for shipping to your own address, your corporate office, etc. Selecting an address brings up the

Deliver To section with a Modify function. Note: This Modify function is strictly on a per order basis to quickly add
information or correct the shipping address, see the Personal Address Book Maintenance section for additional info.

“ Delivery Options Steplef3

AR fOR—
o Persanal Addeess Book | 4101 Winfield Rd,, Wrrenyille, 11, 60555 USA
T Search Persanal Addiess ook 3626 Stern Ave., Saint Charles, 1L, 60174 USA
~ ¥ Delivery Options Steplof3
r - Search ¥ RED
AddressSowree | 0| [ *ddreases Found i " St O - 509 5. Kirk Read, Saint Charles, 1L, 50174 US4
Persansl Addrevs Book e ek R, Warrenville, 11, B0SS5 USA i i 1750 Wallnce Avenis, Saint Charles, 1L, 60174 USA
o
Srarch Perssaael Addn Noak W26 Sterm Ave., Ssint Charles, 1L, 60174 USA el M Mod#
Feaech f 0% 5. ik Rosd, Saint Chares, 1L, 60174 USA el phe Bl bo flewtin ©
Select O | v s T . 4101 Windield Rd. PAB Dex: E plat
9 3 o
ey Warrenvilie, IL 60555
m S 1750 Wallace Avenue, Sakst Charles, 1L, 60174 USA usa
(S omon ] cve (U oo J v | 3 =3
b= " .
_ J Delivery Options Step 1ol 3
e s > - # RED Corperatn
Yoor Parsoasl Addrass Back 4101 Winfield Rl , Warrem ville, 1L, 50555 USA
R
Select One u 609 5. Wirk Road, Saint Charles, 1L, 60174 USA
[EZZ ero Soarch optien 1750 Wallaca Awere, Saint Charies, 1L, 60174 LSA
—
Ship To Mase * Ship To Mame RHD Corporsts Ship To Attention * Macdity Addrews Defiwes T
—— a5 R T o ot
SEORN: o ekl in el " o o B AE——
usa 4121 ““‘l"v' . AR Do Examples.
Adddress Line I * Address Line 2 Ship T Mame * Ship Te Mams 3 :"‘“““""" i B SCHR Y
Thls"l‘.bdfg‘i‘sawmk it for this order
Aaress Lns. 3 4— onlyon the Shipping Address information Address tine 1+ ddrass tina 3
in the "N ess” section 4101 Winfleld fd
example update
Note: This does not fix the Personal
g seate * zp* Masmeﬂlw Wﬁﬂv -that Address Lina 3
Warmanville Iisnois ~| |sosss " . page
il Clutas %] Warawie neis ] 85528
[l Lo Lo oy o
Lmited States j
[eoe] cacm T e

Figure 42: The Delivery Options page — PAB Modify functionality

Select one of the Search dropdown options available to help locate a different personal address book
address to select for the order, refer to Figure 36.

f\ Delivery Options Step 1ol 3
—
Search Personal Address Book ——T— | ®AD

626 Steen Ave., Saint Churies, 1L, 60174 U8

Search For =D
| | Snarch Perssnsl Address Book 609 5. Kirk isad, Saiet Charkes, 1L, 60174 USA

Sarkes, 1L, 80174 USA

| eaveonce | cance: |
Figure 43: The ‘Search Personal Address Book’ search options
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To search your personal address book, select one or more of the search options. Then enter/select the
appropriate search criteria for each option in the ‘For’ field. Multiple Search Options can be entered.
(Select the More Search Options link to get additional search fields to appear) at one time. With the
search criteria entered, select the Search button for the search to be performed. The search results are
returned in the Addresses Found section on the right. Refer to Figure 43 for an example search with the

search results displayed. Select Next on the Delivery Options page to complete the rest of the checkout
process for this order.

Manually Enter Address (during Order Entry)

Personal Address Book users can quickly enter a new address by selecting the ‘Manually Enter Address’
address source option and entering the address. This can be a one-time use address or click the Add to
Address Book checkbox during order entry to keep the newly entered address for further use (refer to
Figure 44). Itis also recommended to always click the USPS Validate button to ensure the entered
address is a deliverable address. Select Next to continue through the checkout process.

Y\ Delivery Options Step 1 of 3

Address Source

Enter Address Here

Adcitional Billing Information mey appear

Ship To Name * Ship To Name 2

here (based on Administrative settings)
R Donnelley
Address Line 1 * Address Line 2
1750 Wallace Ave
Address Line 3
Clty * State * 7ip *
Saint Charles tinais | [s0174
Country * Phone
United States v
Ship To Attention *
PAB Doc Examples
[ Add to Address Book |[] Is Default Address
| saveomoen J cavce | [ aacx JINEK

Figure 44: The ‘Manually Enter Address’ Address Source page options

Personal Address Book maintenance (My Profile menu)

Select the Personal Address Book (PAB) menu option listed under My Profile to perform personal
address book maintenance. Click the Add New Address link on the top left to clear any address
information from the Add or Edit Address display fields on the right. Enter the new address information
on the right side and select the Save Address button. Refer to Figure 45, for how an address is selected
on the left side of the page, and when it is a Profile Address displayed, it is not editable. A red checkmark
appears next to the address when you select the ‘Is Default Address’ checkbox during address
maintenance steps (shown in Figure 46).
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Profile addressies) fromthe
‘; Address Book Personal Information page
are automatically part of the
Addresses (6) [ Profic Address Address Book, but
. are not editable here.
Add New Address e Country
United States 3
RRD Corporate + h
4101 Winfield Rd.
Maliroom Name * Name 2
‘Warrenville, IL, 60555 USA RRD Distribution |
Receiving . -
RRD Address * Address 2
609 5. Kirk Road 1750 Wallace Avenus |
Saint Charles, IL, 60174 USA
Recalving
Address 3
RRD Distribution
1 ralla,
Saint Charles, 1L, GO174 LS
RAD Sabes ity * State Zip
200 N Gary Ave. saint Charld | tlineis vl |uu'. 74
Suite B
Roselle, IL, 60172 USA
Phone . Attention
RRD 630-313-9590 |
35 w. wacker
a6th Floor o
Chicage, IL, 60601 USA [0 1= Default Address
My Profile Sign Out
Search Address Book
al Infar
Search For
| searen all... v | SEARCH
Personal Ad
s & preferences [l cwca J oeeenu Rt A

Figure 45: (left)

The My Profile menu, and (right) the Address Book page

Click to highlight a particular address for editing, and the selected address will display on the right side.
Make the appropriate edits to the address and select Save Address. Refer to Figure 46, to delete an
address from the address book, click on that particular address to highlight it (and have it display on the
right side), select the Delete icon that appears in the upper area of the address selection on the left side.
After responding to the Delete Confirmation pop-up (there to prevent accidental deletions), the address

removed, and the address book count is updated.

—— A . intenrated Communications Mananement ey

s Address Book [address count |

09

Addresses

Add New Address

RRD Corporate
4101 Winfield Rd.

Mailroom
Warrenville, IL, 60555 USA
Receiving

RRD
609 S. Kirk Road

Saint Charles, IL, 60174 USA
Receiving

RRD Distribution
1750 wallace Avenue

Saint Charles, IL, 60174 USA

RRD Sales

200 N Gary Ave.

Suite B

Roselle, IL, 60172 USA

RRD

35 W. Wacker

36th Floor

Chicago, IL, 60601 USA

|Add or Edit Address |

Country *

I United States

Name * Name 2

I RRD Corporate l [ l

Address * Address 2

|4101 Winfield Rd. l [Mailroom l
q Address 3

I l

City * State * Zip *

lWarrenviIIel l Illinois [60555 l

Phone Attention

l l [Reoeiving l

v
| SAVE ADDRESS | |E| Is Default Address

Figure 46: Editing or deleting addresses on the Address Book page
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Personal Address Book (PAB) Import/Export options

All personal address book users have the ability to export their addresses to an .xls file. Click the Export
All button (shown in Figure 47) and the following prompt will appear allowing you to save the uniquely
named .xls file with the PAB Addresses. Refer to Figure 48 for the Windows options (Open, Save or
Cancel) that appear.

Do you want to open or save PABAddresses_1412006462508.xls from custompointdemo.rrd.com? | Open ‘ | Save |'| ‘ Cancel | X

Figure 47: The Export All option brings up this option to save the Address Book as a file

There is also an Import All option available to all personal address book users (refer back to Figure 45).
Clicking the Import All button brings up the Import Addresses pop-up (Figure 48 left) and there is a View
a sample file link available. This sample file is a template for creating PAB addresses in a spreadsheet
format (there is field level help in the spreadsheet that explains which fields are required and the
maximum field length allowed for the field. For example, Country is required and you must enter the 3-
character country code of USA for the United States (enter CAN for Canada, GBR for the UK (Great
Britain), etc.). With a file of addresses to import, click the Import All button and decide whether you are
doing an Add (to the existing address list) or doing a Replace (of existing addresses with the file you are
importing). The Replace option has a confirmation message, so it is clear that the Replace option is
going to delete all the existing addresses and import those in the file. With the import mode
(Add/Replace) and the import file specified (using the Browse button), click the Upload button at the
bottom of the pop-up to complete the import process. Figure 48 right shows an example of the
successful import message and the addresses being added.

r_ Address Book

e -
43, Import Addresses —_————
Addresses 4}

i or Edit Address.
[iadd or Heplacd Addresses
acd

Coustry *
ied St ]

Locats Yowr File ©

Supported fle formats: XLS, .XLEX. Excel fles should not
includ any spacial formatting.

RRD - Corporate _
4101 Winfield Boad Select & State... ~
Warrerwille, 1L, 60555 USA

Racahing

Figure 48: (left) The Import Addresses pop-up and (right) then a successful import message.
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Searching ‘Your Company’s Master List of Approved Addresses’

This section covers using the “Your Company’s Master List of Approved Addresses’ address source
option during checkout to select the shipping address for an order. Figure 49 displays an example list of
Search options (this is configurable what all search options appear here or if this is even an option seen
during checkout for users). Select the More Search Options link when you know you are going to use
multiple search options for this search.

i\ J Delivery Options

Address Source

| Your Company's Master List of Approved Addresses |Z|

Search Master List:

Search Master List:
Search For

| Select One Izl ‘ Search For

Select One
m More Search Options

Ship to Namel
Location Codel

Figure 49: The Delivery Options page with an example of some of the Search Master List selections

Refer to Figure 50 for the example search using State=lllinois, Zip starting with ‘601’, and a Ship To
Name1 starting with ‘RR’ in the search options. Select the Search button for the search to be performed.
The search results are displayed in the Addresses Found section on the right of the page, along with the
search result count of (14) displayed. With so many search results returned, consider narrowing the
search criteria further to eliminate having to scroll thru so many results (e.g. enter the full zip code instead
of a partial zip code, and select the Search button again).

When the proper shipping address has been located and selected in the Addresses Found section, the
Deliver To section will appear at the bottom of the page. This confirms the address selection, and shows
the Ship To Attention field. The Ship To Attention is a configurable field option, in this example, it
displays as editable and not required. Select Next on the Delivery Options page to complete the rest of
the checkout process for the order.

" Delivery Options Step 1 of 3
Address Source Addresses Found
Your Company's Master List of Approved Addresses v & TR
1750 WALLACE AVE, ST CHARLES, IL, 601743401 USA
{0000097000-00743-0045)
(50} is the Location Code1 value
Search Master List

RR DONNELLEY ST CHARLES DISTRIBUTION (50)

Search For 1750 WALLACE AVE, ST CHARLES, IL, 601743401 USA

— (0000097000-00743-0026)

[state > [minois M PO e —
I For " 3626 STERN AVE, ST CHARLES, IL, 601745406 USA

- ; \ (0000097000-00743-1121)
[zip ﬂ [60174 |

©) RR DONNELLEY (98)
3626 STERN AVE, ST CHARLES, L, 601745406 USA

Search For . (0000097000-00743-0033)

[ship to vamer v|  [rr |

Deliver To

Search For §

[ setect one ﬂ ‘ J RR DONNELLEY ST CHARLES Ship To Attention
DISTRIBUTION ‘ Receiving
1750 WALLACE AVE

feeaneh o ST CHARLES, IL 601743401

[ setect one Mo | usa

ster Search Options

SAVE ORDER CANCEL BACK

Figure 50: Using multiple search options to find addresses, add’t information displayed in Addresses Found
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Finalizing the Order Details

This section covers completing the Order Details page information for an order. Figure 51 displays an
example Order Details page (the options that appear on this page are configurable. More or less options
could appear in this area). Required fields display with a red asterisk (*), and some fields could display a
‘toggle’ (designated by the = El icons) between a dropdown list and an entry field; select the icon to
see it change (where applicable). Default information can also be setup to display for users to make this
step easier and quicker.

Once the Order Details for the order have been finalized, select Next. The last step of the checkout
process is reviewing the Order Summary Information and submitting the order. Figure 51 displays
breadcrumbs in the upper right on the page (Step 3 of 4) to outline where you are at in the process.

1" Order Details Step 3of4
Customer Information Order Information
Name * Phone Number * Order Title
[PaB User | [s30.313.7875 | |order Example |
Email Address * Purchase Order # *
‘pabuser’@rr’d.cum J ‘070515-1 xl
Cost Center

Figure 51: Example of an Order Details page

Reviewing Order Summary Information & Submitting the Order

This section covers options available on the Order Summary page for reviewing an order. Figure 52
displays an example Order Summary page. Across all order entry pages, icons designate additional
information on a mouseover, the eDelivery icon is displayed confirming options selected on the Electronic
File Delivery Destinations page (refer back to the Electronic File Delivery (EFD) Ordering section for more
details).

S Order Summary Step 4 of 4

Order Title: Order Example Ships To: RR DONMELLEY
1750 WALLACE AVE
ST CHARLES, IL 601743401
Ship To Attention: PAB User

View or Print All Details | Show Order Detail

ltems Ordered

Customer Integration Services
w;* — Your Item: CP0022 Vendor Item: RRDCP0022
il Units: PKCof 10 Quantity: 1

& [Instance Name: Coffee] Customizable Store Ad (EFDfPrint

Your Item: DLOS Vendor Item: DLS

Output: eDelivery (Preferred)

SAVEORDER || CheckoutOptionsf® | CANCEL SUBMIT ORDER

Figure 52: Example Order Summary page
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Selecting the View or Print All Details link on the Order Summary page links to the Order Summary
Details page (refer to Figure 53) for an example. Select the Print button for a printed copy, clicking the
Close icons on the browser windows when done.

Selecting the Show(Hide) Order Detail link on the Order Summary page displays the Order Detail page
information again (refer to Figure 52) for an example.

Select the Submit Order button after reviewing the order for accuracy. Select the Back button or Cart

link at any time during the ordering process to go back and make any necessary changes before

submitting the order for processing.

@j‘r Order Summary Details

Customer Information

Order Information

Name Phone Number Order Title
CustomPoint User 630-313-7875 Order Example

Email Address
cpuser@yourcompany.com

Billing Information

Billing Method
Invoice Your Account

Shipping Information

Ships To

RR DONNELLEY BCS

1750 WALLACE AVE

ST CHARLES, IL 601743401
UsA

Ship To Attention
CustomPoint User

Items Ordered

Purchase Order #
062814-1

Cost Center
000999

[Instance Name: example imprint information here for the eDelivery item] LABOR & DELIVERY CC: 17020

Your Item: LABOR
Vendor Ttem: LD-17020

Custom Variables:

Page 1:
Page 1

Group 1:

Output: eDelivery (Preferred)

Sort: ) Alphabetically @ By Order Entered |

Group 1

custom document imprint information fields
have a Sort option available

Paragraph:

evamnle imnnnt infarmatinon hera for the afelivery item

-

H

i

Figure 53: Example ‘View or Print All Details’ option on the Order Summary page, click the Print button for printing
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_V:\J Order Summary Step 4 of 4

Order Title: Order Example Ships To: RR DONNELLEY
1750 WALLACE AVE
ST CHARLES, IL 601743401
Ship To Attention: PAB User

View or Print All Details |[Hide Order Detail

Customer Information Order Information
Name Phone Number Order Title
PAB User 630.313.7875 Order Example
Email Address Purchase Order #
pabuser@rrd.com 070615-1

Cost Center

000999
Billing Information

Billing Method
Invoice Your Account

|ltems Ordered

Customer Integration Services
Your Item: CP0022 Vendor Item: RRDCP0022

Units: PK of 10 Quantity: 1

[Instance Name: Coffee] Customizable Store Ad (EFD/Print) @
Your Item: DLOS Vendor Item: DLS

Output: eDelivery (Preferred)

SAVEORDER [| CheckoutOptionsf¥ [| CANCEL SUBMIT ORDER.

Figure 54: Example ‘Show (Hide) Order Detail’ option on the Order Summary page

Order Confirmation

After submitting your order, a confirmation screen appears (similar to the example shown in Figure 55).
Depending on the type of order/order request submitted - (or if the order is subject to Routing & Approval)
- the wording could be slightly different. Dependent on the type of order submitted, different
button/options will appear, such as: Copy This Order. Order Status Page and Home selections will
appear.

Orders/order requests will have a link to Print this Order Confirmation; refer to Figure 56 for an
example.

HOME CATALOGS ORDERS MANAGE REPORTS 3 l

11" Order Confirmed Sales Reference Number: 90012215

Thank you. We will send a detailed email confirmation to cpuser@yourcompany.com. Please save the above Sales Reference Number, it
can be used to track your order in our order status module. You may also wish toIPr\nt this Order Confirmation ffor your records. Thank
you for your business!

copy THisORDER [l ORDERSTATUS PAGE [l HOME |

Figure 55: Example Order Confirmed page where you can select to print your Order Confirmation
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Order Confirmed Sales Reference Number: 90012215
Customer Information Order Information
Name Phone Number Order Title
CustomPoint User 630-313-7875 Order Example
Email Address Purchase Order #
cpuser@yourcompany.com 062814-1

Cost Center
000999
Billing Information

Billing Method
Invoice Your Account

Shipping Information

Ships To

RR DONMELLEY BCS

1750 WALLACE AVE

ST CHARLES, IL 601743401
UsA

Ship To Attention
CustomPoint User

ltems Ordered

Customer Integration Services

Your Item: CP0022
Vendor Item: RRDCPD022
Units: PK of 10 Quantity: 1

[Instance Name: example imprint information here for the eDelivery item] LABOR & DELIVERY CC: 17020

Your Item: LABOR Output: eDelivery (Preferred)
Vendor Item: LD-17020

Figure 56: Example Order Confirmation page available for printing

HTML email with a button link to the Printable Confirmation detail

Order Confirmation emails are sent as a streamlined HTML email, consistent with your business unit's
color scheme (see Figure 57 left for an example). There is the ability to specify a custom Email banner
as part of the setup that can be done on the Customize Email page at the Business Unit level. The HTML
email will not contain all the email table details as the order confirmation email did previously. If those
details are wanted the Order Summary details page in Order Entry can be printed. The HTML email
provides a View Your Order link that takes you to a page with the Printable Confirmation page details
(see Figure 57 right). The button changes label based on the type of order (View Your Order, View Your
Order Request, View Your Demo Order, etc.) Note: Any previous customizations on the email setup at
the business unit level will still be applied.
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CustomPO?ntE Communications Management

from RR Donnelley
"ﬂ-...,_\/L

Thank you for your order.

Order Information

Submitted: 12/04/2014 11:26 AM CDT
Sales Reference Number: 90012676
Order Title: 814 0S check

O order

Customer Information

Name: OrderSearch AA
Phone: 630.313.7875
Email Address: sue.chruszch@rrd.com

Shipping Information

Ships To:

RR Donnelley

1750 Wallace Ave

Saint Charles, IL 60174

UsA

Ship To Attention: OrderSearch AA

Billing Information

Order Confirmed Sakes Relevence b
Bills To:
MOORE WALLACE INCORPORATED T EU,
3300 N ARLINGTON HEIGHTS RD [ Pircme: Musmber Grdee Tithe
ARLINGTON HEIGHTS, IL 600041540 e et i .
USA il Adedress Purchane Order

e e R g con 814 DEMO order

Bdlling Ednrmation

Order Details il Ta

16297 FIDELITY VARIABLE

I‘lmnvlklhml
Item Number: 16297 Inveice Your Account

Vendor Item: WEA17069
Units: CT of 2700

Ty S—

Quantity: 1 :'::““.
Price: $106.57 1750 Wakace Ave

Saint Chacles, 1L 0174
s

Ship To Astevtion
CoterSasrch AL

Subtotal: $106.57 il Bt
Shipping: $7.52 TEST DRDER anby g ret 88 e ship
Carrhor /Sarvice Lavel
Tax: $6.93 Sandaed Shippig Method
Total: $121.02
Items Ordered
Notes: 0T FLELITY VARIABLE
Freight charges are additional. ve | vour e 3828
Taxes are additicnal. m Vendor liam: WEAI 7040
A . ) Una: T of 3700 Quentity: 1
Price subject to change, not to exceed price shown. e AL 5
Motws: Subtotal: $106.57
This is a system generated email from an unmonitored mailbox. Please do net reply to this email. P A — Shipping: $7.52
otype are registered trademarks of RR Donnelley and Sans, Inc. TTa);:. 1;?33
RR DONNELLEY otal: $ .

[ s |
Figure 57: The HTML email confirmation (left) links to the Printable Confirmation page (right) for additional details.
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Checking the Status of Orders

This section covers checking the status of submitted orders. Figure 58 shows the Order Search widget
available for setup on the Home page. There are 3 link options available. Clicking the Show All Orders
link takes you to Figure 59 below (the Recent Orders listing). The Recent Orders option must be
enabled to get the Order Search widget to appear on the Home page (this is an optional setting). The
Sales Ref No. and the View Order Details option (off the Action dropdown menu) are for jumping directly
to a particular order’s detail information (see Figure 60)

Order Search ! Show All Orders |
I Sales Ref No.

290014347 MN/A 06/21/2016 | Submitted View Order Details
90014345 MN/A 06/21/2016 | Submitted Select... [=]
90014344 MN/A 06/21/2016 | Submitted Select... =

Figure 58: The Order Search widget on the Home page

Order Search
Search For Date Range Scope
Purchase Order|% l l n [03;’24;’2016 @-[06122/2016 @ My Orders VI m
Recent Orders |(3 orders found)
Columns: Custom Columns(1) [=] Sort By: Order Date =¥ Show: 10 [=] Page: 1
se Ord _ Drd Da Ord
90014347 2016-102-RRD 06/21/2016 | Submitted Select... =
) N
90014345 2016-101-RRD 06/21/2016 | Submitted
- Copy Order
90014344 2016-100-RRD 06/21/2016 | Submitted View Order Details

View Order Summary
Columns: Custom Columns(1) = Sort By: Order Date =¥ Show: 10 = View Order Files

.
Figure 59: Selecting ‘Show All Orders’ on the Order Search widget on the Home page, links to the Recent Orders
page (here you have the Action menu options to select from for a particular order)

Order Details for Sales Reference No. 90014344

Actions... (5] Back to Results

Order Information Billing Information Customer and Address Information
Order Status: Submitted Bill Method: Invoice Your Account Name: CP AcctAdmin
Order No.: NfA Phone No.: 630-313-7875
Sales Reference No.: 90014344 Email: sue.chruszch@rrd.com
Purchase Order #: 2016-100-RRD Ship To: CP AcctAdmin
Order Date: 06/21/2016 ST EUIEEY
WHSE 50
‘Cost Center: 000999 1750 WALLACE AVE

ST CHARLES, 1L, 601743401
USA

Items Ordered Expand All

LineNo. hem Description Vendor ltem Status

» 0001 | Print Fulfillment DLF0%.10.200 | DLF09.10.200 | Submitted CT/500 1 0
Brochure 9 9

Shipping and Tracking Information

Figure 60: The Order Details page for an order

© 2019 RR Donnelley Page 31



CustomPoint. Order Entry Guide

Appendix A: Advanced Ordering Scenarios

List Ordering

A distribution list is a set of names and shipping addresses for your intended recipients. When you
provide us with a list we are able to ship the requested items and quantities on an order to each of these
recipients. We prefer your list to be a Microsoft Excel™ spreadsheet (.xls, .xIsx or .csv file formats are
accepted), so it can be copied over to our system. Along with names and addresses, a list may also
contain item order information. The list ordering option(s) you have access to depend on the specific
business requirement configuration.

Using the ‘Saved Distribution List w/ Addresses Only’ option

Step 1: Select your item(s) for the order and click Checkout.

Step 2: Select the ‘Saved Distribution List w/ Addresses Only’ option on the Delivery Options page (in
the Address Source dropdown). You can select an existing saved distribution list (by clicking the
list name in the Choose a List column and clicking Next on the Delivery Options page) OR
proceed to the Step 3 below (and go thru the Upload New List process).

1. Delivery Options Step1of3
Address Source Addresses Found (4)
[ . . Carrie
v
| Saved Distribution List w/ Addresses Only J Johnson, 5416 N Smith Dr, Champaign, IL, 61821
Joan F
Choose A List Addresses P Rose, 2405 W Jones Dr, Urbana, IL, 61801
/ Patricia A
|4 addr 4 Crush, 105 Johnson Dr, Woodstock, IL, 60098
Lisa
UPLOAD NEW LIST Smith, 10 Shoreline Ct, Hebron, IL, 60034

Attention

Ship To Attn *

CP8 Doc examples

= c3 =3

Step 3: Click the Upload New List button (bottom of the Choose a List section) and you are taken to the
following page:
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\i Upload a Distribution List File

List Name *

I

List Description

First Line of File Privacy

I Contains Column Names ﬂ { List is Private

4

Locate Your File *

-or-

Drop File Here

any special formatting.

View a sample file

| )

Supported file formats are: .XLS, .XLSX, and .CSV. Excel files should not include

Step 4: Enter your List Name, optional List Description, select the appropriate First Line of File

dropdown option (Contains Column Names or Contains Data) and the appropriate Privacy option

(List is Private or List is Shared), click Browse to locate your file; and then click Next.

Record Count

You are uploading file: 50 addresses.xls
Please correct the record count and click "Next" to proceed.
Clicking "Cancel" will end the upload process.

Record Count *
|50 |

Step 5: Confirm your Record Count is correct then click Next. Note: If your spreadsheet has multiple
worksheets, you will also be prompted to select the proper worksheet that contains the address
information to map (click Next to proceed to the mapping step).
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Area Code
Phone

| | s oom n
.7 Map Columns in "823 50addr
ColumninlList Map ToField Data Row 1 Data Row 2 Data Row 3
Title Choose Field... [=
First name Name 1* =l | carol Joan F Patricia A
Last name Name 2 = | Smith Rose Goldstein
E-mail E-mail =
Address Choose Field..[[E]] 5416 N Smith Dr_ | 2405 W Jones Dr | 105 Johnson Dr
City City* Donot map Al urbana Woodstock
Mame 1%
State State* IL IL
MName 2
ZIP ZIp* | Address 1* 61801 60098
Address 2
Phone Phone
Address 3
City™
State™
Country Code

v_

Step 6: Click the =l icon to open the mapping options dropdown. When the Column in List and
Map to Field columns match, they will be auto-mapped for you (as the example above shows).
There is a ‘Do not map’ option that can be selected when needed. Click Next when all required

fields are mapped properly.

Step 7:

Confirmation of the mapping you just saved displays next on the List Created page. It displays

the number of columns mapped and the number of rows added (which equates to the number of

addresses the order will be sent to). Click Next.

r

. |

Columns Mapped:
Columns Not Mapped: 1

“@ List Created: "823 50addr"
-

The list "823 50addr" was successfully created.

8 Rows Added:
Rows Mot Added: 0

30

b

M

Step 8:

The newly uploaded list is selected in the Choose a List section for you, displaying the address

data from the distribution list in the Addresses Found section. You can scroll thru and view

these addresses (just the first 10 will be shown).
this order request.

Click Next to complete the rest of checkout for
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L Delivery Options Step10f3
Address Source Addresses Found (10)
. Saved Distribution List w/ Addresses Only ﬂ Car_ol . .
\ Smith, 5416 N Smith Dr, Champaign, IL, 61821 ~
Joan F
Choose A List Addresses Rose, 2405 W Jones Dr, Urbana, IL, 61801
Patricia A
4 addr 4 /’ Goldstein, 105 Johnson Dr, Woodstock, IL, 60098
823 50addr 50 Lucy
Jones, 10 Shoreline Ct, Hebron, IL, 60034
UPLOAD NEW LIST John
Smith, 1750 Wallace Ave, St Charles, IL, 60174
W
Sue
Attention

Ship To Atin *

CP8 Doc examples

Conveomen | cmnce | 3 3

Step 9: Answer the Shipping Information section questions on the Order Details page that pertain
to distribution list ordering.

e Go with the default of ‘Yes’ for ‘Use Your Standard Shipping Preferences?’ (or click ‘No’
and select the appropriate responses on the Shipping Guidelines pop-up and click Submit,
see example below)

¢ Enter the appropriate number (e.g. ‘0’ in this example) in the ‘# of Bad Addresses Allowed
before List Rejected’ field.

e Enter the appropriate instructions for the ‘Actions to take if the list is rejected’ field.

e Enter additional comments/instructions in the ‘Any additional comments?’ field as needed.

Click Next on the Order Details page to complete the rest of checkout for this order request.
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W Order Details Step20f3
Customer Information Order Information
Name * Phone Number * Purchase Order # *
[CPB Doc examples l [630*3 13-7875 l

Email Address *

[sue.chruszch@rrd‘com ]

Shipping Information

Use Your Standard Shipping Preferences?

[Yes The options that can appear on the Order Details
page can vary. The Shipping Information section has
= = questions specific to your distribution list order

[ # of Bad Addresses Allowed before List Rejected 7| request that must be answered. Required fields

| ] appear with an asterisk *.

. . .. You can enter '0' for the # of Bad Adddresses
Actionsitrjtake]ifthelistisivejected ‘ Allowed and then specify any actions to take if the list

is rejected in the field below.

Any additional comments?

Conce L v

Selecting 'No' fromthe 'Use Your
Standard Shipping Preferences?'
dropdown brings up the Shipping
Guidelines pop-up (and the Edit button °
to get back to your selections later)

Qy Shipping Guidelines

Would you like this order to ship outside of your regularly scheduled c lidated order?

O Yes O No

Do you want to allow partial shipments?
O Yes O No i
Select the appropriate respanse for

each question and then click 'Submit’
Do you want to allow backorders?

Oves Ono

Do you require tracking information for all addresses in the distribution list?

Oves OnNo

Would you like to receive an individual invoice per order, or just one consolidated summary
invoice?

O Individual O Consolidated

Will there be multiple cost centers for this order?

Oves OnNo

CANCEL SUBMIT

Step 10: Click Submit Order Request to submit this distribution list order request to the project manager.
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E} J Order Summary

Step 3of 3

Ships Te: DISTRIBUTION LIST
Ship To Attn: CPE Doc examples

Customer Information

Hame Phone Number
CPE& Doc examples 630-313-9999

Email Address
sue.chruszch@rrd.com

View or Print All Details | Hide Order Detail
Order Information

Purchase Order #
Dist List example

Shipping Information

Ship outside of consclidated order
‘fas

Allow partial shipments
Mo

Allow backorders
Mo

Require tracking information for all addresses in the
distribution list
‘fas

Type of inveoice requested
Consolidated Invoice

Multiple cost centers
No

Comments

Distribution List Information
# of Distribution List addresses
SO

# of Bad Addresses Allowed before List Rejected
0

First row contains column headings
Yes

Type of List
Private
Distribution List
823 50addr

Reject Instructions
call 630.322.9959 for a new list if any bad addresses are found

ltems Ordered

16297 VARIABLE or JIT
Your Item: 16257

Units: CT of 2700  Quantity: 1

Notes:

This is an order request, not an order. An order request is sent to a Project Manager for review. Your order request will not be sent
until you click "Submit Crder Request” and racsive your Sales Reference Mumber. & Projact Manager may contact you to confirm the
details of your order request. The Project Manager will then submit your order for final processing.

For First Class Mail distributions, we will mail to all addresses on the attached list. CASS Certification will be performed on the list only

to append postnet barcodes.

For premium service delivery distributicons of kits, we can search for non-deliverable addresses and pull them from your list to help

wou avoid unnecessary shipping costs.

Csnveomer § cmnc

BACK | SUBMIT ORDER REQUEST
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Using the cart checkbox ‘Order Using a Distribution List with Items and Quantities’

Step 1: Select your item(s) for the order and then click the checkbox ‘Order Using a Distribution List
with Items and Quantities’ when you have the appropriate items in the cart. With the checkbox
checked, compare the example below with the following printscreen. You will see the following
changes: 1) the Units and Qity fields are disabled (grayed), 2) the Update Cart button is removed,
and 3) an instruction message appears below the checkbox.

T'_\'_. Shopping Cart Contents (2 Items)

16297 VARIABLE or IT X Remove Item

Your Item: 16297
Units: | Select  v| Qv |
SHELL IMPRINTS JIT M Remove Item

{ Your ltem: 16841
Units: | Select 9 Qty:

}rrJe-: Using a Distribution List with ltems and Quantities UPDATE CART
SAVEORDER J| More Cart Options m

Step 2: Click Checkout when you are ready to select your list. Note: The instruction that appears reads:
‘The listing of items in the Item and Quantities distribution list must exactly match the item/item
placement in the cart’. The quantity ordered for the items (if that was entered prior to selecting
the checkbox) does not matter (it will be ignored) — it will pull that from the specified file. Continue
to the next step.

\—\/ Shopping Cart Contents (2 Items)

O

16297 VARIABLE or JIT J Remove Ttem
Your Item: 16297
. No need to select Units and Qty here-
Units: | Select v 3 [:]‘_' i : :
LD S ¥ this information will be pulled from the
distribution list (and the quantity sent to
each address can vary as needed).
. SHELL IMPRINTS JIT Use zero (0) for Qty or blank the M Remove Item
Your Item: 16841 Item/Quantity/UOM colimn(s) out for an
— item not being sent to a particular address
Units: | Select V| Qty: -— in the distribution list.

Order Using a Distribution List with Ttems and Quantities

IThe listing of items in the Ttem and Quantities distribution list must exactly match the item and the item placement in the cart. |

SAVEORDER J| More Cart Options | cHECK oUT |
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Step 3: You can select an existing saved distribution list by clicking the list name in the Choose a List
column OR proceed to the next step. Note: It is a recommended naming convention to have ‘IQ’
somewhere in the List Name, to be able to easily identify ltem and Quantity lists (that require
download/review to ensure the proper cart order).

. J Delivery Options Step 2 of 3

Choose A List Addresses

You are in the Distribution List w/Items and Quantity

workflow, and based on your cart selections (the list

you select must match the cart item order). It is likely
you will be uploading a new list.

4 addr 4

823 50addr 50

Recommend having 'TQ' in the first part of the list name

for repeat Item & Quantity distribution list order
UPLOAD NEW LIST requests.

Conveowm § et 3 =3

Step 4: Click the Upload New List button (bottom of the Choose a List section) and you are taken to the
following page:

H_J“* Upload a Distribution List File

—

List Name *

I l

List Description

I l

First Line of File Privacy
l Contains Column Names ﬂ [ List is Private ﬂ

Locate Your File *

1 )

-ar-

Drop File Here

Supported file formats are: .XLS, .XLSX, and .C5V. Excel files should not include
any special formatting.

The listing of items in the Item and Quantities distribution list must exactly match
the item and the item placement in the cart.

View a sample file

CANCEL m

Step 5: Enter your List Name, optional List Description, select the appropriate First Line of File
dropdown option (Contains Column Names or Contains Data) as well as the appropriate Privacy
option (List is Private or List is Shared), click Browse to locate your file; and then click Next.
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Record Count

You are uploading file: IQExample2018.xls

Please correct the record count and click "Next" to proceed.

Clicking "Cancel" will end the upload process.

Record Count *

3

Step 6: Confirm your Record Count is correct (example shown above) then click Next. Note: If your
spreadsheet has multiple worksheets, you will also be prompted to select the proper worksheet
that contains the address information to map (click Next to proceed to the mapping step).

ju ) Map Columns in "IQ DistList example”
Columninlist Map ToField Data Row 1 Data Row 2 Data Row 3
Name 1 Name 1% [= | RR DONNELLEY RRD CORPORATE RRD SALES
Address 1 Address 1% [=] | 609 S KIRK RD 4101 WINFIELD ROAD 601 SAWYER STREET
City City* [=] | SAINT CHARLES | WARRENVILLE HOUSTON
State State* = | 1L IL X
Zip Code ZIP* = | 60174 605553521 770077509
Item 1 Item 1: 16297* =l | 16297 16297 16297
Quantity 1 Quantity 1: 16297* = | 1 2 0
UOM 1 UOM 1: 16297 = | cT CT CT
Item 2 Item 2: 16841* = | 16841 16841
Quantity 2 Quantity 2: 16841*|= | 1 1
UoOM 2 UOM 2: 16841 = | CT CcT
The two methods for not sending an item
to an address is shown above, vary
quantity to each address as needed m

Step 7: The example above shows most of the required fields auto-mapping automatically (ZIP* was
manually mapped to Zip Code). Any additional fields at the bottom that show ‘Choose Field’ in
red can be reviewed and optionally mapped as needed. Click the = icon to open the mapping
options dropdown.
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When the Column in List and Map to Field column data match, they are auto-mapped for you.
The template file for the Items and Quantities distribution list workflow allows for up to 10 items
and all the Customer Reference 1-25 fields. There is a ‘Do not map’ option that can be selected,
if you should happen to map an optional field and then decide you don’t want it mapped, etc.
Click Next when all required/optional fields are mapped appropriately.

Step 8: Confirmation of the mapping you just saved displays next on the List Created page. It displays

Step 9:

back the number of columns mapped and the number of rows added (which equates to the
number of addresses the order will be sent to). Click Next.

-
|- List Created: "IQ DistList example”
The list "IQ DistList example" was successfully created.
Columns Mapped: 11  Rows Added: 3
Columns Not Mapped: 0 Rows Not Added: 0
™ > |

The newly uploaded list is selected in the Choose a List section for you, displaying the address
data from the distribution list in the Addresses Found section on the right. You can scroll
thru and view these addresses. Click the expand/collapse arrow icons » v for each address to
see the items and quantities (with the item image or the No Image Available) for each item from
the list. Click Next to complete the rest of checkout for this order request.

AW : :
| Delivery Options Step 2 of 3

C

hoose A List Addresses Addresses Found (3)

[ EhR DONNELLEY
4 addr 4 609 S KIRK RD, SAINT CHARLES, 1L, 60174 A

823 50addr 50 LAY

IQ DistList example 3

UPLOAD NEW LIST

16297
UOM: CT  Quantity: 1

16841
UOM: CT Quantity: 1

Attention

Ship To Attn *
[CPS Doc examples ]

£

Note: The example above demonstrates how each address can get different item quantities, and
below shows the not all items being sent to all addresses.
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Addresses Found (3) Addresses Found (3)
i RR DONNELLEY
Eieog S KIRK RD, SAINT CHARLES, IL, 60174 A ¥  [¥keo saLes A
601 SAWYER STREET, HOUSTON, TX, 770077509
™ Ehm) CORPORATE 16357
4101 WINFIELD ROAD, WARRENVILLE, IL, )
605553521 UOM: CT  Quantity: 0
16297
UOM: CT  Quantity: 2
16841
UOM: CT Quantity: 1
(¥ v

A B DDN QA EQ

Step 10: Answer the Shipping Information section questions on the Order Details page that pertain

to distribution list ordering.

e Go with the default of ‘Yes’ for ‘Use Your Standard Shipping Preferences?’ (or click ‘No’
and select the appropriate responses on the Shipping Guidelines pop-up and click Submit,

see example below)

e Enter the appropriate number (e.g. ‘0’ in this example) in the ‘# of Bad Addresses Allowed

before List Rejected’ field.

e Enter the appropriate instructions for the ‘Actions to take if the list is rejected’ field.
e Enter additional comments/instructions in the ‘Any additional comments?’ field as needed.

Click Next on the Order Details page to complete the rest of checkout for this order request.

i\ Order Details

Step20of3

Customer Information

Name * Phone Number *

Order Information

Purchase Order # *

| cp8 Doc examples | [630-313-0990

Email Address *

| sue.chruszch@rrd.com

Shipping Information

Use Your Standard Shipping Preferences?

| Yes

| # of Bad Addresses Allowed before List Rejected * |

Actions to take if the list is rejected

Any additional comments?

The options that can appear on the Order Details
page can vary. The Shipping Information section
has questions specific to your distribution list
order request that must be answered. Required
fields appear with an asterisk *.

You can enter '0' for the # of Bad Addresses
Allowed and then specify any actions to take if
the list is rejected in the field below.

[onveorm ] cmvce |
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Selecting ‘No' fromthe 'Use Your
Standard Shipping Preferences?'
dropdown brings up the Shipping
Guidelines pop-up (and the Edit button
ta get back to your selections later) °

™y Shipping Guidelines

Would you like this order to ship outside of your regularly scheduled consolidated order?

O es O No

Do you want to allow partial shipments?
O Yes O No

Select the appropriate response for
each question and then click 'Submit’
Do you want to allow backorders?

O Yes O No

Do you require tracking information for all addresses in the distribution list?

O ves O no

Would you like to receive an individual invoice per order, or just one consolidated summary
invoice?
O Individual O consolidated

Will there be multiple cost centers for this order?

O Yes O No

Step 11: Click Submit Order Request to submit this distribution list order request to the project manager.

i}] Order Summary Step 30f3

Ships To: DISTRIBUTION LIST
Ship To Attn: CPS Doc examples

View or Print All Details | Hide Order Detail

Customer Information ‘Order Information
MName Phone Number Purchase Order #
CPB Doc examples 630-313-3399 1Q distlist example

Email Address
sue.chruszch@rrd.com

Distribution List Information

Shipping Information ; of Distribution List addresses
Use Pre-established Company Defaults # of Bad Addresses Allowed before List Rejected
“Yes 0
Comments First row contains column headings
Yes
Type of List
Private

Distribution List

10 Distlist example

Reject Instructions

call i any bad addrassss ars found

Items Ordered

16297 VARIABLE or JIT
Your Ttem: 16297

Units: CT of 2700 Quantity: 3 Addresses: 2 |

SHELL IMPRINTS JIT
Your Ttem: 16841

Units: CT of 8300 Quantity: 2 Addresses: 2

Motes:

until you click "Submit Order Request’ and receive your Ssles Referance Number. A Project Manager may contsct you to confirm the

This is an order request, not an order. An order request is sent to 3 Project Manager for review. Your order request will not be sent
details of your order request, The Praject Manager will then submit your order for final processing.

For First Class Mail distributions, we will mail to all addresses on the attached list. CASS Certification will be performed on the list only
to append postnet barcodes.

For pramium service delivery distributions of kits, we can search for non-deliverable addrassas and pull them from your list to help
you avoid unnecessary shipping costs.

SAVE ORDER CANCEL I :E‘ SUBMIT ORDER REQUEST
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Using the ‘Order From a File’ menu option

Y_'q J Order From a File

Notes: T
Choose A List Adds ’
5 for

4 addr 1

HOME CATALOGS ‘ORDERS MANAGE

Order Search Monthly OFF

Saved Orders
UPLOAD NEW LIST

Copy Recent Orders

Order From a File

Step 1: Select the ‘Order From a File’ option off the Orders menu on the Home page, and you will be
taken to the Order From a File (OFF) page as shown on the right above.

Note: Click the View a sample file link, if you need to create a new order file. There are tabs (sheets) in
the spreadsheet for: 1) Template, 2) Sample and Helpful Info, and 3) OFF Error Info.

Step 2: Select the ‘Upload New List’ button option on the Delivery Options page (in the Address Source
dropdown) OR you can select an existing saved OFF list by clicking the list name in the Choose a
List column.

Step 3: Both options from Step 2 (Upload New List or selecting an existing OFF list) have mapping steps
that must be done. This example walks you thru uploading a new OFF list. Clicking the ‘Upload
New List’ button takes you to the following page:

# ) Upload a List File

List Name *

[ J

List Description

[ J

First Line of File Privacy
[Contains Column Names ﬂ [List is Private ﬂ

Locate Your File *

[ |

—or-

Drop File Here

Supported file formats are: .XLS, .XLSX, and .CSV. Excel files should not include
any special formatting.

3

Step 4: Enter your List Name, optional List Description, select the appropriate First Line of File
dropdown option (Contains Column Names or Contains Data) as well as the appropriate Privacy
option (List is Private or List is Shared), click Browse to locate your file; and then click Next.
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Worksheet Selection

You are uploading file:Quick OFF.xls
Please select a worksheet name and click "Next" to proceed.
Clicking "Cancel" will end the upload process.

Excel Worksheet Name *

[ Order

CANCEL

Step 5: Confirm your Worksheet selection is correct (example shown above — only applicable if there
are multiple sheets in the list file) then click Next.

Record Count

You are uploading file: Quick OFF.xls
Please correct the record count and click "Next" to proceed.
Clicking "Cancel" will end the upload process.

Record Count *

e ]

CANCEL NEXT

Step 6: Confirm your Record Count is correct (example shown above) then click Next to proceed to
the mapping step.

) _:] Map Columns in "Example OFF"

Columninlist Map To Field Data Row 1 Data Row 2 Data Row 3
Name 1 Name 1% (= | RR DONNELLEY RRD CORPORATE RRD SALES
Address 1 Address 1* [= | 609 S KIRK RD 4101 WINFIELD ROAD 601 SAWYER STREET
City City* (=] | SAINT CHARLES | WARRENVILLE HOUSTON
State State* = | IL 1L ™
Zip Code Choose Field.. | r|§_. 60174 605553521 770077509
Ttem 1 Item 1* Donot map A 16297 16297
- - n Name 1%
Quantity 1 Quantity 1 Name 2 1 1
UoM 1 UOM 1 Address 1* CcT CcT
Address 2
Address 3
CANCEL
=3 states =3

Country Code
Area Code

Phone

Step 7: The example above shows all but one field auto-mapping. The Zip Code field shows ‘Choose
Field... in red indicating a selection must be made. Click the = icon to open the mapping options
dropdown and select the ZIP field to map to Zip Code.
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When the Column in List and Map to Field column data match, they are auto-mapped for you.
The OFF template file displays columns for up to 10 items (with the related Quantity and
UOM columns) and all the Customer Reference 1-25 fields. Any unwanted columns can be
removed or just ignored during the mapping step. There is a ‘Do not map’ option that can be
selected, if you should happen to map an optional field and then decide you don’t want it mapped,
etc. Click Next when all required/optional fields for the order are mapped appropriately.

{2, List Created: "Example OFF"
12

The list "Example OFF" was successfully created.

Columns Mapped: 8 FRows Added: 10
Columns Mot Mapped: 0 Rows Not Added: 0

Step 8: Confirmation of the mapping you just saved displays next on the List Created page. It displays
the number of columns mapped and the number of rows added (which equates to the number of
addresses the order will be sent to). Click Next.

E / Order From a File

Notes:

File specifications for items, order quantity and unit of
measure (UOM), customer reference field
requirements and error handling information can be
found in the sample file below.

View a sample file

Choose A List Addresses
4 addr 4
823 50addr 50
1Q DistList example 3
Monthly OFF 7

Example OFF 7

UPLOAD NEW LIST

| CREATE ORDER |

Step 9: You are returned to the Order From a File page, with the file you just mapped selected. Click the
Create Order button (which is enabled now) to go the shopping cart page. The mapped items
are displayed with their extended quantities based on your file.
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Welcome, CPE Doc examples My Profile Sign Out ,., Cart 1 Help 7

A Integrated
CustomPoint Communications Management

S =
HOME  CATALOGS = ORDERS | MANAGE = REPORTS | CONFIGURE

ﬂ Shopping Cart Contents (1 item)

OFF has a locked down cart, no Remove Item options, ete. All
items being ordered must be specified in the file, order needs to
be completed during that order session (no Save Order option
will be available).

16297 VARIABLE or JIT
Your Item: 16297

Units: CT of 2700

[ extended quantity for the item(s) on the OFF are shown- based on the number of addresses receiving
the item, this can vary by address (but all have to be the same specified unit of measure shown)

Notes: L
This is an order request, not an order. An order request is sent Lo a Project Manager for review. Your order request will not be sent until
you click "Submit Order Request” and receive your Sales Reference Number. A Project Manager may contact you to confirm the details
of your order request. The Project Manager will then submit your order for final processing.

CHECK OUT

Step 10: Click the Check Out button to complete this OFF order request. Note: If there are any Custom
Document item(s) and/or Kit Template(s) on the order request, a cart message appears at the
top stating ‘The order file contains items requiring additional content to be specified
before proceeding.” with Needs Content link(s) on the particular item(s). The Needs Content
links walk the user through completing the specifications for those item(s), returning them to the
cart when done. Example shown below:

\_'\ Shopping Cart Contents (2 Items)

X Theorder file contains items requiring additional content to ba specifisd bafore procseding

STD WALLACE BUS CARD
Your Item: BC1

Units: BX of 500 Qry: 7

% no cust contalner, end user seq, no proj mgr approval and fees
. Your Item: CPB KT

units: EA of 1 Qry: 300

Noltes:

This is an order request, not an order. An order request is sent to a Project Manager for review. Your order request will not be sent until
you click "Submit Order Request” and receive your Sales Reference Number. A Project Manager may contact you to confirm the details
of your order request. The Project Manager will then submit your order for final processing.

Step 11: Clicking Check Out takes you to the Order Details page. Answer the Shipping Information
section questions that pertain to OFF ordering.
e Go with the default of ‘Yes’ for ‘Use Your Standard Shipping Preferences?’ (or click ‘No’
and select the appropriate responses on the Shipping Guidelines pop-up and click Submit,
see example below)

e Enter the appropriate number (e.g. ‘0’ in this example) in the ‘# of Bad Addresses Allowed
before List Rejected’ field.

o Enter the appropriate instructions for the ‘Actions to take if the list is rejected’ field.
e Enter additional comments/instructions in the ‘Any additional comments?’ field as needed.

Click Next on the Order Details page to complete the rest of checkout for this order request.
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Soher .
1L Order Details Step 2 of 3
Customer Information Order Information
Name * Phone Number * Purchase Order # *
[CPS Doc examples l |630731379999 l

Email Address *

[sue.chruszch@rrd.cnm l

Shipping Information

isevougtiandardiShippinpiBreferences3 The options that can appear on the Order Details
[YES page can vary. The Shipping Information section
has questions specific to your distribution list
| # of Bad Addresses Allowed before List Rejected * | order request that must be answered. Required

[ I fields appear with an asterisk *.

You can enter '0' for the # of Bad Addresses

Actions to take if the list is rejected ; N )
‘ Allowed and then specify any actions to take if

the list is rejected in the field below.

Any additional comments?

Selecting "No' from the "Use Your
Standard Shipping Preferences?’
dropdown orings ug the Shipping
Giuiidelines pop-up (and there is ar Edit
button that appears to get you dack to
your selections later)

0y Shipping Guidelines

Would you like this order to ship outside of your reg
Oves OnNo

Do you want to allow partial shipments?
Oves Onao
Select the appropriatz response for each

Do you want to allow backorders? question and then cick 'Submit'

Oves Ono

Do you require tracking information for all add in the distribution list?
Oves Ono

Would you like to receive an individual invoice per order, or just one consolidated summary
invoice?
O ndividual O Consolidatzd

Will there be multiple cost centers for this order?
O Yes O No

CANCEL
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Step 12: Click Submit Order Request to submit this OFF order request to the project manager.

S
. ¥ Order Summary Step 30f3

Ships Te: DISTRIBUTION LIST
Ship To Attn: CPE Doc examples

View or Print All Details | Hide Order Detail

Customer Information Order Information
Hame Phone Number Purchase Order #
CPE& Doc examples £30-313-5993 OFF example

Email Address
sue.chruszch@rrd.com

Distribution List Information

# of Distribution List add
Shipping Information = of rstribufion LISt addresses
Use Pre-established Company Defaults # of Bad Addresses Allowed before List Rejected
‘fas 0
Comments First row contains column headings
Yes
Type of List
Private

Distribution List
Example OFF

Reject Instructions
call if there are any bad addresses on the list

ltems Ordered

16297 VARIABLE or JIT
Your Item: 16257

Units: CT of 2700 Quantity: 7  Addresses: 7

Notes:

This is an order request, not an order. An order request is sent to a Project Manager for review. Your order request will not be sent
until you click "Submit Order Request” and raceive your Sales Reference Mumber. A Project Manager may contact you to confirm the
details of your order request. The Project Manager will then submit your order for final processing.

For First Class Mail distributions, we will mail to all addresses on the attached list. CASS Certification will be performed on the list only
to append postnet barcodes.

For premium service delivery distributions of kits, we can search for non-deliverable addresses and pull them from your list to help
you avoid unnecessary shipping costs.

Comen oncx
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