Quick Start
Guide NWC

Printing Portal

NorthwestCenter

People of all abilities



Step 1: Account Registration

To start using the storefront,
you need to create an
account.

1. Go to the Login Page

@ Visit the Northwest Center
storefront homepage.

@ Click on Sign Up.

NorthwestCenter

Forgot password?




Step 1: Account Registration

1. Fill Out the Registration N NorthwestCenter
ign Up

Fo ¢ Back
rm

Employee Signup [ Northwest Center] * Require

@ Enter your name and
business billing address

(2 Create your login

credentials -
@ Check the box to agree to Unied Stes .
the terms and Conditions. Login Information @
(@) Click Submit to complete
the registration process. = —@
o

Select Division

| agree to the Terms & Conditions : 3 ,
@




Step 2: Browsing Products

1. Navigate to the

Select Department
Homepage "

Cheose the department h you want to continug
(D Select your desired

Select Department

division (e.g., Northwest
Center Kids).




Step 2: Browsing Products

1. Navigate to the i
H 0 m e p a g e w Welcome Dulce [Northwest Genter Kids] ~ & Q

NorthwestCenter
(D Select your desired Home My Account -
division (e.g., Northwest
Center Kids).

@ Once on the homepage
click View Details to view
the assets available to

print. a

NorthwestCenter

Northwest Center Kids

& View Details >




Step 2: Browsing Products

@ Click View Details under NomwestCenter hids
a product to see options
and/or start
customization.
y /‘*m
et o,

Standard Business Cards

Create the perfect first impression with your choice
of standard or heavy paper, and finishes including
matte, glossy, or single-sided coating.

View Details >




Step 3: Customizing a Product

1. Select Customization
OPtions NorthwestCenter

@ Choose the quantity Home My Account -
desired to print.

@ Click Personalize Your
Card Here to add your Start by selecting your quantity
custom information. @ Quantiy 100 .

Welcome Dulce [Northwest Center Kids] ~ @ Q

NWC Kids Business Card

- Printing Cost: $36.30

ey
Total Weight: 1.000000 (Only for admin) (g
- _——
it ol e
- y " Suppayy, Select the quantity above
’ and click below to personalize

Im Personalize Your Card Here




Step 3: Customizing a Product

2. Edit Design

@ Add your details, such as:
Office Number, Fax
Number.

@ Preview the design by
clicking Update Preview.

Standard Business Cards

o
p—-"

3.5 x2(inch)

Early Supports

Office Number

2066912599

Fax Number
2062862301

o

Q

UpdatePreview

NorthwestCenter

<



Step 3: Customizing a Product

3. Review and Save

@ Ensure all information is
accurate.

@ Click Continue.

NorthwestCenter

Early Supports

Office: (206) 691-2599

Fax: (206) 286-2301
www.nwcenter.org

A Preview

!




Step 4: Placing an Order

1. Add to Cart

Once the design is
finalized check the box to
agree to the terms and
conditions.

(@ Click Save & Add to Cart.

Home

iIONS (Standard Business Cards)
Job name
Size
Early Supports

Quantity

w Office: (206) 691-2599
Py Fax: (206) 2862301
nter WS | wwwnwceenterorg

’DF preview

My Account ~

NWC Kids Business Card - Bckup

3.5%2

100 -

Printing Cost: $36.30

arified that spelling and contents are correct. | am satisfied with the document layout. | understand that my document will print exactly as it appears here. |
iges once my order is placed and | assume all responsibility for typographical, formatting and design errors.

IContinue

@— | agree to the Terms and Conditions of Print It Forward
(2) Save & Add to Cart |
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Step 4: Placing an Order

2. Review Your Shopping
Cart

@ Confirm the details of
your product.

@ Click Save & Continue.

s Cards

usiness Card - Bckup &

iter

Welcome Dulce ¥ Q Q

Home My Account ~

@ shopping Cart

100 -~ $36.30 Order Summary
Subtotal $36.30
@— Save & Continue \
|0}
< Continue Shopping
2025 Print It Forward. All Rights Reserved.

Q
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Step 4: Placing an Order

3. Select a Shipping
Method

@ Choose a location from
the available options in
the Shipping Method

section.

NorthwestCenter

Shipping

Shipping Address

Dulce Test

Test

Test

Test Washington 98057
United States
Company Name: Test
Phone: (556) 222-8167

| & Edit | | + Add New

Select Another Address

Billing Address

Same as Shipping Address

Home My Account ~

P

Q

Welcome Dulce [Northwest Center Kic

1 Shopping Cart @ shipping

Shipping Method @

Shipping © Pickup

Northwest Center Headquarters - Renton, WA $0.00

Estimated Pickup Date: 23 Jan, 2025)

Lithtex Northwest - Bellingham, WA

Estimated Pickup Date: 23 Jan, 2025)

$0.00

(Only for admin) (g

Order Summary

NWC Kids Busines. ..
----- & Qty: 100

Subtotal
Shipping Price

Save & Continu
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Step 4: Placing an Order

3. Add a New Shipping
Address

@ If you need your package
sent to a different address
that is not listed, you can
manually enter the new
address.

Ensure you select
Shipping instead of Pick

Up for the delivery option.

Please note that any newly
added address is subject to
approval before your order is
processed.

NorthwestCenter

Shipping q>

Shipping Address

Dulce Test

Test

Test

Test Washington 98057
United States
Company Name: Test
Phone: (556) 222-8167

| & Edit ‘ | + Add Nev

Select Another Address

Home

Shipping Method @

USPS

Usps Media Mail

Estimated Delivery Date: 23 Jan, 2025

Usps Parcel Select

Estimated Delivery Date: 23 Jan, 2025

Usps Ground Advantage

Estimated Delivery Date: 2

Usps Priority Mail

Estimated Delivery Date: 23 Jan, 2025

Usps Priority Mail Express
23 Jan

Estimated Delivery Date: 23 Jan, 2025

UPS

Ups Ground Saver

Estimated Delivery Date: 23 Jan, 2025
Ups Ground
Estimated Delivery Date: 23 Jan, 2025

Ups 3 Day Select

Estimated Delivery Date: 23 Jan, 2025

Ups 2nd Day Air

Estimated Delivery Date: 23 Jan, 2025

Ups 2nd Day Air Am

Estimated Delivery Date: 23 Jan, 2025

My Account -

@ 1 Shopping Cart e Shipping

© Shipping Pickup

$4.86 @
$6.33
$6.33
$7.29

$29.14

$6.34
$6.39
$10.86
$13.56

$1510

Order Summary

NWC Kids Busines...

Qty: 100

Subtotal
Shipping Price

Welcome Dulce [Northwest Center Kids] = & Q

$36.30

$36.30
$4.86

Save & Continue
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Step 4: Placing an Order

4. Enter Required Codes

To complete your order,
fill in the required codes
under Special Instructions

* Company Code

« GLCode

* Department Code

* Project Code (Marketing
Only)

NorthwestCenter

Payment Details

© Pay On Account

Quick Start Guide - Home My Account -

Special Instructions

Company Code

GL Code

Department Code

Project Code (Marketing Only)

IMPORTANT: | have verified that spelling and contents are correct. | am satisfied with the document layout. |
understand that my document will print exactly as it appears here. | cannot make any changes once my order
is placed and | assume all responsibility for typographical errors

Welcome Dulce [Northwest Center] ~ Q Q

1 Shopping Cart 2 Shipping e Payment Details
Order Summary
- NWC Business Card $33.00
Do 21y 100
Subtotal $33.00
Shipping Price $0.00
Tax $3.40

Total $36.40

Place Order

14



Step 4: Placing an Order

Welcome Dulce [Northwest Center] ~ Q Q

. . NorthwestCenter
5. Provide Special
. . Quick Start Guide - Home My Account -
Instructions (Optional) ‘ |
o (7 Payment Details 1 Shopping Cart 2 Shipping © Payment Details
@ If there are specific
details or requirements O Pay on Accaunt CD Order Summary
. NWGC Business Card $33.00
for your order, include — 0
them in the SpeCiaI Subtotal $33.00
O o Special Instructions Shipping Price $0.00
Instructions field (e.g., B o T 40
Deliver to the front desk). Toa 83640
GL Code e
Department Code i - ]
Project Code (Marketing Only) (7]

&

IMPORTANT: | have verified that spelling and contents are correct. | am satisfied with the document layout. |
understand that my document will print exactly as it appears here. | cannot make any changes once my order
is placed and | assume all responsibility for typographical errors



Step 4: Placing an Order

Welcome Dulce [Northwest Center] ~ Q Q

NorthwestCenter
6. Place Order
Quick Start Guide - Home My Account -
@ Review your order | |
S u m m a ry Payment Detalls 1 Shopping Cart 2 Shipping e Payment Details
@ Conﬂrm ‘the payment © Pay On Account Order Summary
m eth Od a S " Pay O n . gwgﬂiuswness Card $33.00
/) M Subtotal $33.00
ACCO u nt ( n O a d d Itl O n a | Special Instructions Shipping Price $0.00
I n p Ut re q U I re d ). Company Code N - | Tax $3.40
Total $36.40
@ Click Place Order. o1 Gode -
Department Code i - ]
Project Code (Marketing Only) (7]

&

IMPORTANT: | have verified that spelling and contents are correct. | am satisfied with the document layout. |
understand that my document will print exactly as it appears here. | cannot make any changes once my order
is placed and | assume all responsibility for typographical errors

16



Step 4: Placing an Order

1. Once your order is placed,
you will see a confirmation

message. The admin of
Welcome Dulce ~ @ Q

your division will review NorthwestCenter

and approve your order Howe My Account ~

before processing.
Order Placed!
Your order payment is been done via the "Pay on Account". Admin will review and approve the order and then order processing will start. You'll be notified once the order gets
approved.

€ Continue Shopping

2025 Print It Forward. All Rights Reserved
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