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Step 1: Account Registration

2

To start using the storefront, 
you need to create an 
account.
1. Go to the Login Page

1. Visit the Northwest Center 
storefront homepage.

2. Click on Sign Up.
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Step 1: Account Registration

1. Fill Out the Registration 
Form

1. Enter your name and 
business billing address

2. Create your login 
credentials

3. Check the box to agree to 
the terms and conditions.

4. Click Submit to complete 
the registration process.
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Step 2: Browsing Products

1. Navigate to the 
Homepage

1. Select your desired 
division (e.g., Northwest 
Center Kids).

1

4

1



Step 2: Browsing Products

1. Navigate to the 
Homepage

1. Select your desired 
division (e.g., Northwest 
Center Kids).

2. Once on the homepage 
click View Details to view 
the assets available to 
print.
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Step 2: Browsing Products

1. Click View Details under 
a product to see options 
and/or start 
customization.
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Step 3: Customizing a Product

1. Select Customization 
Options

1. Choose the quantity 
desired to print.

2. Click Personalize Your 
Card Here to add your 
custom information.
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Step 3: Customizing a Product

2. Edit Design
1. Add your details, such as: 

Office Number, Fax 
Number.

2. Preview the design by 
clicking Update Preview.
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Step 3: Customizing a Product

3. Review and Save
1. Ensure all information is 

accurate.

2. Click Continue.
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Step 4: Placing an Order

1. Add to Cart
1. Once the design is 

finalized check the box to 
agree to the terms and 
conditions.

2. Click Save & Add to Cart.
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Step 4: Placing an Order

2. Review Your Shopping 
Cart

1. Confirm the details of 
your product.

2. Click Save & Continue.
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Step 4: Placing an Order

3. Select a Shipping 
Method

1. Choose a location from 
the available options in 
the Shipping Method 
section.
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Step 4: Placing an Order

3. Add a New Shipping 
Address

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

2. 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.
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Step 4: Placing an Order

4. Enter Required Codes
1. To complete your order, 

fill in the required codes 
under Special Instructions

• Company Code
• GL Code 
• Department Code
• Project Code (Marketing 

Only)
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Step 4: Placing an Order

5. Provide Special 
Instructions (Optional)

5. If there are specific 
details or requirements 
for your order, include 
them in the Special 
Instructions field (e.g., 
Deliver to the front desk).
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Step 4: Placing an Order

6. Place Order
1. Review your order 

summary.

2. Confirm the payment 
method as “Pay On 
Account” (no additional 
input required).

3. Click Place Order.
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Step 4: Placing an Order

1. Once your order is placed, 
you will see a confirmation 
message. The admin of 
your division will review 
and approve your order 
before processing.
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