[image: image1.png]


 
To access DeGolier Printing choose one of the following options by clicking on the footer of www.fairwayindependentmc.com, then click on Order printing, OR please IT on the Intranet or copy and paste the following link in your browser to visit the DeGolier site: ORDER PRINTING2 (https://www.myorderdesk.com/UserSignup.asp?Provider_ID=9318&GroupID=0)


Please be sure your Internet Browser is set to accept cookies and to refresh (reload) pages on every visit. 

First Time Users - You will first need to create an account using your FairwayMC email address as your user ID and then creating a password.  To simplify the process, your password could be fairway1 or your email password.  This will allow other individuals in your office to place an order for you when needed. Once you submit the information, and enter the security code you may enter the site. (You will only have to do this once, but if you forget your password they will send it to you immediately after clicking ‘forgot password’). Note: All Fairway employees must register the first time- as this is a new site (.
Returning Customers – click on ‘Sign In’ to sign in using your fairwaymc email address and chosen password. Click ‘forgot password’ if you do not recall it. It will be sent to you.
To Shop - Click on the ‘Send Files & Orders’ tab.  You will notice that there are hyperlinks to take you to each item listed.  If you click on the link, you will see a preview of the item.

Note: If you want your photo on your business cards, you will need to browse and select a photo to upload after choosing the photo card option. Also, for one-sided business cards, indicate ‘none’ under Backside Printing. [image: image2.png]


Be sure to enter your branch number, choose quantity, price, review the proof and choose to accept it or change your information; print it out the proof for safekeeping, prior to clicking ‘Send’ to submit your order. 
Please do not use the back button of your web browser. 
Note: ALL orders are final so please review the proof carefully.
Note; Once all data is entered and any pictures attached, you must enter Branch Number, Quantity & Price, and Backside printing information (or none) – in order to proceed. 
Saving - Now you can proceed to order, save, or delete the item.  We recommend that you always save your pdf’s of your orders.  Orders will be logged under the My Jobs tab. It will be helpful if you want to reorder since you won't have to fill in the information again.  

Shipping – Please note – you should enter the shipping address at the bottom of the page, and billing information.  
Checkout - You are ready to place your order.  Review the ship to and billing information.  Click Send and the order is placed!  Print the receipt for your records. 
Important Reminders:

•  Please Don't use your web browser's back button.  Use the one on the website. 

•  Always save your order to make reordering easier.


•  Remember that shipping and sales tax will be added later. 

Explore the site.  It's really easy to use.  If you have question or problems, email prepress@degolierprinting.com or call (608) 837-7483 and ask for John or Kim.
