Step-By-Step

Name Tag, Inc. REORDER GUIDE

1 From nametag.com click the blue “reorder” button on the home page

or to go there directly: https://www.nametag.com/reorders/ jea00272 9721
rs  BadgeRib. -~ I-.jards  Signs Search Search
2 For name tags and name plates with a list, or Mighty Badges™ and p— fie P
reusable name plates, enter your customer number or the email
address associated with your account to access the layouts available.

¥ in X

Quality Hame Tags on the Internet Since 1995

WA, HAMETAG.COM

Reorders For ribbons, badge holders, lanyards,
Using the reorder program provides faster order processing and the ability to view the custom SERESSL s e SignS al’ld Othel" StOCk itel’nS, pleaSC COIltaCt
layouts that are available for reorder. You may also quickly enter or upload your list using the . .
e s e et {] | a Customer Service Representative by
i T calling 1-800-272-5729, emailing us at
« Stock Template Name Tags and Name Plates — nametag@nametag.com, or use the hnk
« Mighty Badges and Speedy Badges .
It may take a few moments ta search for your account infarmation prOVIded tO ﬁu Out a Contact form'

Reorder Guide Thank you for your patience!

All Other Products

Not finding what you need? Fill out this form and a customer service agent will contact you to complete your order. Please note that using this order form may slow

e ing of your order.
‘Contact Form:

If you have more than one layout you Select Product
will find yourself at the screen to “Select

5 . CUSTOMER NAME -- Customer Number ######
Product.” Click on the green order button for Return to the sign in page Ifthese are not your layoutsiproducts.

the layout needed.
Paul E. Tishan
State Legislator

If the layout needed is not pictured, there
may be an issue with the image or the layout
was never approved. Please call customer

. . Layout 1: 1.5x3 Laser Name Tag Layout 2: 1x3 Metal Name Tag
SeI'VlCC to get thls CorreCted' Corners: Square Edges: Beveled Corners: Round, .125 radius Edges: No bevel
. Fastener: None Logo: Engraved Logo Fastener: None Font: Wyriad

If you need to change the number of lines Nillons foehis ey o nes o LogosEngraved Loge Surtace: Dome
Frame Color: Silver Frame Style: Classy

on your layout you will need to email Lo o _
Constant lines (same on all items) that cannot be changed:

nametag@nametag.com rather than using e 2 tme

the reorder page.

Order This Layout Order This Layout
N~
5 Once you select the }ayout, or if Xou only have one § Andrew LaManque
layout on file you will be on the “Configure Product P —
page. Here you can change the fastener or color for
thlS Order if needed. Layout 12: 1.5x3 Laser Name Tag (#### )
Corners: Round, 1875 radius Edges: No bevel
Verify the number of lines selected in the “Line e e

Variations for this layout: 2 lines of text:

Variation” box. Then click the blue button for “Enter
or Up load L iS L That 18 Where you Wlll enter the The image above shows your product as approved on your original order.
names needed. B

permanent change to your layout, contact customer senvice for assistance.

PBFEET Configuration

gFiner | None

Coler | Plastic claret/white

Quantity is determined by one of two factors

+ If the item you are reordering does not have any variable lines, you must

If you have some tags with 1 line and some with 2,

you will start with the 1 line list, add to cart and then ki ik g AR S
select the “Order a Variant” button. This will take m—

you back to the product page to add the 2 line tags. iy [1

2 lines of text

ine Variation

Enter or Upload List




REORDER GUIDE - Continued

6 You will have 2 options: “Enter List” or “Upload List.”

Enter List

By selecting this option, you will need to enter your listin the provided
fields. You may copy and paste textin, or enter it manually as you need
itto appear on each item. The fields are set up in a spreadsheet
format for your convenience. Please make sure to fill out each required

Upload List

To upload your list, choose the spreadsheet or text file option. Cur
system will then process your list and give you the opportunity to review
and edit as needed or desired. Please make sure to fill out each
required field and enter the information properly.

field File No file selectad

le types allowed: ods, xIs, xlsx, b, odt, pdf, doc, docx
Eusl st Upload List

Enter List

Use this spreadsheet to enter the list for your product. Navigate through the cells on a row with the tab, ente
information for that item. Follow these instructions for correct list formatting:
« Each row represents one item on an order, each column represents one line on your product (ie. items
in a blank line on the product Any row left blank will be removed from the list
« Each cell must contain the information for one line of text (ie. Row 1: column 1, name; column 2, title )
» Torepeat names or titles, you may copy and paste single cells, columns or rows. Ifthe selection contain
« This form may also be filled out using the copy/paste feature from external files. Copy a line, cell or row fr,
« If different ling variations, blank badges or logo only products are needed they will need to be added to th

Upload:
*  You will click on the browse button and select the file to upload.

*  Once file is selected, click the blue “Upload List” button and
review to be sure the quantity, number of lines and text look correct.

» Ifso, click the “Review List” button. This will have you look one
. : : Line 1

more tlme to review Spelhng Luke Warm Prof. of Meteorology
Transfer Student Advisor

Financial Aid Advisor

1
2 |LeeVing
3 Rich Feller
4

» If correct, click the check box that says “I confirm...” and then the
yellow button that says “Submit List.”

»  This will take you back to the previous screen, click the yellow
“Add to Cart” button to add those tags to the order.

Enter List:

*  Type a name directly into the box next to the number one for the
first tag. You can tab or click to the next box for a multi line tag. Hit
enter to go down to the next line for the next tag. Continue until you
have all the tags needed for this order.

Review List

Proof your list carefully for correct spelling, capitalization and punctuation as it will be used to produce you
a delay in production times.

View as: Spreadsheet Document

Line 1
il Luke Warm

*  Click the “Review List” button. This will have you look one more 5
time to review spelling. :

+ Ifcorrect, click the check box that says “I confirm...” and then the < g ‘>" e

Prof of Meteorology

Lee Ving Transfer Student Advisor

Rich Feller

spelling, italization and

yellow button that says “Submit List.” Sy - -
»  This will take you back to the previous screen, click the yellow
“Add to Cart” button to add those tags to the order.
7 If you have more tags to add you can click Shopping Cart
on the “Ol/-der a Variant ’ button for the ltem Ordered Qty @ Price Each Line Total
“« . . ’»” Reorder Of Plastic Laser Engraved Name Tags 3 @ 8§68 §31.95
Same layout Or the Contlnue Shopplng Laser Engraved Plastic Name Tag NIy
button to go back to the home page. ot oo o
Round Corners & No Bevel
Deluxe Magnetic Fastenar Nt
. . 2 Engraved Lines
8 Once you have all the items needed in Font Gil Sans 2l
. “ . Corners Round, 1873 radius
the cart, please click on the “Continue Eoges Nooee
44 Color Plastic claretiwhite
CheCkout butt()n. List of Variables You have provided a list, thank you. (. Wiew List
* ;Z’:r:te;g e - RQC Reminder. Die Saved For 18 Months From Now $3.00 Fee $5.00
#Ed Delete
Product Total $31.95
‘Vﬂ|@' ="y Adailonal Fees $5.00
VicAfew Total Item Cost  $36.95
SECURE"

Delete Cart




REORDER GUIDE - Continued

The next page for shipping address will let
you select from addresses on file, or enter a
new address for this order. Click “Validate
Address.” This will show you the verified
address according to UPS. You can select

that if correct, or use the address as entered.

22118 300THW
SALT LAKE CITY, UT 841152514

ups e
L

22115300W
SALT LAKE CTY,UT 84115-2514
us

© Residential € commerdial

Use Entered Address

ing Address

Plase fil in your shipping a
later during checkout

sthods and charges may be chosen

Select a saved address or enter a different one.

| Last Name

All packages wil be shipped via UPS; milltary addresses wil be shipped o via USPS, New/Edit Address
Shipping Limitations:

= Shipping is only available to US and Canadian addresses. Company

« We do not ship any product to P.O. Boxes. I

« We cannot use customer UPS account numbers, COD or third party shipping e

« Federal Express or other carriers cannot be used; we only ship via UPS. e Line 1 |
Shipping prices may NOT include all customs and VAT charges! You will receive
an updated quote including these charges once your order has been processed. Address Line 2 |
SHIPPING INFORMATION Country |

City

State/Province

Zip/Postal Gode I:

Phone Number |

| Ext

Email Addre

main.com

10

outdated, but be advised that any update will effect the entire account going forward.

11

Next is the Account Information page. No changes are allowed on this page. 1t is to serve as a contact for any
general questions to do with the account, not for this specific order. You can call to update if the information is

Next is payment information. You can select “Credit Card” to add payment. Select “Contact for Payment” if you’d
like to specify a card already on file or provide payment once a quote is reviewed. If your account is set up for

invoicing you will see that option as well. There will be a box for a PO number. This is not required.

Contact information is
next. This info is to let us
know who to contact if we
have any questions on this
specific order.

12

Payment Information

A hold will be placed on your credit card for all orders; the final charge will not occur until
your order ships. Closing this page without completing all payment information will result in its
loss. If this happens, you will be required to re-enter all information.

We accept the following credit card types:

|visa| @B ==

Payment Method

Credit Card

Contact for Payment

Invoice

Contact Information

The information provided here must be for the person that can be contacted about this order.
Custom products often require interaction with our Customer Service Department. Delays in
responding to proofs or other requests sent from customer service will hold up production

Saved Contact Information e |

COPY SHIPPING INFO' | COPY BILLING INFO

Fl'sll\sn'e'| | Lssll\sn's" ‘
Phone Number™ Ext. ‘ |
Email*

you@domain.com ‘

€




REORDER GUIDE - Continued

1 Finally the review order page. Here you can list a “need by date” to tell us when you need the order in hand. If this
date can not be met, we will contact you with rush options. Orders without a need by will be processed as quickly

as possible with standard production.

You can also select the
shipping method and to
expedite the order. Please
note that expedites are not
guaranteed and must be
received no later than

11 am MST. If you choose
expedite or upgraded
shipping please also include
the need by date so we can
be sure to get you your
items on time.

Further down the page you
can review the details for
shipping and the products
ordered. Please take a
look to be sure everything
is correct. There is a box
for “Notes for this order”
you can list any questions
or special requests for the
order here.

14

Need By Date (optional)

If you have a specific date that you need your order by, such as an event or other function,
please enter that date. Customer Service will work with you on necessary adjustments for
selected shipping methods and production times to get your order to you on time. You will be
contacted if we cannot meet your need by date

Shipping Method

The prices shown are an estimate of all shipping and handiing fees (shipping charges,
taxes, VAT, duties, etc.). If a price variance occurs, an updated shipping quote will be
sent via email once the order has been processed. Shipping times are all based on
normal business day activities. Please review the SHIPPING INFORMATION page for
complete descriptions of each service.

Blind shipping is available by reguest through UPS only; instructions must be included in
the notes.

er must be submitted by 11:00 a m. Mountzin
ice department at 1-800-272-5729.

R0 S requestes.
nd confirmed by calling the customel

@ £12.90- UPS Ground View Map
") $15.48- UPS Three-Day Select
") 524566 - UPS Second Day Air AM.
") $22.82- UPS Second Day Air
| $32.05- UPS Next Day Air Saver
") 586,38 - UPS Next Day Air Early A M. 511
) 534,35 - UPS Next Day Air
") $8.50 - USPS First Class Commercial (2o 7
o] $0.00 - Customer Pickup (2211 5 300 W,

Lake City, Utah}

Review Order

Ship To: Edit#® Account Number:
SAMPLES SAMPLES SAMPLES SAMPLES
MAME TAG INC NAME TAG INC.
22115 300THW 2211 8300 W

SALT LAKE CITY, UT 841152514

Product Invoice

tem Ordered

shipping option

Production Time

Orders received after 11 a.m. Mountain Time wil be processed the next business day.
Production times vary depending upon product ordered, quantity ordered and product
requirements. Production of custom items wil begin when all infarmation required for

your order has been received. Failurs to provide lists, artwork o proaf appraval may

delay your order.
PRODUCTION CHARTS

Expedite Order

This is a separate choice from Jour shipping method and only affects the priority of the:
production of your items (350 ife).

] Expedite the producyfn of this order.

Contact Information:Edit #
SAMPLES SAMPLES

(801) 931-5000
marketing@nametag.com

SALT LAKE CTY, UT 84115-2514

Qty @ Price Each Line Total

2 ¢ance ¢24 06

Finalize Order Details

Summary of final pricing:
ProductTotal 3 36.95
Shipping % 12.90
Expedite $ 0.00
Taxes/VAT/Duties $ 2.86

Total Due  $52.71

Notes for this order

1 The last step is clicking “Submit Order.” This will take you to the Thank You page with your order number and a
short survey. There will also be an email sent with confirmation. We will contact you if there are any questions,
otherwise you will receive confirmation of production and when the order is set to ship.

T hank W/




