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1 Online Ordering - User Guide 

Sign On 

Access the online ordering system at http://imagebycardinal.com.  The Sign On screen displays. 

Sign On Landing Page 

Enter user name/password and click the log in button.  If it's been a while since you used the system and 
you have forgotten your password, click Forgot password? to have it e-mailed to you. 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter username and password. 
Then click the arrow button. 
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Main Landing Page 

 

 

  

Click 'Catalog' to order products. 

View orders, update your information, 

change your password, view and add 

'ship to' addresses. 

Review previous orders.  You can also order 

reprints from previous orders. 

To view saved 

orders in your cart. 

View pages for Frequently Asked 

Questions (FAQ) or General Marketing 

Tips or download this guide. 
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Choose Category 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Category by clicking folder or title. 
 

Search for title keywords 
such as "steps". 
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Choose Template 

Choose a template by clicking the 'Select' button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to enlarge and view template image. 
Click to select template. 
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Choose Quantity 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose address 

if available. 

Then click "next" button 
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Enter Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click "Upload Select Image" to upload a new image or 

select an image from the library.  See next page for 

more details regarding file uploads. 

Click 'Next' when you have 

completed entering the data 

and are satisfied with the 

content. 

Click to preview your 

work with your changes. 
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File Uploads 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to browse 

Image Library. 

Click to browse your 

system/computer for 

an image to add to 

your library. 

Image Library Edit Image 

Click here to create a 

folder to manage and 

sort your pictures. 

Click to add another 

picture to download 

at the same time. 

Click green check to choose image. 

Use tools to crop and size the 

image.  When editing is completed, 

click 'Accept File' and the image will 

be added to your brochure. 

Choose from the drop 

down to save your 

picture in a specified 

folder that you have 

already created. 
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View and Approve Proof 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Check box if you are satisfied with the proof. 

Click 'Add to 

Cart' button. 

Click to 

view proof. 

 

1. Click the         PDF icon to review your proof. 
2. Important: Review the proof carefully to ensure that the page 

displays exactly as you want to see it in print. Keep in mind that, 
although there are character limits for the fields, the specific 
characters you use and the number of lines you enter may still 
cause lines to run off of the page. 

3. When you are finished reviewing the PDF, close the PDF window. 
4. Do one of the following: 

a. If you are satisfied with the proof, check the box next to I 
have reviewed my proof and accept it  and click "Add to 
Cart" button to continue. 

b. If you want to make changes to the proof, click the Edit 
Artwork Details button and make changes. 

c. If you want to save your work, you must click "Add to 
Cart".  If you would like to continue editing this item at a 
later time, simply view your Shopping Cart and click the 
magnifying glass next to the item you with to edit. 

d. To change the quantity, click the Edit Order Details 
button. 
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Shopping Cart 

Your order appears in the shopping cart. 

Use the actions buttons to edit or delete an order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete delivery details. 

 

Click the 'Continue Shopping' button to 

order another item. 

Click the 'Checkout' button to continue 

checking out. 

Your budget details 

 

Anytime you click the Cart menu 

item, your budget details will 

display here, even if your cart is 

empty. 
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Checkout 

Click the 'Submit Order' button to complete the order or click the 'Return to Cart' button to go back to the 

shopping cart. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 'Submit Order' to 

complete the ordering 

process.  

Your budget amount is 

updated after your order is 

submitted. 
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Order Confirmation 

Your order has been submitted and an order number has been assigned to your order. 

A confirmation email will also be sent to your account's email address. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


