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Ordering Printed Stationery PXP

Welcome to Office Depot Business Solutions Division’s answer to corporate
America’s need for the premiere, integrated online business stationery ordering
experience.

We can help increase PXP’s bottom line, while providing you total control and
convenience. Here’s how...

e Custom Stationery Online (CSO) is quick, easy and trouble free. Your site
IS set up; you order what you need, when you want, from wherever you
want any time of day.

e As a single, integrated source for office products, you have only one
invoice to track, only one payment to make for all orders placed on the
https://business.officedepot.com site.

e PXP controls who places orders and what can be ordered, increasing
accountability and consistency.

e PXP ensures all business stationery products adhere to your corporate
branding and style guidelines.

You get convenience and personal service. Here’s how ordering and fulfillment
works...

e Place your order online.
¢ Preview and validate the customized product on your screen.
e Your order is fulfilled by print specialists and shipped directly to you.

The following guide will provide you detailed instructions on how to place orders
for your printed stationery needs. And if you have questions, we have answers.
Our CSO Customer Support Desk is available to assist you via phone or email
(see page 4).

Thank you for your business and we look forward to working with you on all your
needs in the office.
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Ordering Printed Stationery PXP

Now that you know why your company has chosen this program, let us show you
how to use it.

All printed stationery orders are placed via the Office Depot website.

The logins for online stationery are the same as for office supplies except “cso” is
added after your name (i.e. Jane Doe’s would be jdoecso@pxp.com). Your
password will be set to “welcome”. You will need to change this the first time you
log in. If you don’t have a log on, please email PXPFA@PXP.COM to get set up.

NOTE: Do NOT use the “Log me in Automatically” functionality. It will
prevent you from being able to log into your office supply account.
Conversely, if you do not enter a login name or password when ordering
office supplies, you will need to clear your cookies and avoid using this
functionality in order to access both accounts.

N
& Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explarer E@él
i) ‘g, https://business.officedepot.com/account/loginAccountDisplay.dojsessionid=aznw5Gted YUS + g “f| A | |b Live Search R -
x @ Snagh B &
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5. Favorites (& Office Supplies: Office Products and Office Furnit... M- ~ 2] @ v Pagev Safety~ Tools~ @~
@ Home 888.2.0FFICE (888.263.3423) | Technical Support: 800.269.6888 -
Office pEPOT
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Sign my company up > About Office Depot > Learn About BSD > Why BSD? > Login FAQs >
r

WE PROVIDE SMART SOLUTIONS THAT
HELP YOU TAKE CARE OF BUSINESS.

» ABOUT BSD

Registered Customers New Customers
= Home Business Please enter your login name and password. We provide everyday office essentials and solutions to help
= Small Business you take care of business. Click Sign Up to learn more
= Medium Business Login Name |
= Large Business
= National/Global Firm Password Customer Service: 888.263.3423 (888-2-OFFICE)

Technical Support: 800.269.6888
Forgoet your legin name/password?

Industry Solutions LOG IN PLACE FUTURE ORDER | (Dslay vour dlivery for 21150 Savs)

= Government Solutions
= Healthcare Solutions g me in automatically
= Education Solutions Kies must be enabled for auto login.)

= Diversity Solutions

Copyright 2010 by Office Depet, Inc. All rights reserved

Done & Internet | Protected Mode: On 43 v H10% v
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Ordering Printed Stationery PXP

Once you have successfully logged on, you will need to click on the click here
link below the Welcome to your Printing Resources heading in the bulletin board.
This launches the CSO website.

/& Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer =Nl X
@U - \g https://business. officedepot.com/account/leginAccountSet.do - % |‘9‘ x ‘ ‘b Live Search o -
x @ Snagh B &
- - =~ »
¢ Favorites @ Office Supplies: Office Products and Office Furnit... @ > B v [ mm » Pagew Safety~ Tools~ @~
— -
Taking Core of Buesimers Find a Store Quick Order Account# 52711970 i

Welcome, SUPER USER of PXP ONLINE STATIONERY - Logout

SEARCH ‘ |- View All Products A-Z H Ink & Toner | Paper | Copy&Print | Tech Depot | Bulletin Board

Bulletin Board

Last update by SUPER USER

Your Messages Edit My Orders

= My Recent Orders
= Order Tracking
= Orders Pending Approval £

PXP

= My Shopping Lists

Plains Expleration & Production Company = Order by flem#

= iy Profile Overview
= Online Reporting

Welcome to Your Printing Resources -

# If you need to order any of the following items, please click here to begin. Please email
PXPFA@PXP.com with other suggested additions.

- Business Cards

- Envelopes (various sizes)

- Mailing Labels

- Letterhead and Second Sheet
- Grid Paper

= Have print projects and don't want to spend all day in front of the copier? Get frustrated
printing/placing divider tab labels? Click here to upload your project and get on with the rest of
your day!

'# Click here to get a copy of the Custom Stationery Online (CS0) manual.

T Have some questions about CS0? Click here

CONTINUE

Done & Internet | Protected Mode: On v 1w -
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Ordering Printed Stationery

PXP

Click on the Order This Item link of the product you wish to order. If you ever
need help or have a special request, you can contact the Customer Support
Desk via email or phone listed at the bottom of the web page.

'_ré Office Depot Print Center - Windows Internet Explorer

@ \..) - |§‘ http://info.easiest.com/sre/officedepot/depotmediator.cfm?STATUS=NEW&CONFIGID=&DepotSki + | +3 ‘ X | ‘b Live Search

% @ Snaglt H (=0

54 Favorites

(& Office Depot Print Center

- v [ dm v Pagev Safetyv Toolsv @@+ =

Office peroT )
Custom Stationery
~__online

AboutUs | ContactUs

Office peroT
| FAQ | ViewBasket =)

BC01945396
PXP Standard Business Card
Order This Item

Ampartant Tax Infarmatian Faclosed™

EN02132723
PXP 210 Security Window Envelope
Order This Item

e st b s

EN04132876
PXP £10 Security Double Window Envelope

Product List

4

EN01132642
PXP #10 Standard Envelope
Order This Item

PXP

RETURN SERVICE REGUESTED

EN02132813
PXP 210 Security Window Envelope
(Retum Service Requested)
Order This Item

PXP

Fisins Exploration & Production Company
Adkdrens

City. ST 7ip.

Done

€ Internet | Protected Mode: On f3 v ®|100% v
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Ordering Printed Stationery PXP

This is where you will type the information in. Due to some “branding rules” the
website may adjust your phone numbers and email input (i.e. 888-888-8888 will
become 888.888.8888 and JDoe@pxp.com becomes jdoe@pxp.com). This
feature ensures all cards are consistent.

The cards arrive in boxes of 500.

~
'_fé Office Depot Print Center - Windows Internet Explorer = | B ||

@\J b4 |E, http://info.easiest.com/sre/officedepot/depotmediator.cfm?STATUS= NEW&CONFIGID=&Depotsk + | ‘?| X | |b Live Search Fe -
x @ Snagh B &

7 Favorites /& Office Depot Print Center

Office peroT

Custom Stationery
online Office peroT

AboutUs | ContactUs | FAQ | ViewBasket &)

Item Information
Item Number: BC01943326
Description: PXP Standard Business Card

Quantity: 1 =

Quemtities are for Boxes of 300 Pieces

Imprint Information
Information will be printed exactly as you type it.
Name:
Title 1:
Title 2:
Location: 1200 Discovery Dr., Suite 500, Bakersfield, CA 93309 -

Email Address: @pxp.com

m

Phone1: Mone -
Phone2: MNone -
Phone3: Mone -

Phone 4: Mone =~

<X

Need Help?
Please contact our Custom Stationery Online Support Team
Email: csof@ cccallcenter com
Phone: 800-965-6270

Office pePOT
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Ordering Printed Stationery PXP

All fields are optional. The only requirement is the address.

Now click next at the bottom of the web page.

@ Office Depot Print Center - Windows Internet Explorer @Eﬂ
@ Q R |g, http://info.easiest.com/sre/officedepot/depotmediator.cfm?STATUS=NEWE&CONFIGID= &DepotSk + | 5 | X | |b Live Search e -
% @ Snaglt i g]'
7. Favorites ‘ (& Office Depot Print Center |7| - v [ @ v Pagev Safetyv Tools~ (@~ "
Office pepoT
Custom Stationery
— online Office peroT

AboutUs | ContactUs | FAQ | ViewBasket &)

Item Information
Item Number: BC01943396
Description: PXP Standard Business Card

Quantity: 1

Quantities are for Boxes of 500 Pisces.

Imprint Information
Information will be printed exactly as you type it.
Name: Jane Doe
Title1: Administrative Assistant
Title 2:
Location: 700 Milam St Suite 3100, Houston, TX 77002 -

Email Address: jdoe @pxp.com

mn

Phone 1: Direct = 713.555.1111

Phone2: None - 800.555.2222

Phone 3: Mobile ~ 832.5655.3333

Phone 4: Fax  ~ 713.555.4444

[ 1ext O)

Need Help?
Please contact our Custom Stationery Online Support Team
Email- cso@cccallcenter.com B
Phone: 800-965-6270 -

Done & & Intemet | Protected Mode: On v ®100% -
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Ordering Printed Stationery PXP

An online proof is then created for you. You may print this screen. Note, this is
only a proof and therefore the resolution is not actual quality.

Please review the proof carefully. Click on Edit at the bottom of the webpage if
changes are needed.

If the proof is correct, you will need to submit for approval.

’_é Office Depot Print Center - Windows Internet Explorer @@
L4 http://info.easiest.com/sre/officedepot/depotmediator,cfm?STATUS=NEW&CONFIGID=&DepotSki v | ¥4 [ X l B Live Search P vl

& P P P |
x @ Snagit B &=

7 Favorites | @ Office Depot Print Center

o~ v [ de v Pagev Safetyv Toolsv @~

Office peroT
Custom Stationery

[LilI[i -3l Office pEroT
AboutUs | ContactUs | FAQ | ViewBasket =)

Preview Product Image

Item Number: BC01945396
Item Description: PXP Standard Business Card

Please print this screen. This is your hard copy.

PXP

Plains Exploration & Production Company

Jane Doe
Administrative Assistant

Direct 713.555.1111

700 Milam St., Suite 3100 800.555.2222
Houston, TX 77002 Mobile 832.555.3333
i{doe@pxp.com Fax 713.555.4444

CED G

Need Help?
Please contact our Custom Stationery Online Support Team
Email cso@cccallcenter.com
Phone: 800-965-6270

Done & € Internet | Protected Mode: On fa v ®100% ~
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Ordering Printed Stationery

PXP

Right click anywhere on the stationery image and a selection box will appear.

Click on E-mail Picture.

(& Office Depot Print Center - Windows Internet Explorer

@ \..J - ‘g, http://info.easiest.com/sre/officedepot/depotmediator.cfm?STATUS= NEW&CONFIGID=&DepotSk ~ | ‘f| X ‘ |b Live Search

% @ Snaglt ﬁ &

- v [ @ v Pagev Safetyv Tools~ @~

¢ Favorites ‘ (& Office Depot Print Center | |

Office peroT

Custom Stationery
LM Office peror

About Us ontactUs | FAQ | Vi

Preview Product Image

Item Number: BC01943306
Item Description: PXP Standard Business Card

Please print this screen. This is your hard copy.

PXP

Plains Exp'ln ation & Praduction Camnan

Open Link
Open Link in New Tab
Open Link in New Window

Save Target As...

51111
5.2227
Show Picture 5.3333
Save Picture As... 5.4444

E-mail Picture...

700 Milam St., Suite et

Houston, TX 77002
jdoe@pxp.com

Print Picture...
Go to My Pictures
Set as Background

Cut
@m Copy
Copy Shortcut

Paste

Please contact our

Em

Add to Favorites...

Properties

& & Internet | Protected Mode: On

da v BI0% ~
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Ordering Printed Stationery PXP

This will launch your email software and automatically attach the proof. Change
the Subject Line to Please review/edit/approve and send to the
PXPFA@PXP.COM mailbox.

Back on the CSO website, click next.

-
@'. HY90® a9 Please review/edit/approve - Message (HTML) E‘Elg
= — :

| Message ‘ Insert Options Format Text @
Cut = |[i= - =
E & cu 11 Al [i=% ‘335 @J g 0 @ =5 @ v 1 HighImportance g
53 Copy
Paste B I U||®- A = Address Check || Attach Attach Business Calendar Signature | Follow Low Importance Spelling
- J Format Painter ‘ = H_ = H Book Mames File ~ Tem Card~ - up~ 4 B ¥
Clipboard [} Basic Text I Names Include [} Options T || Proofing |
This message has not been sent.
[ Tou ]|g}_cgfa@g)_rg‘mm |
sena [ Lo ]l |
Subject: | Please review/edit/approve |
Aftached: |E774o47a1.'gg {18 kBI| |
Ed
-
-

8 Office pePOT
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Ordering Printed Stationery

PXP

The website will now take you back to the Office Depot Office order page. You
will see that your order has been added to your cart. At this point you can:

Delete the card completely from the order (click on the Remove button)

Click on Copy & Print to order more CSO items you need (go back to

e Go back and edit the card (click on Edit)
[ ]

page 2 of this guide to repeat the process for another item)
[ ]

Click on Checkout to enter the final stage of the ordering process

It is recommended that you type the name of the person for whom the
cards are for in the line comments. Click Update Cart to save the text.

(& Office Supplies: Office Products and Office Fumniture: Office Depot - Windows Internet Explorer

ey =

@ U - |§, https://business.officedepot.com/catalog/taylorBack.do?configid=36586015

- & |“f| b 4 ‘ ‘b Live Search

2 -

% @ Snaglt H [}

7 Favorites ‘§F| @ Logged Off | (& Office Supplies: Office... x |7|

i - - ) % v Pagew Sfetyr Tooks~ @+

SEARCH |

[=

Home = Find Your Product

Shopping Cart

Price
funit

Description

Standard Business Cards, Imprint, Box Of 500
ttem # 945396 Entered tem # 945396
* Special Order Return Folicy

$36.00 1

.....

In

EDIT

Remove

Y Home Customer Services | 888.2.0FFICE (888.263.3423) | Technical Support: 800.269.6888 =
B 1 itemis: s26.00
- Store Order ~ View Cart | CheckOut | My Shopping Lists | + My Shipto
Office pEPOT Locator~ by ftem#+
kg Care of Bivimers Find a Store Quick Order

Welcome, SUPER USER of PXP ONLINE STATIONERY - Logout

View All Products A-Z

k&Toner | Paper | Copy & Print

Continue Shopping FuilZuqell18

Backorder Total

0 $36.00

Account# 52711970

Tech Depot | Bulletin Board

Print This Page

Subtotal: $36.00

Add a Coupon (More
Information?)

Estimate Shipping & Taxes

Continue Shopping

Save for Later

Go to My Account

.---------------------b Comments Jang Doe

CHECK OUT

Update Cart | Empty Cart | Save Cart

MY SHOPPING LIST

1 itemis): $36.00

Need Help?

= Email Assistance
= FAQs

Order By ltem #

Qty

ADD TO CART

Your
Greener
Office

» LEARN MORE 3

https://business.officedepot.com/cart/checkout.do

&

D Intemet | Protected Made: On

v B100% <
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Ordering Printed Stationery

Proceed to the check out screen.

At this point review your order information. Your
For individuals who order for multiple offices, yo

PXP

defaults will populate the order.
u can modify the shipping

address by clicking on the Select button. You can only have one shipping

address per order.

If you only order for your location, you can skip to page 12.

'_fé Checkout at Office Depot - Windows Internet Explorer

@ ()= [&] https://business officedepot.com/ checkout/submitSet.do

- %|‘T|K‘|bl‘.we§eam" pel -

x @ snagh B &1

1 Favorites 22|~ & Logged Off & Checkout at Office Dep...

i - v [ @ v Pagev Safetyv Tools~ @+

Faakirng Care af Buunimesr Find a Store CQuick Order

SEARCH | |- View All Products AZ B | Ink

Home = Checkout
Checkout

Please verify all of your order information below and choose one ofthe options atthe bottom of the page

User Information Shipping Information

User Name: SUPER USER TITTEXAS

Phone: (713)579-6000 PLAINS EXPLORATION & PROD

Email 717 TEXAS ST STE 2100

Address: EDIT HOUSTON, TX  77002-2753
USA

Email Options
=2

I would like an email confirmation for this order.

Send an email confirmation to another contact:
Additional Email Address:

Order Information

* Required Information
* ACCTCOD Select
* Cost Center Select

[] Make these my default values, if permitted

*Contact: SUPER USER
Contact Phone: (713 579 6000 Eq

Comment
Comment

Comment:

Account # 52711970 -
Welcome, SUPER USER of PXP ONLINE STATIONERY - Logout

&Toner | Paper | Copy&Print | TechDepot | Bulletin Board

m

@ submit your order. Need Help?

= Email Assistance
= FAQSs

SELECT *-uuu-uuuuuuu.

€ Internet | Protected Mode: On 3 v ®100% v
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Ordering Printed Stationery PXP

Select the address where you would like the order shipped to by clicking on the
button in the Current column.

Then click on the Select button. Repeat this process for the billing codes if
needed.

{& Office Supplies: Office Products and Office Fumniture: Office Depat - Windows Internet Explorer E@g
@ v 4 |g, https.//business.officedepot.com/account/shipto/choose.do?requestor=checkout A Q | +5 ‘ b3 | |b Live Search £ -
3 4@ Smaglt E =
- = - »
7.5 Favorites |88 - | (& Citrix Access Platform | € Office Supplies: Office .. X ‘ | - v [ g v Pagew Safetyv Tools v @@+
=
T17 TEXAS ST 8TE 2100 T17 TEXAS ST 8TE 2100 .
HOUSTON HOUSTON
Manage Users TX TX
770022753 T70022753
= Add Mew Users UsA UsSA
= Edit Active Users
= Active/inactive Users
PUEEHEETED Select different current or default Ship To by searching or viewing the entire list:
= Procurement Card
Registration
Toview other Ship To enter search criteria below:
My Profile
Search for a Ship To: SEARCH View only your Ship To List _
= My Profile Oveniew
= Select Ship To
= Select Contacts Next Page »
= Select ACCTCOD
= Select Cost Center Current Default 1D Hame Address City State Zip Code
= Ky Proxy Approver
[ T ARGUELLO/GAVIOTA FLAINS EXPLORATION AND 17100 CALLE MARIPOSA REIN  GAVIOTA ca BN
PROD 9737
Need Help? R
(o " ARROYO GRANDE sgg‘s EXPLORATION AKD 1821 PRICE CANYON RD SAN LUIS OBISPO CA 32321
= Email Assistance
=FAQs (o " BAKERSFELD PLAINS EXPLORATION AKD 1200 DISCOVERY DR STES00 BAKERSFELD — CA  Soo0n
PROD 7038
(o " BREMER PLAINS EXPLORATION & PROD :ZDSZW CROCKERSPAINGS 2| g cA 93224
& 7 CANERNVERDEVCO CANERIVERDEVELOPMENT co S COPPORATERLAZADR  evinnpraeach ca 52550 E
STE 208 7819
.----------“-“> @ " CORPORATE PLAINS EXPLORATION AND 700 MILAM ST STE 3100 HOUSTON ™ 700
- PROD 2806
6225 W BY NORTHWEST 77040-
[ " cscirzr OFFICE DEPOT BSD e, HOUSTON ™ aae
[ " meLEwooD PLAINS EXPLORATION & PROD 5840 S FAIRFAX AVE LOS ANGELES  ca 005
1288
(o " JEFFERSON SITE PLAINS EXPLORATION AND 1371 WIEFFERSONBLVD  LOSANGELES CA  000™
PROD 3438
& " LAFAYETTE PLAINS EXPLORATION AND 400 E KALISTE SALOOMRD  LAFAYETTE La 0508
PROD 8508
. PLAINS EXPLORATION AND 78043
[ " LAREDO PROD 5213 STATE HIGHWAY 358 LAREDO ™ a77a
PLAINS EXPLORATION AND 93438
[ " Lowroc PROD 3602 HARRIS GRADE RD LOMPOC [ B
[ " MONTEBELLO PLAINS EXPLORATION AKD 1400 N WONTEBELLO BLVD ~ MONTEBELLD ~ CA  00+0-
PROD 2500
. PLAINS EXPLORATION AND 93308-
(o T wTPOSO PROD 16223 § GRANIE RD BAKERSFELD  CA o
& " MURPHY STE PLAINS EXPLORATION AND 2126 W ADANS BLVD LOS ANGELES  cA o018
PROD 2039
.---------------> CANGCEL Return to My Account
Done € Internet | Protected Mode: On A v H0% v
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Ordering Printed Stationery

Scroll down to the bottom of the screen.

PXP

Do not change the information in Delivery Options. This function pertains to
office supplies only. Printed stationery orders usually arrive within 5 to 7 business
days once released for production. If an emergency need arises, please contact
your Office Depot account manager.

Click on Place Order at the bottom of the web page to finalize the order. You will
receive a confirmation email of the order(s).

Note — there are no shipping charges for online stationery orders.

€ Checkout at Office Depot - Windows Internet Explarer

)

@ Las b |g, https.//business.officedepot.com/cart/checkoutRouter.do

- % |‘f‘ > | |b Live Search

e

% @ Snaght B &

{j Favorites

(& Checkout at Office Depot

il v [ @ v Pagev Safetyv Toolsv @v

Delivery Options

For Standard Delivery:

Ifyou are not available to receive this order on the date below,
then select a different delivery date (date request applies to
stocked items, any items shipped directly from the vendor will be
delivered as previously indicated).

Select a desired delivery date:
Maon, Feb 1,10 =

Shopping Cart

Estimated Delivery Date: 02/01/2010

The preduction and shipping time of your order will be determined by the
personalized options requested

Description

Standard Business Cards, Imprint, Box Of 500

ltem # 0945396
Entered tem # 945358
* Special Order Return Folicy

T mery

For Future Delivery:

To place an order for FUTURE delivery, (delivered in no less than
21 days and no greater than 180 days) Click Here

The Desired Delivery Date field does not apply to custom imprint
items or print on demand items, due to varying order
requirements and time for production. The production and delivery
time of your order will be determined by the personalized options
you selected. If your order contains Print on Demand items, an
Office Depot employee will call you to confirm delivery availability.

Hide Images

Your Price [ unit Qty. Backorder Total Remove
. 1
$36.00/boX [ o [view ] $36.00 =]
Comments:

Subtotal $36.00

................> Delivery Fee: FREE
Miscellaneous: $0.00

Taxes: $2.97

Total: $38.97

Continue Shopping

Have you made changes to your cart or delivery option? UPDATE CART

SAVE CART TO LIST PUT THIS ORDER ON HOLD PLACE ORDE

Glick o submit your order.

-

m,

Done

€D Intemnet | Protected Mode: On

4 or W100% v
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Ordering Printed Stationery PXP

The website will automatically hold orders that require approval such as
business cards, pocket cards and memo pads. CSO needs to be ordered
separately from office supplies.

Your Facilities & Administration group will review and release such orders for
production once approved. You can view the approval status of your order via the
Order Tracking link.

Please remember that orders that require approval will not be reviewed for
release unless an email-proof is sent to the PXPFA@PXP.COM mailbox.

If you should have any questions or concerns surrounding the program or
process/procedures, please contact the Faciliies & Administration group at
PXPFA@PXP.COM.

13 Office pErPOT
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Frequently Asked Questions PXP

When | click on the “Custom Stationery Site” icon, the stationery does not
show.

Make sure you are signed in using the xxxxcso.pxp.com login & password for
business cards & stationery.

How will I know when my business card was approved after | emailed it to
pxpfa@pxp.com?

You will receive an email confirmation from Office Depot. You can also check
your Order Tracking link in Office Depot.

Who should | contact if | have trouble logging in?
You should contact the Facilities & Administration Dept's Administrative Assistant
at x6072 or send an email to pxpfa@pxp.com.

What is the time frame for receiving business cards & other stationery?
Generally about 2 weeks. The email confirmation of your order will have the date
of estimated delivery in it.

What if the stationery we need to order is not shown in the Custom
Stationery On-line page?

The item has not been set up. Send an original to the Director of Facilities &
Administration with an estimated annual usage. If approved, be sure to allow at
least a minimum of 6 weeks for new items to be added to the site.

Before | order stationery, is there someone that | can contact to see if we
have any in stock?
You may send an email to pxpfa@pxp.com.

Do | have to order Custom Stationery items separate from other office
depot items?

Yes. The login pages are the same on both. It is your different login that directs
you to the Custom Stationery Online site OR to the regular Office Supply site.

Will | receive a proof of the business card?
You will be able to preview and edit your business card for changes before you
submit.

What if I need the business cards sooner than the 2 week delivery date?
Send email to pxpfa@pxp.com to give timeframe of when cards are needed.

| clicked on the business card to email it but did not get the selection box
to allow me to email picture. What do | do?
Make sure you RIGHT CLICK on the mouse.

| am ordering business cards for an employee who would like to see a
proof first before | submit. What do | do?
Once you see the online proof you may print the screen or email the image.

14 Office pErPOT
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