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Dear Valued Customer:

As a value-added service to Viability, Marcus Printing has deployed for you a
Web-to-Print portal which will allow your organization to conveniently order your most
common print items from any computer or mobile device connected to the Internet.

Some of the features of this new web-to-print portal include enhanced user-
based permissions, easier navigation, a robust Order History page, a “Save For Later”
feature, and enhanced ability for your company to have an online catalog of your most
common print pieces, such as business cards, envelopes, and letterheads. You can order
these print items from any computer or mobile device with Internet access, anywhere.
The system will lock your corporate look and identity, such as fonts, logos, layouts, and
colors. It can also give you the flexibility to edit some of the elements if needed. You
can also preview your order online before submitting it. That way you make sure that
everything looks good and all the elements are where they're supposed to be. Once the
order is submitted, we'll process it right away!

This is your “how-to” guide to your new web-to-print portal. In these pages
you'll find detailed instructions on how to navigate the system and perform the most
common tasks.

Here at Marcus Printing we are working hard to bring the best services to our
customers. We are confident that this new web-to-print portal will ease and speed up
the process of ordering print jobs for your organization.

Sincerely yours,

The Marcus Printing Team
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Welcome to Your Web-to-Print Center!

1. Log In.

Open your favorite web browser (Internet Explorer, Firefox, Chrome, Opera, Safari) and
type the address:

https://viability.marcusprinting.com

We strongly recommend that you save this address in your browser's Favorites/

Bookmarks for easy access in the future. Scan this QR Code

with your mobile

On the welcome screen, type in your user name and password. These fields are case- | dévice and it wil
take you directly

sens?tive, so be sure that the “Caps Lock” key on your keyboard is not active. Press the | 15 your web To
“Login” button and you're in! Print Portal!

If you are a new user, click first on the “Create an account” link, fill in your user
information, and a user account will be created for you.

x +

marcusprinting.com,

- Bk b

Email or Username

emallorUsername type your user name here

Password

Password type your password here
click here ]
., — i
to sign in ogin If you are a new
Reset password Create an account User, Create
A an account by

L clicking here

If you encounter difficulties logging in to the site, or if you forgot your password, you can reset it by
clicking on the “Reset Password” link and following the easy on-screen instructions.
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2. Your Welcome Screen and Main Menu.

Welcome Marcus, Logout = History & My Account M Shopping Cart ) Saved
) Shopping Cart
VIABILITY B B et

BETTER TOGETHER

Home
Guides > ‘

. VIABILITY
Shopping Cart
Save for Later
Profile

Corporate Create Your Own LEARN

Order History ) .
Site Map
Logout

LIVE THRIVE WORK

This is your welcome screen and main menu. From this page you can access all areas of your web-
to-print center, such as your templates, your shopping cart, your order history and your user profile.
All templates are categorized by their types. Click on the “Business Cards” category to edit a business
card template.

_ psreay: (m | For your convenience, we have made available

from the main menu both your company’s Branding
Guide and this User Guide in a downloadable PDF
file format.

Hame

Guides > Brand Guideline

Shopping Cart User Guide

Save for Later
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3. Starting the Ordering Process.

To start the ordering process, simply navigate to where your desired template is located. For this guide,
we will use a flyer template from the “Create Your Own" category.

Home CREATE YOUR OWN

Guides > | oseuv = @ <—— Toggle between List or Thumbnail views
Shopping Cart

Save for Later \ \

Profile

Order Histary

e Brochures Fiyers

Logout

Clicking on the magnifying glass icon on the top right corner of each template will give you a quick
expanded image of that piece without entering the customization page. If you wish to order this item,
simply click on its thumbnail or on the “View Details” button to proceed.

_ All Products / Create Your Own / Flyers

Home FLYERS

Guides > | Dsplay: | = ‘T| Dafault j
Shopping Cart
Save for Later
Profile

Order History

Site Map
Flyer - AFC Template Flyer - Better Together Flyer - CCH Template

— Click on this template
to customize it
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3. Starting the Ordering Process (continued).

VIAB I LITY Search Site n - Shnpping Cart
BETTER TOGETHER 0 item(s) -

All Products / Create Your Own / Flyers / Flyer - CCH Template

Flyer - CCH Template
Prints digital 4-color process, one side.
Select Quantity
Specify the
quantity™ > | 100 N
Additional Instructions
Enter
_ additional
Instructions
OUR VISION (optlonal) y
= Click to
— @ VIABILITY template
e Back to Catalog Shopping Cart

Prints digital 4-color process, one side. T

Thumbnail preview
of what the item
looks like. Click on
the thumbnail to
enlarge.

On this screen you can specify the quantity you wish to order for this particular item. You can also write
optional additional instructions for it. Then click on the “Customize Order” button to start customizing
your template.

From here you can also go back to the catalog, to the shopping cart, or to any part of the site without
adding this item to the cart.
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4. Customizing Your Template.

VIAB I LITY Search Site n - Shopping Cart

0 item(s) -
BETTER TOGETHER

Preview Size

Standard jo Cancel Save for Later Update Preview
Enter information for all required fields 0 9 G

Select Image *
Select Image E

Main Header * 9
A PRO CUSANTI SSITIOS VOL

A PR 10S VOL
Main Tagline * MA PRO ; M QUI TEN
MA PRO CUSANTI SSITIOS VOLOREM Q!
q IL MAGNIM REPE VOLORE OUR MISSION
alpsam, susapisin e ...

*
Secondaﬂf Header Ebis 41 # &t Lanit 8b ipSUNbUESE velquu NORrUMaUIte

nenaequis dist qui raerovidis verchit atatios et que Lati aut

IL MAGNIM REPE VOLORE dedore sitibus tiatguunt Ll

deduptat.

Eruma nemaoigcabors eatur st ligentiam saquam
questruntem allguis mo vellarp orempes sincilla velentium

N * aut abo, ot P
Secondaw Tagllne aut discimint velenim ai:nsquuus etur sectur sam lanimin
iscium labo. Bo. OUR VISION
alpsam, susapisin e ... . y . -
Agni aut volor s sum re dit hil etur mi, vendaec tureproviti "
ut vitas etur? g it g et i VIABILITY wil be & positive
derro est harum as quod mintur simusani doles de site disruptive force in the markatplace
comninit a comnis SolupLas &5 30 untoes voloratest aut & leading the Innovative designs
Text Area * dodareped bt fugia volendit mos Suntis vel istrum sassint, of future servica dellvary for
ut ma valent, occatam que nis plabe. Individuals with disabilities and
ather disadvantages to realize
N issitls dalupticns, ut vl t i their full potential within their
12pt - A~ B 7 U procepeen sllh Iimat st qule L Qeee communities of choice.
ahe x* Xz = = = = Name, Title
Select Location ‘ leB[L|TY
= = 1— — ER TOGETHER
= = = = Q- T+ Visit us at VIABILITY.org

Ebis ad et et lant ab ipsuntibusae
veliquu nderumquide nonsequis

This is your template customization screen. As you can see, you can edit some of the elements, but you can't edit the
colors or the layout. Required fields are marked with an asterisk (*). Here are your options for this template:

Change the size of the preview image.

Change the image on the template. After you select a new image, you can crop, resize and re-position it.
Change the text areas that are available to edit.

Once you make any changes, you can click on “Update Preview" to apply changes.
The system will automatically prompt you to do so if it detects any changes.

5. If you need to, you can finish editing this template at a later time by clicking on “Save for Later” button.

You can retrieve saved items directly from your main menu by clicking on the “Save for Later” link.

These items can only be saved for up to 60 days, after which they will be automatically purged by the system.
6. Cancel out of this template.

~wn s
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4. Customizing Your Template (continued).

TV TUL @l FEyuied s

a Choose an Image g X

Search
e
¥ (all)

~ Approved Images

3t PROOF Images

Select Select
201802PROOF.jpg 201803PROOF.jpg

Select Select
ol 201804PROOF.jpg 201806PROOF.jpg 201807PROOF.jpg 201808PROOF.jpg

When you click on the “Select Image” link, you will be presented with this window. Clicking on the
“Select” button underneath the desired image to add it to the template.

Please note: you will not be able to access (or even see) images from the “Approved Images” category
unless your user account has “Approver” privileges. Once you submit an order for approval, an
Approver will swap the watermarked image with its non-watermarked counterpart before approving
your template, whenever applicable.

After an image is selected, you will be presented with the options to either  seiectimage -
replace, crop or delete the selected image. The “Crop” icon will allow youto  ms &  «
manipulate the crop window to change the way the image will be displayed.  replace image
Once done with the changes, return to the customization page by clicking

on the “Finish Cropping” button.

Select Image

A Very Low Quality Image ERIN Finish Cropping
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4. Customizing Your Template (continued).

Preview Size

Standard j v €— Cancel Save for Later Finish Editing

Once you've made changes to the template, a new button will be available to you. This button will
allow you to download a PDF proof of the template you're working on. Please note that the PDF will be
watermarked and is not approved for final printing.

Once you have completed your edits and clicked on the “Finish Editing” button, you will be prompted
to approve the document by checking the box below. This certifies that you have carefully proofread
all text changes and you confirm that the submitted template is free from typographical errors. Marcus
Printing may be able to fix any missed “typos” after the order has been submitted and approved, but
we are not responsible for any errors found after the piece has been printed, so review your work
carefully!

Approve Document

| Yes, | approve this document.

Continue Editing Add to Cart
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5. Shopping Cart.

Welcome Marcus, Logout = History & My Account M Shopping Cart El Saved
. Shopping Cart
Search Site
VIABILITY B w  Shoreing
BETTER TOGETHER

Shopping Cart

Shipping Address . .
Shipping options Continue Shopping

Viability Local Delivel j
5 Franklin Street v Proceed to Checkout

Northampton, MA 01060
(413) 584-1460
(413) 586-1121

Flyer - CCH Template

(Product
pictured may
wvary from
order.)

Job Item Name

Name

Details
Select Quantity = 100

After you customize and approve your template, you will be taken to your shopping cart. From this
screen you can choose to add another item to your order (click on the “Continue Shopping” button),
you can save for later, view/edit, or delete the item(s) on your cart, or “Proceed to Checkout” to finalize
your order.
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6. Completing Your Order.

Checkout

Please fill out the following information before completing your order.

Permission Confirmation 1 product shipping to 1 location

Check box to confirm. Required. *

Edit quantities or shipping options.
| | have reviewed this order with the program director and have permission to charge to the department

below.
Submit Order!

Bill To Department *

Please select v

Comments or other information about this order (optional)

Payment Method

* Open Terms

Order Iltem Summary
(1) Item Shipping To Viability

Description Quantity
Flyer - CCH Template 100

The checkout process is simple. Here you will verify that all your information is correct before proceeding.
It will be required to check the box marked “Permission Confirmation” at the top of the page, as well
as selecting a bill-to department. Enter any optional comments or instructions in the blank comments
field. To place the order, click on the “Submit Order!” button on the right side of the screen.

Once the order is submitted, an e-mail confirmation will be sent to you with all the order details and
to your designated approver to continue the ordering process. If you are an approver, you will receive
an email with links to approve and, if necessary, edit the template before approving. If you need to
swap watermarked images, please refer to section 4 of this manual for instructions on how to swap
watermarked images.
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7. Order History.

Order History

Start Date

6/16/2020 =

Ordered By
Just My Orders

Paid

- BENEE

8. User Profiles.

Settings
Profile | Password  Locations

First Name *

Marcus

Middle Name

Last Name *

Printing

Email *

prep@marcusprinting.com

Username *

mpc

Title

* indicates required fields

No records available. Please use the advanced filters above.

Phone

Cell Phone

Fax

Time Zones

(UTC-05:00) Eastern Time (US & Canada)

Website

Default Location

ADMINISTRATION & FINANCE - Viability, Northampton, MA

%
Q
Order Status Approval Status
&5 Al '| Al v|
- Apply Filters
«" Expand All
Order Number Order Date Ordered By PO Number

When you click on the “Order
History” link on the menu, you'll be
taken to your Order History page. In
here you can review past orders, re-
order past items, and export the data
to Excel, PDF, CSV or Word for your
records. Refer to the image for all the
different filtering options.

Here you will be able to edit your
own personal information, change
your password and view all available
locations. Once you finish editing
your information, click on the
“Update” button.

We are here to help your organization with all of your printing needs. If you have any comments or
questions, do not hesitate to contact us.
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PRINTING

750 MAIN STREET ¢ HOLYOKE, MA 01040

T: 413.534.3303 TF: 866.750.4880

E: sales@marcusprinting.com

W: marcusprinting.com

F: 413.536.0901
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