
Click on name tag to get started.



Color and size are not  
customizable.

Add name  
and up to two  
title lines.

You can use the  
“Title Line Two” for a 
second title or to split an 
extra long title. 

The example to the left shows 
name and title information that you 
submitted and will appear on some 
pages as you move though the 
ordering portal. 

Even though it looks like there are 
multiple lines of text, all lines will  
be displayed, on the name tag, as 
you submitted above. 

See fictitious submitted text above and 
the mocked up name tag above left.

10% discount on orders of three or more name tags!



Once you reach this box you can hit 
“View Cart” to proceed to payment 
or hit “Continue Shopping” to make 
another name tag.

As mentioned on the previous page, even though 
it appears that there are multiple lines, “Title 
Line One:” is on one line and “Title Line Two:” 
is also on one line, when the name tag is printed.



Notice the name tag 
information is here again. 
It’s another chance for you 
to see if your information you 
submitted is correct.

The “Edit Size/Qty” button is another 
place where you cannot change the size of 
the name tag, it wasn’t possible for us to 
customize the form text in the button or  
take the button out.

Clicking the button will let you edit the 
name tag information you typed in, 
if you need to change it. 

It will also let you change the quantity of 
that name tag, in case you need to purchase 
more than one of the same name tag.



After filling out your name and email (above left), 
notice the bolded text asking if you double 
checked your spelling. You can simply click the 
back button and proof the name tag information 
again or select “Yes, I double checked spelling.”

You will not be able to continue until you choose  
the “Yes” option.



Select “Delivery” and fill out 
your name and the university’s 
address. Your name tag will be 
delivered to Receiving in the 
Facilities building. Then it will 
be delivered to your office via 
your name.

John Smith, 100 Seymour Road, UTICA, NY 13502



There are two options for payment.
Option 1:  
Click “Debit/Credit card” 
fill out your p-card information and click 
Continue. A Purchase Requisition 
should be completed and retained with 
the A&P email receipt to submit to 
Procurement with your monthly p-card 
certification packet.
		      OR
Option 2:  
Click “Purchase Order”
and type in the code phrase 
“pcardrequest” in the “PO Number” 
box. This will notify A&P Master Images 
that they need to contact Briana Ford 
in the Procurement Office to pay with 
Procurement’s p-card. 
You need to submit a Purchase 
Requisition with accompanying 
printout of your A&P email receipt 
once the order is placed.

Option 1

Option 2

pcardrequest

John Smith, 100 Seymour Road, UTICA, NY 13502



John Smith, 100 Seymour Road, UTICA, NY 13502
(315) 555-5555

Last chance to 
review the name tag 
information before you 
click “Place order.”

If everything looks 
good you can go ahead 
and “Place order.”


