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INTRODUCTION

What is a Punch-Out catalog?

The punch-out catalog through Arizona BuyWays (Shop Catalogs) takes users directly
into the West Press website and allows them to shop while logged into UAccess
Financials.

Benefits of ordering from a Punch-Out catalog

All browsing, shopping, real-time inventory lookup and pricing are done from the
vendor’s website.

West Press is the official vendor for business cards and other stationery products and
is available through their punch-out site on Arizona BuyWays (Shop Catalogs).

Office/Computer

LoN

WEST-PRESS
Stationery Products




A

WEST PRESS LANDING PAGE

On the Landing Page, you can access the product catalog, view a current or saved
shopping cart, and view contact information.

THE UNIVERsIY ORDERING
. OFARIZONA  PORTAL

CATALOG OF PRODUCTS SHOPPING CART  |Search Catalog..

NEW PRODUCTS HAVE BEEN POSTED! Check out our newest notecards, notepads, & pocket folders!

Welcome! The University of Arizona branded business cards and stationery items are available to order online. This site works best when viewed with Firefox, Safari, or Chrome (web browsers).

For a tutorial on ordering stationery, please follow this link: AZ Buyways Training. If you are experiencing issues with Buyways, please call 520-626-8979. Please note that orders through UA Printing Services will
continue to include a nominal surcharge. The prices posted online include campus shipments. If you are not on a campus ship route, there will be an additional charge for your shipment

If you do not see the product you wish to purchase, for direct questions or to notify us of a rush order please call:

Ann Pesnell
Phone: 520-624-4939
Email: ann@westpress.com

Tony Rogers
Phone: 520-624-4939
Email: tony@westpress.com

Ready? Click on the "Catalog of Products" tab above to start ordering!

The University of Arizona
West Press | 1663 West Grant Road, Tucson, AZ 85745-1433
® 2012-2019 West Press & Arizona Board of Regents
ndor member of Arizona B L

SECYrityMETRICS
:?r..-yﬂs.‘..l



TO BEGIN SHOPPING

Click on one of the item categories located on the left hand column or click on the
category you want. The categories available are Business Cards, Letterheads,
Envelopes, Notecards, Pocket Folders, Notepads, Labels and Nametags, or
Athletics Department.

ZAS THE UNIVERSITY ORDE RI NG CATALOG OF PRODUCTS ~ SHOPPING CART  [Seorcn coteios |
. OF ARIZONA PO RTAL

Home » Catalog

Current (2) B View® tems perpage: 12

SINGLE SIDED Pocket Folder - 1
PN_Commercial Grade UA Master
=
Business Cards : )
Letterheads r
Envelopes - | | i
| Notecards } A YN i : y
Pocket Folders A il : : :

Notepads Business Cards Envelopes Labels & Nametags Athletics Department ©

Labels & Nametags
| Athletics Department

The University of Arizona
West Press | 1663 West Grant Road, Tucson, AZ 85745-1433
® 2012-2019 West Press & Arizona Board of Regents
Nays

Cez'ﬁ'ﬁed



BROWSING THE CATALOG

After selecting a product category, the search results will display available products.
Click on the product name to order or click Customize.

—

A sl

& Values PN_Housing & Residential Life
©._. @ Business Card - Twa Color Back @

stomize £ Customize £33 Customize £33



PLACING AN ORDER

When placing your first
business card order you
will need to completely fill
out all the information on
the form.

Once you have completed
your order you will have
the opportunity to save
the form information for
future orders.

Autofill Opticns

Left Column

Name Letter Case” ®ALL CAPS
CMixed Case

Name Line1'| |

Name and/or Credentials Line 2 | |
Name and/or Credentials Line 2 is Optional
Title Line 1 | |

Title Line 2 | |

College/Center/Department | |

Please use department social media (not personail).

Social Media Label 1

Social Media 1 | |
Must select label for fleld to show:

Social Media Label 2

Social Media 2 | |
Must select label for fleld to show:

Social Media Label 3

Social Media 3 | |
Must select label for fleld to show:

Email |

Website | |

Right Column

*IFALL FELDS ARE USED YOU WILL RECEIVE AN ERROR. PLEASE CONTACT WEST PRESS TO COMPLETE THE CARD IF THIS OCCURS.

Building and/or Room Number 1 | |

Building and/or Room Number 2 | |

Street Address” | |

PO. Box | |

City, State Zip +4° |
example: Tucson, AZ 857211234

Phone Label 1

Phone 1 | |
Must sefect label for fleld to show:

Phone Label 2

Phone 2 | |
Must sefect label for fleld to show:

Phone Label 3

Phone 3 | |
Must sefect label for fleld to show:

Save Autofill Content




PLACING AN ORDER, CONT.

Click on
Preview to

- Proof
review and
confirm your m
order.

WILEUR WILDCAT
Fegen Spirit Mo

THE UNIVERSITY
OF ARIZONA

Building. Rm 1885
Streel Address

PO, Bax 1285
Tucson, A7 THE5-18E5S

Cell: [520) 5551234
wilbarmascatdadona edu
W, 2rizana.edu

The Universily of Arirona Purpose £ Values:

Wedking together 1o éxpand human potential, expbodd
new harizans and enrich Ele for all

INTEGRITY « COMPASSION - EXPLORATION
ADAFTATION « INCLUSION « DETERMINATION




PLACING AN ORDER, CONT.

After clicking Preview, an image of your business card will appear in a pop-up
window. Click on the enlarge button, verify all information is correct and then
close the window. Saving a copy of the PDF is recommended for proofing purboses.

If the information is incorrect, close the window, update the data, click Preview and
Click on the enlarge button to check your corrections.

Enlarge =il le
button




PLACING AN ORDER, CONT.

Autofill Options

Left Column

Name Letter Case® @ALL CAPS
OMixed Case

Name Line 1 |Wilbur Wildcat
Name and/or Credentials Line 2

Name andior Credentials Line 2 is Optional

Proof

Title Line 1

Title Line 2

I

College/CenteriDepartment

Please use department social media (not personal).
Social Media Label 1

I

Social Media 1 \

Must select Iabel for fleld o show:
Social Media Label 2

Social Media 2 \

I§
<&
g
g
5
g
S

Social Media Label 3

Social Media 3 | \
Must select Iabel for fleld o show:
Email |Wilnur@ar\mna.edu |

Webslle|www_arizona.edu |

Right Column
*FALL FIELDS ARE USED YOU WILL RECEIVE AN ERROR. PLEASE CONTACT WEST PRESS TO COMP]

Building and/or Room Number 1 |Building 1885

Building and/or Room Number 2

|

WILBUR WILDCAT
MASCOT

If the business card information is correct, you may wish
to save the content for future orders.

Clicking on Save Autofill Content will allow you to
save the information.

After clicking on Save Autofill Content a pop up will
appear and you can save the data by naming the form
and clicking Save.

THE LINIVERSITY
. OF ARIZONA

Building 1885

Street Address
Tucson, AZ 857211234

Cell: (520) 555-0000

Wilburéarizona.edu
www.arizonaedu

L]
Street Address” | Street Address
ST Sypre THE UINIVERSITY
MRSCOT
P.0. Box - OF ARIZONA The Univessity of Arirena Purpose & Valves:
) ] Building 1435 Wriing together 10 expand Frman polential, explore
City, State Zip +4" Tucson, AZ 85721-12 e " e o o,
Tucson, A2 B5T2234

example: Tucson, A

Phone Label 1

Wilturgarizons eds
[r————

Cell: (520 5550000

INTEGRITY « COMPASSION « EXFLORATION
ADAPTATION « INCLUSION - DETERMIKATION

Must selfect label for fleld to show:

neLabeI3

Phone 3 |
Must selfect label for fleld to show:

Save Autofill Content

DCrwight

' Save

Save Autofill Content

Save your entries/selections for future use in Autofill.



PLACING AN ORDER, CONT.

After saving the content, you can proceed in ordering your business cards.
Scroll to the Left bottom of the screen, where you will find the Add to Cart button.

From the drop-down menu, select the desired quantity, then click Add to Cart.

Order Information

Lead Time: 7-10 Business Days

Ciy:| 250 00| 1000 1500 2000
Total Price: | 38.85 | $14.25 | 522.33 | $33.05 | 338.17

Price does notinclude tax
Click on L
quantity to
order. [
/A Add to Cart

*Required Fields



PLACING AN ORDER, CONT.

Once you've added your items to the cart, you can Transfer Cart which will
transmit the items to Arizona BuyWays, and then to UAccess Financials.

Home Catalog Search Catalog.
Shipping = Billing =—* Confirm Order

Home = Shopping Cart

Search Cart by: Product Name - Search Cart... Search
B Products Qty Price
F fp Business Card | SKU: BC-Dwight Schrute 220 - 5035

Description: Business card printed on 80% cover VIA stock, natural white using red and blue ink. 5-10
business day turnaround. - Dwight Schrute

® Remove L3 Update Subtotal: £0.35

« Back To Catalog Transfer Cart »

To continue
shopping, click on |
Back to Catalog.




PLACING AN ORDER, CONT.

Once you have transferred your order to an Arizona BuyWays Cart, your next step
will be to click on Proceed to UAccess Financials and finish your ordering.

Shop # My Cartsand Orders ¥ Open My Active Shopping Cart  Cart - Draft Reguisition

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018, By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

Shopplng Cart sorkarens Campasano 4) Continue Shopping 1 item(s) for a total of 8.85 us

MName this cart: |2021-03-02 KSC1 01

Proceed to UAccess Financials

Have you made changes? | update

@] | 2 Help | Empty Cart | | Create New Cart Perform an action on (0 items s-:l-:-:(:‘cl:...‘v

Select All ]
West Press moreinfo..
WEST-PRESS
Need to make changes? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 3/2/2021 9:29:38 AM
Line(s): 1
Product Description Unit Price  Quantity Total []
Purpose & Values Business Card printed on 80# white Cougar cover stock, using red and blue ink. 5-10 business day turnaround. - Wilbur Wildcat - Qty 25

t 8.35 1 885 O
Part Number 23991878 EA

Supplier subtotal  8.85 UsD



ORDERING BUSINESS CARDS USING
THE AUTOFILL FEATURE

After seIeCtIng bUSIneSS Ec?nr?n?ete the form below and preview your resulis to the right. Proof
cards, you have the choice to . S B oo
use the autofill feature.

Full Name
Job Title 1
. . . Department/Affiliation 1 T%%méﬁiw
By C!'Ck|ng on the AutOflll Job Title 2 Your Name Here Y
Options you have the ability © - peperumertsr P
to select previously saved S Cotot < _gzmh
Content_ Colleg Display: All Saved Content
Tagline/Centersin View: = ltems per page: 15 Displaying 1-3 of 3 Page |1_ M
Name Date Saved
Addres  pwight 2013-Feb-18
A pop-up will appear; select Quigni Schnute 2013-Jan-9
the desired name, which will > G e
then populate the form with i
the saved content.
Addres
Te
Click on Preview, choose the
quantity, Add to Cart, then HmICellPgr/Ap
transfer to Arizona BuyWays HmiCeliPgr!
or continue shopping.
Fax

(xxx) xxx-xxxx format please

E-mail

Web



VENDOR CONTACTS

If you do not see the product you wish to purchase, for direct questions or
to notify West Press of a rush order please call.

Ann Pesnell
Phone: 520-624.4939

Email: ann@westpress.com

Tony Rogers
Phone: 520.624.4939

Email: tony@westpress.com
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