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                             Advanced Printing Services, Inc. Contacts: 
                             Client Services – Arnold Belfonti / arnie@aprints.com 
                                                          (Order status/inquiries) 

 
                             Operations – Kristie Oren / kristie@aprints.com 
                                         (Site issues-enhancements/modifications, etc.) 

 
 
                             Phone:  (860) 583-1906 
                             Fax:      (860) 589-6413 
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Introduction 
 
Welcome to                                ADVANCED E-PRINTING, the Corporate Ordering System for 
UCONN’s printing needs.  ADVANCED E-PRINTING provides the most cost effective way for 
UCONN to procure business cards and stationery items.  It ensures order accuracy and 
consistency by providing online proofing for offered products that conform to corporate standards.  
 
Using the System   
The system is designed to provide a consistent workflow for ordering to ensure a positive user 
experience.  In addition to placing orders, a user may also review, copy and track shipment of 
orders. 
 
A link or URL is provided to access ADVANCED E-PRINTING.  By clicking this link or entering 
the URL, a pop-up is presented with the following General Information page (Fig #1): 
 

 
 
         Fig#1 
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This page provides order information and general instructions.  It can be updated to communicate 
system enhancements and alerts to the user.  The user is responsible for reviewing this 
information for updates prior to ordering.  After reviewing the information, the user clicks on 
“Continue” to proceed. 
 
The user is presented with the main Order page (Fig#2). 
 

 
         Fig #2 
This is the main page of the site.   
On the main Order page the user has the functionality to: 
! Place a new order 
! Copy an existing order 
! Review an order 
! Track a shipment 

 
To place an order, the user clicks on “Place New Order”.   
The user is presented with the Order Division page (Fig #3) that displays selectable icons for  
divisions within UCONN that are supported by the online system. 
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      Fig #3 
 
The user has the functionality to:  
! Select a division icon 
! Cancel / exit the system  
! Go back to the main menu.   

By canceling or exiting the site at this time, or at any time that this option is available within the 
site, the order will be canceled and the ADVANCED E-PRINTING window will close.  The user 
will be brought back to the UCONN site.  “Back To Main” will bring the user back to the main 
Order page (Fig #2).   
 
To continue with the order, select the desired division icon.    
The Order Product Lines page is presented with product line options available for only the 
division selected.    
 
For example, selecting the UCONN Storrs icon, the following page is presented (Fig #4): 
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         Fig #4 
 
Business Cards, Letterhead (Std and Monarch), Envelopes #10 regular/window, #9, monarch, A2), Note Cards, Materials 
Cards, Memo Pads, Pleasure Pads and Buck Slips are the product lines currently available for UCONN Storrs via the site.   
 
 
The user has the functionality on the Order Division page to:  
! Cancel the order and exit from this page 
! Go back to the main Order menu page (Fig #2) 
! Continue with the order 
 

To continue, the user must select a product option and click “Continue”.    
The Item Catalog page (Fig #5) is presented that displays all available items for that product line.  
Each item displayed is a sample of the product with a description.  Each style is presented with a 
dropdown menu containing quantity and price information.   
 
The user has the functionality on the Item Catalog page to: 
! Cancel the order and exit at this time 
! Go back to the Order Product Lines page (Fig #4) if another product line is desired.   
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Fig #5 
 

To continue, select a Qty/Price option associated with the desired style, and click the “Continue” 
button under the dropdown menu.  The user is presented with the Item Edit page (Fig #6). 
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         Fig #6 
Style BCUCONNS was selected for this example.   
 
On the Item Edit page, the user is presented with entry fields to capture information that is 
specific to this style.  Some product styles, for example, only require an address thus, only the 
address field or dropdown menu is presented. Other products may not require data to capture, in 
which case, only the style description is presented.  Information is required in the fields that have 
an asterisk.   Basic editing is supported by providing a pop-up alert after clicking “Continue” for 
conditions such as incomplete phone numbers, non-numeric numbers and required fields not 
entered.    
 
The user has the functionality on the Item Edit page to: 
! Cancel the order and exit at this time  
! Go back to the previous page (Fig #5) for a different style.    
 

To continue with the order, enter the desired data.  For example... 
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         Fig #7 
 
 
 
… then select “Continue”.   The user will be presented with the Item Proof page (Fig #8).  
A summary of the quantity and pricing information is displayed.   
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The user has the functionality on the Item Proof page to: 
! Edit Proof (returns user to the Item Edit page Fig#7) 
! Cancel / exit order (since it has not yet been placed) 
! Print a copy of this page 
! Go back to imprint information (returns user to the Item Edit page Fig#7) 
! Add to cart 

          
 
Each item within a style supports a limited number of lines based on the item’s design.  If the user 
exceeds the line limit by inputting too much information, such as:  
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         Fig #9 
 
… the following page (Fig #10) is presented after selecting “Continue”: 
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         Fig #10 
 
The highlighted area defines the section of the product that exceeds the limit.  A description of 
this area is described along with the line limit.  To correct the exceeded line count, the user must 
click “Edit Proof” to go back to the Item Edit page and remove non-required data to bring the line 
count down before placing the order. 
 
If all the data is accurate, the user can select “Add To Cart” from the Item Proof page (Fig #8) to 
add the order to the Order Cart (Fig #11).   
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         Fig #11 
 
 
The Order Cart page displays the items, description, quantity and price.  Shipping information, 
“Order placed for” name and payment method options, (FRS Expense Number or P-Card 
Payment) are also displayed. 
 
To add a new item to the cart, click on “Add Another Item To Cart”.   
The Order Division page (Fig #3) is presented to continue the process of choosing a new item 
and capturing the item information.   
 
To edit an item in the cart, click on the item description.  
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The Item Edit page, (Fig # 8), is presented.  This page can be accessed by clicking, “Edit Proof” 
or “Back To Imprint Information” as before.   
 
To copy an item in the cart, click on the copy icon .   
The Item Proof page (Fig #8) is presented for the copied item with a new item number.  Again, 
the item can be edited by clicking “Edit Proof” or “Back To Imprint Information”.  The copied item 
is added to the cart after clicking “Add To Cart”. 
   
To remove an item from the cart, select the check box(es) next to the item(s) to be deleted (Fig 
#12) . 
 

 
          Fig #12 
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By clicking “Remove”, (above the check box), the items are deleted and the order cart is 
redisplayed with a new total amount and re-numbered items. (Fig #13) 
 

 
             Fig #13 
 
 
Since the order has not yet been placed, it can still be canceled by clicking on “Cancel 
Order/Exit”.  When all desired items have been proofed and added to the cart for an order, enter 
“Order placed for” information and click on “Place Order” to complete the order process. 
 
Note: Once the order is placed, items can no longer be added to the cart or edited. 
 
To complete your order, select a method of payment. 
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If purchasing with an FRS Expense Number, type the number and proceed to click on the ”Place 
Order” button.   
 
If purchasing with a PCARD, click on the check box that will route you to our secure credit card 
processing site. (Figure #13B.) 
 

 
 

• Input the required information and  
• Click “I Authorize this transaction”.  The credit card approval process will return back a 

decision of authorized or declined.   
• If authorized…your order has been placed and is now in an “Open” status, pending 

production.   
 
Once the order has been downloaded for print production, (at minimum, 1x per week), your order 
will move to “Processing” status.   
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To review the status of your order, access Advanced E-PRINTING. A pop-up is presented 
with the following General Information page (Fig #1).  Click “Continue” to access the main Order 
page: 
 

 
          Fig #15   
 
Order Item # 3 & 4 in Fig #15 illustrates a purchase order that is in “Open” status.   
 
Order Status: 
Open = pending production 
Processing = job in process 
Shipped = order has been completed and shipped   
 
To review an order, click on the order, then click “View Order Cart”.   
 
 
 
The Order Cart is presented as per Figure #14 (below): 
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         Fig #14 
 
Because this order has been placed, the copy functionality is not available.  The “Order placed 
for” name is static, shipping information is displayed (if available), and an Item Order Id has been 
assigned to each item as a reference number.  
 
To review an individual item, click on the description to display the Item Summary page which 
displays the proof. (Fig #15). 
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         Fig #15 
 
 
The page is presented for informational purposes only and does not allow editing.   
To return to the Order Cart (Fig #14), click on “Back To Cart”.   
To return back to the main Order page (Fig #15) from the Order Cart page, click on “Back To 
Main”. 
 
 
To track shipping, click on “Track Shipping” on the main Order page (Fig #15) after selecting the 
desired order.  If there is no tracking number associated with the order, the user will be presented 
with the following: 
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         Fig #16 
 
 
Otherwise, the user will be linked to the shippers tracking system for a status. 
 
 
Copying an order: 
 
If a user would like to place a new order based on a previous order’s information, Advanced E-
PRINTING provides a copy feature to copy a placed order as a new order.   
 
From the main Order page (Fig #15), select the desired order then click on “Copy Order”.  Each 
item of the order is copied into a new order and the Order Cart page (Fig #11) is presented.  Each 
item can be edited or removed as desired before placing. 
  
 
Questions regarding additional services or products may be posed to Karen White, Purchasing 
Department at (860) 486-2623. 
 
Thank you for ordering with      via Advanced E-PRINTING. 
 
 


