
 
 
 
The Login page requires first time users to register by creating a personal user account. 
This new feature enables each user to access a saved database of his or her shopping cart 
and order history. Once registration is complete, new users receive an email confirming 
their User Name and Password. Future access to the site is gained by logging in as an 
“Existing User”. 
 

 
 
 
 
Begin Registration by entering your User Name and Password into the “New User” 
fields (right side of screen) as shown below. Click “Continue” and this will bring you to 
your own profile page. 
 

  
 
 
 
 
 
 
 
 
 



 
 
 
The Profile page is where information (name/email/address) specific to your User Name 
is stored. Enter this information and click “Create Account”. This step is required in order 
to become an established user and gain access to the stationery catalog.  
 

  
 
 
The Start page is the first page you see on the site after logging in. It contains the 
templates you will use to create your orders. Templates are organized by the Jones Lang 
LaSalle groups listed on the left navigation bar. After selecting the appropriate group, 
click on the desired template to begin the ordering process. 
 

 
 
 



 
 
 
The Form Filling customization step displays form fields for variable values and a 
preview of your customized document. Enter your data in the text boxes, or choose data 
from list boxes. Click “Update” to view changes in the document preview. If necessary, 
click to view a PDF proof of your document.  Once you have viewed the variable 
information, click “Next Step”. *Note – “Search Previous Name” is the first saved 
database within the site. It will be populated with previous orders upon checkout.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
The Finish step provides a description of the item and offers the options to add the 
document to your shopping cart, quit without saving, or view a PDF preview (if 
available). This step also displays any warnings about incomplete sections. 
 

 
 
 
When you send an order to the Shopping Cart, the site displays the items waiting for 
checkout. The shopping cart has two sections: the Main Shopping Cart, where orders 
can be placed, and Hold for Later, where you can hold orders for processing at a later 
date.  
 
The items that are waiting for checkout are displayed, and the following options are 
available.  

 Proceed to Checkout allows you to finalize your order and proceed to the 
Checkout. 

 Continue Shopping returns you to the Start page and allows you to order 
additional items.  

 Edit allows you to edit the document you’ve placed in your shopping cart.  
 PDF Preview displays a PDF proof of the item.  
 Duplicate adds another order of that item.  
 Delete permanently removes the item.  
 Hold moves the document into the Hold for Later section of the shopping cart. 

 

 
 
 
 



 
 
When you “Proceed to Checkout”, the Finalizing Checkout Steps are as follows: 
       Shipping: Enter your shipping address and delivery method and click “Next Step”. 
*Note – The delivery method does not include the 7 to 10 business days for production. 
 

 
 
 
    Billing: Enter your billing address and method of payment and click “Next Step”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 



 
 
 
   Order Review:  Review and confirm your order on this page. 
    Place Order: Click “Place Order”. 
 

 
 
Your order has now been sent to The Artcraft Company for processing, and you will 
receive an email notification with your order number.  This order will now appear under 
the “Orders” tab and display its status.  
 
 
Once your order has been placed, you will be directed to the Orders page, and an email 
notification will be sent to the email address that is saved in your profile. The Orders 
page allows you to scroll through orders that are in process or completed by date and 
description. It also gives you the ability to re-order these items. This is the second saved 
database within the site. 
 


