
WEB TO PRINT ONLINE STORE 

Step By Step Guide 
1. Access Storefront via  

the IDOA Vendor Page 

2. Enter User Name  
& Password 

3. Review Options  
& Select Product 

4. Enter Order Quantity & Type 

5. Enter Billing Data (Business  
Unit Number & Dept. Code) 

6. Select Shipping/ 
Delivery Options 

7. Click Proceed to Checkout or 
Continue Shopping 

8. Checkout, Select Monthly Billing 

9. Review Order Confirmation 
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Please Contact  
Customer Service 

317.232.7190 
with any questions  

you may have. 
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ENHANCED MAILING & SHIPPING (EMS) 

Step By Step Guide 
1. Access EMS via  

IDOA Vendor Page 

2. Enter Username/Password 

3. Select Shipment Date 

4. Add New or Search Address 

5. Select Carrier or Best Way 

6. Select Preferred Rate & Carrier 

7. Enter Business Unit Number 

8. Enter Department Number 

9. Enter Special Instructions  
and Shipping Notes 

10. Click Submit 

11. Print and Attach “Request to Send” 
(RTS) to Package 
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Please Contact  
Customer Service 

317.232.7190 
with any questions  

you may have. 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi8oYaawtPPAhVG2IMKHbZ8AxgQjRwIBw&url=http://www.crafthubs.com/3d-arrow-art/4481&psig=AFQjCNF39QzOxaqCDXCbXV-MpSZex1fzug&ust=1476301606652298
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi8oYaawtPPAhVG2IMKHbZ8AxgQjRwIBw&url=http://www.crafthubs.com/3d-arrow-art/4481&psig=AFQjCNF39QzOxaqCDXCbXV-MpSZex1fzug&ust=1476301606652298
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi8oYaawtPPAhVG2IMKHbZ8AxgQjRwIBw&url=http://www.crafthubs.com/3d-arrow-art/4481&psig=AFQjCNF39QzOxaqCDXCbXV-MpSZex1fzug&ust=1476301606652298
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi8oYaawtPPAhVG2IMKHbZ8AxgQjRwIBw&url=http://www.crafthubs.com/3d-arrow-art/4481&psig=AFQjCNF39QzOxaqCDXCbXV-MpSZex1fzug&ust=1476301606652298
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi8oYaawtPPAhVG2IMKHbZ8AxgQjRwIBw&url=http://www.crafthubs.com/3d-arrow-art/4481&psig=AFQjCNF39QzOxaqCDXCbXV-MpSZex1fzug&ust=1476301606652298

	Slide Number 1
	Slide Number 2

