SANMAR

How to use sanmar.com to order
decorated products

0 Add products to your Shopping Box on sanmar.com as you normally would.
Click “Proceed to Checkout” when you're ready to continue.

NOTE: If you need to order some blank products, please add those to a separate Shopping Box.
You cannot place an order for decorated and undecorated items at the same time

e You'll now see a new toggle option in your Shopping Box: Make this a decorated order. Click
this toggle to add decoration options to the products you're ordering.
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e Now you can add a decoration method to each product on your list. Click on the dropdown

menu in the Decoration Method column in each row to choose available decoration methods.

When you've chosen a decoration method for all products, click Continue Checkout.

NOTE: If there are any items in your order missing a decoration method, you'll be prompted to choose a
decoration type or save these undecorated items into a separate Shopping Box.

All the decorators on the “Choose Your Decorator” screen are able to do the type of decoration
you’ve chosen. You can search for a specific decorator by name or address, or sort your list
based on the decorator name, location, turnaround time or how often you're worked with them.
Once you've chosen the right decorator, click Submit.
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G Now let’s have some fun and design how your finished products should look. You can
add one or more decorations to each item you've ordered. Click a product and click
Choose Your Artwork to get started.

0 Click Choose from computer and select the artwork you'd like to use. You'll be able to save
this artwork to your art library for future use after configuring the product. Click Upload once
you’ve chosen your artwork.
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e If your artwork isn’t production-ready, we’'ll let you know why at this point. You can upload a
new file or we can convert it for you for an added fee. You'll see all artwork conversion costs

before you submit your order.

e Next you can adjust sizing and placement of the chosen artwork. You can also trim the
background or remove it completely. Each product has visual markers to indicate the maximum
decoration area, as you see on the hat here. Click Finalize This Item once you’'ve completed

your adjustments..
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@ Once you've added and placed all your decorations, click Go To Shipping.

o First you'll choose your shipping method for the initial leg of your order’s journey,
from a SanMar distribution center to your chosen decorator.
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@ Scroll down to choose how to ship from the decorator to your customer, starting with their
address. You can select an address you've already saved or add a new one. If you add a new
address, we'll validate it to make sure it looks right. Click Submit to confirm you have the
right address.

@ Once you're chosen or added an address for your customer, click Confirm Address.
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@ Now you can choose a shipping method for the shipment to your customer. Click Proceed To
Payment once you've selected a shipping method here.

@ Review your order and select your payment method from the drop down menu, add a program
name or PO number, or specific comments to the decorator. You can also select an email
address to receive order confirmation and acknowledgement messages here.

NOTE: No further changes or cancellations can be made once an order has been submitted.

@ Once you verify that everything is correct, click “Submit Order.”
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G On the order confirmation page, you can download the order for your records or see an order
summary. At the same time, a work order is created and sent to the decorator so they can
begin their part of this project.

IF YOU HAVE ANY QUESTIONS, PLEASE REACH OUT TO DECORATEDORDERS@SANMAR.COM.



