
How to create and order Table Tents 

Section 1: How to order Table Tents 

• Logon to the Digital Storefront at nau.edu/order. 
• Click on NAU USERS and logon using your NAU credentials. 

  

• Hover over Categories to view products and click on Table Tents 

 

• Click on Buy Now  

 



• Choose a Proofing Workflow option 
o The following instructions are for the New FastTrack Proofing Tool which allows 

you to review your image on the template 
o Use the Standard Proofing Tool if you prefer 

• Click on the Buy Now button. 

 

• Enter Job Name and Quantity.  
• Upload your graphic design file by clicking on the gray box under Side 1 labeled Change. 



 

• Click on the Upload Images button at the bottom of the preview screen. 



 

• When your file uploads, click on the image to set-up Side 1 on the template. 
 

 
 
 



 
 

• Use the same file or upload a different file for Side 2. Click on the gray box under Side 2 
labeled Change and the first image will appear again in the preview. Click on the image 
to place it correctly on the template. Alternatively, you can upload a second file by 
following the previous upload instructions. 
 



 
 
 

• Use the magnifying glass at the top of the screen to increase the size of the preview and 
review the image and template together. Double check that text and important elements 
are within the Text Safe area which is shown with a blue dashed line.  



 
 
 

• View your file with and without the template. The template will not be printed. Table 
Tents will be creased and include an interlocking base for easy assembly and are self-
standing. They will arrive to you packaged flat for customer assembly. 



 

 

• There are 3 dropdown alerts. The customer must accept responsibility for their files 
regarding resolution, logos, color, and design work. You may revise your file as needed 
before placing your order or request that we print as-is. 

• If you want to revise your file close out of the preview screen and start again when your 
revised file is ready. 
 



 
 



 

 

• Add the order to your cart and continue placing your order. 

 

 

 

 

 

 

 

       

 

 

 

 

 

 



 

 

 

 

 


