How to create and order Table Tents
Section 1: How to order Table Tents

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

Login

X

Username *

Please enter user name
Password *
I Please enter password

LOGIN

o or

@ NAU USERS (CLICK HERE)

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

LCategories -

Athletics Course Packs and Class Manuals FUSD Forms Letterhead Posters and Signs

Basic Copy Custom Boxes FUSD Stationery Magnets Presentation Packets
Booklets Envelopes FUSD Stickers and Magnets Name Tag Printing Services Calendar
Brochures Event Signage Go Green Products New Product Testing Stickers and Adhesives
Business Cards Flyers Gold Foil Products Notecards @Table Tents

Campus Dining Folders KNAU Notepads University Transit Services
Certificates Forms Labels Postcards, Handout Cards, Rack Car...

e Click on Buy Now

Table Tents

6"x18" folds to 6°x5.625".
These table tents are creased and include an...



e 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

e Click on the Buy Now button.

Select your options C RESET FILTERS

nofing Workflow

‘ **NEW** FastTrack Proofing Tool ~ ‘

Choose
**NEW** FastTrack Proofing Tool

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



© Job Details =
*Job Name

Event Table Tent
* Quantity * Pages
50 v ]
Personalization

* Side 1 - Upload Your Print Ready File
Here Then Click on Image

@ Change

* Side 2 - Upload Your Print Ready File
Here Then Click on Image

Change

Display Design Template
Show Template kY
* Image Resolution

* Logos and Color

*Visual Preview

e C(Click on the Upload Images button at the bottom of the preview screen.



I=) Job Details L=

Browse Images
*Job Name
Event Table Tent
Gallery
*Quantity *Pages
50 v

Personalization

* Side 1 - Upload Your Print Ready File
Here Then Click on Image

Change
[* Side 2 - Upload Your Print Ready File
Here Then Click on Image
Changg
Display Design Template
Show Template ~

* Image Resolution

v
* Logos and Color

v
* Visual Preview

v

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

Gallery
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Table Tent Design Example.pdf




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.
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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.



|
llejieaiedmpaneu |
1B aiOwW Wwiea] |

asnoyp|a4 uouny Ausiasiun wird gz - W OE:0L

¥202 ‘¢ 19q0300

] J88JETY MY AQ pajua

Y202 1v4d

diVd TO0HOS 31vNadvdd
8 H334VO NVN

el

e 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.



¥Z0Z "E 4990130

rcioc Tivd
HIv4d T00HIS 31vNAY4D
2 H334VYID NYN

=3 -

GRADUATE SCHOOL FAIR
FALL 2024

October 3, 2024

e 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.



Personalization = 4

* Side 1 - Upload Your Print Ready File
Here Then Click on Image

g Change

* Side 2 - Upload Your Print Ready File
Here Then Click on Image

g Change

Display Design Template

Hide Template w

* Image Resolution
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* Side 1 - Upload Your Print Ready File
Here Then Click on Image

! Change

* Side 2 - Upload Your Print Ready File
Here Then Click on Image

! Change

Display Design Template

Hide Template LY

* Image Resolution
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e Add the order to your cart and continue placing your order.






