How to Manage your Contacts and Create Distribution Lists

Go to 'My Account':

Home | My Account | Help | Logout

Switch User | Exit

Orders Books Manage Files

From here, select 'Manage Contacts'":

Orders Books Manage Files

‘ o Acting on behalf of Istoffel ‘

My Account Email Options | | Print Options | | Manage Contacts | | My Workgroups |
My Contact Information or select fronmctlist
Address Phone / Email

Lauri Stoffel Istoffel@grantspass.k12.or.us
Lincoln
UserID Istoffel

Default Shipping Information Or select from this contact list

Address Phone / Email

Lauri Stoffel Istoffel@grantspass.k12.or.us

Lincoln
Method | Delivery : |

Default Billing Information Or select from this contact list

Address Phone / Email

Lauri Stoffel Istoffel@grantspass.k12.or.us

Here we can see all our contacts. And in the top right we can see that there is an 'Add Contact' button for adding
new contacts, as well as a 'Dist. Lists' button to manage your distribution lists.



Orders Books Manage Files

‘ o Acting on behalf of Istoffel l_l |

Manage My Contacts < ?

Contacts are used to assign shipping and billing addresses during checkout.

You can add, modify, and delete contacts on this page. [ Add Contact | | Dist. Lists |
Contacts Search Lastname contains [ Rows Per Page | 100 | m
Location contains [ m
Name ¥ Location Wa Address wa City, State WA
Lauri Stoffel Lincoln , Oregon
[1-1]of [1]

Delete All Unlinked Contacts

These are effectively just text fields that get populated with names + addresses, that can be used to split an order
among recipients.

Let’s click on Add Contact

You will create a contact for each person you will share jobs with. We just need the first name, last name and
Location. That’s it.

Now let's click on the 'Dist. Lists'":

We can see my fictional 'Art Department' list. And we can see below that we can type in the name of a new list
and hit the 'new" button to create a new list. Let's do that:

Roles Ordering Proxy Home | My Account | Help | Logout

Orders Books Manage Files

Manage Distribution Lists

Order for multiple recipients by using a distribution list.

You can add, modify, and delete a list from this page
List name contains Rows Per Page | 100 | m

Name VA

New List | i m

[1-1]of [1]
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You can see that our 'Dist list' has been made, and we can modify it now. Click on Modify. It displays ALL of
your contacts in the Distribution list Detail page, and you can select which contacts should be in the list. You

can also setup the default quantities for each contact. So if a user has 26 kids in their class this year, you could
set their default to 26. Don’t select yourself in the list. You are the order placer and will put your quantity in

your cart.

‘ @ Acting on behalf of BDANIELS |
Distribution List Detail
Select contacts for the list: Class Counting Sheet
Specify a quantity for each if desired.
Last name contains Location contains Rows Per Page | 100 v m
U Quantity Name W Location WA Address VA City, State WA
¥ [3a =/ Kim Beggs Allen Dale 5th , Oregon
V] [28 4| shelly Brandes Allen Dale 2nd , Oregon
@ [23 " Leslie Bruckner Allen Dale 1st , Oregon
] |0 ! Barbara Daniels Allen Dale , Oregon
@ |19 " Gail Elder Allen Dale Explorations , Oregon
¥l [28 2| Maddy Higgins Allen Dale 2nd , Oregon
@[22 2 Pam Hill Allen Dale Kinder QOreann

Selecting your contacts/Distribution list in an order

When in the cart page, if your order will be getting split amongst multiple recipients (let's say you are ordering a
job for yourself + 2 other teachers). You will want to click *Add Address' in the Shipping Information section

of the cart page:

T |:>

| would like my order shipped by: wednesday, February 07, 2018 E|
Please select an appropriate shipping date for your order using the calendar above

Hoather McBride 2 Select a Shipping Method
Prntshog Dellvery :f l

Delivery Estimate
Wednesday, February 07, 2018

Ensr shipping instructions for this reciplent




You will then see there are 3 options.

1) Select an Address - This will allow you to choose a contact from your contact list in WebCRD.

223230 o)

[ [Select an address|

Click to add another ship address from your contacts list.

ct 5 Select a distribution list

;; Click 1o add multiple addresses specified in a distribution list.

+ 1 Create a new contact
fel Click 1o add a new address for this order and add it to your contacts list.
In

Cancel

_

2) Select a distribution List - This will allow you to choose a distribution list. A distribution list is a pre-made
list of contacts that can contain multiple contacts. This is useful if you order jobs for the same group of people
often. You can make a distribution list, and just select that instead of adding every recipient separately.

Once the distribution list is selected, you can see that all the users from the list have been added at once. This
particular list has default values of '40' copies per recipient (except the order placer they only get 1 copy):

Select Distribution List

Click @ Distribution List name to add the list members as reciplents to the order in your Cart

¢ Global List name cantains Rows Per Page | 100 +
< Shared Cieat
¢ admin
Name V¥ Workgroup Global Shared
admin
At Deganmeant
fajet 1]
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Knowitos Dusding MOnaay, AUGUST 14, ZU1 /7
Sune 201

Ruochester, Mew York 14614
Usod Sestes |? RSA Test- 4 page pof 1|
P hipg foe thi
0 RSA Admin /W Selecta Shipping Method
MO Delivery v
RSA
Adrmmestraton "
Defvery Estimate
et <ok Monday, August 14, 2017
Sulte 200
Rochesses, New York 14574
Uniiod Matee | RSA Teat. 4 page paf 40
Enter shipping inatructions for this recipient
e John Davis 7 W Selecta Shipping Method
New Yoek Del v
United Srmes ey
Delvery Estimate
Monday, August 14, 2017
[1 ESATeat- 2 page pdf 4|
Enter shipping mstructions for this recipient
o Sammes Jones 2 W Select a Shipping Method
New Yors Delivery v
United Stares

Dedvury Estimate

Monday, August 14, 2017
[1 £5A Test- 4 page pol 40|
Enter shipping instructions for this reciplent

° Jowy Joseph 2 W Select a Shipping Method

New York Delivery ’
United States

Dedvory Estimate
Monday, August 14, 2017

1 RSA Tes!- 4 page pof 40

Enter shipping instructions for this reciplent
o Michelie Jukiano /W Select a Shipping Method
New York Delivery Y.
Ursted States

Delvery Estimate
Monday, August 14, 2017

Ocdered items Quanis
[1 F5ATest- 4 page pot 40|

3) Create a New Contact - This will allow you to create a new contact and add them as a recipient of the
order. When adding them, there is an option to also add that contact to your contact / address book.
Generally if you will have future orders for this recipient, you will want them added so you can re-use them
without having to type their information in again.



Fieits mith an * ace requaed ar all times, Sedds with an * are sguired 1o st an order

Modify Information For

* This order only
' This order; and create a new contact in my Contacts fst.
' Make this my Default Shipping Address

So, let's say you've added the 2 other teachers to the cart as recipients. The cart page should now look
something like this:



J1/Cart

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartiD 27
Order name Order 27 (Reorder of Order 26) Order Estimate $0.12
fem 1 .

RSA Test - 4 page.pdf /' Unit Price $0.04
4 Pages .
8.50x11.00 Inches Quantity 3 2%

Your Selected Print Options Print B/W, 1-Sided, 8.5x11 White Bond, Scale Down Only
iy Preview / Change Options
Enter special instructions for this item. (] Providea ple of the d nt before pr ing my order.

Shipping Information

| would like my order shipped by: Thursday, August 10, 2017 Note: Only dates when the print center is open may be selected.

o RSA Admin / Yir Selecta Shipping Method
HQ Delivery v|
RSA
Administrator . 2
& Cascade Drive Delivery Estimate
Knowlton Building Monday, August 14, 2017
Suite 201
Rochester, New York 14614 Ordered Items Quanti
United States 1 RSATest- 4 page.pdf 2 |
Enter shipping instructions for this recipient
e Teacher 1 Teacher 1 / Wif Selecta Shipping Method
New York Delivery v
United States = B2
Delivery Estimate
Monday, August 14, 2017
Ordered Items Quanti
1 RSATest- 4 page.pdf 1
Enter shipping instructions for this recipient
0 Teacher 2 Teacher 2 2 1ir Selecta Shipping Method
New York Delivery v|
United States =7
Delivery Estimate

Monday, August 14, 2017

Ordered Items Quanti

1 RSATest- 4 page.pdf
Enter shipping instructions for this recipient

(=Y

By default, every recipient will have just a quantity of '1". Let's say that each teacher will need 30 copies of the
job. We can select the '1" under 'Quantity' to change the quantity like this:



J1/Cart

Select print options, quantity per recipint and biing information. Click Place Order to submnt yout order CartiD 27
Ovdler name  Order 27 (Reorder of Order 26) .~ Order Estimate $0.12
Item 1

RSA Teat - & page.pdf -~ Unit Price $0.04
4 Pages
— 8.50x11.00 Inches Quantity 3 14

Print B/W, 1-Sided, 8.5x11 White Bood, Scale Down Only
[ Preview / Change Options

Enter special inatructions for this Rem, | Provide a sampie of the do before pe ing my order.
Specify ltem Quantity
RSATest-4 M’..pdf Add Address
| would like my order shipped by: Thursday, August 1 1. RSA Admin D ppon may be selvcied
o RSA Adrmin e | 2 Teacher 1 Teacher 1 |1
Ho
REA 3. Teacher 2 Teacher 2 1
Adgminiztratorn
4% Cancmoe Drivw
Knowtion Budang Total 3
Suite 201
Focheter New vrk 14413 ‘ [ suve re—r
€  Teacher ) Tuacher /W Select a Shipping Method
Mew York Delnwry v!
United States
Delivery Estimate

Monday, August 14, 2017

1 RSATest- 4 page pdf 1
Entor shipping instructions for this recipient
° Teacher 2 Teacher 2 / W Select a Shipping Method
Moew Vork Delnary v

Delivery Estimate
Monday, August 14, 2017

T ————————— ]

Frine shinemn inatrisctons for thes meininst

This page is pretty nice, you can enter a value and then hit ‘tab’ and it will take you to the next recipient. So you
can type:

30 TAB 30 TAB 30
And you will have filled in values of 30 for each recipient, and it only takes a second!

At that point, you can place your order and the Printshop will know that the order is 90 copies, with 30 going to
each person.

Click Save and Place your order.



