
The UCHC Online Ordering System for
Business Cards, Stationery and Envelopes

Go to: www.duplionline.com
You will see the following: 

Enter uchc in these 3 places.
(lower case only) 

Then click on “Sign In”
to get to the Welcome Page 

Click here
to get to the
page below 



The Welcome Page

The items circled in red are present on many pages. 
Depending on your screen size, you may have to
scroll to find them.

Click on any of these three blue tabs for more options.

When creating a new order you can add one or more items to your
“shopping cart”. You must “save” or “checkout” the order before
you Logout; otherwise your work will be lost. You’ll see how on
the pages that follow.



Creating an Order, Step 1

Whether you get here from the Welcome Page or by clicking on the
“Create Order” blue tab after already entering a previous item...

Use this drop-down menu to
chose the product you wish
to order

The graphics on these catalog pages show where the various entry
field will be placed on the piece.

Scroll down until you find
the specific style you want

To show the entry fields, click
the “Select” button of the
style you want and you’ll go
to Creating an Order, Step 2

then

Hints are hereFind Help here



Creating an Order, Step 2
Select the quantity and enter
your data

Either click on the graphic
or the “View Proof” button
to create a proof

Pricing is here

then

BEWARE
You must create a proof
after making any data
entry changes, or the
changes will not take
effect 

Please see the next page for your options regarding proofs.

To save what you’ve entered for review at a later date, or to proceed with
the order now, you must click the “Add to Shopping Cart” button for new
items or click “Checkout” which will appear in this area.



Proofing
Either click on the graphic
or the “View Proof” button
to update the proof

Click here to add more
items to the order, to
submit the order or to
save what you’ve done

then

It is ABSOLUTELY ESSENTIAL that you understand the importance
of the proofing process. Once the proof is approved, the order will 
automatically be processed. 
YOU HAVE TOTAL RESPONSIBILITY FOR THE CONTENT AND
LAYOUT OF WHAT GETS PRINTED.

Click image to view proof - updates the proof
Click here for a pdf proof - creates a pdf of the graphic only, which you
can save to disk or print as you wish 
Click here for a printable version of this proof - creates a pdf of the input
data and the graphic which you can save or print as you wish
Click here to save this proof to your computer - automatically saves a pdf
of the input data and the graphic to your disk
Click here to send this proof as an email - creates a pdf of the input data
and the graphic and permits you to email it to one or more addresses with
a note from you and your email address for return of comments. 

Check the quantity, review
the proof, and correct any
data entry errors



Checkout, Part 1
You can still delete or edit
items at this pointNote!

Submit Order - you are OK’ing the order from your standpoint. You’ll be
given one last chance to make any changes, after which the order is 
automatically sent to Purchasing for approval and release into production. 

Cancel - wipes out everything you have done for every item on this order.

Save Order - saves everything you’ve done on this order so you can 
finish processing at a later time. When you return to finish the order, click
the blue “Order Admin” tab, click on “Saved Orders” and click on the
factory order number for your order to retrieve it.

Check the quantity, and see
the pricing for all the items
on this order.

An order confirmation will
be emailed to this address 

Enter your name and phone
number, in case purchasing
needs to contact you.



Checkout, Part 2

Edit order - you are back in control and can edit or delete to your heart’s
content. 

Complete order - you are OK’ing the order for the final time. It’s now out
of your hands, and will be sent automatically to Purchasing for approval
and release into production. 

This is your last chance to review each and every aspect of your order.
It’s “Go or No Go” at this point. 

Be sure the data is correct before you hit “Complete Order”



Order Admin
This screen shows all orders in the system, and their status. The red oval
shows where you access various options. Note that there is only room to
show the first item of each order on this list, although the rest are there. 

Basic Search - search for the last N orders, or those entered in the last N
days,where you can choose the value of N.
Advanced Search - search for a person’s name on a business card, to find
older orders.
Track Orders - by entering the factory order number you can determine
the delivery status if the item has shipped.
Receipts - by entering the factory order number you can obtain a delivery
receipt if the item has shipped.
Saved Orders - list any orders saved by users for eventual completion of
processing.

A Word to the Wise. Saving the factory order # for your jobs will
make finding repeats much easier.

To access any order, click on its order number (column 2). “Saved” orders
will allow you to proceed with editing. All others will allow you to
review details by clicking on the “Description” of each item at the bottom
of the resulting screen. Clicking “Repeat this Order” will create a new
order with the same items, quantities and imprints as the original. You
should edit carefully before “Checkout”


