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Quick Steps for placing an online order:

URL: https://us283.agstorefront.com/esu

Click on: “Create an account” under “New to our Store?”
If you already created a login, enter your account information under “Already
a member?”

1) Fill in required info: First & Last Name, Email and create & confirm your Password

2) Make a Product Selection
o Onthe home page, click the icon of the category of the product you wish to order
o Locate the desired product you wish to order and select it
o Select or enter the desired quantity and click ‘Add to Cart’
o If thisis a dynamic product, you will need to fill in the information required and click
“Refresh Preview” to view your proof.
To see a larger proof, click the image. When finished, close the window and click
“Next”
o Enter your Department & Cost Center.
= If you need help obtaining these, please reach out to your department
secretary
o The ‘Comments” box allows for any special/additional order instructions for this
product. Each product will have its own comment box.
o Check the box next to “Proof is approved” to add this product to your cart.
o You may also view your dynamic product proof again by clicking on the “PROOF”
button
o Click “Add to Cart” - this will advance you to the shopping cart

o

3) Complete the shopping cart
o Double-check your entry
o Remove items by clicking on the ‘x’ next to a line item or save the item for purchase
later by selecting the ‘shopping cart’ icon with a clock on it.
o Select to either ‘continue shopping’ to add more items or ‘checkout’ to submit this
order

4) Complete the shipping information
o Click “Add” to create a new delivery address.
o Fillin the information, including your building name and room number
o Under ‘Service’ select your delivery option.

5) Review your order
o If there are errors, please use the back button in the lower left-hand corner of
the order frame, to return to the page needed to make corrections/additions.
o Click ‘checkout’ when all order data is correct and ready for order submission
o An order confirmation e-mail will be sent for verification that your order has been
received.

CONTACT THE PRINT CENTER WITH ANY QUESTIONS OR PROBLEMS
(570)-422-3627 - printcenter@esu.edu

AG Online * East Stroudsburg University * 2026
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Key Guide for Ordering

Q. What is a Bleed? )

In printing, a bleed is the area of a design that extends beyond the
final trim edge of a printed piece.

Why bleeds are used
When a document is trimmed after printing, tiny shifts can happen. If your

background color or image stops exactly at the edge, you might get an unwanted
white line. A bleed prevents that by ensuring the ink goes past the cut line.

Typical bleed size Simple example
e  Standard bleed: 0.125 inches (1/8") If your finished flyer size is 8.5 x 11,
on all sides in the U.S. with bleed your file should be

8.75 x 11.25. And all background colors
or images should extend into that extra
ared.

e  Some large-format or specialty
jobs may require more.

Bleed 0.125” | Bleed 0.125" |

Crop Mark

Crop Mark

52’0 pealg
«Sghopealg

Bleed 0.125"
Bleed 0.125"

Trim Line

Trim Line

Edge of Page

«521°0 Podlg S0 pealg

H@®

Q What are Crop Marks?

Crop marks are small, thin lines printed
just outside the edges of your design that
show exactly where the paper should

be cut after printing. They act as cutting
guides for the finishing equipment or the
person trimming the piece.



How to Login

You can easily sign in using

your East Stroudsburg
University email and the
password you created. If
you click “remember me”
after signing in, our site
with remember your login
information for you.

m EAST
STROUDSBURG

P universiTy

Already a member?

Email:
Password:

Forgot your password?

New to our store?

Create an account

New to our Site?

@ EAST
STROUDSBURG

P umIvERSITY

Already a member?

Email:
Password:

Forgot your password?

New to our store?

Create an account

Mew to our store?

First Name:#

Last Name:

Email:*
Password:¥

Confirm Password:*

Click “Create and account” and fill out all necessary information and press

“Sign Up” to create your account.




Forgot Your Password?

m EAST
STROUDSBURG

UNIVERSITY
Already a member?
Email:
That'’s okay! Click on “Forgot .
your password?” under the Password: |
member login. From here, it
will take you to another page. Forgotyour password?

New to our store?

Create an account

Password Recovery

Enter the email address associated with your account, and then click Continue.

We'll email you a link to a page where you can easily create a new password.

This is the password recovery
e — page. F|IIl out all the necessary
information, press “Continue,”
and a link will be sent to your
email to reset your password!

Type the characters you see in the image above:




Stationery

On our site, we offer two different stationeries, “Letterheads” and “Envelopes.”
To get here, you have to click on “Stationery” on the home page or the
“Stationery” link in the header on the top of your page.

easT
E amyé:lusslwn All Categories usiness Cards Flyers Trifold Brochures Booklets and Programs  Posters  Yard Signs and Signage

Search products B =wAav
EAST PRINT &
STROUDSBURG SIGN CENTER
UNIVERSITY i

MANAGED BY alptiagraphics
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Stationery

Business Cards

Flyers Trifold Brochures
Once you click the “Stationery” icon, it will take you
to this screen to choose either “ESU Envelope,” “ESU
Letterhead,” or “ESU Notepads.”
Stationery
3 products
B i = it

East Stroudsburg University #10 Envelope

East Stroudsburg University Letterhead -
- ESU-1012 (D)

East Stroudsburg University Notepad -
ESU-1013 (D)

5.5x8.5-ESU-1014 (D)




Ordering an Envelope

Click on the “ESU Envelope” icon to start
creating your envelope.

3 produ

st
STROUDSBURG
P> univensiTy

flope  East Stroudsburg University Letterhead - East Stroudsburg University Notepad -
ESU-1013 (D) 5.5 x 8.5 - ESU-1014 (D)

From the customize screen, select the quantity you would like to order. Then use
the dropdown menu to select your department.

East Stroudsburg University #10 Envelope - ESU-
1012 (D)

You purchased this product on January 12, 2026. Reorder

$105.00 usp
@ EAST
STROUDSBURG Quantity | 500 ~ |iems
P> univERSITY
Market & Communications
1. step1
Department
ADDRESS SERVICE REQUESTED
- Please Select a Value - hd

‘ 2. Product options V4
Summary
Product total (500 ltems) $105.00

Shipping calculated at checkout

Page 1 Total price (USD) $105.00

@ e

If you press the “refresh preview”
icon after filling out the required
items, it will show you what your
envelope will look like.




Once you hit “Review and Approve,” a popup will appear with a proof of your envelope.

X
b citsesnu

: . i:.g?m‘ . Review and approve the proof

ADDRESS SERVICE REQUESTED Proof is approved =
Review the proof, and if you've approved, click the “Proof is Approved” checkbox and then
the “Add to Cart” button. From there you will automatically be taken to your shopping cart
where you can either check out or go back to the home page and add to your order.
Shopping Cart (1) B Summary

select all Subtotal $105.00 USD

Empty cart (1)

East Stroudsburg University #10 Envelope - ESU-1012 (D) Checkout (1)
L

Advancement & $105.00 USD

Total: 500 Items ? A @

Wish List (0)

There are no items in the wish list




Ordering a Letterhead

Click on the “ESU Letterhead” icon to start
creating your letterhead.

3 products

B eaer
STRAUDSBURG
UNIVERSITY

East Stroudsburg University #10 Envelope
- ESU-1012 (D)

East Stroudsburg University Notepad -
5.5x8.5-ESU-1014 (D)

From the customize screen, select the quantity you would like to order. Then use the dropdown
menu to select your department and add the last four (4) digits of your office phone number.
Adding a fax number is optional.

East Stroudsburg University Letterhead - ESU-1013

[ east
STROUDSBURG You purchased this product on January 12, 2026, Reorder
P UniversiTy
$100.00 usp
Quantity | 500~ |ems
1. step1
Department
~ Plesse Select 5 Value - ~

Phone Number

Please enter only the last 4 of your office number.
It will format as 570-422-XX00K.

Fax Number

Page 1

o ‘ o i
summary

Product total (500 Items) $100.00
Shipping calculated at checkout
i

If you press the “refresh preview’
icon after filling out the required

ftems, it will Show you what your

letterhead will look like.

Total price (USD) $100.00




Once you hit “Review and Approve,” a popup will appear with a proof of your Letterhead

@ EAST
STROUDSBURG
ﬂ _UNIVERSITY

Commaunicaton

Review and approve the proof

Proaf is approved =

Add to cart

Review the proof, and if you've approved, click the “Proof is Approved” checkbox and then
the “Add to Cart” button. From there you will automatically be taken to your shopping cart
where you can either check out or go back to the home page and add to your order.

Shopping Cart (1) B Summary
Select al Empty cart (1) Subtotal $100.00 USD
= East Stroudsburg University Letterhead - ESU-1013 (D)
Communication ¢# $100.00 USD
Total: 500 Items j As @
Wish List (0)

There are no items in the wish list




Ordering a Notepad

Click on the “ESU Notepad” icon to start
creating your letterhead.

3 products

PR e

East Stroudsburg University #10 Envelope  East Stroudsburg University Letterhead -  EastStroudsburg University Notepad
- ESU-1012 (D) ESU-1013 (D) 5.5 X $5<ESU-1014 (D)

From the customize screen, select the quantity you would like to order. Then use the dropdown
menu to select your department.

East Stroudsburg University Notepad - 5.5 x 8.5 -
ESU-1014 (D)
EAST

STROUDSBURG You purchased this product on January 12, 2026. Rearder
P> unIvERSITY

Aesdemic Allsies

$18.50 usp

Quantity | 5 ~ |passerso

1. Step1

Department

-- Please Select a Value - v
Continue

‘ 2. Product options &

Summary
Product total (5 Pads of 50) $18.50

Shipping calculated at checkout

Page 1 Total price (USD) $18.50

o SEMENE SpRIGE

If you press the “refresh preview”
icon after filling out the required
items, it will show you what your
notepad will look like.




Once you hit “Review and Approve,” a popup will appear with a proof of your Notepad

Y enst
STROUDSBURG
UNIVERSITY

Academic Attairs

Review and approve the
proof

D Proof is approved *

Review the proof, and if you've approved, click the “Proof is Approved” checkbox and then
the “Add to Cart” button. From there you will automatically be taken to your shopping cart
where you can either check out or go back to the home page and add to your order.

Shopping Cart (1) 5 Summary
Subtotal 18.50 USD
Select all Empty cart (1) ubtota ¥
A== East Stroudsburg University Notepad - 5.5 x 8.5 - ESU-1014 (D)
Academic Affairs & $18.50 USD

Total: 5 Pads of 50 f he @




Business Cards

On our site we offer two different business cards, “East Stroudsburg University
Business Cards” and “East Stroudsburg University Business Cards - Athletics.”
To get here, you have to click on “Business Cards” on the home page or in the
“Business Card” link on the header at the top of your page.

£asT ) - —
PRy STnnusss All Categories Stationery (Business Cards ) Flyers Trifold Brochures  Booklets and Programs  Posters  Yard Signs and Signage Search products = o0 AW

] East PRINT &
STROUDSBURG SIGN CENTER
P> univERSITY B e BF, dogiilies
Stationery Business Cards Flyers Trifold Brochures
2 products
Once you click on “Business Cards” E e STfifDSBURGUNIVERSIYY ﬁ -
you will have two options to choose ESl
from: “East Stroudsburg University
Business Cards ” and “East
Stroudsburg University Business
Cards - Athletics.”
East Stroudsburg University Business East Stroudsburg University Business

Cards - ESU-1011 Cards - Athletics - ESU-1004




Ordering a Business Cards

From the customize screen, select the quantity you would like to order. Then use the dropdown
menu to select your department and fill out the rest of your information.

E‘Egﬁt,IStroudshurg University Business Cards - ESU-

You purchased this product on anuary 12, 2026. Rearder

$34.00 usp
EAST STROUDSBURG UNIVERSITY ety (1
Name o
Title
’ Academic Affairs o
Building Name - - .

200 Prospect St. East Stroudsburg, PA 18301
P 111-111-1111 C: 222-222-2222

email@esu.edu s
esu.edu

Building Name and Room Number

- Builging Name and Room Number .. Stroud Hall 10714)

Your call numbsr wil autamasically format 26 1000061000

Email
paga 1

O

If you press the “refresh preview”
icon after filling out the required Quentizy | 100 ™ e
items, it will show you what your
letterhead will look like.

1. Swepl

Mame
Title

Department

~ Please Select a Value - Y

Building Name and Room Number

Pleaze enter Building Mame and Room Mumber (e Stroud Hall 1074)

You will only need to add the last —
four digits of your office phone <€——____
number.

Pleaze enter onfy the last 4 of your office number.
lewill farmat as 570-422-000(

Cell Number

¥our call number will automatically format as X0C00C0000

Email

2. Product options &
Summary
Product total (100 ltems) $34.00



Once you hit “Review and Approve,” a popup will appear with a proof of your Business Card.

EAST STROUDSBURG UNIVERSITY

Jane Doe

Title
Academic Affairs )
Review and approve the proof
Broct iz sproved -

Building Name 123

200 Prospect St. East Stroudsburg, PA 18301
P: 570-422-1234 C: 484-123-1234

jdoe@esu.edu

esu.edu

Review the proof, and if you've approved, click the “Proof is Approved” checkbox and then
the “Add to Cart” button. From there you will automatically be taken to your shopping cart
where you can either check out or go back to the home page and add to your order.

Shopping Cart (1) 2 Summary
btotal X
Select all Empty cart (1) subtota $34.00USD
East Stroudsburg University Business Cards - ESU-1011
BZ= | jenedoe o $34.00 USD

Total: 100 Items ,f X @




Flyers

On our site we offer two different sizes of flyers, “8.5 x 11" and “8.5 x 14.” To get
here, you have to click on “Flyers” on the home page or in the “Flyers” link on the
header at the top of your page.

enst
Eilfﬁé’u"ﬁ??" All Categories | Stationery Busmsss[ardsTnfo\dBro(hures Booklets and Programs  Posters  Yard Signs and Signage Search products B E oy QW

EAST s PRINT &

STROUDSBURG SIGN CENTER
UNIVERSITY MANAGED BY alphiagraphics

YH

YH
YH
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Stationery Business Cards Trifold Brochures
Flyers
2 products
H H H m E?:Tun BUR
Once you click on “Flyers” it will BE Sriounseuse PR Shroiee

take you to the next page where

: I
you can choose your size of flyer. .

ESU 8.5 x 11 Flyer Upload ESU 8.5 x 14 Flyer Upload
Upload your own design Upload your own design
*The price may vary. *The price may vary.




Ordering Flyers

ESU 8.5 x 11 Flyer Upload

Customize Finalize
Flyer Orientation* EAST
w STROUDSBURG

Sortrat v P> universiTY
Will this be double sided? | _

-- Please Select a Value - ~
Does this include bleed?

Page 1
- Please Select a Value — hd

Refresh Preview

Bleed: After trimming, bleed ensures that no un-printed edges
occur on your final document. Most printing equipment
cannot print exactly to the edge of a document, so to achieve
this, it is necessary to print a slightly larger area than what is
needed and then trim the document to the required paper
size.

Bleed B{:‘%d

When you enter the “Customize” page for the flyers, it

—_— will have you fill out all of the required fields, as well as
Nore v picking out if you want bleeds or no bleeds, if you want
your flyer folded, and the paper weight. After this, you
1 can upload your PDF and name your file. When you
are done filling out all of the information needed, you

Bitold

will need the press the “Next” button to move to the
“Finalize” screen.

PDF Upload*

Paper sample and color sample books are available
upon request.

How do you want this to
print?= (0

Color v

Please name your file*

#indicates & required field




After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, put in your department and cost center number, place
the date and time you’d like your flyers delivered, the type of paper stock you would like, view
prices, and approve your proof. To add to your cart you must fill out all the required fields and
approve your proof at the bottom of the screen.

ESU 8.5 x 11 Flyer Upload

Customize Finalize

Quantig: 1 ltems

Comments

Here is where you can

type any questions or
concerns you have about
the product. The comments
option is always seen
before printing any item.

A
Cheads Spelling
Due Date " o) Clear
Paper Type
0% glozs text e
Total Quantity: 1 Item
Fied Price: 016 usD
Price Per ltemc $0.04 UsD
Total Delivery Pricec Wil be caloulated during checkout
Taral Price: $0.20 usD
I: Recalculate :I

Show pricing table

¥ Y
/ Proof TR ST
| + Proo ,JI Proofis approved

s n
| Back ] ( Add to Cart ’




Trifold Brochures

On our site we offer a 9” x 12" trifold brochure. To get here, you have to click on
“Trifold Brochures” on the home page or in the “Trifold Brochures” link on the
header at the top of your page.

E gi?é:nﬂ:lw" All Categories Stationery  Business Cards ~ Flyers Booklets and Programs ~ Posters  Yard Signs and Signage search products B = wo R E_'
EAST PRINT &
STROUDSBURG SIGN CENTER
UNIVERSITY MANAGED BY alphagraphics

YE
YE
¥

Stationery Business Cards Flyers Trifold Brochures

1 products

Once you click on “Trifold Brochures”
it will take you to the next page where
you can chose the 9 x 12 brochure.

ESU Brochure Trifold 9x12 Upload
Upload your own design
*The price may vary.




Ordering Brochures

When you enter the “Customize” page for Brochures, it will have you fill out all of the required
fields, as well as picking out if you want bleeds or no bleeds, if you want your brochure folded,
and the paper weight. After this, you can upload your PDF and name your file. When you are
done filling out all of the information needed, you will need the press the “Next” button to move
to the “Finalize” screen.

Paper sample and color sample books are available upon request.

ESU Brochure Trifold 9x12 Upload

Customize Finalize

Flyer Orientation*

Landscape ~

Will this be double sided?

Double Sided ~

Does this include bleed?

Page 1

Refresh Preview

-- Please Select a Value -- hd

Bleed: After trimming, bleed ensures that no un-printed edges
occur on your final document. Most printing equipment
cannot print exactly to the edge of a document, so to achieve
this, it is necessary to print a slightly larger area than what is
needed and then trim the document to the required paper
size.

Bleed B{:‘gd

What kind of fold?*

-- Please Select a Value -- ~
Bifold Trifold  Gate Fold ZFold
PDF Upload*

File Name*

*Indicates & required fisid




After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, the type of paper you would like your brochures printed
on, put in your department and cost center number, place the date and time you’d like your
brochures delivered, and view prices, and approve your proof. To add to your cart you must fill
out all the required fields and approve your proof at the bottom of the screen.

ESU Brochure Trifold 9x12 Upload

Customize Finalize
Quantity: | 1 ltems
Paper Weight
- Please Select a Value - e

Comments

Here is where you can
type any questions

or concerns you have
about the product.
The comments option
is always seen before
printing any item.

A
Check Spelling
Due Date =] § Clear
Total Quantity: 1 lkem
Fixed Price: 5016 UsD
Price Per ltem: s0.05 uso
Total Delivery Price: Will be caloulated during checkout
Total Price: $0.21 usD

[ m 3
| Recalculate )

Shows pricing table

Y
£ S ——
] Proof is approved

i N
'.\ Back /.' Add to Cart




Booklets and Programs

On our site we offer four different booklet options: 5.5 x 8.5 with bleeds and without
bleeds, and 8.5 x 11 with bleeds and without bleeds. To get here, you have to click on
“Booklets and Programs” on the home page or in the “Booklets and Programs” link
on the header at the top of your page.

tationery  Business Cards  Flyers  Trifold Brochures (Booklets and Programs ) Posters  Yard Signs and Signage Search products

B i B i B i B it
e
s [esu LI
P nens
- —
Stationery Business Cards Flyers Trifold Brochures

=

WRRRIORS

Posters Yard Signs and Signage Banners and Banner Stands

Once you click on “Booklets” it will take you to the next page where you can choose what size
and type of booklet your would like to order.

Booklets and Programs

4 products

LOREM IPSUM

Y2
s

g A

| ooz ﬂ EEL ﬂ
= = P = P [
~ = e
(] 5.

5.5x8.5 Booklet w/NO bleeds 5.5%8.5 Booklet w/bleeds 8.5x11 Booklet w/NQ bleeds 8.5x11 Booklet w/bleeds




Ordering Booklets

8.5x11 Booklet w/NO bleeds

Product Details Document Builder Finalize

It will have you start at the “Product Details” page,
which you can press “Continue.”

Page 1

@

It will then lead you to the “Customize” page, where you can click the page with the + to upload
your booklet.

8.5x11 Booklet w/NO bleeds

Progluct Details Document Builder Finalize
Total Price: N/A

. 8.5x11 Booklet w/NO
bleeds properties

Job Name *
Upgrade Cover Pap...

Saddle Stitch *

Yes
Binding Side *
Long Side

Due Date *
Comments

Hard CopfpPROOF *

D Show Properties
No

If you look at the right side of the screen on the customize page, you will see a sidebar menu
that you can scroll through.




When you click on the sidebar, a popup will appear with the form you will need to fill out. This
includes the job name, cover page, the stitch, the binding, due dates, comments, proofs,
department and cost center. It will also ask if you want your booklet printed in Black and White
or Color, if you want it single or double sided, and the paper weight.

8.5x11 Booklet w/NO bleeds Properties - East Stroudsburg University X

Print Properties

Job Name*
Job Name

Upgrade Cover
Paper Type

g Cemer

Saddle Stitch
In the comments section you can
AT type any questions or concerns
Binding Side
& you have about the product. The
comments option is always seen

Due Date before printing any item.

-

Comments

Hard Copy PROOF
+ Uploaded Documents

Department
Color *

Cost Center ‘
Use Color
Double Sided Printi...

L
Double Sided
Paper Type *
8.5x11 Booklet w/NO bleeds
Quantity: 10 Items

Total quantity is limited to: Minimum 10

After clicking “Next” it will lead you to the “Finalize” page.

, Where you can adjust the quantity, put in your

Total Quantity: 10

iotal De\}ver-yPnce: Will be calculated during checkout department and Cost Center number’ place the date and

otal Price: $119.48 usb i , K . X i
time you’d like your booklets delivered, and view prices,

and approve your proof. To add to your cart you must fill

( broot ) @ proofis approvd out all the required fields and approve your proof at the

bottom of the screen.

4 Y
( Recalculate )
N S

e N
( Back
\ J

Add to Cart




Posters

On our site we offer five different poster options: 11 x 17,18 x 24, and 24 x 36. To
get here, you have to click on “Posters” on the home page or in the “Posters” link
on the header at the top of your page.

Stationery Business Cards Flyers  Trifold Brochures  Booklets and Programs Yard Signs and Signage Search products

A [ a— - - o A—
gt SR Sptes S
Bt
RE= B sast
B (Rt
— L |
Stationery Business Cards Flyers Trifold Brochures

..........

=g
L]
;:u.ﬂ*;ﬂ“i‘f

Booklets and Programs Posters Yard Signs and Signage Banners and Banner Stands

Once you click on “Posters” it will take you to the next Posters
page where you can choose what size poster you would
like to order.

3 products

Esufs
<

EAST STROUDSBURG

11x17 Poster Upload 18x24 Poster Upload 24x36 Poster Upload
Upload your own design Upload your own design Upload your own design

*The price may vary. *The price may vary.




Ordering Posters

When you enter the “Customize” page for Posters, it will have you fill out all of the required
fields, as well as picking out if your file has bleeds or no bleeds. After this, you can upload your
PDF and name your file. When you are done filling out all of the information needed, you will
need the press the “Next” button to move to the “Finalize” screen.

11x17 Poster Upload

Customize Finalize

Poster Orientation™

Portrait -~

Will this be double sided?

*

— Please Select a Value - hd

Does this include bleed?

— Please Select a Value — ~ Page 1

Bleed: After trimming, bleed ensures that no un-printed edges Refresh Preview

occur on your final document. Most printing equipment
cannot print exactly to the edge of a document, so to achieve

this, it is necessary to print a slightly larger area than what is If you pl’ess “ RefreSh PreVieW" |t
r;g:f:led and then trim the document to the required paper W| ” ShOW yOU What yOU r postel’
. . will look like with your PDF.

No
Bleed Bleed

PDF Upload*®

File Name*

*Indicares a required field




After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, put in your department and cost center number, place the
date and time you’d like your posters delivered, and view prices, and approve your proof. To add
to your cart you must fill out all the required fields and approve your proof at the bottom of the
screen.

11x17 Poster Upload

Customize Finalize
Quantigy: | 1 Items
Substrate Type™
1004 Gloss Cover w
Due Date i) T Clear
Comments

In the comments section
you can type any questions
or concerns you have about
the product. The comments
option is always seen before
printing any item.

A
Chedk Spelling
Tatal Quantity: 1 Ikem
Fixed Price: £0.00 UsD . “ ”
Price Por e =m o By pressing “Recalculate” under
Total Delivery Price: Will be calculated during checkout the total price, |t W|” automatically

Tatal Price: $3.40 UsD .
_ / update the price

Show pricing table

4 ™ ( )
! Back ) Add to Cart




Yard Signs and Sighage

On our site we offer three different sign options: 18 x 24, 24 x 36, and 36 x 48. To
get here, you have to click on “Yard Signs and Signage” on the home page orin
the “Yard Signs and Signage” link on the header at the top of your page.

Stationery Business Cards Flyers Trifold Brochures  Booklets and Programs  Posters (Yard Signs and Signage

Stationery Business Cards

STnoussER

WHRRIORS

Booklets and Programs Posters

Once you click on “Yard Signs and Signage” it
will take you to the next page where you can
choose what size sign you would like to order.

3 products

EAST
STROUDSBURG
UNIVERSITY

ESU Yard Sign Double Sided with H Stake -

18x24 Upload
Upload your own design

Search products

B et
STROUDSBURG

P univeRsiTY

Trifold Brochures

Flyers

Banners and Banner Stands

Yard Signs and Signage

EAST STROUDSBURG

WHRRIORS

ESU 36 x 48 Signage
Upload your own design

ESU 24 x 36 Signage
Upload your own design
*The price may vary.



Ordering Yard Signs

When you enter the “Customize” page for Yard Signs and Signage, it will have you fill out all of
the required fields like the orientation of the sign, if it will be single or double sided, as well as
picking out if your file has bleeds or no bleeds. After this, you can upload your PDF and name
your file. When you are done filling out all of the information needed, you will need the press the
“Next” button to move to the “Finalize” screen.

ESU Yard Sign Double Sided with H Stake - 18x24 Upload

Customize Finalize

Poster Orientation®

Portrait ~ EAST
STROUDSBURG
UNIVERSITY
Will this be double sided?

*

-- Please Select a Value - ~

Does this include bleed?

-- Please Select a Value — ~ Page 1

Bleed: After trimming, bleed ensures that no un-printed edges Refresh Preview

occur on your final document. Most printing equipment
cannot print exactly to the edge of a document, so to achieve
this, it is necessary to print a slightly larger area than what is
needed and then trim the document to the required paper
size.

Bleed Brégd

PDF Upload*

File Name*

*Indicates a required field




After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, the substrate type, if you want H-stakes, put in your
department and cost center number, place the date and time you'd like your signs delivered,
and view prices, and approve your proof. To add to your cart you must fill out all the required
fields and approve your proof at the bottom of the screen.

ESU Yard Sign Double Sided with H Stake - 18x24 Upload

Customize Finalize

Quantity: 1 Itemns

Substrate Type

Coroplast (Yard Sign) ~

Inclue H-Stakes

-- Please Select a Value -- v

Cost Center

Department

Due Date ] fy Clear

Comments

In the comments section
you can type any questions
or concerns you have about
the product. The comments
option is always seen before
printing any item.

4

Check spelling

Total Quantity: 1 ltem

Fixed Price: $0.00 usD

Price Per Item: $21.17 usD

Total Delivery Price: will be calculated during checkout
Total Price: $21.17 usD

s ™
| Recalculate )
M _/

Show pricing table

- ™ ~
| Back ) ( Add to Cart
M A




Ordering Signage

When you enter the “Customize” page for either 24 x 36 or 36 x 48 Signage, it will have you fill
out all of the required fields like the orientation of the sign, if it will be single or double sided, as
well as picking out if your file has bleeds or no bleeds. After this, you can upload your PDF and
name your file. When you are done filling out all of the information needed, you will need the
press the “Next” button to move to the “Finalize” screen.

ESU 24 x 36 Foamboard Sign

Customize Finalize

Poster Orientation®

Portrait ~

will this be double sided?

— Please Selecta Value — ~

Does this include bleed?

- Please Select a Value - hd Page 1

TR
Bleed: After trimming, bleed ensures that no un-printed edges I\Refresh Prewew/l

occur on your final document. Most printing equipment
cannot print exactly to the edge of a document. so to achieve
this, it is necessary to print a slightly larger area than what is
needed and then trim the document to the required paper
size.

No
Bleed Bleed

PDF Upload*

Select >

How do you want this to
print?* (i

Color ~

File Name=*

*indicates a required fieid



After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, the substrate type, put in your department and cost center
number, place the date and time you’d like your signs delivered, and view prices, and approve
your proof. To add to your cart you must fill out all the required fields and approve your proof at
the bottom of the screen.

ESU 24 x 36 Signage

Customize Finalize

Quantity: 1 Items

Substrate Type* (i Foam Core - Good for temporary signage and short-term use.
Ultra Board - Good for long term signage and repeated use.

- Please Select a Value -

Department

Cost Center

)
‘D
5
z
2

Due Date
Comments (i

In the comments section
you can type any questions
or concerns you have about
the product. The comments
option is always seen before
printing any item.

V3

Check Spelling

Total Quantity: 1 ltem

Fixed Price: $0.00 usD

Price Per Item: $27.00 usD

Total Delivery Price: will be calculated during checkout
Total Price: $27.00 usD

( Recalculate )

Show pricing table

(v Proof )

(:’ Back ‘) ( Add to Cart )




Banners and Banner Stands

On our site we offer four different banner options: 11.5 x 17.5 tabletop Banners,
33 x 81 pull-up banners, vinyl 3 x 8 banners, and vinyl 3 x 6 banners. To get here,
you have to click on “Banners” on the home page or in the “Banners” link on the
header at the top of your page.

tationery  Business Cards  Flyers  Trifold Brochures  Booklets and Programs  Posters  Yard Signs and Signage Search products
| [ —-— [~ — [ — | -
[ttt P e P i [kttt
Bt ]
= e
— L |
Stationery Business Cards Flyers Trifold Brochures
| [ — | — [ A—
P P i [t

55577222 %

Booklets and Programs Posters Yard Signs and Signage

Once you click on “Banners” it will take you to the next page where you can choose what size
sign you would like to order.

Banners and Banner Stands

4 products

EY =
> >

Tabletop Banner Stand Pull Up Banner Stand - ESU-1017 ESU Vinyl Banner 3'x 6' - ESU-1019 ESU Vinyl Banner 3'x 8' - ESU-1018
Upload your own design Upload your own design Upload your own design Upload your own design
11.5" % 17.5" 33"x 81" X6 3'x8

*The price may vary. *The price may vary.




Ordering Banner Stands

When you enter the “Customize” page for Banners, it will have you upload your PDF and name
your file. Atemplate for the size of the banner is displayed, which must be followed for proper
sizing. When you are done filling out all of the information needed, you will need the press the

“Next” button to move to the “Finalize” screen.

Pull Up Banner Stand - ESU-1017

Customize Finalize

1+ Safety Margin
Artwork Size
33"x81" o
3 Safety Margin Page 1
v < Refresh Preview ))
—"
PDF Upload*

If you press “Refresh Preview” it
will show you what your banner
will look like with your PDF.

File Name

*Indicates a required field




After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, put in your department and cost center number, place the
date and time you'd like your banners delivered, and view prices, and approve your proof. To
add to your cart you must fill out all the required fields and approve your proof at the bottom of

the screen.

Quantity: 1

Cost Center

Department*

Due Date

Taotal Quantity:
Fixed Price:

Price Per ltem:
Total Delivery Price:
Total Price:

I/F{eca -'ulat:-\l
M - —/

Show pricing table

Pull Up Banner Stand - ESU-1017

Customize Finalize
ltems
B o Clear
1 ltem
$0.00 uso

$121.54 usD
Will be calculated during checkout
312154 UsD

[' + Proof ‘] [ Proof is approved *

‘ Add to Cart ’



Ordering Vinyl Banners

When you enter the “Customize” page for Vinyl Banners, it will have you upload your PDF and
name your file. When you are done filling out all of the information needed, you will need the
press the “Next” button to move to the “Finalize” screen.

ESU Vinyl Banner 3' x 6' - ESU-1019

Customize Finalize

PDF Upload*

Page 1

< ) )
File Name* Refresh Prewe

If you press “Refresh Preview” it
o _ will show you what your banner
e meanen will look like with your PDF.

ESU Vinyl Banner 3' x 6' - ESU-1019 @

Customize Finalize

Quantity: 1 ltems

Cost Center*

After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity, put in your
department and cost center number, place the date and
time you'd like your banners delivered, and view prices,

[ Cesr and approve your proof. To add to your cart you must fill
out all the required fields and approve your proof at the
bottom of the screen.

Department®

Due Date

Total Quantity: 1 ltem

Fixed Price: $0.00 usD

Price Per ltem: $50.80 usp

Toral Delivery Price: Will be calculated during checkout

Total Price; £50.80 usD

Recalculate

Showr pricing table

(l Proof is approved *




Postcards and
Postcard-sized Handouts

On our site we offer nine different postcard options: all are offered single or
double sided in 4.25 x 5.5, 4.25 x 6 (the USPS Postcard Rate - only single sided),
5x7,5.5x8.5,and 6 x 9. To get here, you have to click on “Postcards and
Postcard-Sized Handouts” on the home page or in the “Postcards and Postcard-
Sized Handouts” link on the header at the top of your page.

ionery Business Cards Flyers Trifold Brochures Booklets and Programs  Posters  Yard Signs and Signage  Banners and Banner Stands Search products
= ' WHRRRIORS = P '
P
AT

Booklets and Programs Posters Yard Signs and Signage Banners and Banner Stands

AR

Tests & Course Materials Coil Bound Books Promational Items

Postcards and Postcard-Sized Handouts

ar
P e 9 products

eeeeeeee

Once you click on “Postcards and Postcard-
Sized Handouts” it will take you to the next
page where you can choose what size and
type of Postcards you would like to order.

5x7 Postcard - Double 55%85 4 - Singl 5.5%8.5 Postcard 69 Posteard - Single Sided wibleeds




Ordering Postcards

4.25x5.5 Postcard - Double Sided w/bleeds

Product Details Document Builder Finalize

Postcards must include 1/8" (.125) bleed all around.
Make sure your document is set with bleeds
You MUST Export your document with crops and bleeds. Please reference the Print Center User Guide for any setup questions.

*The price may vary.

Bleed: After trimming, bleed ensures that no un-printed edges occur on your final document. Most printing equipment cannot print exactly to the edge of a
document, so to achieve this, it is necessary to print a slightly larger area than what is needed and then trim the document to the required paper size.

Bleed  glgg It will have you start at the “Product Details” page,
which you can press “Continue.”

EAST
STROUDSBURG
UNIVERSITY

Page 1

=

It will then lead you to the “Customize” page, where you can click the page with the + to upload
your postcard.

4.25x6 USPS Postcard Rate - DoubleSided w/bleeds

Product Details Finalize

Total Price: $2.13

4.25x6 USPS Postcard
~ Rate - Double Sided
w/bleeds properties
Job Name *
Due Date *

Comments

Database Upload

D Show Properties

If you look at the right side of the screen on the customize page, you will see a sidebar menu
that you can scroll through.




When you click on the sidebar, a popup will appear with the form you will need to fill out. This
includes the job name, due dates, comments, proofs, and database upload.lt will also ask if you
want your postcards printed in Black and White or Color and the paper type.

4.25x6 USPS Postcard Rate - Double Sided w/bleeds Properties - East Stroudsburg University [Preview

Mode]

Print Properties

Job Name*
Job Name
Due Date
Comments
Print Properties Color*
Database Upload Color P Force Black and White
Paper Type #  Use Color

Here you can upload your Excel file P
with the information you would like { Cancel ) m//’
printed on your postcards.

After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity and approve your proof. To add to
your cart you must approve your proof at the bottom of the screen.

4.25x5.5 Postcard - Double Sided w/bleeds

Quantity: 10 Items

Total quantity is limited to: Minimum 10

Total Quantity: 10
Total Delivery Price: Will be calculated during checkout
Total Price: $15.33 usD

I/'-i-'\_‘
| Recalculate )
M A

' ™
Iﬁ_\ v Proof /_] O Proof is approved *

( Back ) Add to Cart



https://upload.It

Tests and Course Material

On our site we offer one Tests and Course Materials option. To get here, you have
to click on “Tests and Course Materials” on the home page or in the “Tests and
Course Materials” link on the header at the top of your page.

ionery Business Cards Flyers Trifold Brochures Booklets and Programs  Posters  Yard Signs and Signage  Banners and Banner Stands Search products
T = ~ I —
& ° WHRRIORS L~ ’
E—r
1
Booklets and Programs Posters Yard Signs and Signage Banners and Banner Stands

AR

Postcards and Postcard-Sized Tests & Course Materials Coil Bound Books Promotional Items

Handouts

Quote Request

Once you click on “Tests and Course Materials” it will take you to the next page where you can
enter on the customize page.

1 products

Tests & Course Materials




Ordering Tests and Course Material

Tests & Course Materials

Product Details Document Builder Finalize

It will have you start at the “Product Details” page,
which you can press “Continue.”

Page 1

@

It will then lead you to the “Customize” page, where you can click the page with the + to upload
your postcard.

Tests & Course Materials

Product Details Document Builder

Finalize
Total Price: $2.01

. lests & Course Materials
properties

Job Name *

Binding *
N/A

3 Hole Drilled
Mo

Shrink Wrap *
No

Due Date *
Comments

D Show Properties Hard Copy PROOF *

Next

If you look at the right side of the screen on the customize page, you will see a sidebar menu
that you can scroll through.



When you click on the sidebar, a popup will appear with the form you will need to fill out. This
includes the job name, binding, if you want it 3-hole punched, shrink wrapping, due dates,
comments, and proofs. It will also ask if you want your tests printed in Black and White or Color,
if the test is double sided, and the paper type.

Tests & Course Materials

Tests & Course Materials Properties - East Stroudsburg University [Preview Mode] X

Print Properties

Job Name*
Job Name
Binding
3 Hole Drilled
Shrink Wrap
Tests & Course Materials
Due Date
Comments
Upload Properties - East Stroudsburg University [Preview Mode] X
Hard Copy PROOF Print Properties.
Color* Force Black and White v
Color
Double Sided
Printing
Paper Type
»
I‘:/ Cancel \‘a

4

After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity and approve your proof. To add to your cart you must approve
your proof at the bottom of the screen.

Tests & Course Materials

Quantity: 1 ltems

Total Quantity: 1

Total Delivery Price: Will be calculated during checkout
Total Price: $2.03 UsD

.-/- -.\-.
| Recalculate )
M __/

g ™
[ v Proof ) O Proofis approved *
M -

( Back ) Add to Cart
M A




Coil Bound Books

On our site we offer one coil bound book option. To get here, you have to click on
“Coil Bound Books” on the home page.

ionery Business Cards Flyers Trifold Brochures Booklets and Programs  Posters  Yard Signs and Signage  Banners and Banner Stands Search products
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Booklets and Programs Posters Yard Signs and Signage Banners and Banner Stands
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Postcards and Postcard-Sized Tests & Course Materials Coil Bound Books Promaotional Items
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Once you click on “Coil Bound Books” it will take you to the next page where you can enter on
the customize page.

Coil Bound Books

1 products

B easy
STROUDSBURG.

>

ELLRERTAARALRRRRIRAR TR B

Coil Bound Books -8.5x 11




Ordering Coil Bound Books

Coil Bound Books - 8.5 x 11

Product Details Document Builder Finalize

N g::; DSBURG
unsau
>

UNIVERSITE

RARRTRRARARNAY

It will have you start at the “Product Details” page,
which you can press “Continue.”

Page 1

It will then lead you to the “Customize” page, where you can click the page with the + to upload
your postcard.

Coil Bound Books - 8.5 x 11

Product Details Document Builder Finalize
Total Price: $4.36

. Coil Bound Books - 8.5 x
11 properties

Job Name *

Upgrade Cover-2 ...
MN/A

Binding Type *
Coil

Coil Color *

Black

Due Date *
Comments

D Show Properties Hard Copy PROOF *

=
m
A

p
[ Back

If you look at the right side of the screen on the customize page, you will see a sidebar menu
that you can scroll through.



When you click on the sidebar, a popup will appear with the form you will need to fill out. This
includes the job name, if you want to upgrade the cover, binding type, coil color, due dates,
comments, proofs, department, cost center, and book color. It will also ask if you want your coil
book printed in Black and White or Color, if the pages are single or double sided, and the paper

type.

Coil Bound Books - 8.5 x 11 Praoperties - East Stroudsburg University [Preview Mode]

Print Properties

Job Name*
Job Name
Upgrade Cover - 2 Pages:
Front and Back ONLY
Binding Type
Cail Color
Due Date
Comments
Hard Copy PROOF
Department Coil Bound Books - 8.5 x 11
Cost Center
Print Properties *
Book Color F coter
Color #  Force Black and White
Do.ub\e Sided #  Use color for colored pages
Printing

Paper Type

' ™
|_Cancel ) @

4

After clicking “Next” it will lead you to the “Finalize” page.

Where you can adjust the quantity and approve your proof. To add to your cart you must approve
your proof at the bottom of the screen.

Coil Bound Books - 8.5x 11

Quantity: 1 ltems

Total Quantity: 1

Total Delivery Price: Wwill be calculated during checkout
Total Price: $7.54 usD

‘/.- -.\‘
| Recalculate )
. e

e ™\
|« Proof ) C)Proofis approved *
- A

Add to Cart




Promotional ltems

To get to our Promo Page, you have to click on “Promotional ltems” on the home
page.

B cosr

B anuoaune
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Postcards and Postcard-Sized Tests & Course Materials Coil Bound Books

Handouts

Promotional Items

Once you click on “Promotional Items.” From here, you will see
a button for “Promo Place.” This link will take you to our site
1 products where you can order any sort of promotional items you need.

Promotional Items

Order Promotional Prod

| . .
“ UNIVERSITY {;
Bg s
al EAST iy
@ STROUDSBURG ol RS
- P> univERSITY W&?\\Rﬂm&r $0.00 usp
X2 quanty [ 1 Jrem

- Sa”
al 4.
m Department

Cost Center *

Summary
Product total (1 Item) 50.00

Shipping calculated at checkout

Promotional Items

Order Promotional Products Total price (USD) $0.00

E——

[ view Proof

HOME SPOTLIGHT ¥ ABOUT v CONTACT US QsSearch  #Signin

APPAREL ~ BAGS ~ DRINKWARE ~ OFFICE ~ TRADESHOW & EVENTS ~ PENS ~

Tech Accessories

‘We have a wide selection of flash drives, USB hubs, chargers, and much njorel

Browse Technology




Quote Request

If you have an idea of something you would like, but do not see it on our ESU
Ordering Site, you can easily find the “Quote Request” on the bottom of the home

page. Here, you can request any product and we will work with you to fulfill your
needs.

g

. BN
g »
i e

Postcards and Postcard-Sized Tests & Course Materials Coil Bound Books Promaotional Items
Handouts
Quote Request
alphagraphics o Aipharaphics Lehigh Valley ©MFE00AMID500PM X, (6107769970 ([ Directions

Technology - Resources Solutions.

Quote Request

Request a Quote

Get A Quote On Your Next Project

1 products

Thank you for your interest in working with AlphaGraphics Lehigh Valley!

Please ill out the form below, and we will reach out as soon as possible. If you would like to speak with someone now, call us directly at (610).776-

For the most accurate quote, ple asmuch your project (ie, quantity, paper type/color, sizes, finishing, and any other
special instructions).

Personal Information
Request for Custom Quote
. desien serv

= g services First Name * Last Name *
Compan) e 3
Zip* How did you find out about us? * v
By clicking on “Request a —

Quote” it will re-direct you to
O u r m a i n S i t e - Click here to add files for upload. You may continuously drag and drop files from any folder into this box.

Add Additional File(s)




Checking Out

To check out, you first want to click the shopping cart in the upper right hand of

the screen.
usD /Q\

From here, it will lead you to the “shopping cart” where you can select what items in your cart
you would like to purchase or not. Any item with a checkmark will be added to checkout. When
you press the trashcan on the right hand side underneath your item, it will delete it from your
cart. With the pencil, you can edit the item. With the shopping cart with a heart inside, it will add
it to your wishlist. When you finished click “Checkout.”

EAST
E STROUBSSURS All Categories Stationery ~ Business Cards  Flyers  Trifold Brochures  Booklets and Programs ~ Posters  Yard Signs and Signage Search products B

Shopping Cart (1) 5 Summary
Select al Empty cart (1) Subtotal $18.50 USD
B East Stroudsburg University Notepad - 5.5 x 8.5 - ESU-1014 (D) @
feademicatiars & $18.50 USD
Total: 5 Pads of 50 < %l

After clicking “checkout” it will lead you to the “Address Details Payment and Submission”
page. Here, you can select your shipping and billing address. When done, click “Next.”

Checkout - Order Summary

Address Details Payment & Submission

Billing Address

Set billing address

Shipping

Select shipping Address

) Use billing Address

& select from My Shipping Addresses  Set shipping address

Larder mems SEMICR

Mo, of Linits ESU Delivery e

Cast Strowdsburg University Notepad - 5.5 % 0.5 - C5U-1014{D) - Academic Affairs 5 Pads of 20




If you're ordering for the first time, on the address and order details it will have you put in your
billing and your address information. It do this click on “Set Billing Address” under “Billing
Address.”

Address Details Payment & Submission

Billing Address

Shipping

Select Shipping Address

CrUse billing Addrass

& salect from My Shipping Addresses  Set shipping address

Mo, of Uinits ESU Delivery e

Cast Strowdsburg University Wotepad - 5.5 % 8.5 - C5U-1014{D) - Academic Affairs 5 Pads of 50

Billing Address - East Stroudsburg University [Preview Mode] x

Display Name:

Person Name:*

Company:

Here you can fill in all of the
required information including
you name, building name, room

Address Line 1:*

number, city, country, state, Address Line 2:

zipcode, and phone number.

After entering all of the required City:*

fields click “Submit.”
Country:* Select Country v
Zip/Postal Code:* *

Address Reference:
Phone:# -
Email:

Fax:

* Indicates a required field

F,, N .
I\\hCance /fl Submit ),




Checkout - Order Summary

Address Details Payment & Submission

Billing Address

Set billing address

Shipping
elect shipping Address
Use billing Address
@ salect from My Shipping Addresses  Setshipping address

Lrder mems
MNao, of Linits
Cast Strewdsburg University Wotepad - 5.5 % 8.5 - CEU-1014{D) - Academic Affairs L. Pads of 50

i [ 0

When you finish filling out your billing and shipping address, you can choose whether you would
like to have your items delivered or if you will be picking them up from our Print Center. Once
you choose, click “Next” on the bottom of the screen.

After making sure everything in your cart is correct and that you've added a Cost Center Code
if needed, you can press “Checkout” on the bottom of the screen. It will go through to the Print
Center. If you have any questions, comments, or concerns about your order please do not
hesitate to reach out of us!

Address Details > Payment & Submission

Ordered Items
Name Units Price

East Stroudsburg University Notepad - 5.5 x 8.5 - ESU-
1014(D) Total: 5 Pads of 50 $18.50UsSD
Academic Affairs

Tax: $0.00 USD

Total: $18.50 UsSD

Order Comment

Payment Method: Cost Center

Cost Center:

@ Cost Center Numbers MUST Be ten (10) digits!
You cannot checkout without a Cost Center number!




Turn-around Times

Stationery
Production Time: 72 hours

Business Cards
Production Time: 24-48 hours

Flyers
Production Time: 24-48 hours

Trifold Brochures
Production Time: 24-48 hours

Booklets and Programs
Production Time: 24-48 hours

Posters
Production Time: 24-48 hours

Yard Signs and Signage

Production Time: 48-72 hours

Banners and Banner Stands
Vinyl Banners

Production Time: 3-4 Days
Banner Stands

Production Time: 3-5 Days

Postcards and Postcard-sized Handouts
Production Time: 24-72 hours

Tests and Course Materials
Production Time: 24-48 hours

Coil Bound Books ~~
Production Time: 24-48 hours

\¢
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