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PRO PRINT PUBLISHING SYSTEM
TRAINING GUIDE

Welcome

Welcome to the Pro Print Publishing System training presentation. This document provides instructions for
how to navigate and administer this easy-to-use calendar ordering system.
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Preparation - Venue Short Names
After your community is set up to access Pro Print and before publishing your first calendar, you need to

set up your community’s Venue Short Names. The Venue Short Name is a 3 character abbreviation of your
venue. You may also apply a color for your Venue. The Short Name appears next to events on the calendar
(See page 10 below). A Location Key also displays on the calendar to explain the Short Names. To create a

new Venue Short Name, go to System>Community Asset:

Add New  List All

Click the Down arrow to access the
Color Palette.

Create Community Asset

Name * Library
e TS Click on your color to choose it.
cokox - NOTE: Choose Black for “No Color”
Short Name = LB Displayed with event in Pro Print calendar
Description Second Floor Libiary
N

URL # File : . .
Picture Choose File | No file chosen . . .
Active -

N EEE

& Create

Accessing the Pro Print Feature
1. From the Administrator Dashboard, click on the “Calendars” button.

- COMMUNITY
BULLETINS RESOURCES NOTIFICATIONS

©2023 Sentrics Proprietary and Confidential

S=NTRICS.



2. Click on the “Pro Print” button

C

Connected Living at Crown Colony

Crovm Colony

v | Assisted Living

Home Page

SYSTEM
Add New Upload Print
« »>
sun

9:00-10:00 St. Joseph's Mass-
RSVP Reg

9:00-10:00 Yoga

11:00-12:30 Manicures & Music
2:00-3:00 Trivia

9:00-10:00 St. Joseph's Mass-
RSVP Req

9:00-10:00 Yoga

11:00-12:30 Manicures & Music
2:00-3:00 Trivia

6:15-7:15 Recurring Sunday,
Monday, Tuesday

9:00-10:00 St. Joseph's Mass-

'ONTENT COMMUNITY REPORTS
List All | Attendance Summary | Export to Word
Mon Tue

9:00-10:00 Brain Games
9:00-10:00 Exercise Class
9:00-10:00 Yoga

9:00-10:00 Bible Study

9:30-10:30 Live with Action
10:00-10:45 Tai Chi

10:30-11:00 Music Expressions wi/
Donna

1:30-2:30 Team Trivia

9:00-10:00 Yoga
9:00-10:00 Happy Hour
9:00-10:00 Exercise Class
9:00-10:00 Bible Study

9:00-10:00 Brain Games
9:30-10:30 Live with Action
10:00-10:45 Tai Chi

10:30-11:00 Music Expressions v/
Donna

:30-2:30 Team Trivia

4:00-5:00 Fioral Arranging by Linda
6:15-7:15 Recurring Sunday,
Monday, Tuesday

13

9:00-10:00 Brain Games

9:15-10:15 Communion wiJeanne
3:00-4:00 Happy Hour
3:00-4:00 Guest Lecture

9:15-10:15 Communion wiJeanne
3:00-4:00 Happy Hour
3:00-4:00 Guest Lecture

6:15-7:15 Recurring Sunday,
Menday, Tuesday

9:15-10:15 Communicn wiiJeanne

7 Connected Living

Home Page

Calendars and Mewsletters

| Create new Calendar or Newslatter

In-Progress

& In-Cart

Q Ordared

® Trazhad

Calendars and Newsletters Section:

Create new Calendar

In-Progress

In Cart

Takes you to a list of any calendars that you have started to work on but haven’t

finished - See page 13
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Pro Pri

February 2017
Wed

9:00-10:00 Yoga

9:00-10:00 Exercise Class
9:00-10:00 Brain Games
9:00-10:00 Bible Study
10:00-11:00 Shopping Trip
11:00-11:30 Live With Generosity
1:30-2:30 Team Trivia

3:30-4:30 Wil Bowiing

9:00-10:00 Bible Study
9:00-10:00 Brain Games
9:00-10:00 Exercise Class
9:00-10:00 Yoga

10:00-11:00 Shopping Trip
11:00-11:30 Live With Generosity
1:30-2:30 Team Trivia

3:30-4:30 WII Bowiing

9:00-10:00 Yoga

Thu

9:00-10:00 Exercise Class
9:00-10:00 Bible Study

10:00-11:00 Arthritis Exercise
wiCheryl

1:00-12:00 Gribbage
1:00-11:30 Live With Generosity
:00-2:00 Cranium Crunches
1:00-2:00 Connected Living
Gomputer Lessons

2:00-3:00 Bingo

3:00-4:00 Jewelry with Maria
4:00-5:00 Meditation

6:15-7:15 Bridge with Jo

9:00-10:00 Exercise Class
9:00-10:00 Bible Study
40:00-11:00 Arthritis Exercise
wiCheryl

11:00-12:00 Cribbage
1:00-11:30 Live With Generosity
4:00-2:00 Cranium Crunches
1:00-2:00 Connected Living
Computer Lessons

2:00-3:00 Bingo

3:00-4:00 Jewelry wiith Maria
4:00-5:00 Meditation
6:15-7:15 Bridge with Jo

9:00-10:00 Exercise Class

Home Calendars Shopping Cart

Recurring Events

Orders

[ staffList

= Shopping Cart

M View all orders

Fri

9:00-10:00 Bible Study
9:00-10:00 Brain Games
9:00-10:00 Yoga

9:00-10:00 Exercise Class
11:00-12:00 Grocery Store Trip
11:00- 11:30 Live With Generosity
11:00-12:00 Lunch Out
1:30-2:30 Team Trivia

3:30-4:30 Trivia

9:00-10:00 Exercise Class
9:00-10:00 Brain Games
9:00-10:00 Yoga

9:00-10:00 Bible Study
11:00-12:00 Lunch Out
1:00-11:30 Live With Generosity
1:00-12:00 Grocery Store Trip
1:30-2:30 Team Trivia

3:30-4:30 Trivia

9:00-10:00 Bible Study

17

sat
4
10:00-11:00 Coffee Social widenna
Lee
10:45-11:45 Live With Learning
1:45-2:45 Communion wiLou

"
10:00-11:00 Coffee Social widenna
Lee
10:45-11:45 Live With Learning
1:45-2:45 Communion wiLou

18
10:00-11:00 Coffee Social wilenna

& Live Support

Welcome,

Allows you to start the process of creating a new calendar See Page 4

Shows a list of completed calendars you have placed in your cart. This is just the
document status. If you would like to checkout select the “Shopping Cart” link

Ordered Lists any calendars that have been ordered

Trashed Lists any calendars that you have deleted. If you click on a trashed item, you have

the option to restore it to ‘In-Progress’ if needed

©2023 Sentrics Proprietary and Confidential
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Orders Section:

Shopping Cart Takes you directly to the shopping cart to start the checkout process See page 18

View all Orders Takes you to a list of all your past orders. To view order details, select any blue order
number See page 20

Staff List Allows you to save and edit your staff list to be entered in automatically for you each
month. See page 15

Create New Calendar
Next, choose the proper calendar for your community. Within the Calendars box, click “Create new

Calendar”. The following screen displays the calendars available by Program. For example, in the image
below, click on Assisted Living.

™) Connected Living

Home Calendars Shopping Cart Help Log Out

Welcome, Crown Colony . You have O items in your cart.

Select New Calendar Program

Pleas

select the appropriste program.

[ ssisted Living

[ Reminiscence

[ Emplovee Network

Select Calendar Month

Next, select the calendar for the month that you are currently working on by clicking the 2=
button.

speed

) Connected Living

Home Calendars Shopping Cart Help Log Out

Available Calendars
- Assisted Living
7 Reminiscence

New Assisted Living Calendars
Januai ry 2017 Assisted Living Calendar July 2015 Assisted Living

 Employee Network

S=NTRICS. ©2023 Sentrics Proprietary and Confidential 4



**VERY IMPORTANT** Once you click Create, all events and property information are loaded into the
new calendar from your Connected Living system. Any changes made to the events here DO NOT
change anything in the Connected Living System.

If any changes are made to the Connected Living System, calendars that are in-progress must be
updated. To bring your data up-to-date, you can select the “Reload Calendar Data” to update your Pro
Print calendar events with your new changes.

) Connected Living

Home Calendars ShoppingC : M Live Support

Edit: 7 Panels | 7 Text S Page: (3of 12 %] Zoom:[100% W | 9 Save & Exit (D Reload Calendar Data [ Preview

MARCH 2021 CALENDAR OF EVENTS

MONDAY, MARCH 157 TUESDAY, MARCH 2"°
10:00 AM Times Talk SFL :00AM  Morning Stretch 4F
10:00 AM  Shoooina at Time Wamer  LBY 10:00 AM  Times Talk 5FL

Editing your Articles

Home Calendars Shopping Cart @ Live Support Log Out

Welcome, Inspir

Edit: 7 Frames 1 Panels Text M Images Page:|9of 12 W | Zoom:|100% W | 39 Save & Exit (D Reload Calendar Data ™ Preview & Print Page & Place in Cart

At the top of the page in the grey tool bar, there are options for ‘Frames’, ‘Panels’, ‘Text’ and ‘Images’ (as
needed).

We suggest to start at the left with Frames and make your first selection for your desired layout. Then
move to Panels and Text/Images last.

S =NTRI CS ©2023 Sentrics Proprietary and Confidential



Edit: T Frames ) Panels * Text M Images Page:[1of2 Y| Zoom:[100% v| ¢ Save & Exit (@ Reload Calendar

(J Connected Liv

A Conpected Ufe & 0 Nealthler 1

click hereto his acticle can contain approximately B60 words witheu # picture

m 3 Article Frame - Option 1

insert image (cLee)

1 Article Frame (CLCC)
2 Article Frame (CLCC)

3 Article Frame - Option 2
(cLee)

Connected Living

STAFF

1,2 or 3 text col

» §§ [ place image panel

Clicking on the yellow box in ‘Frames’ mode allows you to choose from several article layouts. There could
be several possible options depending on your template design. In this case we have:

¢ 1 Article Frame - Gives you one large article
* 2 Article Frame - Gives you two articles (over/under)
3 Article Frame - Gives you three articles (Large on top or bottom, 2 small top or bottom)

Next step is to choose ‘Panels’ in the grey toolbar. This will allow you to decide on the text layout and
whether or not to have an image in your article. Some template designs will not include options for text
and this step will be completed for you. For the purpose of this help guide we are showing you all possible
options. Do not be worried if your template does not include the same frame, panels, text and image
options. Your corporate design standards determined which options will be available to you.

Click on the right side box ‘Click here to edit text’ to set the number of columns you want in your article.

Edit: 1 Frames |Panels * Text ™ Images Page:[1of2 " | Zoom:[100% T |

<u Save & Exit © Reload Calendar Data S Prey

B Ocoecove |

-

ik

Acmnmdt'lhuwm

Please note the image and
columns options may be Tay
reversed depending on e
your templates.

1 Column Article

2 Column Article
3 Column Article

Connected Living

A;AﬁAEI place image panel

& image panel

S=NTRICS.
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click here to

N
| @)}
: b—l \
After choosing the Column option, click g insert image
on the side box that reads ‘Click here ik
to insert image’ to choose your image
options. In this example, you have
options for the number of images you
would like, their sizes, and their location
in your article. These options vary

depending on the size of the articles.

el 2o stexcoums

1 Image - Option 1

I

1 Image - Option 1 with Caption
. 3 Images - Option 1
Please note the image and columns
options may be reversed depending on

your templates.

3 Images - Option 1 with
Caption

3 Images - Option 2

3 Images - Option 2 with
Caption

4 Images
4 Images with Caption
6 Images with Caption

No Image

Next is to enter in your text or images. On your tool bar you can now change to ‘Text’ or ‘Image’ mode.

In this example, we have chosen ‘Image’ mode first. Once selected, areas where images are allowed are
highlighted in yellow and can be clicked on.

Q

Upload Images 1 My Images i Image Library new Crop Image Preview

Order By: |Newest v | Filter: ax

B . I O
b -

Click on ‘Upload Images’ to upload your own images. The system accepts .JPG, .PNG, .TIFF, .EPS, and .PDF
files. If you are uploading a PDF that includes more than 1 page, the system only grabs the first page of the
PDF. The system checks to see if the image resolution is high enough to use to print. It does not allow a low-

res image to be uploaded.

S = N T R | CS ©2023 Sentrics Proprietary and Confidential



| Upload Images |y images ~ Image Library Mewi | Croplmage  freview

You can drag and drop files here or click the button below to browse your computer.

Add files...

Click ‘Add Files’ or drag and drop your image files to load the image(s) from your computer.

Once you select the image(s) you would like from your computer, they are automatically placed in your ‘My
Images’ library.

From the ‘My Images’ tab, you can rename, delete, or rotate the images in your library.

e —
Upload Images ‘ My Images Image Library new Crop Image Preview

Order By: Newest v | Filter: | | ax

Note: Please remove unwanted images by using the trash can ‘Delete’ option. This will allow you to find
images you use more quickly and keep your library running smoothly

S = N T R | CS ©2023 Sentrics Proprietary and Confidential



There are also stock images and clip art available to search and choose from under the ‘Image Library’ Tab.

%

Upload Images My Images ‘ Image Library new! ‘ Crop Image Preview
pewered by pixabay | || search | <

To search for images, you can type the topic or image you’re looking for in the empty text field and then
select ‘Search’. For this help guide, we have used the example ‘Summer’.

Upload Images My Images Image Library wew ‘ Crop Image Pravieow

powered by pIXaboy @87 summer || search |

Images based on your search are displayed. When you’re ready to choose the image you want to place into
your document you can click on any of the images here or in your library.

Clicking on the image you want takes you to the ‘Crop Image’ tab.

S =NTRI CS ©2023 Sentrics Proprietary and Confidential



Upload Images My Images

Image Library mew! [ Crop Image Preview

Preserve box shape (recommended)? ¥

Crop

Since the image you are selecting is
likely not the same size as the image
box in the insert, you need to ‘Crop’
the image to an appropriate size.
You should almost always keep the
‘Preserve box shape’ checked. This
makes the selection box maintain the
same size ratio as the image box in
the insert. Once you’ve made your
selection, click ‘Crop’ and it takes you
to the ‘Preview Image’ tab.

Upload Images

m placa image panal

If vou scale the image under 100%,
then you can move it below.

My Images Image Library wew Crop Image ‘ Preview ‘

Scale:!

| 100 %

/

Submit

Connecte
AConmected sk a
00 Congress
Crancy, MA D

1A17) 32814

WiaAw. COMNeCTedi

Connecte

|’|| 1.2 or 3 text columns

Here you see the image as it will appear in your newsletter. You may shrink or enlarge the image as needed.

If you shrink the image, you can click on it and move it around inside the box if needed. Once you’re happy

with the image placement, click ‘Submit’. You are returned to the editor page and your image is inserted.

S=NTRICS.
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Removing an Image

If after an image is submitted and you are unhappy with how it looks in your newsletter an image can be
removed or replaced in two ways. First, you can select the same image location and place a new image.
The new image will replace the old one automatically. Second, you can select the image and select the
‘Remove Image’ link in the upper right corner.

Upload Images My Images Image Library Newh 1 Crop Image Preview Remove Image

powersd by PIXQbOY ay |5ummer || Search I

B ..
e - < i,

-

Adding Text
Next we’ll move on to entering Text into the available Article and Header boxes. Click the ‘Text’ mode at the
top of the editor window.

Edit: ™1 Frames TJ Panels ~ Text*™ Images Page: |1 o

oad Calendar Data ™ Preview

Any box that is
highlighted yellow can
be clicked to enter
text. Header boxes are
usually just one line of
text. The larger article
spaces have a full text
editor allowing you

(J Connected Living

A Conmected Lifs ks o Healthier Life

click here to

Gl 2o setcoums

- : I 3 more options.
- i Connected Living O

?i STAFF %

= ' r

i i insert image

o

e MName

Eﬁﬁi ELICK

**VERY IMPORTANT** If you do not see a highlighted box where you would like to enter text. You
may have missed the step to choose the text panel first. To select your text panel go to your tool bar
and select ‘Panels’. Next, select to the right or left of your article that reads ‘Click here for number of
Columns’. See page 6 for more details

S =NTRI CS ©2023 Sentrics Proprietary and Confidential 1



Text Article - NR

* = Required Field

BZu|El==|Xxaa|

‘can contain approximately

words without a picture.

®|Q|a

QCheckSpel[ing J QOK ] QCancel J

You may type your article in or Copy and Paste text in from another program. Once complete, just click
‘OK’” and your text is placed into your article. Text flows around any images you have placed.

In-Progress

In-Progress Calendar details

Home > Calendars > In-Progress >

Calendar Details

Name:

Category:

ID #:
Width:
Height:
Colors:

Location Details

Corporate:

Regional Property:

Editing Details

Edited On:
Edited By:

details

August 2015 Reminiscence Sample
Reminiscence

4 Color [CMYK)

Crown Colony Community

8/6/2015 2:59 PM

*IMPORTANT REMINDER** If you decide to stop working on your calendar and Save and Exit, your
document is always saved under ‘In-Progress.’ You get to those saved documents by selecting ‘In-Progress’

from your home page.

S=NTRICS.
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Browse Calendars

Home =

1
fler
(]

432

430

Once you select In-Progress from your home page, the menu above appears. You can continue working on
any previously started calendar by selecting the blue linked name of the document you have created.

Once you select the document you wish to edit, this details page appears. You can return to edit your
document by selecting, ‘Back to Edit’. Here there are other document options as well; including links for
Delete, Copy, Place in Cart, and a link to Web Preview your document.

You may click the ‘Print Page’ option to print and review your work. If not, just click ‘Save and Exit’ and
your document is saved and shows up in the ‘In-Progress’ tab from the home page. You may also ‘Place in

Calendars > In-Prog

Document Info

August 2015 Employee Network Sample

17" x 11"

August 2015 Employee Network Sample

August 2015 Reminiscence Sample
17" x 11"
August 2015 Reminiscence Sample

August 2015 Assisted Living Sample

17" x 11"
August 2015 Assisted Living Sample

Regional Property

/ Corporate Status

Last Change g

4

Crown Colony Community

Crown Colony Community

Crown Colony Community

Cart’ right from this screen, if you’re ready to order.

Importing your Staff List

M) Connected Living

In-Progress

In-Progr

m
5]
%]

In-Progress

08/06/2015
2:11PM

08/06/2015
2:03PM

08/06/2015
9:13AM

Home Calendars Shopping Cart ® Live Support Log Out

Home Page

Calendars and Newsletters

3 Create new Calendar or Newsletter
% In-Progress

& In-Cart

@ Ordered

R Trashed

Recurring Events
5] stafflist

New to the home page is a section for your “Staff List”. Your staff list is an easy way to make sure your staff
list is saved and imported into your calendar automatically each month.

S=NTRICS.
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M C

onnected Living

Home Calendars Shopping Cart @ Live Support Log Out

Gememset | Create StaffList
©saveaEdt | Create StaffList

e ———
IMPORTANT! 4 Help | & = Staff Lis
Select the property

i _

property type:
Assisted Living A
Assisted Living

Memory Care

Independent Living

Add a Staff
|’ Enter Name [Enter Title Enter Phone Numb:

Add a Staff Member—

Enter Name

Create Staff List

Selecting “Staff List” will bring to you to the “Create Staff List” page. From this page you first need to
select the “Property Type” you would like to create a staff list for. Each Property Type has their own
separate Staff List. You may select the property type by clicking the drop down menu and choosing the
type you would prefer.

) Connected Living

Home Calendars Shopping Cart & Live Support Log Out
Welcome, The Village .

‘%J Creawe Staff List
] Help
IMPORTANT! F!
Select the property ty,
]Assnsted lemg v | l
i

Add a Staff Memb

Enter Name Enter Title — Enter Email Address
‘ Add
Name Title Phone Email
Edit Delete Jane Doe Assistant 555-123-4567 janedoe@email.com AY

Add a Staff Member

After selecting the property type you may enter the names of your staff by filling in the provided text fields
and selecting “Add”. The name will then appear below the form. Staff names and title are required for each

entry while phone and email addresses are optional.

Note: Your newsletter staff list design may not include phone and email addresses. If you enter
in a phone and email here and your staff list does not include them on your monthly calendar
design they will not appear on your newsletter.

S =NTRI CS ©2023 Sentrics Proprietary and Confidential



Edit your Staff List

After entering your staff list they can be updated at any time. To edit your staff list you may use the “Edit”
link to the left of each staff list name. To remove a name you may select the “Delete” link next to that name.
Staff lists are imported into your newsletter in the order they are listed here. To change that order you may
use the up and down arrows to the right to rearrange your list.

' o W . e
Connected Living
Home Calendars Shopping Cart M Live Support Log Out
Welcome, The Village . Y|

& saves et Create Staff List

4 Help

Select the
| Assisted Living v i

Title

Enter Title Entx hone Number ber Emai

[ ea |

Name Title Phone Email
—— | Edit Delete Jane Doe Assistant 555-123-4567 janedoa@email.com AY
Edit Delete John Doe Activities AY
Edit Delete Sam Smith Medical AN
A Y

Update Cancel | [John Smith Exacutive Director I

Importing your Staff List to your Monthly Calendar.

Your staff list will import to your newsletter calendar automatically each time a new calendar is created.
If you decide that you would like to make a change to your staff list after you have created your monthly
calendar you may always edit your staff list and select the “Reload Calendar Data” to re-import your
updated staff list. Note: Reload Calendar Data will also reload your calendar event data on your calendar

page.

S =NTRI CS ©2023 Sentrics Proprietary and Confidential
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Place Calendar in Cart

Enter the quantity of Calendars you would like.
Here you may also select large calendars as well
as if you would like to order a low resolution
digital PDF or a High resolution print ready PDF.

*NOTE** The amount of newsletters is rounded
up to the nearest 5 when you view your order in
the cart.

Click the continue button at the bottom of the
page once you’'ve entered the quantity. The
shopping cart is discussed later in the document.

Image hosting is availble to communities that

ask for their calendar PDFs be hosted on their
website. If you have asked for this service you

will see the PDF hosting charge added to your
cart automatically

Your Shopping Cart

Your Shopping Cart

Place calendar or newsletter in cart

Calendar or newsletter information
Id: 18354
Mame: February 2021 LCE Assisted Living Calendar
Category: February 2021 LCE Assisted Living Calandar
Order Quantity: |D I

Order Large Calendars
Id: 18354
Product: | Select e

Quantity: E

Order More Large Calendars
Id: 18354
Product: | Select e

Quantity: E‘

Order a PDF of This Document (delivered via Email)
[ select to receive 2 POF copy of this document.

Order a High Resoution, print ready PDF of This Document
(delivered via Email)

[ select to raceive a high quality PDF copy of this document.

& Continue £ Cancel

Quantity | Product
|25 | Newsletter [17x11) 100= | Update || Remove || Order more large cal|| Pleview Doc
|1 | PDF file via Email | Update || Remove |
|1 | PDF-Image Hosting | Updats || Remaove | <
| Continws Shopping | @ Check out | Iﬁ Errply cart |

From this page, you have the option to change any of the quantities you have entered or take one last look
at your calendars before placing the order. You can look at the Calendars one last time with the ‘Preview
Doc’ button. Bell Litho DOES NOT mail a proof. You are responsible to review the calendar for accuracy.
Please look over this final proof before ordering. (If you have forgotten to add any large format calendars,

they may be added here as well.)

Each order may only have calendars for one month. Should you have calendars for more than one month,

you need to place them in separate orders.

You may remove any line item from your cart or empty the entire cart. **NOTE** If you delete one of the
basic calendar/newsletters, any large format calendars are removed with it.

*IMPORTANT** Removing a Calendar/Newsletter from your cart does not delete the work you have done.
It just removes it from the shopping cart and places it back ‘In-Progress’

S=NTRICS.
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Shopping Cart (Shipping Information)

Your Shopping Cart

Home > Your Shopping Cart
Prekey |Product Quantity
CLNL MNewsletter 5
CLC1824 |18 x 24 Wall Calendar 2
CLC2436 | 24 x 36 Wall Calendar 1

Please complete the following form for this order

Contact information

* Name:

* Email:

*Phone:

Shipping information
* Country:| United States ¥ ‘
*Co name:|Crown Colony Community
*  Phone:
s ATTN:
* Address: 300 Congress Street

* City:|, ‘ State: ‘ Massachuse ¥ ‘ Zip:‘oz]_sg

Ga Back ©» Place order

Please, review the Help and Ordering Procedures before completing this order.

Your Shopping Cart
Home > Your Shepping Cart
ItemNumber Prekey Product Quantity
1 CLLCBNL LCB Newsletter (17x11) 100# 135
2 CPDF POF fil= via Email 1
= CLHOSTING PDF-Image Hasting 1

Choose Service Level

(Thess prices are estimates only, actual rates may vary)

@® FEDEX_GROUND s 10.90
O FEDEX_2_DAY §23.21
O STANDARD_CVERNIGHT § 38.59

Il Please Note: I
|[These are printed items and can take up to 48 hrs to print before shipping ||

Place Order

S=NTRICS.

Please fill in your Name, Email and Phone
number. The email address is used to send
you a copy of the order. Note that when
the order ships, an email is also sent from
FedEx with the tracking numbers and the
shipping date.

You may change the shipping address if
needed.

Lastly, you may choose your desired
shipping service level. These prices are
estimated based on your location. After
selecting your shipping method, you may
click on to finalize the order.

Congratulations, you have completed the
online ordering process!

©2023 Sentrics Proprietary and Confidential 17



View All Orders

Check on the status of your order, order more, and resend PDFs

) Connected Living

23 Help

Home Page

Calendars and Newsletters

) Create new Calendar or Newslettey

% In-Progress
% In-cart
@ ordered

R Trashed

Orders

& Shopping Cart

5 View all orders

Home Calendars Shopping Cart Help Log Out

Welcome, Crown Colony . You have 0 items in your cart.

Selecting ‘View All Orders’ from your ‘Home’ page will show you a detailed list of all the orders you
community has placed. To view the order details you may click on any blue order number. Here you can also
find the status of your order and if it has shipped. In the event your order has shipped you will find tracking
information here as well.

Connected Living
Home Calendars Shopping Cart & Live Support LogOut
Welcome, The Residence at Vinnin Square . “ou have 0 items in your cart]
View All Orders

Company | BusUnit Ordgffd | MonthOrdered | OrderStatus | BillName ShipName OrderDate ShipDate ‘Arack
Connected ) 2/20/2021 2/22/2021 )

-
Living 370882 | Mar Shipped 2:44:55 PM 12:00:00 AM Tracking
Connected ) 2/18/2021 2/15/2021 )

-
Living 370331 | Mar Shipped 2:05:08 PM 12:00:00 AM Tracking
Connected 1/28/2021 1/29/2021 )

- ) J J

Living 268025 | Feb Shipped 5:41:29 PM 12:00:00 AM Tracking

Selecting the order number will show you the details of your order. Here you may also ‘Resend’ ordered
PDFs to any email address. In any event you may have forgotten to order enough calendars, a large calendar,
or PDF you can select the ‘Order More’ link on this page to order those items without having to recreate

your calendar.

Bell-Litho, Inc.
370 Crossen Ave
Elk Growe \illage IL 50007

Unitad

States

£847.,952.3300

Order Number: 370882

Order Inguiry

Bill To Ship To
Quantity Product Documeant Status | View Doc. Need more? Rekend
50 Calendar Only (17x11) 100% Wigw Doc Status | View | order More (Lg Calendars teo) | v
1 | PDF file via Email Calendar Only (17x11) 100# Resend
1| PDF-Image Hosting
TOTAL AMOUNT
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The Pro Print Home Page has a live support feature. Located at the bottom right of the page, when clicked,
a chat window will pop up.

Here you can type in any question to be able to get an answer from the Pro Print live support team.

Remember they may not always answer right away so be sure to save your content in case the system times
out before an answer is received.

) Connected Living

Home Calendars Shopping Cart Log Out

Welcome, Crown Colony . You have 3 items in your cart. Please be sure to check-out to receive these items|
Home Page

Calendars and Newsletters

Recurring Events
() Create new Calendar or Newsletter [ staffust

% In-Progress
# In-Cart
@ Ordered

Orders
# Shopping Cart

" View all orders

Training Guide
3 Download Training Guide

® Trashed

” . Live Support

Live Support

Hi there ¥

Need help? Start a conversation:

»> New Conversation

j’ Add free live chat to your site

S=NTRICS.
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