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Welcome 

Enter http://wcb.ionprintsolutions.com in your browser address bar to access your Action site. 
The login window will display. Enter your credentials and press the login button to enter Action.

Username

Password

Login
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Home Page

For Extra Help

Instruction pdf’s are located 

under the Support tab. 

You should now be presented with your Action home page.  
Displayed in the upper right corner is your name and a logout link.

There are 5 Menu Items for Site navigation:
Home
Catalog
My Account
Shopping Cart
Support

We will begin with the Catalog and go through the process of placing an order.
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CatalogStep 1: 

Begin by selecting the Catalog button on the top. 
Then select Products from the left side menu and click on the Business Card Image. How to Get Here

The screen below will be 

displayed after clicking the 

Catalog button.

The left side menu contains a 

products tab. Clicking on this 

category link will display all 

the associated products.
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Data Entry
Step 2:

This is the Form Entry data screen. 

This screen is where you enter the person’s information for their business card.

We have allowed for several variations for this card as some Credentials can be very long and 
‘run into’ the address.  For this reason, this template was designed to automatically move the 
Credentials from beside the name to below the name if this occurs.

Example below is where the Credentials are too long to fit beside the persons name.
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Example below is where the Credentials do fit beside the persons name.

Data Entry
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Drop Down

Several options are available in the dropdown for Title.  If there is no appropriate title for this 
card select –- Custom Title-- and a text box will be displayed to enter the information required.
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Several options are also available in the dropdown for Department.  Again, if there is not an 
appropriate department for this card select –- Custom Department-- and a text box will be 
displayed to enter the information required.

Drop Down

Remember

Remember to update image 

before leaving this page to 

save your changes. 
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Review & 
Approve

Once you are satisfied with the preview click the Review & Approve button.

After all information has been entered press the Update Image button. Whenever new data 
has been entered the Update Image button will have a green glow around it. This is a visual 
indicator that the entered information differs from the preview being displayed. Press Update 
Image to generate a new preview and save your changes. Also ensure the preview displays the 
current information before proceeding by clicking the button.

IMPORTANT
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Step 4:

Once at the Approval page - double check your proof, then enter your initials in the box  
provided and click Next.  

Proof

You may click the Edit button 

if you find that you need to 

make an adjustment or view a 

PDF Proof.
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Step 5:

This screen displays the item you wish to order and allows you to select a quantity. You may also 
press the ‘Customize or Review Design’ button to return back to the data entry screen, if you 
need to make changes to this card.

Press the ‘Add to Cart’ button to continue the ordering process. 

Quantity

Note

The ‘Review or Upload 

Linked Art‘ is for those orders 

that require files to be 

uploaded. For your business 

cards this option is not 

required. 

If you change the quantity, you 

may press the Update Price 

button to reveal the new cost.  

This is not necessary as adding 

to the cart re-calculates the 

cost, but you may wish to view 

prices at different quantities for 

comparison.
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Step 6:

Proceed to Checkout
Press the Proceed to Checkout button to complete this part of the ordering process. 

Other Options to consider at this point:

Change Options
	 This allows you to go back and change the quantity. Once back at the quantity screen you 	
	 may also navigate back to the very beginning and change all options you have previously 	
	 selected including data entry.

View PDF Proof
	 View a PDF proof of this item.

Copy Item
	 Add an exact duplicate of this item to the ordering.

Remove Item
	 Remove this item from your shopping cart.

Add More Items / Continue Shopping
	 To add more items to your shopping cart.  

Remove All Items 
	 To remove all items and start over.

Checkout
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Shipping 
Location

Note

Please use the 2 digit province 

code as opposed to the actual 

province name for any  

addresses that you may enter.

I.E.; AB for Alberta

Step 7:

Here you select where to ship your order. Choose from 2 different addresses by clicking on the 
corresponding button.

 ‘Ship to my address’ is the address for the user that is currently placing the order.

 ‘Ship to company’ is the main address for Workers Compensation Board.

Here you also have the ability to add and edit shipping addresses. 
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After selecting the shipping address you’ll be taken to the shipping window.

This displays the turnaround times and has an option to select from 2 delivery times. 

Optional: You may enter a purchase order or a reference number for your records. 

Delivery
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Review

Here you may review your selections for the entire order before proceeding. Clicking on any of 
the red ‘change’ links will allow you to edit that particular area in the order process.
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Step 8:

If you accept this order, press the ‘Place Your Order’ button. Your order is complete and entered 
into your Action site.

Place Order
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Complete / 
Additional 
Orders

Add Another Order

You can add another order by 

choosing the catalog button or 

continue shopping.

Your order has now been completed. You may click on any of the blue links on this page 
to perform additional functions. 

When you are ready to leave your Action site please use the Logout link located in the upper 
right of the screen.
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Site Administration

The My Account page has several options:

Manage Users

This is where you enter new users, or edit existing users.  
You can share the below link with others to create new profiles. 

RemoveEdit

My Account
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My Profile
Edit/Update Your Profile Information
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Click to re-order form. Useful to order 
a single product from a previous order. 
However, we recommend using the catalog
for your ordering needs.

Invoice (Not yet Implemented)
Order Progress

View Orders
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Upload Files

If you need to upload files please use the ‘Upload Files’ menu item.  Your Account Manager and 
CSR will be notified when you do so.
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Change Login ID

View Your Previous Order

Change Your Password

Change Login ID or Retrieve a Forgotten Password

Extras
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ION Print Solutions
#7 2002 - 8th Street  Nisku, AB  T9E 7Y8 
Tel:  780 955 8778   Fax:  780 955 2270

www.ionprintsolutions.com

For customer service please call us at 1.888.955.8778, or email us at support@ionprintsolutions.com

ION Print Solutions specializes in print and mail strategies, developed to maximize your  
return-on-investment. We promote a variety of products to grow your business including;  
data driven, one-to-one marketing and mail; email campaigns; display format products;  

digital and offset print; and creative that is memorable and impactful.

delivered by ION Print Solutions


