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Herff Jones Cap & Gown Division

Web Measurement Site

• The Cap & Gown Web Measurement Site can
be used for entering and submitting the
following types of orders:
– ClassRental Faculty – main and adds

– ClassRental Students – adds

– ClassKeeper Faculty – main and adds

– ClassKeeper Students – adds

• This tutorial discusses the ordering process
for ClassRental and ClassKeeper Faculty
orders.

Revised August 07, 2007
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Herff Jones Cap & Gown Division

Web Measurement Site

• To use the Cap & Gown Web

Measurement Site, go to:

www.herffjones.com/capgown/order

Faculty Ordering:
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To begin:

1.1.  Enter the

customer number

and order number

you want to review

or send to the Cap

& Gown plant for

processing.

2.2.  Click ‘Continue’.

Your customer

number and order

number(s) should

be given to you by

your sales

representative.

Click ‘Continue’

Sign In:

4

1.1.  As part of the site
security, you must

also enter your

password.  Your

password can be

obtained from your

sales representative.

Click ‘Continue’

Demo University

Enter Password:

22..  You must also
provide an e-mail

address the first

time you open the

order.

3.3.  Click ‘Continue’.

Note:  Your e-mail

address is used

for sending

confirmation e-

mails of submitted

orders and, if

necessary, a 3 day

warning notice of

any faculty orders

that have not been

submitted to the

Cap & Gown plant

and the site will

shut down in 3

more days.
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Name: Demo University Name:  Sales Representative

Demo University

Request Order Changes:

The first time you

open an order,

you will always

see this screen.

1.1.  Review the
information

shown.

2.2.  Make any
changes by typing

over the

information shown

in the boxes.

9250799

99999999999

9057099

99999999999

This is a required

review of the

information we

currently have on

file for this order.

When you click

‘Continue’ (see

next page), you

are confirming

that this

information is

correct.
Note:  Any

changes made are

sent to the plant

for processing for

the next order that

is submitted from

this web site.

6

Request Order Changes: continued

3.3.  Continue with

your review and

making any desired

changes.

When your review is

complete (with or

without changes):

4.4.  Click ‘Continue’.

Any changes you

made will be sent to

the Cap & Gown

plant to be applied

to the next set of

measurements

submitted from this

site. Click ‘Continue’

Note:  Any

changes you

made will be

shown the next

time you open the

‘Request Order

Changes’ screen.

After the first time

you open an

order, you can get

to this screen

from the ‘Ordering

and

Administration’

screen.
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This screen

confirms that the

order changes you

made have been

saved and sent to

the processing

plant.

1.1.  Click ‘Continue’

to go to the

Ordering and

Administration

screen.
Click ‘Continue’

Name:  Sales RepresentativeName: Demo University

Demo University

Request Order Changes: continued

8

Name:  Sales Representative

The ‘Ordering and

Administration’

screen is the main

screen for this site.

Site controls and

orders for

individuals are

managed from this

screen.

The screen heading

shows what type of

order you have

opened.  For this

example, we are

looking at a Faculty

order.

The product type,

ClassRental or

ClassKeeper, is

shown here.

Name: Demo University

Demo University

Ordering and Administration Screen:  Overview:

Note:  This site will

handle both

ClassRental Faculty

and ClassKeeper

Faculty orders.

For ClassKeeper

Faculty orders,

follow the ‘Add New

Faculty’ process

described in this

tutorial.

There is no pre-load

of ClassKeeper

faculty data as,

being ClassKeeper,

each faculty member

is not expected to

reorder year after

year.
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Name:  Sales Representative

The ‘Ordering and

Administration’

screen gives you,

the Order

Administrator,

control of what is

displayed and the

individual faculty

order information.

The Order

Administrator can:

1.  Allow each faculty

member to edit and

confirm his/her order,

2.  Have site send a

confirmation e-mail

to the faculty member

after information has

been verified,

3.  Add a new faculty

member,

4.  Download faculty

orders to Excel

5.  Request changes

to basic order

information.

Name: Demo University

Demo University

Ordering and Administration Screen:  Overview:

10

Name:  Sales Representative

This feature allows

each faculty

member to change

and confirm his/her

personal and order

information.

To activate this

feature:

1.1.  Click ‘Change’ to

change the setting

to ‘Yes’.

To deactivate this

feature:

1.1.  Click ‘Change’ to

change the setting

to ‘No’.

Note: clicking

‘Change’ will

toggle the

option back and

forth between

‘Yes’ and ‘No’.

Click

‘Change’

Feature:  Individual Faculty Access:

Demo University

Name: Demo University
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Name:  Sales Representative

This feature will send

an e-mail to each

faculty member after

he/she has verified

the order information.

To activate this

feature:

1.1.  Click ‘Change’ to

change the setting to

‘Yes’.

To deactivate this

feature:

1.1.    Click ‘Change’ to
change the setting to

‘No’.

Click

‘Change’

Feature:  Individual Faculty Email Confirmation:

Demo University

Name: Demo University

Note: clicking

‘Change’ will

toggle the

option back and

forth between

‘Yes’ and ‘No’.

12

Name:  Sales Representative

To add a faculty

member to this

order:

1.1.  Click ‘New’.

This will take you to

the edit/entry

screen.

The edit/entry

screen will be

covered later in this

document.

Click ‘New’

Process:  Add New Faculty Member:

Demo University

Name: Demo University

This site will handle

both ClassRental and

ClassKeeper Faculty

orders.

For ClassKeeper

Faculty orders, follow

the ‘Add New Faculty’

process described in

this tutorial.
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Name:  Sales Representative

To see the

individual order

information in an

Excel format:

1.1.  Click ‘Download
Excel Report’.

A new window will

open and display

all measurements

as a spreadsheet.

An example is on

the next page.

Note:  Your PC

setup may open a

window and ask

you to choose

‘Open, Save, or

Cancel’:

1.1.    Click the

button that

matches what you

want to do.

Feature:  Download Excel Report:

Demo University

Name: Demo University

Click ‘Download’

14

Measurement Information in Excel Format

This is what the Excel

format looks like in a

browser window.
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Name:  Sales Representative

Download Excel Report:  Save data to the PC

To download the

individual order

information directly

into Excel, you

may need to do the

following:

1.1.  Right-Click

‘Download Excel

Report’.

2.2.  When this

selection panel

opens:  left-click

on ‘Save Target

As…’

Demo University

Name: Demo University

Right-Click here

Left-Click here

16

Name:  Sales Representative

Download Excel Report:  Save data to the PC

3.3.  Determine

where you want to

save the Excel file.

In this example, the

C: drive was

chosen.

The default file

name is:

faculty_report.xls.

We recommend

that you use a

meaningful file

name, which could

include the school

name, customer

number, and order

number, for future

reference.

4.4.  Click ‘Save’.

Demo University

Name: Demo University

Click

‘Save’
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Site Shutdown Information:

Demo University

Name:  Sales RepresentativeName: Demo University

The site shutdown

information is

shown below the

‘Download Excel

Report’ button.

The date and time

shown means that

you will not be

able to submit any

orders after that

date/time.

After this date,

contact your sales

representative for

assistance.

Note:  Site shutdown

date is 10 days before

Requested Delivery

Date for ClassRental

and 5 days before

Ceremony Date for

ClassKeeper.

18

Name:  Sales Representative

Request Order Changes: Getting to Update Screen
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This will open the

order information

screen for your

review and use.

This will be the

same screen you

saw the first time

you opened the

order.

Demo University

Name: Demo University

Click ‘Request Order Changes’
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Name: Demo University Name:  Sales Representative

Demo University

Request Order Changes: Make Changes

To make changes

to the basic order

information:

1.1.  Review the
information

shown.

2.2.  Make any
changes by typing

over the

information shown

in the boxes.

9250799

99999999999

9057099

99999999999

This screen

shows the current

information on file

for this order.

You may change

any information in

an open box by

typing over the

current

information.

Note:  Any

changes made are

sent to the plant

for processing for

the next order that

is submitted from

this web site.

20

Request Order Changes: continued

3.3.  Continue with
your review and

making any desired

changes.

When your review is

complete (with or

without changes):

4.4. Click ‘Continue’.

This will send your

changes to the Cap

& Gown plant to be

applied to the next

set of

measurements

submitted from this

site.
Click ‘Continue’

Note:  Any

changes you

made will be

shown the next

time you open the

‘Request Order

Changes’ screen.

You may make

changes to the

basic order

information

whenever you

wish.  To do, click

on the ‘Request

Order Changes’

button on the

‘Ordering and

Administration’

screen.
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This screen

confirms that the

order changes you

made have been

saved and sent to

the processing

plant.

1.1.  Click ‘Continue’

to go to the

Ordering and

Administration

screen.
Click ‘Continue’

Name:  Sales RepresentativeName: Demo University

Demo University

Request Order Changes: continued

22

Click ‘Change’

To change your

e-mail address:

1.1.  Type over the

current address

shown with the

new one.

2.2.  Click ‘Change’

to save your new

e-mail address

for this order.

Changing the Administrator’s E-mail Address:
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When you are

finished with this

order or are

finished with using

the web site:

1.1.  Click ‘Logout’.

This is especially

important when

you are wanting to

edit/review a

different order.

The ‘Logout’

button resets the

web site and

sends you to the

main screen – the

sign-in screen.

Logout:

Demo University

Name:  Sales RepresentativeName: Demo University

Click

‘Logout’

24

Name: Demo University Name:  Sales Representative

Demo University

Special Note Concerning Paper-based Measurements

9250799

99999999999

9057099

99999999999

Note:  This web site

is for submitting

measurements to the

processing plant

electronically.

DO NOT SEND IN

MATCHING PAPER

MEASUREMENTS

FOR THIS ORDER IF

YOU ARE USING

THIS WEB SITE.
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Faculty Measurement Ordering:

For ClassRental

Faculty Orders,

the Roster shows

previous order

information for all

faculty members

who have ordered

in the past.  Each

box shows the

faculty member’s

personal

information and

what they

ordered.

Note:  ClassRental

Faculty

information is

retained year after

year until you

choose to delete a

faculty member

from the web site.

This section

begins the

discussion on

measurement

processing.

Note:

ClassKeeper

Faculty

information must

be entered via the

‘Add New Faculty’

process.  This

web site does not

retain prior year

information for

ClassKeeper

Faculty orders.

26

Name:  Sales Representative

Demo University

Name: Demo University

Faculty: Adding a New Faculty Member

To add a faculty

member to this

order:

1.1.  Click ‘New’.

This will take you to

a blank edit/entry

screen.

Click ' New’

This site will handle

both ClassRental and

ClassKeeper Faculty

orders.

For ClassKeeper

Faculty orders, follow

the ‘Add New Faculty’

process.
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Name:  Sales Representative

Demo University

Name: Demo University

When adding a new

faculty member:

1.1.  Type the

requested

information into the

open text boxes.

2.2.  Make a

selection in each

dropdown list by

clicking on the

small arrow and

clicking on the

appropriate value.

This will complete

the top portion of

the screen.

Note:  You may

need to scroll

down to get to

the bottom area

to select the

products being

ordered.

Click small arrow to open list of choices

3.3.  Click the
checkboxes to

select the

products being

ordered.

4.4.  Click
‘Continue’.

Click ’Continue’

Entering Personal and Order Information:

28

Name:  Sales Representative

Demo University

Name: Demo University

Since a hood was

chosen, a Hood

selection screen

opens.

To select the

proper hood codes:

1.1.  Open the
dropdown list.

2.2.  Click the State
where the school

conferring the

degree is located.

Selecting a Hood:

Note:  This is a

filtering process

that reduces the

amount of

information you

will have to

review.

Select ‘Outside

U.S.’ at the bottom

of the list if the

conferring school is

not in a U.S. State.

Click ‘Go’

3.3.  Click ‘Go’.

This will open a

new window

containing a list

of schools in

the selected

State.
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Demo University

The list of

schools for the

selected State

are shown.

The schools that

offer Bachelor,

Master, and

Doctorate

degrees are

listed in the top

section.

Schools that

offer Associate

degrees are

listed in the

middle section.

Be sure to select

from the

appropriate

degree section.

Name:  Sales RepresentativeName: Demo University

1.1.  Scroll

through the

list of schools

in the

appropriate

section.

2.2.  Click on

the correct

school and

campus

location.

Demo University

Select the School Conferring Degree:

Note:  You may

need to scroll down

to get to the middle

section to select

your school for the

proper degree

level.

30

Demo University

After the school

and campus

have been

selected, we

need to know

what color the

hood velvet is to

be.

If you know the

hood velvet

color:

1.1.  Open the

‘Hood Velvet

Color’ dropdown

list.

2.2.  Click on the
velvet color you

want.

Name: Demo University Name:  Sales Representative

Demo University

Note:  You may

need to scroll down

in the current

window to get to

the hood velvet

section to select

the velvet color you

need.

Selecting the Hood Velvet Color:
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Demo University

Name: Demo University Name:  Sales Representative

Demo UniversityWe also want

to know which

area of study

this color

applies to.

1.1.  Open the
‘Full Title of

Degree’

dropdown list.

2.2.  Click on the
appropriate

discipline.

Selecting the Hood Velvet Color Area of Study:

32

After the hood

school,

campus and

hood velvet

color

information

have been

chosen:

1.1.  Click

‘Continue’.

Click ’Continue’

Completing Hood Selection:

Name: Demo University Name:  Sales Representative

Demo University
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Name:  Sales Representative

Demo University

Name: Demo University

After the hood

selection has

been completed,

the selected

values are

displayed for your

review.

If the information

needs to be

changed, go back

through the hood

selection process.

To do so, start

with the State

selection.

See the previous

pages for help.

To complete

your hood

selection:

1.1.  Click

‘Continue’.

Click ’Continue’

Adding a New Faculty Member – Review Hood Order:

34

Name:  Sales RepresentativeName: Demo University

Completing a New Faculty Member Order:

Name:  Sales RepresentativeName: Demo University

‘Confirm’ means

that you have

reviewed this

faculty member’s

information and

are ‘Verifying’

that this order is

correct.

This will result in

a ‘yellow’ dot on

this faculty

member’s listing

in the faculty

roster.

This screen lets

you review the

information that

has been

entered.

If the information

is correct:

1.1.  Click ‘Confirm’
to save this

faculty member’s

order information.

Click ’Confirm’
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Faculty Member Roster:

The web site will

then refresh the

faculty member

roster.

Here is the newly

added faculty

member’s record.

Notice that the

status dot is

‘yellow’.  This

faculty record is in

‘Verified’ status.

Dot Color andDot Color and

Meaning:Meaning:

Red:Red: ‘Not Verified’

(untouched)

Yellow:Yellow: ‘Verified’

(information is

confirmed)

Green:Green: ‘Submitted’

(order has been

sent to the

processing plant)

The status dot

shows the status

of the faculty

member’s order.

36

Inside a Faculty Member’s Order Information Box;

Each order box contains personal information about the faculty member

and the products ordered.  This is the same information that is typically

found on a measurement card.

There are a few additional pieces of information:

•The faculty member’s e-mail address, if entered

•A description of the hood lining, if ordered

•A ‘Last Action:’ line that shows the last step taken with this order

and the date
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Review the Faculty Member Roster:

ClassRental

Faculty orders

show all faculty

members who

have ordered in

the past and

includes their

personal

information and

what they

ordered.

After reviewing a

faculty member’s

information, if a

change is needed:

1.1.  Click anywhere
in the box for that

faculty member.

Note:  A faculty

member’s record

can be changed

at will until it has

been submitted.

If the order has

been submitted,

the status dot will

be ‘green’.

38

Name:  Sales Representative

Demo University

Name: Demo University

The edit/entry

screen is opened.

To make changes:

1.1.   Type the new
information into

the text box.

2.2.   Select a value
from the

dropdown list.

For this example,

we are changing

the degree

obtained from a

Master degree to

a Doctor.

Changing an Existing Faculty Member’s Order:
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Name:  Sales RepresentativeName: Demo University

Click ’Continue’

After all changes

to  personal

information or

products being

ordered have

been made:

1.1.   Click

‘Continue’.

Changing an Existing Faculty Member’s Order: continued

40

Name:  Sales Representative

Demo University

Name: Demo University

Whenever a

hood has been

ordered, the web

site will take you

to this screen

(after ‘Continue’

on the edit

screen).

If nothing has

changed:

1.1.  Click
‘Continue’.

Otherwise,

1.1.  Select a State
from the

dropdown list.

2.2.  Click ‘Go’.

Click ’Continue’

Click ’Go’

Note:  For this

example, we are

keeping the

same school

but are

changing the

field of study

for a higher

degree.

Changing an Existing Faculty Member’s Order: continued

Select ‘Outside U.S.’ at the bottom of the list

if conferring school is not in a U.S. State.
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Name:  Sales Representative

Demo University

Name: Demo University

Demo University

The list of

schoolsfor the

selected State

are shown.

The schools that

offer Bachelor,

Master, and

Doctorate

degrees are

listed in the top

section.

Schools that

offer Associate

degrees are

listed in the

middle section.

Be sure to select

from the

appropriate

degree section.

1.1.  Scroll

through the

list of schools

in the

appropriate

section.

2.2.  Click on

the correct

school and

campus

location.

Selecting School Conferring Degree:

Note:  You may

need to scroll down

to get to the middle

section to select

your school for the

proper degree

level.

42

After the school

and campus

have been

selected, we

need to know

what color the

hood velvet is to

be.

If you know the

hood velvet

color:

1.1.  Open the

‘Hood Velvet

Color’ dropdown

list.

2.2.  Click on the
velvet color you

want.

Selecting Hood Velvet Color:

We also want to

know which area

of study this

color applies to.

1.1.  Open the ‘Full

Title of Degree’

dropdown list.

2.2.  Click on the

appropriate

discipline.
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After the hood

selection has

been completed,

the selected

values are

displayed for your

review.

If the information

needs to be

changed, go back

through the hood

selection process.

To do so, start

with the State

selection.

See the previous

pages for help.

To complete

your hood

selection:

1.1.  Click
‘Continue’.

Click ’Continue’

Review Hood Order:

Name:  Sales Representative

Demo University

Name: Demo University

44

Name:  Sales RepresentativeName: Demo University

This screen lets

you review the

information that

have been

entered.

If the information

is correct:

1.1.  Click ‘Confirm’
to save this

faculty member’s

order information.

‘Confirm’ means

that you have

reviewed this

faculty member’s

information and

are ‘Verifying’

that this order is

correct.

This will result in

a ‘yellow’ dot on

this faculty

member’s listing

in the faculty

roster.

Confirming Faculty Member’s Order Information:

Click ’Confirm’

Name: Demo University
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The web site will

then refresh the

faculty member

roster.

Here is the newly

edited faculty

member’s record.

Notice that the

status dot is

‘yellow’.  This

faculty record is in

‘Verified’ status

and is now eligible

for submission to

the Cap & Gown

plant.

Red:Red: ‘Not Verified’

(untouched)

Yellow:Yellow: ‘Verified’

(information is

confirmed)

Green:Green: ‘Submitted’

(order has been

sent to the

processing plant)

The status dot

shows the status

of the faculty

member’s order.

Review the Faculty Member Roster:

46

The Quick Way to Verify Faculty Member Orders:

This site has the

ability to ‘Verify’ and

‘Submit’ faculty

orders directly from

the Faculty Member

Roster.

As the Order

Administrator,

review each faculty

member’s personal

information and

products ordered.

If no changes are

needed:

1.1.  Verify the order

directly in the list by

checking the small

box.

****** Reminder:

Sending in an

order is a two

step process.

First, ‘Verify’;

then ‘Submit’

2.2.  Continue your

review for the entire

list.

After you have

checked the desired

boxes:

3.3.  Click the ‘Verify’

button in the ‘Click

Items To:’ menu line

to complete the

‘verify’ process for all

selected orders.
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Only the order

administrator can

submit faculty

orders for

processing.

Review the Faculty

Member Roster

and look for orders

that are in

‘Verified’ status.

The eligible orders

will have a ‘Yellow’

status dot.

Sending in the Faculty Member Orders:

1.1.  Click the box in

front of each

faculty member’s

order box that you

want to send to

the Cap & Gown

plant.

2.2.  Click the ‘Submit’

button in the ‘Click

Items To:’ menu line

to send the faculty

orders to the Cap &

Gown plant.

48

Name:  Sales Representative

Demo University

Name: Demo University

After the faculty

orders have been

marked for

submission, this

confirming screen

appears.

Review the list of

selected faculty

members.

If any records need

to be removed from

the submit list:

1.1.  Click ‘Cancel’

Otherwise, to

complete the

ordering process:

2.2.  Click ‘Submit’

Click ’Submit’

Completing Faculty Member Order Submission:

*** Order

‘Submit’ is a

two step

process.

@A#BCDE
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After the ‘Submit’

process is complete,

the Faculty Member

Roster is refreshed

and the submitted

faculty orders are

now marked with a

‘Green’ status dot.

Review Faculty Member Roster:

50

To remove a faculty

member from the

Faculty Roster:

1.1.  Review the

Faculty Member

Roster.

2.2.  Click the box in

front of each faculty

order box that you

want to remove from

the Roster.

Removing Faculty Members from Roster:

3.3.  Click the

‘Delete’ button in

the ‘Click Items

To: menu line to

remove the

selected Faculty

members from the

Faculty Member

Roster.
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To approve the

deletion:

1.1.  Click ‘OK’ in the
‘Are you sure you

want to delete the

marked records?’

question.

Otherwise, to stop

the deletion:

2.2.  Click ‘Cancel’.

Confirm Removal of Faculty Member from Roster:

****** Deleting a

Faculty Member

is a two step

process.

52

The web site will

then refresh the

faculty member

roster.

Notice that, in our

example, ‘Bell,

Terece’ is no

longer shown.

Review the Faculty Member Roster:

NOTE:  If a faculty

member needs to

be put back into

the Roster, you

will need to follow

the ‘New Faculty

Member’ process

described earlier

in this tutorial.
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You have the option

to create a hardcopy

of a paper

measurement form

filled in with the

faculty member(s)

information.

To do this:

1.1.   Review the
Faculty Member

Roster.

2.2.   Click the box in

front of each faculty

order box that you

want to print in

measurement form

format.

Printing Measurement ‘Cards’ for Faculty Members;

3.3.  Click the ‘Print’

button in the ‘Click

Items To: menu

line to open a

window with an

image of a paper

Measurement

form filled in with

the select faculty

member(s)

information.
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An image of

the completed

measurement

form(s) will be

shown in a

new window.

To print,

1.1.  Click on the
print icon in the

Browser

toolbar.

Printing Measurement ‘Cards’ for Faculty Members;

Demo University

City, CA

Lastname

Firstname
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Individual Faculty Access:

If ‘Individual Faculty

Access’ has been set to

‘Yes’ on the ‘Ordering

and Administration’

screen, the ‘Password’

screen will look like this.

An individual faculty

member needs to have

your customer number

and order number for

the first sign-in screen.

Demo University
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To get to the

individual’s existing

order information, the

faculty member needs

to:

1.1.  Open the

dropdown list.

2.2.  Scroll through the

list of names to find

his/hers.

3.3.  Click on his/her

name.

4.4.  Click ‘Continue’.

Demo University

Individual Faculty Access: Finding the Individual

Click on your name

Click ’Continue’
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Demo University

The edit screen

will be shown

with all the

information on file

for that individual.

Review and

change

information as

necessary.  This

process is

discussed earlier

in this tutorial.

Name:  Sales RepresentativeName: Demo University

Individual Faculty Access: Review and Edit Information
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If the individual faculty

member is not listed –

the faculty member is

new or was deleted and

needs to be re-entered:

1.1.   Open the dropdown

list.

2.2.   Click the

‘-- NEW FACULTY

MEMBER --’ entry (the

first entry in the list).

3.3.  Click ‘Continue’.

Individual Faculty Access: Name Not Found

Click ’Continue’
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A blank edit and

review screen will

be shown.

Fill in the blanks

and choose

appropriate values

from the dropdown

lists.

Continue to follow

the ‘Entering

Personal and Order

Information:’

process discussed

earlier in this

tutorial.

Note:  You may

need to scroll

down to get to

the bottom area

to select the

products being

ordered.

Click small arrow to open list of choices

Individual Faculty Access: Name Not Found

Demo University

Name:  Sales RepresentativeName: Demo University

Note:  If ‘Individual Faculty Email

Confirmation’ is set to ‘Yes’, a confirming

e-mail showing his/her personal

information and the products ordered is

sent.
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Filters For Determining What You Want To See:

Above the individual

order boxes are

several ‘Show:’

buttons.  These

control which orders

you see based on

their current status.

To see only:  ‘Not Verified’ (RedRed), ‘Verified’ (YellowYellow) or  ‘Submitted’ ((GreenGreen)

orders:

1.1.  Click on the appropriate status.

To see all records:

2.  Click ‘All Records’ to view all faculty measurements.

Click to view only ‘Verified’

orders
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The Quick Way to Select Orders:

To Select all of the

visible orders

quickly (the visible

orders are

controlled by the

‘Show:’ filters):

1.1.  Click on the
underlined word

‘here’ in this

sentence.

To Deselect all of

the visible orders

quickly (the

visible orders are

controlled by the

‘Show:’ filters):

1.1.  Click on the

underlined word

‘here’ in this

sentence.
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The Quick Way to Submit Orders:

This function is very useful to submit orders quickly.

To use this function effectively:

1.1.  Click ‘Verified’ in the ‘Show:’ filter (show all verified orders)

2.2.  Click ‘here’ in ‘Click here to select all visible records’ to checkmark them

3.3.  Click ‘Submit’ in the ‘Check Items To:’ list to send the check marked

orders to the processing plant.

1.1.  Click ‘Verified’
(show only Verified

order)

2.2.  Click ‘here’
(check marks all

displayed orders)

3.3.  Click ‘Submit’
(sends orders to the

plant and set status

to ‘Submitted’

(green))
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Name:  Sales Representative

Demo University

Additional Feature: Printable Roster by Status

The ‘Ordering and

Administration’

screen has a

‘report’ feature.

To get a screen of

all faculty orders in

a specific status:

1.1.  Click on the

desired status.

The screen will

change to show

faculty orders with

the selected status.

Click the

status to

create a list

of faculty

orders in

that status.

Name: Demo University
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Name:  Sales Representative

Demo University

Name: Demo University

Name:  Sales Representative

Demo University

Name: Demo University

‘Report’ showing all

faculty orders that

have not been

reviewed and

verified.

To print:

1.1.  Click on the

printer icon in the

browser toolbar.

‘Not Verified’

(Open/Unedited)

orders have a

‘‘redred’’ status dot.

2.2.  Click the

‘Back’ button

to return to the

previous

screen.
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Name:  Sales Representative

Demo University

Name: Demo University

‘Report’ showing all

faculty orders that

have been

reviewed and

verified and are

ready to be sent to

the Cap & Gown

plant.

To print:

1.1.  Click on the

printer icon in the

browser toolbar.

‘Verified’

(reviewed)

orders have a

‘‘yellowyellow’’ status

dot.

2.2.  Click the

‘Back’ button

to return to the

previous

screen.
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Name:  Sales Representative

Demo University

Name: Demo University

Name:  Sales Representative

Demo University

Name: Demo University

‘Report’ showing all

faculty orders that

have been sent to

the Cap & Gown

plant

To print:

1.1.  Click on the

printer icon in the

browser toolbar.

‘Submitted’

(sent to

processing

plant) orders

have a ‘‘greengreen’’

status dot.

2.2.  Click the

‘Back’ button

to return to the

previous

screen.
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Herff Jones Cap & Gown Division

Web Measurement Site

• Samples of e-mails sent to order administrator

from the Web Measurement Site follow this

page:

68

admin@univ.edu

Sales Representative 215-555-5555

Faculty1, Robert

Faculty2, Susan

Faculty3, James

Faculty4, Thomas

25

This e-mail is a confirmation

of the orders placed on a

specific day.  This e-mail

provides:

1.1.  The main order number

2.2.  The order number for the

submitted faculty orders

3.3.  A list of the faculty orders

submitted with a recap of the

products ordered.


