y HERFF JONES, home help

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

Faculty Ordering:

Herff Jones Cap & Gown Division
Web Measurement Site
* To use the Cap & Gown Web
Measurement Site, go to:
www.herffjones.com/capgown/order
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!’HERFFJONES. S|n In: Nome  Help
To begin:
1. Enter the
customer number
and order number
you want to review —
or send to the Cap 4 G i s BT
& Gown plant for \ number below and click the continue button
processing. Customer lumber [Bossossasss
Order Number I9257099—
2. Click ‘Continue’. [comnue ] Click ‘Continue’
If you do not know your customer number an{d/‘?r
o nmon
Your customer
number and order
number(s) should
be given to you by
your sales
representative.
§rees Enter Password:

1. As part of the site
security, you must

also enter your

password. Your
password can be

obtained from your
sales representative.

2. You must also
provide an e-mail
address the first
time you open the
order.

3. Click ‘Continue’.

Demo University

FACULTY:

Tologin as a faculty. select your name from the
list and click the continue button

If your name is NOT listed, choose NEW and click
the continue button

FACULTY Name: |- CHOOSE ONE - y

ADMINISTRATORS:

Tologin aNgn order administrator, enter your
administratorassword and click the continue button

Password 0000000000000

Administrator Email: lemail@email.com

C%u}

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.

Click ‘Continue’




Request Order Changes:

The first time you Domo University This is a required

open an order, review of the

you will always Fnc““v _ information we
Ordering & Administration

|»

see this screen.

Please Note: Data included

currently have on
that order will not show here. rmﬁa‘l’ds’\‘;at Ee‘rrdasjw‘z‘zl da u;\;ﬂ:d,wurw';; (Tcurmrd r”a flle for thlS Order
reqular mail

[ Review the o e N
i . Customer Information Sales Professional Order Information .
information When you click

Name: Demo Unlverslty Name: Sales Representative Tvpe ClassRental

ed on data submitted in the pt
sing the "Submit” button belov

shown. Customer Number 99999999999 Order Number: 9250799 ‘Continue’ (See
next page), you
2. Make any Customer Number 99999999999 are confirming
changes by typing v o0s70% that this
Over the Billing Customer Nai DEMO UNIVERSITY Informatlon 1S &
information shown ., e correct.
in the boxes Billing Address 3 A 00 E. GREEN STREET m Any
r— — changes made are
=
B = the next order that
Biling PostalCode [eooo0 is submitted from
el I this web site.
Shipping Customer Name DEMO UNIVERSITY b

Y soes. Request Order Changes: continued L
3. Continue with "™ il Note: Any
your review and z‘"‘”g j"’“e‘c ‘: . changes you
. . ig PostalCode 1801001 H
making any desired made will be
L Biling gy Us shown the next
g y Ship To Addrass tlme you open the
Shipping Customerame DEMO UNIVERSITY ‘Request Order
When your review iSsnping Adess 2 PUBLIC AFFAIRS OFFI Changes’ screen
complete (With or Shipping Address 3 00E GREENSTREET )
without changes). s
Shipping City. URBANA
4 Click ‘Continue’. 2= L After the first time
' Ic ontinue . Shipping PostalCode 613010000 you open an

Nipping Country

Us order, you can get
to this screen
from the ‘Ordering

and

Any changes you
made will be sent to Puensedger e
the Cap & Gown

PURCHASE ORDER

Requested Delivery ONg: (MW/DD/YYYY) 08/07/2006

plant to be —QLa Iled Ceremony Date: (MMIDDYINY) WM— AdmlnlStratlon
to the neXt Set Of Comments: (limit 2000 characters) | screen.
measurements

submitted from this 4

site. R ™ “@M Click ‘Continue’

¥

Rl




B e ones. Request Order Changes: continued ke (el

Th |S SCreen Demo University

confirms that the Fnc““v

order changes you

Ordering & Administration
made have been o - S
Saved and Sent to :2;;‘”;;'3”‘” Show here. Fressing I elow wil res plicate order if y eady submitted your order via
the processing (NS

plant.

Name: Demo University Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

1. Click ‘Continue’
to go to the

Thehanges requested on the order form have been sent to the respective plant but may not be made until your
O rd e r| n g an d st group of measurements are submitted and an order is created. An order is defined as a group of
Administration

measurements submitted during one day.
Continue P “Tmh\\\;
screen.

{}.—,.,) D

The changes requested on the order form have been sent to the respective plant but may not be made until vour
first group of measurements are submitted and an order is created. An order is defined as a group of

measurements submitted during one day.

Click ‘Continue’

The ‘Ordering and o =
Adminis.tration’ . peme dniversy Note: This site will
screen is the main Fnc““v handle both

screen for this site.

#ering & Administration ClassRental Faculty

J If you have already mailed your measurements, the statu| a n d C I ass Kee per
Slte Controls and :2;:“‘” & ultin a duplicate order if you have already submitted your or Faculty orderSI

Ord ers for Customer Informztion Sales Professional Order Information

individuals are
managed from this
screen.

n data submitted in the
& "Submit” button bel

Please Note: Data included is baseg

Name: Dgfmo University Name: Sales Representative Type: ClassRental

For ClassKeeper
Faculty orders,
follow the ‘Add New
Faculty’ process
described in this
tutorial.

Custogrer Number: 99999999999 Order Number: 9237099

Administrator Functions

The screen heading
shows what type of
order you have
opened. For this
example, we are e L
looking at a Faculty g
order.

Individual Faculty Access Current Settingefio

Individual Facutty Email Confirmation

Add new faculty:

There is no pre-load
of ClassKeeper
faculty data as,

is site il close at 1:59PM EST ons iy 21,2009 being Class Keeper,
.| €ach faculty member
is not expected to
R reorder year after

The product type,

ClassRental or

ClassKeeper, is
REQUEST ORDER CHANGES year.

ShOWﬂ here . Use this link to make changes to dates, biling/shipping address, tc. =




The ‘Ordering and
Administration’
screen gives you,
the Order
Administrator,
control of what is
displayed and the
individual faculty
order information.

|»

Demo University

The Order

Fnc““-v Administrator can:

Ordering & Administration

ed on data submited
sing the "Submit” bute

Please Note: Data inclu

~ 1. Allow each faculty |
emegplie status o

that order wil not show here. tedyourordervia FI@IM ber to edit and

regular mail - .

) ) confirm his/her order,
Sales Professional

peEntative Type: ClassRental 2. Have site send a
Customer Number: 09999999999 Order Number; 3 confirmation e-mail
to the faculty member
after information has
been verified,

Name: Demo University Name: Sales Rep

Administrator Functions

Individual Faculty Access

Individual Facutty Email Confirmation

3. Add a new faculty
member,

Add new faculty: 4

Current Setting: No
| =
1

Reports: UNEDTED VERFED SUBMITTED

< 4. Download faculty
orders to Excel

This site will close at 11:59PM EST on: Iay 21, 2009

5. Request changes
to basic order
information.

Important Ordering Re

REQUEST ORDER CHANGES

Use this link to make changes to dates, biling/shipping address, tc. (=

B e sones. Feature: Individual Faculty Access: wome  (help

This feature allows
each faculty

member to change
and confirm his/her
personal and order
information.

To activate this
feature:

1. Click ‘Change’ to
change the setting
to ‘Yes'.

To deactivate this
feature:

1. Click ‘Change’ to
change the setting
to ‘No’.

Demo University

FAGULTY

Ordering & Administration

ed on data submitied in the
sing the “Submit” button bel

Please Note: Data inclu
that order wil not show here.
regular mail

Customer Information Sales Professional Order Information

Name: Demo University Name: Sales Representative Type: ClassRental

If you have already mailed your measurements, the status of
in a duplicate order if you have already submitted your order via

Customer Number: 99999999999 Order Number: 9237099

Administrator Functions

Individual Facutty Access Current Setting: No C|ICk

Individual Faculty Email Confirmation Current Setting: No ‘Change’
Add new faculty:

Reports: UNEDITED VERFIED SUBMITTED N ote . cl icki ng
‘Change’ will
This site willcose at 1:59PH EST on: lay 21,2009 toggle the

option back and
forth between
‘Yes’ and ‘No’.

REQUEST ORDER CHANGES

Use this link to make changes to dates, biling/shipping address, tc. B




This feature will send
an e-mail to each
faculty member after
he/she has verified
the order information.

To activate this
feature:

1. Click ‘Change’ to
change the setting to

‘Yes'.

To deactivate this
feature:

1. Click ‘Change’ to
change the setting to
‘No’.

|»

Demo University

FAGULTY

Ordering & Administration

Please Note: Data inclu based on data submitted in the
that order will not show here. Pressing the “Submit” button bel
reqular mail

Customer Information Sales Professional Order Information

Name: Demo University

If you have already mailed your measurements, the status of
in a duplicate order if you have already submitted your order via

Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

Administrator Functions

Current Setting: No

Click
‘Change’

Individual Facutty Email Confirmation Current Setting: No

Add new faculty:

Reports: UNEDTED
DOWNLOAD EXCEL REPORT

This site will close at 11:5PM EST on: lay 21, 2009

VERFED

Note: clicking
‘Change’ will
toggle the
option back and
forth between
‘Yes’ and ‘No’.

Important Ordering Reminders

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, tc.

!I HERFF JONES,

To add a faculty
member to this
order:

1. Click ‘New'.

This will take you to
the edit/entry
screen.

The edit/entry
screen will be
covered later in this
document.

Process: Add New Faculty Member:

home help

Demo University

FAGULTY

Ordering & Administration

This site will handle
both ClassRental and
ClassKeeper Faculty
orders.

Please Note: Data included is based on data submitted in the
that order will not show here. Pressing the “Submit” button bel
regular mail

Customer Information Sales Professional

Name: Demo University

If you have already mailed your measurements, ti
in a duplicate order if you have already submitted

For ClassKeeper
Faculty orders, follow
the ‘Add New Faculty’
process described in
this tutorial.

Order Information

Name: Sales Representative Type

ustomer Number: 99999999999 Order Number: 92370

Acministrator Functions

Individuly Faculty Access

Individual Negutty Email C Current Setting: No

Add new faculty:

Click ‘New’

Reports: UNEDITED
[DOWNLOAD EXCEL REPORT

This site will close at 11:59PM EST on: Iay 21, 2009

VERFED

Important Ordering Reminders

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, tc.




To see the
individual order
information in an
Excel format:

1. Click ‘Download
Excel Report’.

A new window will
open and display

all measurements
as a spreadsheet.
An example is on

the next page.

Demo University

|»

FAGULTY

Ordering & Administration Note: Your PC

Please Note: Data included is based on data submitted in the
that order will not show here. Pressing the “Submit” button belo:
regular mail

Customer Information Sales Professional Order Information

Name: Demo University

s year. If you have already mailed your measurements, the status of
result in a duplicate order if you have already submitted your order via

window and ask
you to choose
‘Open, Save, or
Cancel’:

Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9257099

Administrator Functions

Current Setting: No

1. Click the
button that

Individual Facutty A

Individual Facutty Email Confirmation Current Setting: No

want to do.

Ald new faculty:

setup may open a

matches what you

SUBMITTED

Click ‘Download’

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, etc.

e oes. easurement Information in Excel Format ==
Al M e Status

A B c D E F G H | J K L M N 0 7

&l Status Last Name First Name Middle Initial Email Gender Height Weight Cap Size Degree Discipline/Color College/University Conferring Degree Items Verified Date Submitted |
2 |NOT VERIFIED KIMLIN F b 700 D /DARK BLUE  University Of Colorado Cap.Gown Tassel, Hood
3 |NOT VERIFIED JOHN M 60 734D DARKBLUE  University Of Southem Califonia Cap.Gown Tassel, Hood
4 NOT VERIFIED LEENA F 52 130 678D DARKBLUE  Virginia Polytechnic Institute And State ~ Cap.Gown Tassel, Hood
5 |NOT VERIFIED LINDA F 56" 700 D /DARKBLUE  University Of California-Los Angeles Cap.Gown Tassel, Hood
6 |NOT VERIFIED TERECE F 59 738D /DARKBLUE  University Of Southem California Cap.Gown Tassel, Hood
7 |NOT VERIFIED TOBEY F 510 TN ILEMON University Of Denver Cap.Gown Tassel, Hood
8 |NOT VERIFIED ELLIN F 55 700 D /DARK BLUE  University Of Cincinnati Cap.Gown Tassel, Hood
9 |NOT VERIFIED LINDA F 59 700 D 1GOLD Alliant University Cap.Gown Tassel, Hood
10 |NOT VERIFIED RHONDA F 52 718D 1GOLD Alliant University Cap,Gown Tassel, Hood
11|NOT VERIFIED ELAINE F 5¢" 130 7140 1GOLD University Of Denver Cap,Gown Tassel, Hood
12 |NOT VERIFIED ANALUISA £ L 612D DARKRIUF  University Of Anzana Cap,Gowin Tassel, Hood
13 INOT VERIFIED THEODORA . . laire Cap,Gown, Tassel, Hood
14 INOT VERIFIED VICTOR Th h t th E I Cap,Gown, Tassel, Hood
15 |NOT VERIFIED KAREN I S I S W a e Xce Cap.Gown Tassel, Hood
16 NOT VERIFIED JAMES . . Cap,Gown Tassel, Hood
17|OT VERIFIED LISA fO rm at I (o]0} kS I | ke N a s Cap Gown Tassel, Hood
18 |NOT VERIFIED TRACY les Cap,Gown, Tassel, Hood
19 NOT VERIFIED JUDITH 1 Peach  Cap,Gown Tassel, Hood
20 |INOT VERIFIED TAMY b rowse r WI n d OW . Cap,Gown Tassel, Hood
21 |NOT VERIFIED PAULA -l Cap.Gown Tassel, Hood
22 |NOT VERIFIED RICHARD M 59 7380 IDARKBLUE  University Of Calfornia-Los Angeles Cap.Gown Tassel, Hood
23 NOT VERIFIED ARTHUR M 58 160 7120 /DARK BLUE  University Of Michigan Cap,Gown Tassel, Hood
24 INOT VERIFIED DON M g1 1120 /DARK BLUE St Johns University Cap,Gown Tassel, Hood
25 NOT VERIFIED GLENN M 5" 714D /DARK BLUE  University Of Washington Cap,Gown,Tassel, Hood
26 [NOT VERIFIED RICHARD M 60" 712D IDARKBLUE  University Of Califonia-Inine Cap,Gown,Tassel, Hood
27 |NOT VERIFIED ROBERT M 65" 800 D /DARK BLUE  llinois Institute Of Technology Cap.Gown Tassel, Hood
28 |NOT VERIFIED JOAN F 3 700 D DARKBLUE  University Of Calfornia-Los Angeles Cap,Gown,Tassel, Hood
29 [NOT VERIFIED RUMIKO F 52 614D IDARKBLUE ~ Alliant University Cap. Gown Tassel. Hood
30 |NOT VERIFIED CARLTON M 60 712D /DARK BLUE  University Of Minnesota Cap,Gown Tassel, Hood
31 /NOT VERIFIED MARK M 60 T14M IWHITE George Washington University Cap.Gown Tassel, Hood
32 |NOT VERIFIED KENNETH M 62 7120 /DARK BLUE  State University Of New York College Of - Cap,Gown Tassel, Hood
33 |NOT VERIFIED ADELE B 56" 700 D DARKBLUE  University Of Houston Cap,Gown,Tassel, Hood

34 |NOT VERIFIED SUSAN F 5% 718D /DARKBLUE  Purdue University Cap.Gown Tassel, Hood &
35 |NOT VERIFIED MICHAEL M 60 700 D DARKBLUE  University Of lowa Cap,Gown Tassel, Hood
36 \NOT VERIFIED KUMEA F Xy 634D IDARKBLUE  University Of Maryland-College Park Cap.Gown,Tassel, Hood
37 |NOT VERIFIED TAMA F 510" 20 758D DARKBLUE  Haward University* Cap,Gown,Tassel, Hood

R INOT\FRIFIFN = I0HN M L 180 T44AM NRAR Mirhinan Qtata | Inivareity an (awn Taceal Hand h

14« » W\ facultyreport / 4[ V[




Yweroes. Download Excel Repo Save data to the PC =

|»

Demo University

To download the

. Left-Click here
individual order

SR i 2. When this
q o . pen Link in New Window R /
information directl * '
L y Please Note: Data int Sve JAgELAs. . I yo ady mailed your measurements, the status of seIeCtIOn panel
Into Excel you that order will not sho! Print Target i it in a duplicate order if you have already submitted your order via
’ regular mail 5

opens: left-click

may n.eed to do the M :aﬂ":ilprlxreef-" Order Information on ‘Save Target
following:

5 b
Name: Dem¢  PrintPicture... presentative Type: ClassRental As...
Go to My Pictures
Customer Numt  Set as Background Order Number: 9257099

1' Right_CIick I Set as Desktop Item...
‘Download Excel copy
Re p e} r.t’ Individual Facuby Acce C°p:/ Shorteut

Individual Facuty Email B Shange
Add to Favorites...
: N
SR Send To Bluetooth o
Properties
UNEDTED VERFED

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, etc.

J=roes. Download Excel Report: Save data to the PC

3. Determine emo tnwersly

where you want to mc““v

save the Excel file. [saveas 2] x|

In this example, the Bl Loce D 3 02 @ .
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 1 eucosea asmestoniny 2 2
name, customer ...
number, and order
number, for future ““F 4. Click ‘Save’.
reference. T —

' Ifacunyﬁchoo\ﬂumberﬂrder-—SSSSSSi L]

W Save astype: IMicrosoﬂ Excel Workshest Ll




Site Shutdown Information:

|»

The site shutdown

Demo University

information is The date and time
shown below the Fnc““v shown means that
‘Download Excel Ordering & Administration you will not be |

Report’ bUtton Please Note: Data inclu data submitted ve already gt S able tO SmeIt any
that order wil not show here. e "S € ordel er vi
reqular mail OrderS aﬂel’ that

Customer Information Sales Professional Order Information d ate/ t| me.

Name: Demo University Name: Sales Reprgée

ntative Type: ClassRental

After this date,
contact your sales
representative for

Customer Number: 99999999999 Order Number: 9237099

Administrator Functions

assistance.
Thes site wall close at 11:5600 EST o Lay 20 2008
— *‘ Note:_ Site shutdown
1 — date is 10 days before

Ths site will cose at 1:59PH EST on: lay 21,2009 Requested Delivery

cospnasmnesaei Date for ClassRental
1 and 5 days before
important Ordering REmNGETS Ceremony Date for
CIassKeeper.
Use this link to make changes to dates, biling/shipping address, tc. (=

J==oRequest Order Changes: Getting to Update Screen

If you want to make Demo University

changes to basic c

order information Fn “I'Tv _

AW A Ordering & Administration |
first opened this ipleiebiones

regular mail

o I’d er. Customer Information Sales Professional Order Information

p Name: Demo University Name: Sales Representative Type: ClassRental
1. Click on

ed on data submitied in the
sing the “Submit” button bel

If you have already mailed your measurements, the status of
in & duplicate order if you have already submitted your order via

Customer Number: 99999999999 Order Number: 9237099

‘Request Order
Changes’.
Individual Faculty Access Current Setting: No Change

Individual Facutty Email Confirmation Current Setting: No

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. ‘

Add new faculty:

(DOWNLOAD EXCEL REPORT

This site will close at 11:59PM EST on: lay 21, 2009

Important OrdeRgo Reminders

‘Request Order Changes’




.’I HERFF JONES,

To make changes
to the basic order
information:

1. Review the
information
shown.

2. Make any
changes by typing
over the
information shown
in the boxes.

Request Order Changes: Make Changes

Demo University

FAGULTY

Ordering & Administration

Please Note
that order wil not s
reqular mail

Customer Information Sales Professional Order Information

Name: Demo Unlverslty Name: Sales Representative Tvpe ClassRental

data submited in the p
sing the "Submit” button bel \c\, W

r. If you have already mailed your measurements, the status of
esultin a duplicate order if you have already submitted your order via

Customer Number: 99999999999 Order Number:

9250799

GENERAL INFORMATION
Custdwer Number:

99999999999

9057099
Bill To Address

Billing Customer Name:

DEMO UNIVERSITY

Billing Address 2 m
Billing Address 3 00E. GREEN STREET
Billng Address 4 ﬁ
Billng City [oREANA
Billing State F
Biing PostalCode [ooooo0
Billing Country: W

Ship To Address

Shipping Customer Name DEMO UNIVERSITY

home

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.

help

|»

Note: Any
changes made are
sent to the plant
for processing for
the next order that
is submitted from
this web site.

!I HERFF JONES,

3. Continue with
your review and

maklng any deS|red Billing PostalCode:

changes.

When your review Sy,

complete (with or
without changes):

4. Click ‘Continue’.

This will send your

Changes tO the Cap Purchase\der Number:

& Gown plant to be
applied to the next
set of
measurements
submitted from this
site.

Request Order Changes: continued

Billing City: W
Biling State -
Biling Country s
ShipTe.Address
Shipping Customer Name m
[FUBLI AFFARS OFFi
Shipping Address 3 m
Shipping Address 4
Shipping City. W
Shipping State
Shipping PostalCode R

T

ipping Country
PURTHASE ORDER

Requested Delivery'Sate: (MW/DD/YYYY) 08/07/2006

09/04/2006

Ceremony Date: (MM/DDIXYY)

Comments: (limit 2000 characi®g)

_,J
)

home help

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.

. Click ‘Continue’

Rl




B e sones. Request Orde anges: continued voe

Th |S SCreen Demo University

confirms that the Fnc““v

order changes you Ordering & Administration
made have been Please Note: Data incl

saved and sent to s

rﬁgmar mail.

the processing

plant.

n data submitted in th
the “Submit” button

r. If you have already mailed your measurements, the status of
Mdu,\caL order if you have already submitted your order via

Name: Demo University Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

1. Click ‘Continue’
to go to the

Thehanges requested on the order form have been sent to the respective plant but may not be made until your
O rd e r| n g an d st group of measurements are submitted and an order is created. An order is defined as a group of
Administration

measurements submitted during one day.
Continue P %h\\
n N\
screen. =

&

The changes requested on the order form have been sent to the respective plant but may not be made until vour
first group of measurements are submitted and an order is created. An order is defined as a group of

measurements submitted during one day.

Click ‘Continue’

REQUEST ORDER CHANGES

Use this link to make changes to dates, biling/shipping address, tc.

To change your
e-ma'l add ress: Administrator Emalk  [newemail@newemail.com

Cap 2-Gown Information

1. Type over the
current address
shown with the
new one.

Nl Recms” @ Not Verfied ‘ @ Verfied |O Submitted
2. Click ‘Change’
Click here to select all visible records
tO Save your neW Click here to deselect allvisible records.
e_mall add ress u [ Height: 53 Weight: Cap Size: 7010
f th H d Degree: D
O r IS O r e r Items: Cap,Gown Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LC.GOLD.GRAY
Last Action: NOT VERFIED
e Height: &' 0 Weight: Cap Size: 7 34
f°cum=m Caiifornia Degree: 0
Hood Velvet Color: Hood Lining Color:
DARK BLUE LC.GOLD.CARDINAL
Last Actmn NOT VERFED
r e Height: 52 Weight: 120 Cap Size:67/8
hnic Institute And State Degree: D
unTassel | Hood Hood Velvet Color:  Hood Lining Color:
Emaﬂ DARK BLUE LC.ORANGE AROON
Last Action: NOT VERFED
r e Height: §'6 Weight: Cap Size: 7010
Oi\.aMcrma Los Angeles Degree: D
Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.GOLD.ROYAL

Last Achon NOT VERFED v




When you are
finished with this
order or are
finished with using
the web site:

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.

|»

Demo University

FAGULTY

Ordering & Administration

data submitted in the p
sing the “Submit” button below w

r. If you have already mailed your measurements, the status of
esultin a duplicate order if you have already submitted your order via

that order wil not show hef
reqular mail

Customer Information Sales Professional Order Information

Name: Demo University

Name: Sales Representative Type: ClassRental

ustomer Number: 99999999099 Order Number: 9237099

Administrator Functiofis
Individual Faculty Access
Individual Facutty Email Confirmation

Current Setting: No

Add new faculty:

Reports: UNEDTED VERFED
DOWNLOAD EXCEL REPORT

This site will close at 11:5PM EST on: lay 21, 2009

Important Ordering Reminders

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, tc.

YeroesSpecial Note Concerning Paper-based Measurements

that order
reqular mail

Please Note: Data included is based on data submitied in the previous year. If you have already mailed your measurements, the
wil not show here. Pressing the

] . ]
Billing Country: us

Note: This web site
is for submitting
measurements to the
processing plant
electronically.

Demo University

FAGULTY

Ordering & Administration

Please Note: Data included i
that order wil not show
regular mail

Customer Information Sales Professional Order Information

Name: Demo Umversny Name: Sales Representative Tvpe ClassRental

ed on data submited in the pr
sing the “Submit” button belo

r. If you have already mailed your measurements, the st
It in a duplicate order if you have already submitted your

DO NOT SEND IN
MATCHING PAPER
MEASUREMENTS
Customer Number 99999999999 FOR THIS ORDERIF
YOU ARE USING
THIS WEB SITE.

Customer Number: 99999999999 Order Number:  g2507]

QOrder Number. 9057099

Bill To Address

Billing Customer Name: DEMO UNIVERSITY

PUBLIC AFFAIRS OFFt

Billing Address 2

status of
Subm” button below wil resultin & duplicate order if you have already submitted your order via

Ship To Address
Shipping Customer Name DEMO UNIVERSITY Y




B veser s Faculty Measurement Ordering:

home help

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, tc.

This section

begins the istrtor Emil: | 1@ .com Change

discussion on
Cap & Gown Information

measurement

processing.

o If measurements appe
® You must have VERFFE

below, you may left click on the name to open and make changes
record in order to submit it

0
» Submitted measurements are indicated by a green dot

For ClassRental
Faculty Orders,

e e
the Roster show
p reVI ous o rd er ‘\lhckm 1o select alvisible records
Click here to deselect all visible records.
information for all
f |t b Height: §'3 Weight: Cap Size: 7010
Degree: 0
aCU y mem ers sl Hood Velvet Color:  Hood Lining Color:
: DARK BLUE LC.GOLD.GRAY
who have ordered Lscioniorver ]
H Bakaly. John Height: &'0 Weight: Cap Size: 7 24
In the paSt EaCh School: University Of Southern California Degree: 0
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
bOX S h OWS th e Email: DARK BLUE LC.GOLD.CARDINAL
)
faCU |ty member S Height: &' 2 Weight: 120 Cap Size:67/8
3 olytechnic Institute And State Degree: 0
personal : Cap,Gown, Tassel | Hood Hood Velvet Color: Hood Lining Color:
. . i DARK BLUE LC.ORANGE.MAROON
information and
" @ Beckman Linda Height: 5'6 Weight: Cap Size: 7010
What they School: Universty Of California-Los Angeles Degree: D
Items: Cap,Gown Tassel| Hood Hood Velvet Color:  Hood Lining Color:
o) rd ere d . mow e DARK BLUE LCGOLDROYAL

Note: ClassRental
Faculty
information is
retained year after
year until you
choose to delete a
faculty member
from the web site.

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.

B vese s Faculty: Adding a New Faculty Member ome  ihelp

|»

Demo University

To add a faculty

order: Ordering & Administration

Please Note: Data included is based on data submitted in the pre

s year. If you have already mailed your measurements, t

This site will handle

member to this Fﬂﬂ“m g?atgs?(l:::eRf FLTjt'}d

orders. B

that order will not show here. Pressing the “Submit” button below will result in a duplicate order if you have already submitted

H ¢ ) reguiar mail
"o For Classieeper
ustomer Information ales Professional rder Information
Faculty orders, follow
ThlS WI” ta ke you to Namei Demo University Name: Sales Representative Type ClassRental the ‘Add New Faculty!
a blank edlt/entry Qustomer Number: 99999999999 Order Number: 92570 proceSS.

screen.

Adninistrator Functions

Individu} Facutty Access Current Setting: No
Individual Mecutty Email Confirmation Current Setting: No

Add new faculty: New | ““d

Reports: UNEDTED VERFED SUBMITTED
DOWNLOAD EXCEL REPORT

This site will close at 11:59PM EST on: Iay 21, 2009

Important Ordering Reminders

REQUEST ORDER CHANGES
Use this link to make changes to dates, biling/shipping address, tc.

Click ' New’




Demo University

FACULTY

Ordering & Administration

When adding a new
faculty member:

asurements, the status of
ady submitted your order via

sed on data submited in the
ssing the “Submit” button bel

Please Note: Data inciudsd
that order will not show her
regular mail

Customer Information Sales Professional Order Information

Name: Sales Representative Type: ClassRental

f you have already maiied yo
a duplicate order if you hav

1. Type the
req u eSted Name: Demo University
infO rm ation into the  customer number: 00000000000 Order Number: 9257099

PRene boxes'
3 iTesﬂ [Tesﬂ ’T—

Last Name: First Name: Middle Initial
2. Make a

selection in each
dropdown list by ——sess=prco= “ggR

Email [testi@email.com

Gender. Male hd

. . Weight 201-250 ¥ (recommended for best fit)
clicking on the : i J
Cap Size: Not Applicable ~| Click here for Measuring Tape

small arrow and
clicking on the
appropriate value.

Master hd

Degree Obtained (A, B, M. D)

Items - Check all products appropriate to your degree level.

[For example, Masters and Doctors generally wear Cap, Gown, Tassel, as well as a Hood, so both items
should be checked for these degrees.

<l

Cap, Gown, Tassel
Hood (if appropriate)
Gown Only

Cap Oply

This will complete
the top portion of
the screen.

B 1|

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. Click the
checkboxes to
select the
products being
ordered.

y HERFF JONES,

Selecting a Hood:

Since a hood was
chosen, a Hood
selection screen
opens.

Demo University

FAGULTY

Ordering & Administration

Please Note: Data included is based on data submitted in the previous year. If you have already mailed your measurements, the status of
that order will not show here. Pressing the "Submit” button below wil resut in a duplicate order if you have already submitted your order via
regular mail

Customer Information Sales Professional Order Information

Name: Sales Representative Type: ClassRental

To select the
proper hood codes:

Name: Demo University

Customer Number: 99999999999 Order Number: 9257099

1. Open the
dropdown list.

Degree Obtained (A, B, M, D) M

ollege/University Conferring Degree:

2. Click the State
where the school
conferring the

degree is located.

DisciplineMeor

e/University Conferring Degree, please choose

ou need to update your C

Select ‘Outside
U.S.” at the bottom
of the list if the
conferring school is
not in a U.S. State.

Georgia
Georgia
Hawaii

Idaho

Indiana
lowa
Kansas
Kentucky

home help

Note: Thisis a
filtering process
that reduces the
amount of
information you
will have to
review.

3. Click ‘Go’.

This will open a
new window
containing a list
of schools in
the selected
State.




B vese oves, Select the School Conferring Degree: o

The I|St Of Demo University 1 ScrO”

schools for the FACULTY through the
selected State Ordering & Administration list of schools

a re Shown 4 Please Note: Data included is based on data submitted in the previous year. If you have already mailed your measurements, the status of .
(rzag(“far;:;ra:‘w\i not show here. Pressing the "Submit” button below will result in a duplicate order if you have already submitted your order via | n th e
The schools that order nfomaton appropriate
Offel’ BaChelor, Name: Demo University lame: Sales Representative Type: ClassRental Sectlon )
Cust Number: 99999999999 Order Number: 9257099
MaSteI’, and ustomer Number: rder Number:
Doctorate \ Degree Obtainee:[iaser =] 2 Click on
deg rees are UN!VER;["‘(‘:;‘: ;.:\‘:;)1‘; - spmNG::;ee the correct
I isted in the to UNERSITY OF ILLINOIS AT CHAMPAINAURBANA— URBANA
. P UNNERSITY OF LLNOIS AT SPRINGFIELD - SPRINGFIELD school and
section. UNIVERSITY OF ILLINOIS COLLEGE OF MEDICINE - PEORIA
SChOOIS th at \ Note: Typing the first letter of your school name will allow you to move to that section of the list quickly. cam pU S
: N location
Oﬁer ASSOCIate Associate Degree Schools: .
deg rees are ART INSTITUTE OF CHICAGO - CHICAGO
listed in the BENEDICTINE UNNERSITY-LSLE Note: You may
BLACK HAWK COLLEGE - MOLINE =l
m Idd Ie SeCtio n. Note: Typing the first letter of your school name will allow you to move to that section of the list quick! n eed to SCro I I d own
to get to the middle
Full Title of Degree is only required for the degree levels of: Bachelor, Master or Doctor. -
Be sure to Sel eCt Choose a HOOD VELVET color from the first dropdown menu to filter the discipline dropdown meny seCtl on to se I GCt
Click here for a listing of common colors for different fields of study. h ool fo r th e
from the your sc
a ppropri ate Hood Velvet Color: ShowAll.  ~ proper d egree
Full Title of Di 7 pd
degree section. - | . level.

B vese oves, Selecting the Hood Velvet Color: wome  (felp

Aﬂer the SChOOI Demo University
and campus Fnc““v Note: You may
have been Ordering & Administration need to scroll down

selected, we

Please Note: Data included is based on data submitted in the previous year. If you have already mailed your measurements, the s| 3 th t
that order will not show here. Pressing the “Submit” button below will result in a duplicate order if you have already submited you in e curren

need to know :
what color the window to get to

hood Velvet |S to Name: Demo University Name: Sales Representative Type: ClassRental the ':IOOd Velvet
be Customer Number: 99999999999 Order Number: 9257099 seCtlon to seIeCt
; the velvet color you

Degree Obtained: | Master 2
need.

, Master and D Degree
If you knOW the UNIVERSITY OF ILLINOIS - SPRINGFIELD -
hood velvet

UNIVERSITY OF ILLINOIS AT CHAMPAIGN-URBANA - URBANA
UNIVERSITY OF ILLINOIS AT CHICAGO - CHICAGO
UNIVERSITY OF ILLINOIS AT SPRINGFIELD - SPRINGFIELD

color: UNIVERSITY OF ILLINOIS COLLEGE OF MEDICINE - PEORIA |ShowAll .. =
Note: Typing the first letter of your school name will allow you to
1, Open the Associate Degree Schools:
‘Hood Velvet ARTINSTITUTE OF CHICAGO - CHICAGO Blue Violet
, BELLEVILLE AREA COLLEGE - BELLEVILLE Brown
BENEDICTINE UNIVERSITY - LISLE Citron
Color dropdown BLACK HAWK COLLEGE - MOLI 8 copper

list.

Cream
Crimson
"\ ®Dark Blue

2. Click on the _~
velvet color you
want.




We also want
to know which
area of study
this color
applies to.

1. Open the
‘Full Title of
Degree’
dropdown list.

2. Click on the
appropriate —

UNIVERSITY OF ILLINOIS - SPRINGFIELD
UNIVERSITY OF ILLINOIS AT CHAMPAIGN-URBANA - URBANA
UNIVERSITY OF ILLINOIS AT CHICAGO - CHICAGO

UNIVERSITY OF ILLINOIS AT SPRINGFIELD - SPRINGFIELD
UNIVERSITY OF ILLINOIS COLLEGE OF MEDICINE - PEORIA =l

Note: Typing the first letter of your school hame will allow you to move to that section of the list quickly.

Degree School!

ART INSTITUTE OF CHICAGO - CHICAGO

BELLEVILLE AREA COLLEGE - BELLEVILLE

BENEDICTINE UNIVERSITY - LISLE

BLACK HAWK COLLEGE - MOLINE =l

Note: Typing the first letter of your school name will allow you to move to that section of the list quickly.

Full Title of Degree is only required for the degree levels of Bachelor, Master or Doctor
Choose a HOOD VELVET color from the first dropdown menu to filter the discipline dropdown menu.
Click here for a listing of common colors for different fields of study.

Drab b

ull Title of Degree: | =l

Hood Velvet Color:

discipline.

[&] Done

Business Administration - Drab
Accountancy - Drab

Business Education - Drab
“|Commerce - Drab

Industrial And Labor Relations - Drab
Other - Drab

K1l

o Internet

lor from the first dropdown menu to filter the fiiscipline dropdown menu.

n colors for different fields of study.

[Drab | .

Full Title of Degree:

|BusmessAdmmlstrauon-Drab j

Continue P

After the hood
school,
campus and
hood velvet
color
information
have been
chosen:

1. Click
‘Continue’.

home help

Demo University

FACULTY

Ordering & Administration

based on data submitted in the
re. Pressing the "Submit” button bel

Please lote: Data inclu
that order will not shows
regular mail

Customer Information Sales Professional Order Information

Name: Demo University

jous year. If you have already mailed your measurements, the status of
ill result in a duplicate order if you have already submitted your order via

Name: Sales Rep i Type: ClassRental

[of Number:

Order Number: 9257099

Degree Obtained: | Master v

. Master and D Degree

UNIVERSITY OF ILLINOIS - SPRINGFIELD
UNIVERSITY OF ILLINOIS AT CHAMPAIGN-URBANA - URBANA

UNIVERSITY OF ILLINOIS AT CHICAGO - CHICAGO
UNIVERSITY OF ILLINOIS AT SPRINGFIELD - SPRINGFIELD
UNIVERSITY OF ILLINOIS COLLEGE OF MEDICINE - PEORIA |

Note: Typing the first letter of your school name will allow you to move to that section of the list quickly

Associate Degree Schools:

ART INSTITUTE OF CHICAGO - CHICAGO

BELLEVILLE AREA COLLEGE - BELLEVILLE

BENEDICTINE UNIVERSITY - LISLE

BLACK HAWK COLLEGE - MOLINE |

NoteNgyping the first letter of your school name will allow you to move to that section of the list quickly

Full Title of DEwgee is only required for the degree levels of: Bachelor, Master or Doctor
Choose a HOOD VBLVET color from the first dropdown menu to filter the discipline dropdown menu
Click here for a listing ofgmmon colors for different fields of study.

Drab ¥

Hood Velvet Color:

Full Title of Degree:

Click 'Continue’




J==oAdding a New Faculty Member — Review Hood Order: "

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.

Demo University

To complete

H\c“lw your hood

Ordering & Administration selection:

Please ot
that order wil

data submitted in the p
sing the "Submit” button below w

r. If you have already mailed your measurements, the status of
esultin a duplicate order if you have already submitted your order via

reqular mail

Customer Information Sales Professional Order Information

Name: Demo University Name: Sales Representative Type: ClassRental

1. Click
‘Continue’.

Customer Number: 99999999999 Order Number: 9237099,

Degree Obtained (A, B, M, D) M
llege/University Conferring Degree: Unversity Of lingja#
Disciplinexgolor

(] g Click *Continue’

If you need to update College/Universi {b ‘erring Degree, please choose the state
Wwhere your degree was conf

the United States, choose "Outsi

d from the dropdown below. If the school attended is outside
" (bottom of dropdown).

Alabama M B]

This screen lets
you review the
information that
has been
entered.

If the information
is correct:

1. Click ‘Confirm’
to save this

faculty member’s
order information.

Confirm |
onfirm’ means

Name: Demo University  Name: Sales Representative 1/PE: ClassRental th at yOU h ave
Customer Number: 99999999999 Order Number: 9257099 reVIeWGd thIS
Please REVIEW your order before you choose CONFIRM fa Cu |ty mem be r’ S
To chanae anvihina choose BACK information and
Name: Demo University Name: Sales Representative  ready are ‘Verlfyl ng’
that this order is
Name. Test T Testt CorreCt
Email TEST1@EMAIL COM

This will result in
a ‘yellow’ dot on
this faculty

Gender M

Height wishoes: 6'0"

201-250
y T
ok member’s listing
urefit
in the faculty
School Attendt 0982 -
roster.
Degree Obtained Iaster
Full Title of Degree Business Administration
Hood Lining 4445 - LTC NAVY. ORANGE.NAVY ORANGE
ltems Needed o CaNGown and Tassel
«+ Hood
Contim Click 'Confirm’ B




Faculty Member Roster:

| @ nouss, sus . oy wap AT, 1 1y
ue Degree: 0
o g Items: Cap,Gow Hood jood Velvet Color: lood Lining Color:
The web site will m Sl AU LC8LsOAT 800 The status dot
then refresh the @ | Scavio, i Height: 60 Weight: Cap Size: 7 010 ShOWS the Status
r 1 .
faCU |ty member + Cap Hood S:g;e\ilefvet Color: Hood Lining Color: Of the faCU|ty
3 DARK BLUE LANT_GOLD y
roster. member’s order.
7@ s Height: 54 Weight: Cap Size: 6 2/4
land-College Park Degree:
Hood Hood Velvet Color: Hood Lining Color:
DARK BLUE LC.BLACKANT_GOLD

Here is the newly ™ °® & it B Dot Color and

Hood Velvet Color:  Hood Lining Color:

added fa,CU |ty L DARKBLUE LCRIISON HARVARD Meanin g:
me m be r S re CO rd . [" @ Stemer. John . Height: &' 8 Weight: 150 Cap Size: 7 1/4

School: Michigan Stats

Notice that the Sl Sy tegrec | Red: ‘Not Verified

Hood Velvet Color:  Hood Lining Color:

status dot is (untouched)
[ e r Height: 56 Weight: Cap Size: 7 3¢

(ellow: Verified

Hood Velvet Color:  Hood Lining Color: —_— =

‘yellow’. This

ltems:

faculty record is in (information is

‘Verified’ status. e Ny O e confirmed)

Hood Velvet Color:  Hood Lining Color:
Email:TEST1@E| ORAB LTC.NAVY.ORANGE NAVY.ORAN .
Green: ‘Submitted’
I @ Tiengel Height: 6'2 Weight: Cap Size: 758

Degree: D (order haS been

N Hood Hood Velvet Color: Hood Lining Color:
Email GOLD LTC SPARTA BLUE SAGE GREENGOLDSAGEL. @ nt to th e
n Height: &'¢ Veight: 275 Cap Size: 700 proceSS"’]g plant)
Degree: D
jood Hood Velvet Color:  Hood Lining Color:
Email: DARK BLUE LTC.LT_BLUE WHITE.LT_BLUEWHITE

Last Action: NOT VERFED

home:  (help

Cap & Gown Information

o If measurements appear below, you may left ciick on the name to open and make changes
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

TIETTYS Cap,GOwiA, T3SSET o008 000 VEVET Coor:  Ro0d LG Coor:
Email; DARK BLUE LC.GOLD.CARDINAL
B Height: €' 2 Weight: 130 Cap Size:67/8
: Virainia Polviechnic Institute And State Dearee: 0
[~ @ Birch Tobey Height: £ 10 Weight: 200 Cap Size: 7 1/
School: University Of Denver Degree: D
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LC.RED.GOLD
Last Action: SUBMITTED 06/05/2007
c Heignt: & 10 Weight: 200 Cap Size: 7 1/4
Degree: 0
0o Hood Velvet Color:  Hood Lining Color:
Email: DARK BLUE LC.RED.GOLD

Last Action: SUBMITTED 06/05/2007

["_ @ Blch.Elin Height: &' & Weight: Cap Size: 7000 ¥




ClassRental
Faculty orders

show all facu |ty [ [ @ v ][ vt ][ @ st
members who
have ordered in
the past and Height:§ 3 \.DVeigm:D Cap Size: 700
egree:
1 1 33 Hood Velvet Color: Hood Lining Color:
InCIUdeS thelr Email; DARK BLUE LC.GOLD.GRA
Last Action: NOT VERFED
personal
[ @ Bakaly John Height: ' 0 Weight: Cap Size: 7 34
H H School ity Of Southern California Degree: D
Info rm atlon and Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL
what th ey
[ IR Height: &' 2 Weight: 130 Cap Size: 678
0 rd e red . L School technic Institute And State Degree: 0
Items: Cap, Gown, Ta: Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LC.ORANGE.I/AROON
Afte r revl er ng a [" @ Beckman. Linda Height: §'6 Weight: Cap Size: 700
f |t b s School ity Of California-Los Angeles Degree: 0
acu y m e m e r S Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.ROYAL
Info rmatlon’ If a " @ Bel.T Height: 5'¢ Weight: Cap Size: 738
H . School Southern Caiifornia Degree: 0
Change IS needed . Items: Cap ‘assel | Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL

H @ DBich. Tobey Height: 5" 10 Weight: Cap Size: 7 1/4
1 . Click anyWhere\ Schook:Universty Of Dnver Degree: Il

. Items: Cap,Gowr food Hood Velvet Color:  Hood Lining Color:
in the box for that Emit LEloN LCREDGOLD
faculty member. F e oo ighess e Cpsie 100
School ity Of Cincinnati Degree: D
Items: Cao ssel | Hood Hood Velvet Color: Hood Linina Color:

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’.

B v ones. Changing an Existing Faculty Member’s Order:

The edit/entry Demo University

screen is opened. Fnc““v

To make changes: Ordering & Administration

ta included is based on data submitied in the previous year. If
the “Submit” button below wil re

that order wi
regular mail

show here. Pre Sult i er if you have already submited your order via
1. Type the new ) _ _
Customer Information Sales Professional Order Information

information into
the text box.

Name: Demo University Name: Sales Representative Tvpe ClassRental

Bystomer Number: 99999999999 Order Number: 9237099

2. Select a value ERtoas

from the BN First Name Middle Initial [_
dropdown list.

Gender Female M
For thlS example’ Height wishoes: |5'10" v

we are changing
the degree
obtained from a
Master degree to
a Doctor.

200pounds orless | (recommended for best fif
25/8"10 2278 e |

Degree Obtained (A B, M, D)

Cap Size Click here for Measuring Tape

Docior N

Items - Check all products appropriate to your degree level.

For example, Masters and Doctors generally wear Cap, Gown, Tassel, as well as a Hood, so both items




J==oeChanging an Existing Faculty Member’s Order: continued

After all changes
to personal
information or
products being
ordered have
been made:

1. Click
‘Continue’.

that order will not show here. Pressing the "Submit” button below
regular mail

Customer Information Sales Professional Order Information

Name: Demo University

willresutt in a duplicate order if you have already submitted your order via

Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

Cap & Gown Information

Last Name: Birch First Name: Middle Initial l_
Emai [
Gender Female v

Height wishoes: |5'10" &

Weight 200 pounds orless ¥ (recommended for best fit)
Cap Size 25/8"10227/8'-Size 71/4 | Click here for Measuring Tape

Degree Obtained (A B, M, D)

Docior N

Itemiz,- Check all products appropriate to your degree level,
[For exampléxMasters and Doctors generally wear Cap, Gown, Tassel, as well as a Hood, o both items

should be checketifor these degrees.
Cap, Gown, Tassel

v Hood (if appropriate)
O Gown Only
O Cap Only

Click 'Continue’

<

Jwroes. Changing an Existing Faculty Member’s Order: continued:»

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. Click

Otherwise,
1. Select a State
from the

dropdown list.

2. Click ‘Go’.

C . Discipline/Color.
‘ ontane’_\ [ramep]
B [continue b

Demo University

FAGULTY

Ordering & Administration

Please Note: Data inclut
that order wil not show
regular mail

Customer Information Sales Professional Order Information

Name: Demo University

data submited in the
& "Submit” button bel

If you have already mailed your m
ultin a duplicate order if you have alr

Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

Note: For this
example, we are
keeping the
same school
but are
changing the
field of study
for a higher
degree.

Degree Obtained (A, B, M, D) D
College/University Conferring Degree University Of Denver Denver CO

LEMON

If you need to update your College/Universi {I:') ferring De
where your degree was conferred from the dropdown below. If the school attended is outside
the United States, choose "Outside US"(bottom of dropdown).

Click 'Go’

,, Click "Continue’

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

if conferring school is not in a U.S. State.




y HERFF JONES.,

The list of
schoolsfor the
selected State
are shown.

The schools that
offer Bachelgr,
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.

Selecting School Conferring Degree:

Demo University

FACHITY

home help

1. Scroll
through the

Demo University

FACULTY

Ordering & Administration

Please Note: Data included is
that order will not show he
regular mail

Customer Information Sales Professional

Name: Demo University

based on data submitted in the prey
3sing the "Submit” button bel

esultin a duplicate order if you have already submi

Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number. )23

s year. If you have already mailed your measurements, the status
e

4| list of schools
in the
appropriate
section.

2. Click on
the correct
school and
campus
location.

gree Obtained: | Doctor v

Bachelor, Master and Doctorate Degree Schools:

UNIVERSITY OF COLORADO - BOULDER
UNIVERSITY OF COLORADO - COLORADO SPRINGS
UNIVERSITY OF COLORADO - DENVER
UNIVERSITY OF DENVER - DENVER
UNIVERSITY OF NORTHERN COLORADO - GREELEY |

Note: Typing the first letter of your school name will allow you to move to that section of the list quickly

Note: You may
need to scroll down
to get to the middle
section to select
your school for the
proper degree
level.

!I HERFF JONES,

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. Open the
‘Hood Velvet
Color’ dropdown
list.

2. Click on the
velvet color you
want.

Selecting Hood Velvet Color:

home help

-
Full Title of Degree:

UNIVERSITY OF COLORADO- BOULDER 4
UNIVERSITY OF COLORADO - COLORADO SPRINGS

UNIVERSITY OF COLORADO- DENVER
UNIVERSITY OF DENVER - DENVER
UNIVERSITY OF NORTHERN COLORADOQ - GREELEY i

Note: Typing the first letter of your school name will llow you to move to that section of the fst quickly.

Associate Degree Schools:

Select..

ARAPAHOE COMMUNITY COLLEGE - LITTLETY
DOHERTY HIGH SCHOOL - FACULTY - COLY
PARK COLLEGE - DENVER

PIKES PEAK COMMUNITY COLLEGE - CQ

Note: Typing the sttt of your school

Show All . N2

Full Title of Degree is only required for the
aase 3 HOOD VELVET color from the firsta

Philosophy phd-Dark Blue d
Conlinue P

r We also want to
know which area
of study this
color applies to.

1. Open the ‘Full
Title of Degree’
dropdown list.

2. Click on the
appropriate
discipline.




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.

Review Hood Order:

Demo University

FAGULTY

Ordering & Administration

Please ot
that order wil

data submitted in the p
sing the "Submit” button below w

r. If you have already mailed your measurements, the status of
esultin a duplicate order if you have already submitted your order via

reqular mail

Customer Information Sales Professional Order Information

Name: Demo University Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9237099

Degree Obtained (A, B, M, D)
llege/University Conferring Degree
Disciplinexgolor

Continue > ‘W N\
\m\ \

If you need to update College/Universi {b ‘erring Degree, please choose the state
Wwhere your degree was conf

the United States, choose "Outsi

d from the dropdown below. If the school attended is outside
" (bottom of dropdown).

Alabama M B]

Click 'Continue’

To complete
your hood
selection:

1. Click
‘Continue’.

This screen lets
you review the
information that
have been
entered.

If the information
is correct:

1. Click ‘Confirm’
to save this
faculty member’s

order information.

Name: Demo University

FACULTY

Ordering & Administration

Customer Information Sales Professional Order Information

Name: Demo University Name: Sales Representative Type: ClassRental

Customer Number: 99999999999 Order Number: 9257099

Please REVIEW your order before you choose CONFIRM
To change anything choose BACK

If everything is correct. Choose CONFIRM to make this order request ready

Cap & Gown Information

Name: Test1 T Test1
Email testt@email.com
Gender. M

gight w/shoes 6'0"
Weight 201-250
Cap Size Surefit

School Attended 0982 - University Of lllinois At Champaign-Urba
Degree Obtained Master

Full Title of Degree: Business Administration

Hood Lining Q4445 - LTC NAVY ORANGE NAVY ORANGE
Items Needed + CIR Gown and Tassel

« Hood

 Back

Click 'Confirm’

‘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.




B reser e, Review the Faculty Member Roster:

hgme

n @ & Height: &'3 Weight: Cap Size: 7010
Colerado Degree: D
1 1 Items: Cap,Gown Tassel| Hood Hood Velvet Color:  Hood Lining Color:
The web site will =
then refreSh the [" @ Bakaly Joh Height: &'0 Weight: Cap Size: 7 3/4
3 y 0f Southern California Degree: 0
ems: Cap, Gown Tassel | Hoo ood Velvet Color:  Hood Lining Color:
faculty member Heme: o Goun Tl o Hoad Vet oo Hood Lning ol
roste r Email; DARK BLUE LC.GOLD.CARDINAL
3

[ @ b

Height: 5’2 Weight: 120 Cap Size:67/8
e Degree: D

: Cap. Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.ORANGE MAROON

Last Action: NOT VERFED

The status dot
shows the status
of the faculty
member’s order.

Here is the newly e s

School: Univ

,
member’s record. e

@ Bel Height: &'¢ Weight: Cap Size: 7 38 \/ L . )

NOtlce that the Iifa:?so:‘:tap Ssce\w:crs;awma azgge;;\sve((:olor: Hood Lining Color: w Verlfled
f Email: DARK BLUE LC.GOLD.CARDINAL 1 H 1
status dot is (information is
e m—— o

‘ ] . Bircl Height: 5" 10’ W:ie:;ZCC Cap Size: 7 1/4 Conflrmed
yeIIOW ' Thls . . | Tassel | Hot gquvé\D\'e(Color: H?DqumgColnr: )
faculty record is in Green: ‘Submitted’

Verified’ status o] mam el « L (order has been

sent to the
processing plant)

School: Universty Of Cincinnati Degree: 0
GOV Hood Velvet Color: Hood Lining Color:
DARK BLUE

and is now eligible
for submission to

LTC.RED.BLACK RED.BLACK

Weight: Cap Size: 7010
Degree: D

/ T P R Red: ‘Not Verified’
ed Ited facu |ty Ig::;:: Cap,Gown,Tassel | Hood gigi\éﬁ?( Color: Eg%dotlnngg Cs.tlur: (untouched) |

the Cap & Gown

Hood Velvet Color: Hood Lining Color:
p I a nt GOLD LTC.SPARTA_BLUE SAGE_GREEN.GOLD.SAGE_GREEN
Height: £'2 Weight: Cap Size: 7158
Degree: D
Hood Hood Velvet Color: Hood Lining Color:

GOLD LTC.SPARTA_BLUE SAGE_GREEN.GOLD.SAGE_GREEN

Last Action: NOT VERFED

!I HERFF JONES,

This site has the
ability to ‘Verify’ and
‘Submit’ faculty

*** Reminder:
Sending in an
order is a two
step process.
First, ‘Verify’;
then ‘Submit’

orders directly from [T [ | W ][ @ v | [ et |[@ s
the Faculty Member

Click here to select al visi s
ROSter Click here to d
As the Order [ @ AshingC ;Jfglsrlzén Cap Size: 700
Admlnlstrator’ oodK\BlivEetColor: Cg\édotglggfolon

review each faculty
member’s personal
information and

products ordered. 0 s e

Height: &'0 Weight:
y Of Southern California Degree: 0
,Tassel Hood Velvet Color:
DARK BLUE

Cap Size: 7 34

Hood Lining Color:
N GOLD.CARDINAL

Weight: 120
Degree: D

Hood Velvet Color: Hood Lining Color™
DARK BLUE LC.ORANGE MAROON

If no changes are

needed . v () Height: £'€ Weight: Cap Size: 7010
School Calfornia-Los Angeles Degree: D
. Items: Cap S Hood Velvet Color: Hood Lining Color:
1 Verlfy the order Emal: DARKBLLE LC.GOLOROVAL
directly in the list b
|reC y In e IS y n @ BelT Height: &' Weight: Cap Size: 7 3/8
H f Southern California Degree: D
CheCkIng the Sma” sél| Hood Hood Velvet Color: Hood Lining Color:
3 DARK BLUE LC.GOLD.CARDINAL
box.
u Birc Height: &' 10 Weight: 200 Cap Sizes 7 1/4
Scl y Of Denver Degree: 0
Items: Cap,Gown, Tazsel| Hood Hood Velvet Color: Hood Lining Color:

Email: DARK BLUE LCRED.GOLD
Last Action: VERFED 06/05/2007

["_ @ Bloch Elin Height: ' & Weight: Cap Size: 7000

2. Continue your
review for the entire
list.

After you have
checked the desired
boxes:

3. Click the ‘Verify’
button in the ‘Click
ltems To:” menu line
to complete the
‘verify’ process for all
selected orders.




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.

1. Click the box in
front of each
faculty member’s
order box that you
want to send to
the Cap & Gown
plant.

home help

Sending in the Faculty Member Orders:
2. Click the ‘Submit’
button in the ‘Click
Nres || @ vaeies || € it [[ @ s | [temMIS TO:” menu line
to send the faculty
orders to the Cap &
Gown plant.

Check ttems To: Submit | | P

Click here to select all visible records
Click here to deselect all visible records,

in Height: &'3 Weight: Cap Size: 7000

0f Colerado Degree: 0
Items: Cap,Gown, Tazsel | Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.GRA'

Last Action: NOT VERFED

v @ Bakaly. John Height: &'0 Weight: Cap Size: 7314
School: 0f Southern California Degree: D
Items: Cap,Gown, Tassel | Hood Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL

@ | Ba iF} Height: §'2 Weight: 130 Cap Size:67/8

School: Virginia Polytechnic Institute And State Degree: 0
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.ORANGE MAROON

Last Action: VERFED 06/05/2007

eckmal Height: §'& Weight: Cap Size: 7010
0f California-Los Angeles Degree: D
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:

Email; DARK BLUE LC.GOLD.ROYAL

Last Action: VERFED 06/05/2007

Bell. Tere Height: &'¢ Weight:

Cap Size: 738

School 0f Southern California Degree: D
Items: Cap,Gown, Tazsel| Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LC.GOLD.CARDINAL

Last Action: NOT VERFED

v @ Bicch.To Height: 5" 10' Weight: 200 Cap Size: 714
School: University Of Denver Degree: D
Items: Cap,Gown,Tassel | Hood Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.RED.GOLD

" @| Bloch Elin Height: &'S Weight: Cap Size: 70/0
School: University Of Cincinnati Degree: D

4

Yremoes. Completing Faculty Member Order Submission:

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. Click ‘Cancel’

Otherwise, to
complete the
ordering process:

2. Click ‘Submit’

home help

Clicking "Submit"wil create an order. Selected faculty who have not been verified yet or that have already
been submitied (indcated by a red or green dof), have been removed from this action. Shipping & Handing
costs, up to and including air charges, Wil be assessed unless an order s submitted at least 25 oavs
PRIOR to your requested delivery date. Ifyou are unsure about your requested delvery date, contact your
HerffJones Sales Professional. Are you ready to submit your order?

Gancel {| Submit

LUK, U WU GIU IILIGUIY aif Liian g, il UE adSEIREU UIIIESS @il UIUST 13 SULITIINEY dt [Ea3t 9U UATO
PRIOR to your requested delivery fate. If you are unsure about your requested delivery date, contact your
Herff Jones Sales Professional. Are you ready to submit your order?

(e [sum] Click "Submit’

The following records will be sukiitted.

*k%k

John Height: &'0 Weight: Cap Size: 7 3/4 M
School ity g#Southern California Degree: D Discipline: 3 =gy =
Hems: Cag 3o Tasse Hood Hood Velvet Color:DARKHood Lining Submit’ is a
Email, BLUE Color: LC.GOLD.CARDINAL

eena Banerjee Height: §'2 Weight: 130 Cap Size:67/8 two Ste E
School: Virginia Polytechnic institute And State Degree: D Discipline:

Items: Cap Gown,Tassel | Hood Hood Velvet Color: DARK Hood Lining I ! rocess.
Email: BLUE Color: LC.ORANGE MARQON

bey Birch Height: 5" 10 Weight: 200 Cap Size: 7 1/4
3 Degree: D Discipline:
Hood Velvet

Hood Lining Color: LC.RED.GOLD

Email:

Color: DARK BLUE




automatical
¢ indicated by a

Email:

[~ @ Bakaly, John

School: University Of Southern Califor
Items: Cap,Go
Email;

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.

r e jee, Leena

Items: Cap, Gown, Tassel | Hood
Email:

I Beckman, Linda

Hood

Items: Cap,Gown,Ta:
Email:

re:

0f Southern Caifor
Hood

L @ Birch, Tobey
School: Univel
Items: Cap,Go
Email:

School: Universtty Of Cincinnati

Click here to select al

Click here to de:

Height: &3

Height: &'0
rmia

Height: &'2

Virginia Polytechnic Institute And State

g

School: University Of California-Los Angeles

Height: &' 9
mia

Height: &' 10

Height:

Last Action: NOT VERFED

# Verlfied | @ su
Weight: Cap Size: 7010
Degree: 0
Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.GOLD.GRA'
Weight: Cap Size: 7 34
Degree: 0
Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.GOLD.CARDINAL

Last Action: SUBMITTED 06/05/2007

Last Action: SUBMITTED 06/05/2007

Last Action: VERFED 06/05/2007

Last Action: NOT VERFED

Last Action: SUBMITTED 06/05/2007

Weight: 130 Cap Size:

Degree: D

Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.ORANGE MAROON
Weight: Cap Size: 7000
Degree: D

Hood Velvet Color: Hood Lining Color:
DARK BLUE LC.GOLD.ROYAL
Weight: Cap Size: 728
Degree: D

Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.GOLD.CARDINAL
Weight: 200 Cap Size: 7 1/4
Degree: 0

Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.RED.GOLD
Weight: Cap Size: 7010
Degree: 0

B v ones. Removing Faculty Member m Roster:

o Venited measurements are ndicated by
o Submitted measurements are indicated by

To remove a faculty
member from the
Faculty Roster:

1 Review the
Faculty Member [ 40| fotoa G, ki
Roster. ek

low dot

a green dot

Clck here to deselect ll visile record®

Height: §'3

‘ Al Records | ‘ @ NotVerfied

l # Verfied

|e S

Weight:

Degree: D
Hood Velvet Color:  Hood Lining Color:
DARK BLUE LC.GOLD.GRAY

i i Height: &'0 Weight: Cap Size: 7 34
2’ C“Ck the bOX In 0f Southern California Degree: D
| Tassel | Hood Hood Velvet Color:  Hood Lining Color:
front Of eaCh facu Ity DARK BLUE LC.GOLD.CARDINAL
Last Action: SUBMITTED 06/05/2007
order box that you ‘
" @] Bane €8N Height: &' 2 Weight: 120 Cap Size:
Want to remove from School: Virginia Polytechnic Institute And State Degree: 0
Items: Cap,Gown,Ta: Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.ORANGE MAROON
the Roster.
" @ Beckman. Linda Height: §'6 Weight: Cap Size: 70/0
School: University Of California-Los Angeles Degree: D
Items: Cap,Gown Tassel | Hood Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.ROYAL

Last Action: VERFIED 06/05/2007

3. Click the |
‘Delete’ button in
the ‘Click Items
To: menu line to
remove the
selected Faculty
members from the
Faculty Member

Height: £'9 Weight: Cap Size:
3 g y Of Southern California Degree: D ROSter
‘assel | Hood Hood Velvet Color: Hood Lining Color:
DARK BLUE LC.GOLD.CARDINAL
Last Action: NOT VERFED
[~ @ Bich, Tobey Height: 510 Weight: 200 Cap Size: 7174
School: Uni Degree: 0
Items: Cap Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.RED.GOLD
ni JE:! Height: &' § Weight: Cap Size: 7000
School: Univel Degree: 0
Items: Cap,Go Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LTC.RED.BLACKRED.BLACK s




o Verted m
o Submited me:

MENtS are ndicated by a yelow dot
rements are indicated by a green dot

l & Verfied

Check Items T INTA | N Records | @ Not Verified
To approve the D ) [

d eI etlon Click here to select al visible records,
Click here to deselect all visible records.
1. Click ‘OK’ in the

[ Height: £'2 Weight: Cap Size: 7010
‘ Degree: D
Are you Su re you Hood Velvet Color: Hood Lining Color:

DARK BLUE LC.GOLD.GRAY

want to delete the
marked records?’
question.

92 " y 5 fning Color:
o / Are you sure you want to delete the marked records CARDNAL

: SUBMITTED

Otherwise, to stop @ sexin

. School: Virginia Polytech
the deletion: foms o
LastACTon: SUBMITTED 06/0572007

A 3 ™ food Lining Color:
DARK BLUE LC.ORANGE.MAROON

*** Deleting a
Faculty Member
is a two step
process.

2. Click ‘Cancel’. I @ Becinan Lnds Height: 56" Weight Cap Size: 700
Scho 0f California-Los Angeles Degree: 0
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.ROYAL
v e Height: 5'¢ Weight: Cap Size: 738
Of Southern California Degree: D
Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL
[ @ Bich, Tobey Height: &' 10 Weight: 200 Cap Size: 7114
Of Denver Degree: D
3 Hood Velvet Color:  Hood Lining Color:
3 DARK BLUE LC.RED.GOLD
u ® Height: §'5 Weight: Cap Size: 7010
0Of Cincinnati Degree: D
Items: Cap,Gown,Tassel | Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LTC.RED.BLACK.RED.BLACK e

B e sones. Review the Faculty Member Roster:

. . Click here to select all visible records
The Web Slte WI ” Click here to de: all visible records.
then refreSh the @ i Height: §'3 Weight: Cap Size: 70/0
facult member School: Univ 0f Colorado Degree: 0
y Items: Cap,Gown, Tassel | Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.GRA'
roster.
[~ @ Bakaly, John Height: &' 0 Weight: Cap Size: 7314
School: 0f Southern California Degree: D
Items: Cap,Gown Tasse Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL
Notlce that, N our [~ @ Baneree, Leena Height:S 2 Weight: 130 Cap Size:6 78
School: Virginia Polytechnic Institute And State Degree: 0
exa m p I e & B el I Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Il I Email; DARK BLUE LC.ORANGE MAROON
Te recel iS no Last Action: SUBMITTED 06/05/2007
[© @ Beckman. Linda Height: §'6 Weight: Cap Size: 7010
Ion er Shown 0f California-Los Angeles Degree: 0
g . Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.ROYAL
r e Height: §' 10 Weight: 200 Cap Size: 7 1/4
Of Denver Degree: 0
Items: Cap, Gov Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE ED.GOLD
Last Action: SUBMITTED 06/0572007
r e Height: &' § Weight: Cap Size: 7010
Of Cincinnati Degree: 0
Tassel| Hood Hood Velvet Color: Hood Lining Color:
DARK BLUE LTC RED.BLACK RED.BLACK
H Height: 59" Weight: Cap Size: 70/0
Degree: D
Hood Velvet Color: Hood Lining Color:
Email; GOLD LTC.SPARTA_BLUE SAGE_GREEN.GOLD.SAGE_GREEN
n Height:'2"  Weight: Cap Size: 718
Degree: D
Hood Velvet Color: Hood Lining Color:
GOLD TC.SPARTA_BLUE.SAGE_GREEN.GOLD SAGE_GREEN

home help

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.




Jremoes. Printing Measurement ‘Cards’ for Faculty Members; s s

A
You havethe ption
to create a hardcopy
you may left click on the name to open and make changes
of a paper : ‘Bpint’
bap 3. Click the ‘Print
measurement form : o~
iy button in the ‘Click
filled in with the
faculty member(s) ltems To: menu
_ N wrws] [0 s [ [05=]  |ine to open a
information. . .
k here to select al visible records. Wlndow Wlth an
Clck here to deselect all visible records |mage Of a paper
) ——— R Measurement
To do thIS Height: §'2 W:I?:; Cap Size: 7010 ; . .
3¢ 5ogdvél[i'e(Color: Hood Lining Color: form fllled n Wlth
1. Review the the select faculty
FaCU|ty Membel’ L]0 i:;ﬁl{i’;\lersw?fScumemCahfzm}w‘:‘ghmC :}eegi?:s:n Capsizve:73“: member(S)
Roster. = e information.
2- CI'Ck the bOX |n " @ Banerjee, Leena Height: &' 2 Weight: 120 Cap Size:67/8
School: \r\aPcP1ff:nw;\nstnute;nustate Degree:Dv " . .
front of each faculty, e e
order box that you \
. . v @ Beckman Linda Height: §'6 Weight: Cap Size: 7000
Want to pr|nt N School: University Of Calfornia-Los Angeles Degree: 0
Items: Cap, Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
mail: A C.G! YA
measurement form
format. Helght: = 10" Weight: 200 Cap Size: 7 14
Items: Cap, Gt 3¢l ggg;e\jéln\/e( Color: Hood Lining Color:
Email; DARK BLUE LC.RED.GOLD
["_ @ Blch.Elin Height: &' & Weight: Cap Size: 7000 ¥

Y oes. Printing Measurement ‘Cards’ for Faculty Members;

CHECKONE  [NAME OF SCHOOL PLACING ORDER

. . LINE3 D GOWN ONLY
Demo Universi
(] smuoenr emo University

T oTAT! LINE 4 D CAP ONLY
To print, moury [T wes [ omex
1. Click on the

print icon in the

Browser

toolbar.

An image of ” HERFF JONES CAP & GOWN DIVISION An employe owned company 29257099
[)
th e comp |eted E e TAST NANE CHEGK Qﬁ CHECK ITEMS ORDERED
- MALE 2 St T
measu re ment 8 D sspocer | Lastname EALE LINE CAP, GOWN & GRADTASSEL (UNIT)
. i i TR e N2 HOOD (FILL OUT BELOW)
form(s) will be B | Oeceon [Fme o
. W= | [Jwser  Firstname NANE OF SCHOOL WHERE DEGREE EARNED
ShOWn N a 58 DOCTOR SAPSIE TFEIGT WiTH S0ES | DEGREE GOLOR University Of California-Los Angeles
i xZ 7000 5 6 DARK BLUE CITSSTAIE

new window. Sk Los Angeles, CA

<

w

2

EOBackv J %] [®] , -/ search % & Favorites & - < A Céa;l

| Address l &1 http://www.herffjones.com/capgown/order findex.cfm?fuseaction=auth. &CFID= 5‘3&1427&CFTOKET‘J =80117376




!’ HERFF JONES,

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.

Individual Faculty Access:

Demo University

FACULTY:

To login as a faculty, select your name from the
list and click the continue button

If your name is NOT listed, choose NEW and click
the continue button

FACULTY Name: |~ CHOOSE ONE - M

ORDER ADMINISTRATORS:

To login as an order administrator, enter your
administrator password and click the coninue
button

Password

home

help

|»

Y=o Individual Faculty Access: Finding the Individual*

To get to the
individual’s existing
order information, the
faculty member needs
to:

1. Open the
dropdown list.

2. Scroll through the
list of names to find
his/hers.

3. Click on his/her
name.

4. Click ‘Continue’.

Demo University

FACULTY:

To login as a facully, select your name from the
list and click the continue button

the continue button

FACULTY Name: |- CHOOSE ONE -

Johnson, Paula 4|
Kopp. Richard
Kovacs, Arthur

ORDER ADMINIgarkin. Don
Masuda, Glenn
administrator pas 5

Murray, Joan
- Okada, Rumiko
Parks, Cariton
ano, Mark

Password

Click on your name

Click 'Continue’




|»

Demo University

The edit screen

will be shown

with all the

information on file  pesee

that order wil

for that individual. ==

Customer Information Sales Professional Order Information

Name: Demo University Name: Sales Representative Type: ClassRental

FAGULTY

Ordering & Administration

data submitted in the p
sing the "Submit” button below w

r. If you have already mailed your measurements, the status of
esultin a duplicate order if you have already submitted your order via

Customer Number: 99999999999

Cap & Gown Information

Order Number: 9237099

Review and
change
information as

i Last Name Miller First Name Middle Initial [_
necessary. This |
process is
(Gender Male v

discussed earlier

. . . Height w/sh 65 =
in this tutorial. itwshoes: [5 3]

Weight 200 pounds orless ¥ (recommended for best fit)

Cap Size 25"t0 251/4" - Size 8

~| Click here for Measuring Tape

Degree Obtained (A, B. M. D) Doctor v

Items - Check all products appropriate to your degree level.

For example, Masters and Doctors generally wear Cap, Gown, Tassel, as well as a Hood, so both items

should be checked for these degrees.

Yo Individual Faculty Access: Name Not Found wome  (help

Cal School Of Prof Psychologists, Bkst 3

If the individual faculty
member is not listed —
the faculty member is
new or was deleted and

needs to be re-entered:

1. Open the dropdown
list.

2. Click the

.- NEW FACULTY S

MEMBER --’ entry (the
first entry in the list).

3. Click ‘Continue’.

FACULTY:

To login as a faculty, select your name from the
list and click the continue button

If your name is NOT listed, choose NEW and click

jnue button
FACULTY Name: |- CHOOSE ONE ~ 4
- CHOOSE ONE - =
~NEW FACULTY MEMBER -
(Ashing Giwa, Kimlin
Bakaly, John -

Banerjee, Leena

Beckman, Linda

Birch, Tobey

Bloch, Ellin

Bortell, Linda

Brinkley Kennedy, Rhonda
Burke, Elaine M

To login as an org
administrator pas|
button

Password

Click 'Continue’




Yo Individual Faculty Access: Name Not Found I

Demo University

A blank edit and Note: You may

review screen will mc““v need to scroll

be shown. Ordering & Administration down to get to
T the bottom area

AL e e to select the

Fill in the blanks = ce= products being
Customer Information Sales Prof Orde

and cho.ose - . ‘ ordered.

approprlate Values Name: Demo University Name: Sales Representative Type: ClassRental

from the dropdown Customer Number: 99999999999 Order Number: 9237099

ists.

. Last Name [ First Name | Middle Initial [_

Continue to follow |

the ‘Entering
Gender Select Gender... ¥

Personal and Order “@H Click small arrow to open list of choices

Height wishoes: |SelectHeight... ¥

Information:’
. Weight 200 pounds orless
process discussed Note: If ‘Individual Faculty Email
earlier in this s S| Confirmation’ is set to ‘Yes’, a confirming

tutorial. DegeeObianed 4810} | @-mail showing his/her personal
information and the products ordered is

Items - Check all products approp
sent.
[For example, Masters and Doctors gen/ :
should be checked for these degrees.

|»

s For Determinin

Above the individual D
order boxes are 5
several ‘Show:” ——
buttons. These
control which orders
you see based on
their current status.

What You Want To See: "=

Al Records | ‘ @ Not Verfied

o]
b

Weight: Cap Size: 7010
Degree: 0

School: Univ

All Records | | @ Not Verified 'v@rfed @ Submitted

Click to view only ‘Verified’

v T oo v orders
School: Virginia Polytechnic Institute And State Degree: 0
Items: Cap, Gown, Tassel | Hood Hood Velvet Color: Hood Lining Color:

To see only: ‘Not Verified’ (Red), ‘Verified’ ( /z/lov) or ‘Submitted’ (Green)
orders:
1. Click on the appropriate status.

To see all records:
2. Click ‘All Records’ to view all faculty measurements.

T @ Birch, Tobey Height: 5 10 Weight: 200 Cap Size: 1 1%
School: University Of Denver Degree: 0
Items: Cap,Gown, Tazsel| Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LCRED.GOLD

Last Action: VERFED 06/05/2007

[ @] Bloch.Elin Height: ' & Weight: Cap Size: 7010




To Select all of the
visible orders

quickly (the visible

orders are
controlled by the
‘Show:’ filters):

1. Click on the —
underlined word
‘here’ in this

The Quick Way to Select Orders:

v o
® You must have VERFFIED a record in order to submit it
oA IFE

IN\ Recc«ds” @ Not Verfied H £ Verlfied

@ Subnited ‘

Click here

Click here to de:

Weight:
Degree: 0
Hood Velvet Color:

Cap Size: 7010

Hood Lining Color:

—P Click here to select all visible records.

Click here to deselect all vizible records.

o

To Deselect all of
the visible orders
quickly (the
visible orders are
controlled by the
‘Show:’ filters):

1. Click on the
underlined word

‘here’ in this

sentence.

Height: §'2 Weight: 120
olytechnic Institute And State Degree: 0
: Cap,Gown Tassel | Hood Hood Velvet Color: Hood Lining Color:
3 DARK BLUE LC.ORANGE MAROON

Last Action: NOT VERFED

Cap Size:67/8

v @ Beckman Linda Height: '€ Weight: Cap Size: 7000
School 0f California-Los Angeles Degree: D
Items: Tassel| Hood Hood Velvet Color:  Hood Lining Color:
Email; DARK BLUE LC.GOLD.ROYAL
n @ Bl Height: &' Weight: Cap Size: 738
Scl outhern California Degree: 0
Items: Cap,Gow el | Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.GOLD.CARDINAL
Last Action: NOT VERFED
e Height: £ 10 Weight: 200 Cap Size: 7 1/4

Degree: D

D
Items: Cap,Gown, Tassel| Hood Hood Velvet Color: Hood Lining Color:
Email; DARK BLUE LC.RED.GOLD

Last Action: VERFED 06/05/2007

[~ @ Bloch Elin Height: &' 5 Weight: Cap Size: 7010

sentence.

1. Click ‘Verified’
(show only Verified
order)

2. Click ‘here’
(check marks all
displayed orders)

Click here to select

Clck {b e

Height: §'2 Weight: Cap Size: 7010
Degree: 0
el Hood Velvet Color:  Hood Lining Color:
: DARK BLUE LC.GOLD.GRAY
v @ Bakaly) Height: &'0 Weight: Cap Size: 7 3/4
: f Southern California Degree: 0
Items: Cap,Gown, Tassel | Hood Hood Velvet Color:  Hood Lining Color:
Email: DARK BLUE LC.GOLD.CARDINAL

1 ant Antinn LINT \/EDICEN

——— 3. Click ‘Submit’

home help

(sends orders to the
plant and set status
to ‘Submitted’ 2

(green))

This function is very useful to submit orders quickly.
To use this function effectively:

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

2. Click ‘here’ in ‘Click here to select all visible records’ to checkmark them
3. Click ‘Submit’ in the ‘Check ltems To:’ list to send the check marked
orders to the processing plant.

School: University Of Denver Degree: 0
Items: Cap,Gown, Tazsel| Hood Hood Velvet Color: Hood Lining Color:
Email: DARK BLUE LCRED.GOLD
Last Action: VERFED 06/05/2007
[ @] Bloch.Elin Height: ' & Weight: Cap Size: 7010 ¥




HERFF JONES, help

" Demo University ]
The ‘Ordering and
Administration’ Fnc““v
screen has a Ordering & Administration |
‘report, featu re Please Note: Data included is based on data submitied in the ar. 1f you have already mailed |
that order will not show here. Pressing the “Submit” button belo: It in a duplicate order if you have al
reqular mail
To get a screen of
a" faculty OrderS In Name: Demo University Name: Sales Representative Type: ClassRental
a SpeCIfIC StatUS Customer Number: 99999999999 Order Number: 9237099
1' CIICk on the Individual Facutty Access Current Setting: No 0
deS"'ed StatUS Lonfirmation Current Setting: No
The screen will
Reports: UNEDTED \ D SUBMITTED R
change to show m - & o Click the
faculty orders with U5 status to
the selected status. mistevidoseat ttssemest on sy 21, 209 create a list
of faculty
orders in
Important Ordering Ref
that status.
Use this link to make changes to dates, biling/shipping address, etc. (=
2 Faculty Cap and Gown Ordering - Microsoft Internet Explorer =18 x]
|Fle Edt Vew Faoites Teds fep "
BLER Search - Favortes % -2 w- Jeg
i s g cerndex. cinfuseacton=auth, SCFIGRE3721 38CFTOREN=54313287 B0 |unks »

Demo University

FACULTY

Ordering & Administration

‘Report’ showing all
faculty orders that
have not been
reviewed and
verified.

2. Click the
1 H
Back’ button
, : to return to the
Please Note: Data included is based on data submitted in ar. If you have already mailed y rements, the status of
that order will not show here. Pr the "Submit” button bel 13 duplicate order if you hi submitted ye der v L)
Bt o eSS 55 o P i previous

e screen.

Name: Demo University Name: Sales Representative Type: ClassRental

To print: Customer Number: 99999999999 Order Number: 9257009

Open Faculty <— ‘Not Vel”ified’
1. Click on the o wramon — e (Open/Unedited)

pr| nter |Con |n the Items: Cap,Gown,Tassel | Hood Hood Velvet Hood Lining Color: LC.GOLD.GRAY OrderS have a

Color: DARK BLUE

[1 J
browser toolbar. O e e T M mmew red’ status dot.

i Hood Velvet Hood Lining
e L Color: DARKBLUE ~ Color: LTC.RED.BLACK RED.BLACK

@ LindaBorel Weight S’ Vieight:  Cap Size:7 00
School: Allant Universty Degree:0 Discipline:
Hood Hood Lining
ltems: Cap,Gown;Tassel | Hood Velvet (- lor: LTC.SPARTA_BLUE.SAGE_GREEN.GOLD.SAGE_GREEN
Color: GOLD
@ RuondaBrnkeyKemedy  HeightS2°  Weight:  Cap Size:7 16
Schook: Alant Unversty Degree:0 Discipline:
ood Hood Lining
ems:CapCowniTassel Hood Velvet ¢ lor: LTC.SPARTA_BLUE.SAGE_GREEN.GOLD.SAGE_GREEN
Color: GOLD
@ Eanebuie Height' & Weight: 120 Cap Size: 7114
School; Universty Of Denver Degree: 0 Discipline:
Hood Velvet e
Items: Cap,Gown,Tassel | Hood Color: GOLD Hood Lining Color: LC.RED.GOLD ﬂ
] 0one © itemet

@'start] | [ G:\Staffst... | | 5] nbox - Micros... | &) Oneplace.com... | &) http:/www.... | ] web-mm-tutori.. | -1 CG Faculty WE...l [@ Prod-C3-Met... | I HerffJonesC... | - cce Spmcusml &) Faculty Capa... [2]0/2 GO0 2\ M) ueam




i Faculty Cap and Gown Ordering - Microsoft Internet Explorer =B X]
|Fie eat vew Fovortes Toos Hep R - 0
‘ - %] [B) D] O semeh §cravries )] (e TRAMI = e

g grder/findex. cfm?fuseaction=auth. SCFIMN3721 38CFTOKEN=54819287 - arG" Links »

Demo University

FACULTY

Ordering & Administration

‘Report’ showing all
faculty orders that
have been
reviewed and
verified and are

2. Click the

3 L

Back’ button
Please Note: Data included is based on data submitted in the s year. If you have already mailed your measurements, the status of to return to the
::;tu‘carrd;ra“»‘wm not show here. Pressing the "Submit’ button belo result in a duplicate order if you have already submitted your order via preV|OUS

e screen.

Name: Demo University Name: Sales Representative Type: ClassRental

the Cap & GOW Customer Number: 99999999999

Order Number: 9257099

Verified Faculty 4— ‘Veriﬁed’
Linda Beckman Height e Cap Size: 7010 (reV|eWed)
. School: University Of Caifornia-Los Angeles Degree: D Discipline:

To pri nt: ttems: Cap,Gown Tassel | Hood Ao ety HoodLining Color: LC GOLDROYAL orders have a
Analuisa Bustamante Height: 5 & Weight: 200 Cap Size:6 112 3 )
Sehoot i yelloyy” status

1 C I | Ck on th e Items: Cap,Gown,Tassel | Hood 23“’:‘,";1‘;? sz Hood Lining Color; LCREDROVAL d ot.

. ¢ Joanlurray Height: 5 2 Weight: 200 Cap Size: 7010

School: University Of Calfornia-Los Angeles Degree: D Discipline:

p r nte riconin the tems: Cap,Gown,Tassel | Hood HoodVChet Hood Lining Color: LC.GOLD.ROYAL

Color: DARK BLUE

browser too' b ar. £ TestiTTest Height!5 0" Weight:250  Cap Size: 000

School: University Of linois At Champaign-Urba Degree:!l  Discipline:
Hood Velvet  Hood Lining
Color:DRAB  Color: LTC.NAVY.ORANGE NAVY.ORANGE

Items: Cap,Gown, Tassel | Hood

Kathy White Height: 5 ¢ Weight: 200 Cap Size: 7 0/0
school: Degree: D Discipline:

Hood Velvet oy
Items: Cap,Gown,Tassel | Hood gﬂrir DARK ¢ lors LT0 L7 BLUE HITE LT_BLUE WHTTE

[&]Done © Intermet
] web-mm-tutori... | | CG Fa:ulthe...l [Z]prod3-Met... | | HerffJones C... | - ccasportcus... [ €] Faculty Capa.. [Z0/ @ @O 2] s0m

&' start| | | G:\StaffTSt... | | O] Inbox - Micros... | & Oneplace.com... | &) http:/fwww.o...

2 Faculty Cap and Gown Ordering - Microsoft Internet Explorer =18 x]
|Fle Edt View Favortes Tods Hep 0
| :‘ ; Search Favorites g W] o~ Cf:: 41
s grde index, chn?fuseacton=auth, SCF TP 3721 8CFTOKEN =54819287 B0 |unks »

Demo University

FACULTY

Ordering & Administration

‘Report’ showing all
faculty orders that
have been sent to
the Cap & Gown
plant

2. Click the
3 L
Back’ button
, : : to return to the
Please Note: Data included is based on data submitted in the previous year. If you have already mailed your measurements, the status of
:Ztmcarrdemrﬂ“.‘-uu not show here. Pressing the "Submit” button belo: result in a duplicate order if you have already submitted your order via prev'ous

T screen.

Name: Demo University Name: Sales Representative Type: ClassRental

To print: Customer Number: 99999999999 Order Number: 9257009

< | ‘Submitted’
]. C|ICk On the @ | lohnBakaly Height: & Cap Size: 724 (sent to

School: University Of Southern Calfornia Degree: D Discipline:

printer icon in the Hems:CapGoun Tael ood e et processing

@ LeenaBaneries Height:S 2 Weight: 130 Cap Size: &
browser toolbar. Sehok VrgnaPoecic bl And S~ DogpecD Dl plant) orders
e oo BLUE Color: LC.ORANGE MARQON have a ‘green

Hood Velvet Color: DARK Hood Lining
@  TobeyBich Height: 510" Weight: 200 Cap Size: 7 14
School: University Of Denver Degree: D Discipline: Status dot

Hood Velvet o
Items: Cap,Gown,Tassel | Hood Color: DARK BLUE Hood Lining Color: LC.RED.GOLD

Submitted Faculty

{E]pone © Internet
4 start| | ) G:\StaffTSt... | | O] Inbox - Miros... | & Oneplace.com... | &) htip:/fwww.o... | &) web-mm-tutor... | -1 CG Faculty WE...l [@ Prod-C3-Met... | I HerffJonesC... | - cce Spoftcusml ‘@racuny Capa... EE} ;‘a@@@ Zv-!z@] 9:47 AM




A’PERFFJONES

Herff Jones Cap & Gown Division
Web Measurement Site
« Samples of e-mails sent to order administrator
from the Web Measurement Site follow this
page:

fle Edt Vew Inset Fomat Toos Actons Help

&Reply | C4Reply to Al | (5 Forward | Ay EXe-v-A 0P

From:  Herff Jones Cap & Gown Division [appimgr @herffiones,com]

Sent: Wed 7/4/2007 6:10 AM
To:  admin@univ.edu

e details so that we may process your order:

hip your apparel to arrive approximately 7 days before this date.

is to be picked up after your use.

bar reading "Cap &

= This e-mail is a confirmation
of the orders placed on a
specific day. This e-mail
provides:

updated inform

v
o
B

osing date, submit additional orders via fax at (217) 351-9214. Your Customer Service Repres

1. The main order number

Your Sales Frofessional 1 Sales Representative phone number:  215-555-5555

our website (s.

~2. The order number for the
submitted faculty orders

ested De y Date:

Cap & Gown products were ordered under ¥

Faculty], Robert
Faculty2, Susan

3. A list of the faculty orders
submitted with a recap of the
products ordered.

Faculty3, James
Faculty4, Thomas




