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To place a re-order click on 
ORDER HISTORY

Click on Start Here to see all 
products.

For ordering 
assistance, you 
may access an 
online User 
Guide here or 
from the top 
navigation bar 
on any page of 
the ordering 
site .
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Click on a Product.

You may need to scroll down 
to see all products.
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To place a RUSH order,  Click 
the arrow and select Yes.

Do not combine RUSH items 
with Non-RUSH items on 
the same order.  It could 
delay your rush order.

Select a  Quantity from the 
dropdown.

Select a  Ship To location 
from the dropdown.

Click on CUSTOMIZE ORDER
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Fill in the variable fields where applicable 
that you would like printed. Name and Email 
are required fields.

Then click Update Preview.

You may need to scroll down to see all fields.

To change the size of the 
preview select from the 
‘Preview Size’ dropdown 



Check your visual proof carefully. 

If you would like a pdf proof to print 
or email, click Save for Later. (See 
next page to view saved  items and 
download pdf proof.)

When you are ready to approve your 
document, click Yes, I approve this 
document.  Then click Add to Cart.
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Wait a moment for the button to change from ‘Generate Proof‘ and click on 
DOWNLOAD PDF

Another window will open giving the choice to view or download a pdf 
proof. You may print or email this proof if you wish. After reviewing carefully, 
close the window.

Click CONTINUE DESIGN 
to get back to where you can 
‘Add to Cart’ and continue on 
page 9 - Shopping Cart.



This is your Shopping Cart. To add another 
item click CONTINUE SHOPPING.

Do not combine RUSH items with Non-
RUSH items on the same order. It could 
delay your RUSH ORDER. 

When you have finished adding all the items 
you want in your shopping cart, review your 
order and click PROCEED TO CHECKOUT or 
SAVE FOR LATER.

Cambridge Associates Online Ordering User Guide   |   SHOPPING CART..........7



Cambridge Associates Online Ordering User Guide   |   CHECK OUT.........8

Review the ‘Order Item Summary’ and the 
‘Order Summary’ and click CHECK OUT.
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Click Print Summary to 
print the Order Summary

The ‘Order Summary’ 
appears when the order 
has been submitted.

When your order is 
submitted for approval, 
you will receive a ‘New 
Order’ email.

When your order is 
approved or denied, 
you will get an ‘Order 
Approved’ or  ‘Order 
Denied’ email.

When it is shipped you 
will receive an ‘Order 
Completed’  email which 
includes a tracking 
number.

For a PDF of your order click 
on the proof link.


