Ordering Extension Envelopes, Letterhead, Business Cards and Stationary
 Go to Website: http://uniprint.osu.edu/
On the left hand side, scroll down to Order Online, Quick and Easy

Then, click on Business Stationary, Business cards, letterhead and envelopes.

1. If you have a username and password for ordering online, then ‘click here to begin ordering’

If you are a new user, then you will have to setup a username and password for our site, so  you will need to ‘click here to create one’

· Then you must input your: OSU Internet (kerberos) username and password – this will allow you to enter the site.

· Finally you must create a username and password for our site (A lot of customers use the same as their keberos to keep it simpler)

2. Once you log in with your username and password you are in the order entry place, Within the Blue bar, you can start with the “Place Order”. 

3. Scroll down to the Envelopes, Pick the Extension Logo, Then Extension Logo: Black Only

4. From there you choose which size envelope you need.

5. Then you type in your information, 

6. Click refresh, and view and review the pdf  (NOTE: THIS IS THE PROOF, MAKE SURE ALL INFORMATION IS CORRECT)

7. Once approved, pick the quantity and add to shopping cart,

8. From your shopping cart, just below it, choose the “Order selected items now”

9. Type in shipping, then billing information, 

10. Review the order, then click ‘Finish’  (We do not receive the order until you click the finish button)

Delivery takes approximately one to two weeks. 

2008 Envelope Pricing

#10 Regular Envelopes: $.029 per envelope (5,000 minimum order) 

#10 Window Envelopes: $.054 per envelope (5,000 minimum order) 

6 x 9 Booklet envelopes: $.061 per envelope (1,000 minimum order) 

9 x 12 Booklet envelopes: $.081 per envelope (1,000 minimum order) 

This pricing is based on Customer Typesetting and Proofing Online 

Orders sent to UniPrint for processing will have an additional $20.00 per order processing fee.

