
Welcome to Order Manager—
We’re very excited to bring you “Order Manager”, 
the latest upgrade to PMi’s on-line ordering system. 
We’ve taken the easiest system for placing orders 
for direct mail products, and made it the first 
system (that we’re aware of) that makes it easy to 
manage your order!

It’s taken us about 6 months of custom web pro-
gramming to come up with a system that allows 
you to, at a glance, see all of your orders, interact 
with us thru the proofing process, receive email 
updates, put orders on hold,  and pay for postage. 

This guide is intended to give you a thorough ex-
plaination of how Order Manager works, and how 
it can make your job of managing the complexity 
of multiple direct mail projects simpler.

You get to  “Order Manager” from your company 
folder— just login with your user name and pass-
word (if you don’t have one, you can get one by 
requesting one from your CSR, or automatically by 
placing a new order). 

From your Account Screen, in the yellow “My Proj-
ects” section, click on “Order Manger”

(you can also go to “Order Manager” anytime from 
the left navigation on each page inside of your 
company folder.



Some of the features of the Order Manager—
1. Tabbed Status screens that show jobs Submit-

ted, In Production, Mailed, On hold, or Can-
celled (plus a tab to display all of your orders)

2. Headers that are selectable to resort your view. 
Click once to sort newest to oldest, click again 
to sort oldest to newest.

3. At-a-glance color-coded status for Art, List, and 
Postage

Art— Red = no art yet Yellow = Art 
Uploaded  Green = Art Approved

List— Red = no list yet Green = List 
Uploaded
Postage— Red = Postage not received
Green = Postage Received

4. Check-box selections allow you to put jobs on 
hold, or cancel. You can release an on-hold job 
from the “On Hold” tab

5. Order Number is clickable, and takes you to the 
detail page of that order... 

let’s take a look at that on the next page...
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Projects not associated with online orders
General Folder View Proofs  Upload filesUpload files

Postal3602Forms View Proofs  Upload filesUpload files Delete

Test_Project_Name View Proofs  Upload filesUpload files Delete

[If you don’t have any orders, 
you can upload files and view 
proofs from the folders associ-
ated with your account. General 
Folder is your main folder]



Batch Management
1. If you need to “clear out” some old orders, you 

can select the check box at the top of the page-
- This selects all the items on that tab; or you 
can individually select or deselect orders. Once 

the orders you wish to put on hold or cancel 
are selected, press the “hold” or “cancel” button. 
Orders are moved into the “On Hold” or “Can-
celed” tab. (See below) Screen shows “Orders 
updated”
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View Order Details
2. Select the Order Number to view and manage 

an individual order (in this case, we’ll work with 

order no. 667, Project Name “The Big Kahuna”. 
Let’s upload some art...
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Order Detail Screen
Order Detail screen shows 
everything about your 
order, and allows you to 
manage uploads,  proof ap-
provals and payments.

When you click on the 
order number, here’s what 
you’ll see.  There are some 
buttons on the bottom 
that let you upload, re-or-
der, put the job on hold, 
or cancel the job. You can 
also print a print-friendly 
page by clicking the but-
ton.

Most of your interaction 
will  take place in the area 
at the top right corner 
(shown with a blue line).

This order shows that the 
art, list and postage still 
haven’t been received. 
If PMi is doing your art, 
you don’t need to upload 
art— but if not, click on 
the “Upload Art” button. 
(see next page)



Upload Screen
Hint: the best way to send 
us art, list, or art and list files 
is to compress them into a 
single file with compression 
software such as WinZip or 
Stuffit. If you are on a Ma-
cintosh, you can Command 
+ click your files and select 
“Archive files” command.

Please give us as much infor-
mation as is needed to pro-
ceed with your art. It’s best 
practice to include a pdf of 
the job for a reference.

Please submit either print 
ready PDF files with bleeds, 
or collect your project (In-
Design: use “Package” com-
mand; Quark: use “Collect for 
Output” command). Include 
all fonts and graphics.

If you’re sending both art 
and list, select the “art + list” 
radio button. Otherwise, 
select “art” button and hit 
“upload”

Update
When your file 
upload is complete, 
select “Project Ma-
naager”.  You’ll note 
upon returing that 
the color indicator 
for “ART” is now yel-
low. This means your 
art has been success-
fully uploaded. In 24-
72 hours (depending 
upon complexity of 
job), you’ll be noti-
fied that a proof has been 
uploaded to your folder.





Additional Mailings
If you have multiple mail drops for your mailing 
project, Order Manager splits them into “jobs” so 
that you can better manage them. Additional mail-
ings will all key to the same art, so if art has been 
uploaded/approved for the first mailing, they are 
uploaded/approved for all mailings. Because not all 
mail jobs have the same list, we allow you to up-
load a list for each mailing (if you are mailing to the  
same list, please let us know in the upload instruc-
tions, and your CSR will change the list indicator 
for the other jobs for you.

To view the order details for additional mailings, 
you can use the main Order manager screen, or use 
the detail screen, and scroll down to the “Ship/Mail 
Specificiations” area. Click the selectable “View Or-
der” text to go to the order details for that mailing. 

You’ll notice in the pricing section, only the Mail 
Processing, Postage and Total are showing— we’ve 
split all the other costs out to display just what that 
mailing payment requires.




