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Web-2-Print 
Overview

Web-2-Print Login

Navigating Web-2-Print

Contacting Web-2-Print

Product Proofing

Web-2-Print is an online Print-on-Demand service available to our customers. Customers 
who maintain products available for ordering can login and order products after viewing a live 
proof. Web-2-Print has the ability to create stationery, marketing pieces, promotional products, 
mailings and much more. 

Accessing Web-2-Print requires a username and password. If you do not have this, you can 
obtain this information by contacting Web-2-Print support by e-mail (web2print@stprint.com) or 
by phone (888-765-6547). 

Navigating Web-2-Print is similar to most other commerce websites. Review the links across 
the page to see the features available within the store: Catalog, Shopping Cart, Order Manager 
and Search. 

Email: Customers can contact us via e-mail at web2print@stprint.com. E-mail will be 
answered by the appropriate person depending upon the request. We usually answer 
these requests within 1 business day.  

Phone: Customers can contact us via phone at 888-765-6547. The Web-2-Print Support 
phone number is also listed at the bottom of all Web-2-Print websites. When calling 
this phone number, the phone is answered by the first available person within our 
department. If we are busy helping other customers, you may be asked to leave a voice 
message.

Proofing the products you are ordering is a very important step. Approving a proof by 
adding it to your shopping cart and completing your order means that your printed product will 
be printed as approved. Errors on printed pieces due to inaccurate proofing through Web-

2-Print become the responsibility of the orderer. 

IMPORTANT By submitting your order it means that you have proofed the product 

and agree to it as is. Shelton Turnbull will take every step possible to spot and 

correct errors, but ultimately you are responsible for the content and layout.

If there are errors with your proof, please contact Web-2-Print Support prior to placing 
your order so that our Support Team can assist you. 

Print Products that do not require customization do not require a proof. 
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Ordering Products

Complete Form

Proof your Product

Making Changes

Add to Shopping Cart

Order Notes & 
Instructions

Submit your Order

Navigate through the catalog to the product you would like to order.

For variable items fill in the 
appropriate form fields. Fields 
marked with an asterisk 
are required and must be 
filled prior to proofing your 
product. 

Once all appropriate fields 
have been entered, click on the green button above the proofing window to see your 

product proof.  

Proof your products carefully for accuracy before adding it to the cart. Make sure that 
all logos are correct as well as confirming that all of your text is present and that none 
of it has been truncated. By submitting your order it means that you have proofed 

the product and agree to it as-is. Shelton Turnbull will take every step possible to spot 
and correct errors, but ultimately you are responsible for the content and layout. You can 
download a screen-quality PDF of your product for proofing. 

As long as the order has not been submitted, you can continue to edit the product. 
Simply change the content on the form side and re-proof your product on the right. You 
cannot submit your order after changes have been 
made until you review the new product proof. 

Select the quantity you would like to order from the 
drop-down. Click on “Add to Cart”.  You can continue to 
add additional products to your shopping cart prior to 
checking out. 

When completing the order 
checkout process, you can 
leave additional information 
or instructions on the 
shipping page regarding 
your order. Do not use this to report errors in your proof. If there are errors with your 
proof, please contact Web-2-Print Support prior to placing your order.  

If you have questions about your order, please contact the Web-2-Print Online Support 
Team by e-mail at web2print@stprint.com or phone at (888) 765-6547.
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Order Manager

Searching Orders

Viewing Orders
(Current & Previous)

Editing Open Orders

Reordering Products

Requistions

You can find previous orders using the 
Order Manager on the Web-2-Print 
site. 

Use the search feature to narrow down 
the results you are looking for. You 
can search by Order Number, SKU, 
Description, Cost Center and Order 
Status. Also make sure to update 
the date range. Default is set to only 
search the last week of orders. 

Click on the magnifying glass next to 
the order to view more details. In the 
order details you can view the proof 
of the ordered product and look at the 
other details of the order. 

If the order has not been processed by 
Shelton Turnbull, you can update the 
product by clicking on the edit pencil 
icon. This allows you to make changes 
to the product, reproof it and save. You 
cannot edit the order details, only the 
product. Quantities, shipping address 
and other details cannot be changed 
after an order has been placed. 
Contact Web-2-Print Support for these 
requests.

You can also select the check box next 
to the order and click on the “reorder” 
button at the bottom of the page. This 
is a quick option for an exact repeat 
order.  

Some customers may use the Product 
Requisition system. This system 
requires requisitions be approved by a 
purchaser within your company before 
an order is placed. Requisitioners 
do not have the full capability listed 
above in the order manager. For more 
information regarding this process, 
please contact web2print@stprint.


