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Manual Content: 
 
This manual introduces the USC Brochure Vault Fulfillment website.  The following 
topics are discussed:   
 

 Website User Self-Registration 
 Website Login 
 Website features 
 Website navigation 
 Placing orders 
 Managing customer account information 
 Tracking orders 



 
USC Brochure Vault  Manual prepared by:  
User Manual Version 1.0  - 4 -  Suttle-Straus, Inc. 

Site Introduction 
At Brochure Vault, you may view and order all of the current Marketing Collateral items from 
your web browser. You may review a PDF of each item to assure it is the item you require and a 
real-time inventory system will allow you to confirm that the item is available and in stock. Lastly, 
you will receive an e-mail message confirming that your order was received and is now in 
process. The direct website address (URL) is http://www.usccbrochurevault.com/ 

Getting Started 
 

Accessing the Website 
 
1. Open an internet browser window (The website is best viewed in Internet Explorer 

version 7).  
 

2. Type or paste the following address into the Address/URL field: 
http://www.usccbrochurevault.com/ 

 
3. Hit <ENTER> or click the Go button. 

 
Image 1 

 

 

Need 
instruction? 

Click to 
download a 

user manual  



 
USC Brochure Vault  Manual prepared by:  
User Manual Version 1.0  - 5 -  Suttle-Straus, Inc. 

Self-Registration 
Only first time users will need to set a user name, password and enter in their cost 
centers to access the website.   

 
1. Click on the FIRST TIME USERS CLICK HERE FIRST link (Image 2). 

 
Image 2 

 
2. Click on Place Order icon (Image 3). 

 
Image 3 

 
 
3. Click on Create Account (Image 4). 

 
Image 4 
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1. Enter a user name into the User ID field.  

2. Enter a password in the Password field.  

3. Enter a first name into the First Name field.  

4. Enter a last name into the Last Name field.  

5. Enter a company in the Company field. (Note: the company name cannot contain 
any special characters, such as commas, ampersands, etc.) 

6. Enter an address in the Address field. We are unable to ship to P.O. Boxes 

7. Select the correct Country from the pull down menu.  

8. Enter a city in the City field. 

9. Enter a state in the State field. 

10. Enter a zip code in the Zip field. 

11. Enter a phone in the Phone field. 

12. Enter an email address in the Email field. (This allows you to receive order and 
shipping confirmations to your email account.) 

13. Click the Submit > button. 

14. If the user name selected already exists an error message will be received.  Enter a 
different user name and repeat steps 2-12.  

Image 5 

  
 

15. Once registration is complete an email will be sent to the user directing him/her to a 
cost centers update page. You will not be able to place an order until you have 
entered your cost centers. Proceed to the next (Page 7) to enter your cost centers. 
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Update Cost Centers 

 
Once you have registered your user profile you must enter your cost center into the 
system. Cost centers can also be updated by completing this form.   

 
1. Go back to the Brochure Vault home page and click on the UPDATE COST 

CENTERS HERE link (Image 6). 
 
Image 6 

 
2. Complete the form and click the submit information button (Image 7). 

 
Image 7 
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Existing Users: Logging into the website 
1. Once you have registered a profile and entered your cost centers, you can log in. 

Open an internet browser window. (The website is best viewed in Internet Explorer 
version 7).  

2. Type or paste the following address into the Address/URL field:  
http://www.usccbrochurevault.com/ 

3. Hit <ENTER> or click the Go button. 

4. Click the Order Now link. 

5. Enter your user name in the User ID field. 

6. Enter your password in the Password field.  

7. Hit <ENTER> or click the Sign in button. 

Image 8 

  
8. If an invalid customer name or password is entered, an error message will appear in 

red above the User ID field (Image 9).  The User ID and Password fields will be 
reset in this case. Re-enter the login information. 

Image 9 

 
9. When successfully logged into the website, the website Main Menu page will be 

displayed (Image 10). 
Image 10 

 

Forgot your 
password? 
Click the link 
and follow the 
instructions.
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Site Overview 
 

Navigation Options 
 
The USC website includes buttons and icon links to assist with site navigation.  This 
feature is found at the top of the page.  The options available direct the user to different 
pages of the website.  For example, in Image 9, once the Place Order button or icon is 
selected; the Place Orders page is displayed. Tables 1 and 2 list each option and a 
synopsis of its purpose.  More detailed information connected with these options and 
pages will be covered later in this manual. 
 
Image 11 

 
 

Table 1 Button Options 
 
Option Purpose 
Main Menu This is the welcome main page displayed when one first 

successfully logs into the site.   
My Account View and/or edit the customer information.   

 
Table 2 Icon Options 

 
Option Purpose 
Place Order Begin on this page when placing an order.   
Shopping Cart View, edit, and/or delete items placed in the Shopping Cart. 
Log out Log out of USC website.  This is the recommended method to 

exit the site.  After logout, the browser window can be closed or 
the customer can navigate to a new website. 

Button Options 

Icon Options 
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Search Options  
 

A search feature is available on the left sidebar menu (Place Orders page) (Image 12). 
 

Image 12 

 

Search  

 
Search for a desired item to order: 
 
1. To search for a specific item, type in the desired code or description. A partial 

code or description can be entered into the Search box found on the left side 
under the main menu button (Image 12).  
 

2. Hit Go. 
 

3. In the description search field, any items related to the entered word or phrase 
will be displayed.  For example, if the user searches for “brochure,” all the items 
with some reference to “brochure” will be displayed (Image 13). 

 
Image 13 
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To view a list of all items: 
 
1. To show all items, check the Show All box (Image 12).  

 
2. Hit Go. 

 
3. To increase the number of items to show on a page, type in a higher number in 

the Items Per Page field. A higher number may slow down site performance. 
 

Image 14 

 
1. To navigate to another page, change the pull down. The desired page will view 

after loading. 
 
Image 15 

 

Categories 

 
The items on the USC website are organized into categories.  Links to each of the 
categories are listed on the Placed Order page below the search feature (Image 13).  
To view items in a category, click on the name of the link.  For example, to see all of 
the General items, click on General. The customer will be directed to the General 
page.  All of the products in that category will be displayed.  The category name is 
highlighted in the category list (Image 15). Note: your access level will determine the 
visible categories. 
 
Image 15 
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Procedures 
 

Placing an Order 

 
Adding an item to the Shopping Cart 

 
1. Navigate to the Place Orders page by clicking on the Place Order icon link on the 

top of the page. 
 

2. Locate the specific item to order. 
 

3. Type in the desired quantities into the Qty field (Image 15).   
 
Image 15 

 
 
 
IMPORTANT NOTE: 
Quantity units of measure updated on new site. 
Items on the new site are ordered in increments of 1, 25, 50, 100, etc.  
depending on the specific item.  The quantity increment will be  
notated in blue text at the bottom of each product.
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4. Navigate to the top of the page and click the Add to Cart icon. (Image 17) 
 

Image 17 

  
 

5. The number of items added to the cart will appear under the Shopping Cart icon, 
displaying XX Items in the Cart (Image 18). 

 
Image 18 

 
 
6. To make any quantity changes to an item already added to the shopping cart, open 

the shopping cart, enter in the new quantity and click update. 
 
 
 

 

 
 
IMPORTANT NOTE: 
Some items shown on this site lists instructions stating that the user needs to contact 
another person to order this item.  If you order these items from this site, you will NOT 
receive them. 
Warning: The site will allow you to place this item in the shopping cart. However, if only 
these instructional items have been ordered at one time the entire order will be cancelled 
at checkout. If available on hand items are ordered at the same time with these 
instructional items the instructional items will not be shipped and only appear as 
“cancelled” on your packing slip. 
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Preview a larger image of the item 

 
1. Click the icon with the red border (Click for PDF). 
 
Image 19 

    

 
 
2. A PDF preview will appear in a new window (Image 20). 
 
Image 20 

 
 
3. If multiple pages are available, the page count will display more than 1/1.  

Click the left and right page arrows to move between pages (Image 21). 



 
USC Brochure Vault  Manual prepared by:  
User Manual Version 1.0  - 15 -  Suttle-Straus, Inc. 

 
Image 21 

  
 
Shopping Cart 

 
The user may view the Shopping Cart at anytime by clicking the Shopping Cart icon on 
the top menu. 

 
Image 22 

 
 

1. Review your order to ensure you have selected the correct item(s) and quantities. 
 
2. If the order is complete, click the Checkout icon on the top menu.  This will advance 

the user to the Checkout process.  
 

Table 3 Shopping Cart Options 
 
Option Purpose 
Qty The quantity can be edited as desired or remain as original 

entered. 
Delete An item can be deleted by selecting the Delete button on the line 

item. 
Update After making any changes to the items click update. 
Back Takes you back to the previous page. 
Cancel Order The entire order can be cancelled by selecting Cancel Order. 
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Checkout 
 

The Checkout Process consists of five steps—Verify Items, Verify Address, Order Info, 
Billing Information and Order Details.  When the customer clicks the Checkout icon from 
the menu, he will be taken to the first step -- Verify Items. 

Verify Items 

 
The Verify Items page is the first step in the Checkout process.  The user is required 
to review the order to ensure you have selected the correct item(s) and quantities. 

 
Image 23 

 
 

1. Review the information. 
 
2. When the order is correct, click the Next button found at the bottom of the 

section (Image 23).  This will progress the user to step two of the Checkout 
process – Verify Address (Image 24). 
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Verify Address 

 
The Verify Address page is the second step in the Checkout process.  The user is 
required to enter the address to which he or she would like the items shipped.  

 
Image 24 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. Enter the shipping address information in the appropriate fields. Make sure to 

enter the ship-to recipient’s email address into the Email field if they are to 
receive order and shipping confirmations.  Note: If the company information is the 
same as the Ordered By, just click the check box next to the Same as “Order By 
Address”. 

 
2. Review the information. 
 
3. When the shipping address information is correct, click the Next button found at 

the bottom of the section (Image 24).  This will progress the user to step two of 
the Checkout process – Order Info (Image 25). 

 
 

Note: the company name cannot contain any special characters, such as commas, 
ampersands, etc. 
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Order Info 

 
Shipping preferences are completed in the Order Info step where you can preview 
your order.  

 
Image 25 

 
 

1. In the Order Preview, enter in your 6-digit cost center, this field is required. 

2. Select the method of shipment in the Shipper field dropdown box.  

3. Select order type Normal or Rush. 

4. Review the information. 

5. When the shipping information is correct, click the Submit button found at the 
bottom of the section (Image 25).  This will submit your order for processing. 

 
Note: If an invalid cost center is entered, an error message will appear in red above 
the Order Preview field. 
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Billing Information 

 
The billing address and payment options are completed automatically during the 
billing information step of the Checkout process.   

 
Image 26 

 
1. An alert message will appear that your order is being saved and is processing. 

Please do not hit your back button, or click Submit again (Image 26). You will be 
directed to the final page of the checkout process. 
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Order Details 

 
The final step of the Checkout process is the Order Details step.  In this step, the 
order has been confirmed and this page should be printed out for your records.  The 
page displays the following information for each item in the order: 
 
Image 27 

 
 

 
1. When the order is complete, the Order Details page will be displayed.  A 

message indicating that the order was placed successfully will be displayed at 
the top of the page (Image 27). 

2. An order confirmation email will be sent to the email address associated with the 
login, which was used to sign in to the site (Image 28). The email address is 
located in the My Account information, and can be changed as needed. Note: If 
the order was shipped to someone other than the one placing the order, and an 
email address was entered into the ship to information, an order confirmation will 
also go to the ship-to recipient. 

3. Once the order has been shipped out, a shipping confirmation will be sent to the 
same email addresses as the order confirmation. 

 

Name: Test User 

Company: ABC CORPORATION 

Address: 1234 Main Street 

City: Anytown 

State: WI  Zip: 12345 

Phone: 555-555-5555 

Email: testuser@abccorp.com 
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Image 28 
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Updating Customer Profile 
 

Changes to a customer profile, including password changes, are completed through the My 
Account page of the website.  To navigate to the My Account page, click the My Account 
button on the top menu.  The page includes the user’s basic information (Image 29). 

 
Image 29  

 
 

Edit Profile 
 

1. Update the desired fields.  
 
2. Click the Submit button found at the bottom right of the page. 

 
3. You’ll be taken to a review screen showing your profile information.  Review the 

information to ensure that the information was updated correctly. 
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Tracking Placed Orders 
 
Information about placed orders can be viewed using the Track Orders page.  To navigate 
to the page, click Track Orders button on the top menu.  The user will be automatically 
directed to this page after successfully placing an order.   

 
1. Enter the date from which you’d like to start tracking from into the Date From: field. 

Enter in MM/DD/YY format. 
 

2. Enter the date to which you’d like to end tracking with into the Date To: field. 
Enter in MM/DD/YY format. 

 
3. Click Search. 

 
Image 30 

 

 
 

4. All available orders will appear under the Orders area. 
 

Logging Out 
 

When ready to exit the website, the customer should log out.  It is preferable to log out 
rather than navigating to another site or closing the browser. 

 
1. Click the Logout option located on the far right side of the top menu. 

 
2. The customer will be returned to the Login page.  It is now safe to close the browser or 

navigate to a new site. 


