
Print-to-Printshop • Ordering Business Cards

1.	 Log in to the Print-to-Printshop site at https://printshop.bluevalleyk12.org

2.	 From the Home screen, click the Business Cards ‘Go’ button.



3.	 Click the ‘Configure’ button to begin your order.

4.	 Enter your information for the card layout in the form fields.



5.	 Clicking on the ‘Update Preview’ button will display an on-screen proof of 
your card. If you need to make any changes, edit the information in the fields to 
the left and click ‘Update Preview’ again to refresh the on-screen proof.

6.	 In the ‘Requested’ field, enter the number ‘42’ if you want 500 cards, or the 
number ‘21’ if you want 250 cards.
Printing Services prints the cards 12-up on a sheet to minimize costs.



8.	 You’ll recognize the next screen as the standard order submission form. 
To complete your order, adjust your due date, order name, delivery options, etc., 
then scroll down to the bottom of the screen and click ‘Place Order’. An order 
confirmation screen will appear, providing the order number and a printable 
receipt.

7.	 Now that you have entered your requested quantity and proofed the layout 
of your card, click the ‘Add to Order’ button.


