
Syracuse Student Business Card Order Instructions

1.	 Log on to http://www.suprintservices.com, click Student Print Portal from the menu on the left side of the 
page, then click Student Print Portal Click Here to access the website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.	 If registered, enter your User Name and Password then click Submit. 
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3.	 If unregistered, click Register to create one, fill in all the required fields, then click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.	 Once registered and/or logged in, hover over Academic to bring up and select your school. 
For dual majors, click Non Academic. 
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5.	 Once you’ve navigated to your school’s business card, fill in all desired fields with your information and click View 
Proof to create your card. After your business card has been created, you may make any corrections by editing the 
information in the fields and clicking View Proof again. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.	 Once you’re satisfied with your business card proof, you may click either Checkout underneath your card or click 
View Cart located at both the top and bottom right of the page. 
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7.	 Enter your email address under Order Information, your telephone number under Shipping Address, your Billing 
Address or check ‘Same As Shipping Address’, then click Submit Order to enter your Credit Card Information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.	 Enter your Credit Card Information, then click Submit Order. 
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9.	 Click either Edit Order to go back and edit your order, or click Complete Order to complete your order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10.	Your order is complete. You will receive a confirmation email shortly. 
Cards are shipped to the ground level of the SU bookstore for pickup within 6 business days. 
Use your Order Number to look up your order by clicking Track Order at the top of the page. 
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