
How do I order promotional materials?
Wednesday, 04 February 2009 - Last Updated Monday, 06 April 2009

The U.S. Government Printing Office provides promotional materials at no charge to Federal
depository libraries to increase public awareness of the Federal Depository Library Program
(FDLP).

  How to Order Promotional Materials
    
    1. There are two options available to begin shopping for promotional materials. 

     
    -  Login first, using your depository number and internal password before shopping.
(Recommended option).

  
    -  Shop first, then login. (You will be prompted to login when adding an item to your cart).

  

    
    -  From the top main navigation menu, go to: Outreach > Promotional Resources > FDLP
Promotional Materials.   
    -  Browse through the "Categories" and select an item you would like to order.

  
    -  Once selected, choose a "Quantity" and click "Add to Cart". You will now see the items
available in your cart (update quantities and/or delete items as necessary directly in the cart).
Use the breadcrumbs at the top of the cart to navigate back and add more items to your cart.
 

  
    -  When you are ready to place your order from the "Cart", choose the "Checkout" option on
the bottom of the screen. You will then be taken to the screen below. Be sure to double check
your information. The default "Shipping Address" is the same as your "Contact Information". We
realize that your shipping address may need to be different from your "Contact Information"
address. If you need to add a specific shipping address, click on the link to "Add a new Shipping
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Address". Once your shipping address is updated (if need be), or if you are ready to confirm
your order without making and address changes, click the "Next" button on the bottom of the
screen to confirm your order.

  

  
    -  You will now have one final opportunity to confirm  your order. Feel free to add any special
notes in the text box, then click "Confirm Order".
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      -  Once you confirm your order, you will see a "Thank You" message. Click the "Follow thislink to view the Order Details" link to see your order summary.   

      -  This is the "Order Summary" screen. You will also receive an email copy of your "OrderSummary" based on the email address on file for your library's FDLP Desktop account.   
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      -  To edit your Account Information, Shipping Information, and Order Information; click on"Promo Order History" from the right-hand navigation menu when logged in.   
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      -  Remember to log out when you are finished ordering promotional materials or managingyour account.     User Menu for Ordering
  

Before you begin ordering promotional materials, here is some helpful information to note
before navigating through the store. Once logged in, a "User Menu" will appear in the right-hand
navigation menu as demonstrated below. To get to the front of the store to view products while
shopping, click on "Order Promo Materials". If you need to get back to your shopping cart at any
time, simply click on "My Cart" from the "User Menu". To track all of the orders that you have
placed, click on "Promo Order History" available from the same menu. You can also manage
your account information and shipping information from the "Promo Order History" menu item.
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