
Quick Start Guide - Website for ordering KSU Stationery 
(business cards, letterhead, envelopes etc). 

 
Link to website: https://marcomcentral.app.pti.com/morebizz/arc 

 
 Or, you can type the shortcut  ksuprints.com  in your browser address bar  
 
 
 

1. Create your user account: Follow the ‘Click 
Here to Register’ link to set up your 
account. 
 
 
 
 
 
 
 
 
You will be prompted to review the site 
policies before proceeding. 
 
 
 
 
 

 
2. Fill in the required info and click 

‘Submit Registration’. 
 
 
 
 
 
 
 
 
 
 
 

3. Now you are on the main catalog page which shows 
all of the products we have ready for order. Click 
on the first item you want to order (letterhead for 
this example). 
 
 
 
 
 
 
 

https://link.edgepilot.com/s/570d0e97/ZZZ10BaXdU6mcgLtEX68mA?u=https://nam04.safelinks.protection.outlook.com/?url=https%253A%252F%252Fmarcomcentral.app.pti.com%252Fmorebizz%252Farc%26data=05%257C01%257Cmsouza9%2540kennesaw.edu%257C1162c14e9d754db6567808da74bebde4%257C45f26ee5f134439ebc93e6c7e33d61c2%257C1%257C0%257C637950659830688084%257CUnknown%257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%253D%257C3000%257C%257C%257C%26sdata=9phONQHnAa9WP9pO19ff6D8UskMnmZATBAzBBmBRCSw%253D%26reserved=0


 
 

4. Complete the fields on the 
left side and click the green 
‘Preview’ button on the 
right side above the preview 
image. Your custom proof 
will be created onscreen. 
 
 
Autofill Options – You can 
use Autofill to save your 
entries for use on other 
products or future orders. 
To get started, when you are 
happy with your proof, click 
‘Save Autofill Content’. At 
your next order, click ‘Autofill Options’ to load your previously saved content. 
 
 
 
 

5. This is the final proof, so be sure to look 
carefully for any typos or errors. You can 
zoom in and out or move your view, or you 
can open a pdf of the item. This pdf can be 
saved and emailed for approval if needed. 
To make changes, edit your information on 
the left and click the refresh button again. 
 
 

6. When your item is customized as needed, 
select the quantity, click the checkbox to 
approve your proof, and click ‘Add to Cart’. 
 
 
 
 

7. Now you should see your 
shopping cart. If you need to 
order more items, click on 
the Catalog link at the top 
and continue shopping. If 
you are ready to checkout, 
click the Checkout button. 
 
 
 
 



 
8. Enter your shipping 

address and click 
Continue.  
 
 
 
 
 
 
 
 
 

 
 

 
Address Book - To use the 
address you entered for 
future orders, click the 
‘Save Address’ button 
 
 
 

 
 
9. Click ‘Continue’ 

 
 
 
 
 
 
 
 
 

10. Enter your billing email address. We will 
send the invoice or credit card payment link 
to this email address. 
 
   

11. You may pay with a Purchase Order or with a 
credit card (P-card).  
 
If you are paying with a Purchase Order, 
please enter the PO#. 
 
If you are paying with a credit card, your card 
info is not required at this time. Please type 
‘Pay with CC’ in the purchase order field.  
DO NOT enter your credit card number.  
When your order has been approved and 
processed, we will email you with a link to complete the credit card payment. 



12.  Confirmation screen: Check 
over all information carefully 
before completing your order.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
13. Your order is complete when 

you see your Requisition 
Number. 
 
 
Requisitions – The items you are 
ordering require approval by the 
KSU Office of Communications 
and Marketing. You will receive 
a Requisition Number at 
checkout. After they approve 
your order, it will be assigned an 
Order Number. You will receive 
an email notification that 
includes your Order Number 

 
 

 
14. Be sure to print this screen to use as your receipt. 

You can also log in later and click on the ‘Order Manager’ link to review your previous 
orders, print receipts or place reorders. 
 

Need Help? 
Questions about an 
order you have 
placed?  

Website questions? Invoice questions? Don’t see the item you need?  
 

Customer Service Seth Caldwell Accounting  
770.225.5820 
AR@morebizz.net 

Lisa Lawrence 
770.225.5839 
LisaLawrence@morebizz.net 

770.225.0321 770.225.5816 
orders@morebizz.net seth@morebizz.net 
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