
How to Log a Full Color Business Card 
Through the BCT Ohio PressWise 
Storefront 

Step 1: Login 

1. Go to the provided website link. 
2. Enter your Login ID and Password. 
3. Click Login. 

Step 2: Navigate to Catalog 

• In your Quick Links, select Catalog. 
• On the left side, you’ll see all the different product options available. 

 



 

Step 3: Choose Your Business Card 

Select the option you need: 

• Business Card Full Color 
• Business Card Spot Color 

Then choose the template that matches how your file is set up: 



 

Full Color Options (Examples): 

1. Horizontal – 1 or 2 sided → Use if you have a single PDF file with 1–2 internal pages. 
2. Horizontal – 2 sided → Use if you have two separate PDF files (front & back). 
3. Vertical – 1 or 2 sided → Single PDF with 1–2 internal pages. 
4. Vertical – 2 sided → Two separate PDFs (front & back). 

    Tip: If you have a basic single-sided card, choose option #1 (Horizontal) or #3 (Vertical). 

Step 4: Upload & Personalize Your Design 

1. Click the Upload box. 
2. Select your file from your device/desktop. 
3. Click Open. 

a. Example: a single PDF with 2 internal pages. 
4. Use the crop box to adjust for bleed, extend dotted line beyond the edge of your 

design and center it. 
5. Click Save. 

a. The 2nd page (if applicable) will appear automatically. 
b. Adjust if needed. 



6. Click Proceed to Order. 

 

Step 5: Order Specifics 

• Quantity – choose your amount. 
• Paper – select your paper stock. 
• Inks: 

o Front = always 4. 
o Back = 4 (only if you uploaded back artwork). 

• Finishing – you can choose rounded corners. 
• Click Add to Cart. 



 

Step 6: Cart Details 

• IMPORTANT - In the Memo Box, type the person’s name from the business card. If 
left blank, it will be difficult to tell who/what the order is for on your invoice.  

Ordering Cards for Multiple People 

1. In the cart, click Copy Item. 
2. Under the duplicated card, click Change Options. 
3. Go to Customize/Review Your Design. 
4. Upload the new person’s artwork. 
5. Adjust crop, click Save, then Proceed to Order. 
6. Update quantity if needed. 
7. Change Back Ink to 4 again (system defaults to 0). 

8.     Do NOT click “Add to Cart” again. Just Return to Cart. 
9. Update the Memo Line to the correct person’s name. 



 

Step 7: Checkout 

1. Click Proceed to Checkout. 
2. Shipping Address: 

a. Enter the address or select “Ship to My Address” / “Ship to Company.” 
b. You can save addresses for future use. 

3. Shipping Method: 
a. Choose FedEx Ground, UPS Ground, etc. 
b. Review Grand Total on the right. 
c. Click Continue. 



 

Step 8: Payment 

• Select Purchase Order or Pay with Card. 
• If using a PO: 

o Enter your PO Number. 
o IMPORTANT - Enter your Project Name (usually the company name on the 

card). If left blank, it will be difficult to tell who/what the order is for on your 
invoice. 

• Click Continue. 

Step 9: Review & Submit 

• Double-check all details. 
• Add Special Instructions if needed (e.g., “Please ship by ___ date”). 
• Click Place Your Order. 



 

 

Step 10: Confirmation 

• You’ll see a confirmation screen with an Order ID (always starts with “N”). 
o Example: N34960 

• BCT Ohio will automatically receive email notification of your order. 

 

   Congratulations – Your order is placed! 

   If you have questions, contact BCT Ohio and our team will be happy to assist you. 

Telephone: (330) 896-9712 
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