
 

 
 
 
 

Welcome To Our Online Ordering System! 
 
 

 
 

“HOW-TO” Guide 
for placing 

print orders 
 
 
 

 
 



1. Go to https://bpd.uga.edu/       (save this as a bookmark) 
 

 
 

2. Click on “Log In” in the top right-hand corner. 
 
 

3. IF you are using a chartstring or speedtype for billing 
- Click on the left “Login Using Your UGA Account” 

 
IF you are paying with a check, or getting invoiced 
- Click on the right “Non-UGA Account” 

 

 
 
 

 
 

https://bpd.uga.edu/


4. For UGA ACCOUNT customers: 
- Sign In using your MyID and Password. 

 

 
 
 

OR 
 
 

For NON-UGA ACCOUNT customers 
- Hover over “Create your Profile” and click the link. 

 

 
 



5. This is where you will “create an account” with us. 
 

 
 
 
 

6. We will get a notification to approve your account. 
 
 

7. Once your account has been approved, 
you will receive an email notification to start using our online ordering system. 
 
 
 
 
 
 
 

 
 



Now that you have created an account – Start Shopping! 
 

 
1. Go to https://bpd.uga.edu/       (save this as a bookmark) 

 

 
 
 

2. Click on “Log In” in the top right-hand corner. 
 
 

3. IF you are using a chartstring or speedtype for billing 
- Click on the left “Login Using Your UGA Account” 

 
IF you are paying with a check, or getting invoiced 
- Click on the right “Non-UGA Account” 

 

 

https://bpd.uga.edu/


4. For UGA ACCOUNT customers: 
- Sign In using your MyID and Password. 

 

 
 
 

OR 
 
 

For NON-UGA ACCOUNT customers 
- Sign In using your User Name and Password. 

 

 
 



5. Welcome to our Homepage: 
a. Notice that you are now logged in, in the top right-hand corner. 
b. This is also where you will log out. 

 

 
 

6. When ordering, you can either: 
a. Click on one of the 8 boxes in the center of the web page, or 
b. Click on the “New Order” in the red bar at the top. 

i. Custom Printing (Print Services and Large Format) 
ii. UGA Business Cards 

iii. UGA Stationery 
iv. UGA Envelopes 
v. Store Products (this replaces UGAmart – BPD Stock Items) 

 
*NOTE*    If you do not see a category for your specific order, please choose 
                     “I don’t see a category for my request” icon OR call us @ 706-542-4440. 

 
 

7. Once you submit your order, you will start receiving email notifications of some of the following: 
a. Submitted – letting you know we received your order. 
b. On Hold – letting you know we placed your job on hold per your request or waiting on 

artwork. 
c. Ready for Proof Approval – letting you know that your printed proof is ready to come look at, 

if requested. 
d. Production – when your order has been placed into production to print. 
e. Out for Delivery – letting you know your order has been sent to Mail & Receiving Services for 

delivery to the location you specified. 
f. Ready for Pickup – letting you know your order is finished and ready to pick up. 
g. Shipping – letting you know your order is finished and being shipped out. 
h. Billed – letting you know your order has been billed. 

 
Thank you for your business! 


