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1. Start with Base Logo/Theme which appears on every item:
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2. Determine personalization locations:
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Example: Three variable personalization’s
1) Name

 2)  Position/number 

3)  Picture
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3. Place Personalization Information on Excel Spreadsheet
· Each ROW Represents one personalized mug (36 rows = 36 mugs)

· Each COLUMN Represents a personalization location 
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mmmmm If there is no personalization cell is left blank

mmmm If John Race is requesting (3) mugs, information is placed on spreadsheet three times




4. Image and picture files must be listed on spreadsheet the same way they are saved - same capitalization, spacing, and extension.
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5. Order Submission:

· Once all information is saved 

· Send purchase order by fax 800-886-6790 or email service@adgpromo.com. 
· Artwork can be sent to art@adgpromo.com. 
· If file is larger than 20 MB proceed to FTP Upload Instructions

· Artwork and spreadsheet placed in one folder (save using your PO#) 
· Upload to FTP site, www.ezftp.com
· Enter site using “windmill” (lowercase) as login ID and Password
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Click “select item(s) to upload link” and proceed with submitting your file folder:
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· Once file has been uploaded successfully you will receive an ADG order confirmation via email
If any questions - 800-852-5208
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