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School District of Clayton 

Business Card Ordering Instructions 

 

 

1.​ Go to ​claytonschools.net/businesscards 

 

 

2.​ Log-in using the following information: 

Username: Your claytonschools.net email address 

Password: 1way@mlp 

 

http://claytonschools.net/businesscards
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3. ​Select your school/work location by clicking on the card you wish to 

order. 

  

 

4. ​Then click on “add to cart” in the pop-up window. 
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5. ​Give your order a job name ​(A)​. Select your quantity ​(B)​. Confirm all 

your contact information is correct and/or make any necessary changes, 

such as adding your mobile number. Then click Add to Cart to review a 

proof. 

 

 

6. ​Review your card carefully. If everything looks good, click Add to Cart 

again to confirm. If you need to make changes, click the arrow on the 

line with Personalization. 
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7.​ Confirm your quantity and click Proceed to Checkout. 

 

 

8.  ​Shipping details will be entered automatically. Scroll down and click 

Proceed to Payment. 
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9. ​Enter the ASN this order will be charged to. (This is a 7-digit number.) 

If you don’t know this, then contact the person who processes 

POs/Vouchers for your department or school. After entering the ASN, click 

“Place My Order” and you’re done. 

 

 

 

To create business cards for additional staff members, logout and repeat 

steps 2-9. 


