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Open a new browser window and 
type in the following url to begin:  
www.paycormktg.com  
Credentials are as follows: 
username: your Paycor email 
temporary password: change123
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Click on MY PROFILE to review details and modify if necessary.  

User budgets are set for a few specific users.
Contact Chris Herter if you need more funds allocated.

MY PROFILE
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ADD NEW address. This will be available to you only.

Users can set a default ship to address or add additonal addresses for future use.

MY PROFILE
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Select CATALOG from the drop down at the top. Choose Add to Cart or click on Product Name 
to be taken to screen below. Different user groups see different catalogs in the drop down.

CATALOG

NOTE:
All products will be sent through an order approval process. The orderer 
will receive email confirmation noting if the order has been approved or 
denied before the order is processed by Graphic Village. If you have not 
received your confirmation please contact your Paycor admin.
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CATALOG - VERSIONED ITEM

Populate specific information to customize the item.

The proof you see is low res but the final print  
ready proof is created from your input. Please  
proof carefullly for any misspellings/errors.  
Once approved then go to Step 3 ....

STEP 1. Input information in variable fields. Fields with an asterisk are required.

STEP 2. Click update proof to view.

View larger proof.

STEP 4: Add to Cart

STEP 3: Choose Quantity

STEP 5: Approve proof
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CURRENT ORDER

After adding all items to the current order click on the Cart link.

Click CHECKOUT when ready and go to next screen
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CURRENT ORDER - SHIPPING

STEP 1: Choose a shipping address by choosing the appropriate radio 
button. Choose CHANGE ADDRESS in the Use an Existing Address section for 
a list of preset addresses or enter a new address under Use a New Address. 
NOTE: Each product in the order can be shipped to a different location by 
choosing the drop down under SHIP TO next to each item. 

Ship method is set to Ground UPS only.

Choose SAVE ADDRESS 
to bring up a pop up 
window and save the 
address for future use.  
This is a personal 
address and cannot be 
seen by other users.

Note special 
instructions here.
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CURRENT ORDER - BILLING / CONFIRM ORDER

All orders are billed to Paycor. Click CONTINUE to proceed.

One last chance to make any 
changes to the order. Choose 
any linked noted in [Orange] to 
modify. COMPLETE ORDER when 
ready.

User will receive an email  
confirming the order once the 
requisition has been approved or 
denied. If you don’t see this email 
please contact your Paycor 
administrator. 

Once the order has shipped an 
email will be sent to the user who 
placed the order (in this case  
whoever approved the requisition) 
with all the appropriate  
information. This information  
will also include date shipped and 
tracking number.
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ORDER MANAGER - REQUISITIONS

All products ordered by a General User are Requisition only. Once the Admin approves the 
order that Admin is considered the purchaser of the item. A General User must search  
Requisitions to view what they ordered.

Graphic Village receives an email once the order is approved. The General User who placed the 
Requisition will receive an email once the Approver approves or denies the request. If you do 
not receive this email please contact the Admin who approves your requisitions.

PAYCOR ADMINS ONLY
Select RED X to  DECLINE or GREEN ARROW to 
APPROVE. Window opens - input reason (optional) 
then SUBMIT.
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ORDER MANAGER - REQUISITION STATUS

Follow these steps to check for ship date and tracking number (if sent via UPS). If sent via USPS 
there will be no tracking number only a ship date.

1. Go go Order Manager > Requisitions > Display by Item or Display by Order >  
Choose Dates > Search

NOTE: As of November 2020 there is a bug and the Invalid 
Status is not correct. If the status is Invalid Status the order has 
been shipped or denied.

2. Choose Magnifying glass next to order 
that you want to review to view this screen 
below.

3. Click on View Detail Summary  
to see the screen on the left.

4. Click arrrow next to Kit Contents to 
reveal all details including ship date and 
tracking number.
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ADMIN ONLY - ORDER MANAGER / ORDERS

Because all items are Requisition only once the Admin approves the order that Admin is 
considered the purchaser of the item. The Admin can now search orders - a General User is 
not able to see results of Search Order since they are only the Requisitioner.

REORDER PREVIOUSLY ORDERED ITEM
1. Go to ORDER MANAGER 
   – Choose DESCRIPTION and DISPLAY BY ORDER in drop downs
   – Choose DATE RANGE and SEARCH
2. View search results
	 – SKU will display name associated with versioned item
	 – Click Magnifying Glass to view entire order or Checkbox next to order and 
	    choose REORDER SELECTED to add into Current Order 
	

VIEW STATUS OF ORDER
1. Go to ORDER MANAGER
  – Choose ORDER STATUS and DISPLAY BY ITEM in drop downs
  – Choose DATE RANGE
  – Choose ORDER STATUS (Work in Progress shown below) Option in drop down  
	 and SEARCH
2. View search results	



    4440 Creek Road . Cincinnati, OH 45242 . www.graphicvillage.com . 513.241.1865

12
ADMIN ONLY - IMPERSONATE USERS

Click on IMPERSONATE USERS to access list of users. Choose SELECT to impersonate. This allows 
you to view what others see and order on their behalf. If you impersonate a user and order they 
will receive all the email confirmations about the order.
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ADMIN ONLY - REPORTS

STEP 1
Choose report type.

STEP 2 
Modify criteria 
 if necessary.

STEP 3 
Choose date range and format - TABULAR 
DATA must be chosen if on screen view is 
required.

Choose RUN to get on screen view.

Choose EXPORT to save to .csv or 
Excel.

Choose SAVE AS to save a custom-
ized report that will be added to 

your CHOOSE REPORT options. 


