
Welcome to Ascension’s Brand Central! In this guide, we will cover the step by step process of 
how to customize letterhead and send it to the printer. The ordering process for other 
customizable collateral is similar.

The first step is to navigate to your chosen item using the path: Stationery & Templates/
Printed Stationery/Letterhead using the buttons on the homepage, or by using the left-hand 
navigation dropdown menu.  

Once you have selected the letterhead thumbnail, you will see a couple of different actions you 
can take for this item. We will select ‘Order Letterhead’. Once you have made the selection, you 
will see its pricing, and a ‘Launch’ button. To begin customization, click ‘Launch’. 
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This brings you to the customization window. On the left-hand side of the window, you will see 
blue buttons, each of which represent a customizable area within the letterhead. 

The first option gives you the ability to choose your logo. Once you click that option select your 
logo in the pop-up window, then click ‘Select.’ Next you have the option to edit your contact 
info. Once you’ve opened that option up you will be able to enter text for your address. Select 
‘Ok’ when finished. 

As you can see, all fields in the letterhead have been customized, and the ‘Page 1’ button at 
the top of the screen is now green. 

If you are satisfied with your letterhead, select ‘Save and continue’ at the top right of the page. 

The new window provides you with a few options: you can rename your document in order to 
be saved in your ‘My Documents’, so you can go back and further customize your letterhead, 
then download a proof. This proof is for your own personal review and will not be the version 
that is sent to the printer. Once you are finished with these options, click ‘Next’. 

The next window will ask that you acknowledge the changes you have made, and that there will 
be no refunds for errors. When check that you have proofread, then click ‘Next’. 
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The next option allows you to select the quantity you would like to order. Once you have 
selected the quantity you would like to order, click ‘Next.’ 

On the next page you have two options. By selecting ‘Checkout Now’ you will be immediately 
prompted to enter your shipping information. You can use a previously used address, or enter a 
new address and then click ‘Select.’ 

Next you will choose your shipping method, and enter any notes you have for the vendor. Next, 
make sure you have a PO number to enter in the payment information section, and then enter 
your billing address. Once you have filled out all this information, and have double-checked that 
all the information is correct, click ‘Place Order’. 
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If you chose to customize multiple items that are now in your cart, and you are ready 
to checkout, click the shopping cart in the top-right corner. 

This page will allow you to review what is in your cart. You can go back and further edit these 
items by selecting the pencil to the right of each listed item, or delete items by selecting the 
trash can. Once you’re satisfied with the items in your cart, select ‘Proceed to Checkout.’ 

From here you will follow the same steps for checkout as before. 
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