
Issues or Questions?

• Send us an e-mail to omya@graphicvillage.net or call 1-513-241-1865 
and ask for Larry Scott or Paul Adelsperger

• Make sure to include your order #
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1. Go to www.omyaorders.com.
2. Enter username and password.
3. Click blue arrow button to continue. 
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4. Click on “Start Ordering”.
5. If you ordered before, “View Status” allows 

you to check on shipping OR reorder 
something you ordered before.
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6. Select a product category (on the left or by clicking 
on “select” next to the category box).
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7. Select “Add to Cart”
Note: the french language cards are at the bottom - 
just scroll down to see all 12 versions by location 
and language.
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8. Fill in variable information and click on “Continue”
Note: a red asterix means the field is required OR 
must be changed OR empty. For example, the ‘XXXX’ 
for the phone extension can’t be left as is, otherwise 
you can’t continue. Other rules in red above.

(only if PhD is this applicable)

ex: Business Unit Paper

Leave “blank” if ordering for Plant Location



An example of a complete card before clicking “continue”. 
Note that the preview updates as you move to the next field 
- if it does not do so automatically (on older web browsers), 
then click the green arrows to refresh the preview OR the 
Acrobat PDF button to view a PDF version. Also note that 
the cellphone is mandatory for company cellphones.
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* Mandatory for company cellphones



9. This screen is your final proof - (please review carefully and check the box) 
10. Click on “Add to Cart”.  

Note:  If you are ordering several items – use the “Add to Cart” button; if 
you are ordering a single item – use the “Add to Cart & Order” button. 
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The PDF Preview option.
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11. Select quantity from drop down menu.
12. Click on “Proceed to Checkout”. 
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13. Confirm or enter shipping address.
14. Click on “Continue”.
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15. Enter an optional note for the approver (in this 
case, Linda Pleiman is reviewing all orders) and click 
continue
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linda.pleiman@omya.com
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16. Enter Cost Center associated with the person’s 
name on the card in the “Ref Code” box 

17. Click on “Place Your Order”.   
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17. Print Order Confirmation after Accepting Terms 
and clicking “Place Your Order”

18. Click on “Continue shopping” or Log out using the 
“exit” sign arrow in the upper right corner
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“Track Jobs” button at the top shows Approval, 
Shipping, etc. status - and let’s you reorder by simply 
clicking “Order Again”.
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What the “Approver” sees in their queue - they get 
an instant e-mail notification of items pending 
approval. If you don’t see an e-mail notification with 
your order status, please check “Omya Spam”.
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