
Ordering Process

‘Submit for Production 2024’



Shaping the Future

No Button

To Order: Click the 
Submit for Production 
Button in the top right 

of the main 
dashboard:

Advisor is the only one 
that can order. 

Sr. Editor or others



Shaping the Future

Advisor - Submission

To Order: Click the 
Submit for Production 
Button in the top left 

of the main 
dashboard:

Advisor is the only one 
that can order. 



Shaping the Future

Advisor - Submission

Submit for Production 
Verification screen:
Advisor will need to 

ensure all statements 
are checked



Shaping the Future

Advisor - Submission

Lock Spreads and 
Send Proof for 

Verification:
Advisor will need to lock 
all pages and click the 

blue bar when complete.



Shaping the Future

Advisor - Submission

Final Proof Generating:
Can be viewed when 
rendered and sent to 

Advisor for review and 
approval.



Shaping the Future

Email goes to Advisor only

Advisor - Submission

Final Proof Email:
Click on the “Download Proof PDF Now” 

link for review and approval.



Shaping the Future

Advisor - Submission

Final Proof Approved:
Click on ‘Final Proof 
Approved’ check box 

when you have reviewed 
your proof and are ready 

to order.



Shaping the Future

Advisor - Submission

Final Proof Approved 
Verification Screen, 

when ready to order click 
“Approve for Production” 

to enter quantities.



Shaping the Future

Customer Support 

Questions?
Please contact your Yearbook 
Support Specialist or review 

the help page



Shaping the Future

Advisor - Submission

Submit for Production 
Confirmation Screen, 

when ready to order click 
“Approve for Production” 

to enter quantities.



Shaping the Future

Advisor - Submission

Quantities Section:
Please click on type of cover.
*If you have both Hard and Soft 
Cover options there will be two 

orders to process.

*If you have both Hard and Soft Cover options 
there will be two orders to process.



Shaping the Future

Advisor - Submission

Quantities Section:
Please enter and confirm 

quantities.
*If you have both Hard and Soft 
Cover options there will be two 

orders to process.
*Shipping will be included in

orders over 74 in total.

*If you have both Hard and Soft Cover options 
there will be two orders to process.



Shaping the Future

Advisor - Submission

Order Confirmation Section:

*Final invoice and/or statement to 
follow.

*If you have both Hard and Soft Cover options, 
return to the “Submit for production” section to 

process the additional cover and quantities.



Shaping the Future

Advisor - Submission

*If you have both Hard and Soft Cover options, 
return to the “Submit for production” section to 

process the additional cover and quantities.

Example of a second cover order:
Quantities Section:

Please enter and confirm 
quantities.

*If you have both Hard and Soft 
Cover options there will be two 

orders to process.



Shaping the Future

Advisor - Submission

Confirmation Section:

*Final invoice and/or statement to 
follow.



Email Confirmation will be sent to 
Advisor:

Includes a summary of your order.
*Final invoice and/or statement to follow.

Example of a confirmation email:



Example of a second cover order:

Email Confirmation will be sent to Advisor:
Includes a summary of your order.

*Once in production, our standard delivery of the book will take 4-6 weeks 
as we must produce the book and ship it.

*Final invoice and/or statement to follow.



• Can only the advisor send to 
production?

• Yes, this is correct – only the 
advisor.

• Can someone with another email order 
for the project?

• Only the advisor
• Is there still a window to cancel

• only by emailing 
yearbook@edgeimaging.ca 
after the association receives the 
confirmation email.

• Yearbook Care Team will send to 
production (providing it is free of 
technical issues)

• Yearbook Specialist and Advisor 
will be made aware of any issues.

• Please be aware that any delay in 
submission may delay delivery

Additional Questions


