1) Go to the following link: http://www.e-arc.com/location/gainesville/

2) Select “Place Order/ Send Files / Quote”
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Click "Place Order / Send Files / Quotes"
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Sticky Note
Select what type of order/ submission purpose (e.g. - b&w print order, color print order, Quote request)


4) Fill out the form fields completely with vital information to your order being fulfilled properly.
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Indicate what company and department you are associated with, your name, email and phone number.
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Sticky Note
Fill in your order description as detailed as possible.  Include due date/time, delivery address, purchase order numbers, number of copies, etc. 

ui1lf03
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Name the folder your files will be grouped into - use your project name or department name and PO#.


6) Wait for your files to upload, do not exit the window while files are uploading (see next step.)
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7) Once you see this prompt, your files have been sent to ARC Document Solutions.

@ Files uploaded successfully
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Do not exit the window until all files are finished uploading as in the next step.  File progress is indicated by a status bar above each file.




