
After you Close the Personalization Window you will be
directed here so that you can Complete Your Order, 

Continue Shopping or Make Changes.

If you are Ready to Place Your Order & it is Correct,
Click on the Proceed to Shipping Button.
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Choose How you want your 
items Shipped, Where you 
want them Shipped, & 
Your Payment Information.

• Choose Standard or Overnight Shipping - Rates shown above
• Choose Shipping Information from Bill To or Contact Information,
 or Type in the Shipping Address.
• Add a PO#, Coupon Code, or Special Instructions if applicable.
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Additional Information goes in this Area - If you select the Credit
Card option below a Customer Service Representative will call you
for this information.  This is for Your Safety and Ours.

NOTE: At this time we 
are not accepting Credit 
Cards Online.  If you 
choose to pay with your 
Visa, Discover, American 
Express or MasterCard a 
Customer Service 
Representative will call 
you for this information. 
This is for Your Safety 
and Ours.

Click Review Order Button
to Continue Checkout
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You will be given One Last Opportunity to Proofread
your order before Submitting.

• Check your Shipping & Billing Addresses at Top - Use the Back 
 Button to make Corrections if needed.
• Check your Personalization at Bottom - Use the Back Button to
 make Corrections if needed.

NOTE: Be Careful
of Spelling since 
this Is How your
Personalization will 
be Printed!
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After Clicking Place Order - You will be
 directed to your Customer Order Information
which contains: Your Web Order # & the Date

 Your Order was Placed.  Click “Print this Page”
to Print a Copy for your Records.  Click Continue.
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You will receive a Confirmation E-mail 
from sales@badgeteam.com.  

If you chose the Pay By 
Credit Card Option 
a Customer Service 
Representative will 
call you within 24 Hrs.
(Except Weekends) to 
obtain this Information.

This is an Example of 
the Order Confirmation 
E-mail you will receive.
If you do not receive this E-mail within 10 mins. Please Call 
Us at 985-649-5145 to make sure we have received your order.
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If you need any additional help
please do not hesitate to contact us.

Phone: 985-649-5145
Fax: 985-649-3533

E-mail: sales@badgeteam.com

Business Hours: Mon. - Fri. 8 am - 5 pm
Central Time
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