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Welcome to Shop.Orbus365.com  

Shop.Orbus365.com provides you with an additional and convenient way to: 
�  place orders for hardware and graphics 
�  view your invoice history 
�  find product details 
�  download instructions and templates 
�  check pricing  

Personal: Your unique login is tied to your account and agreed pricing. 
 
Convenient: Shop.Orbus is available to you 24-7, 365 days a year.   
 
Easy: Your Orbus sales representative will of course be available to help you 
place these types of orders along with anything else you need. 



Login 

Once you have your username and password, login and go to  
“My Account” to change your password and verify the accuracy of your 
account details.  
 
 
 
 
 
 
 
 
 
 
 
 
If your login/account information is not accurate, please inform your sales 
representative. 



Top Navigation 

Top navigation summary: 
•  Logo: takes you back to the home page 
•  Home: takes you back to the home page 
•  Search: search the site for specific products 
•  Downloads: find all of the instructions/graphic templates 
•  My Account: your account information 
•  Graphics: graphics capabilities, artwork guidelines and material 

specifications 
•  Help: warranty, returns and other information 
•  Logout: logout 
•  Shopping Cart: what you have selected to purchase 



My Account 

“My Account” section provides access to: 
�  Password details 
�  Primary contact information 
�  Addresses on file 
�  Credit cards on file 
�  Invoice history 
�  Orders 

 
While updating this  
information it is  
Important to note that  
Shop.Orbus365.com  
is a secure site.  Your  
information will be safely  
stored within the site. 
 



Sub User Set-up 

To set up sub-users: 
•  Go to “my account” > “Sub users” 
•  Chose “Add new sub-user” and assign rights and privileges 
•  Once you “submit” the sub user will receive an email confirmation and will 

be able to login to the site with the permissions you have assigned 
•  You can also delete sub users from this area 

 
 
           
 
 
 
 
 
 

        Sub user permissions: 



Searching for Product 

Searching for product: 
�  Start on home page 
�  Browse through left hand navigation where the categories mimic that of 

the Exhibitors’ Handbook 
�  Select product 
 



Graphics Information 

Additional graphics information can be found on the Graphics page in the 
top navigation. 
 

            
 
 
 
 
 
 
 

       
       
            

 
      Download artwork 
      guidelines and print  
      material details 



Marketing Materials 

Find all of your Orbus marketing tools on the Marketing Materials 
page.  Access it from the home screen or the bottom navigation. 
 
 

   In the home screen slide show 
 
 
 
 

    Or in the bottom navigation 
 
 
 
 
 
Here you will find uses for the catalog, ways to customize the price 
guide, email promotions, images and more.  All together in one 
easy to access location. 



Product Information 

Product pages present: 
�  Icons 
�  Features & benefits 
�  Images 
�  Lead Times 
�  Related product options 
�  Instructions 
�  Graphic templates 
�  Your pricing 
�  Option to buy 
 
 



Ordering Product 

How to order: 
�  Assign project name (required) 
�  Select hardware type and quantity 
�  Select graphic type and quantity  

 (0 if no graphics required) 
�  Select additional options 
�  Add comments if needed 
�  Review total 
�  Add to favorites 
�  Add to cart 

 
 

Easy! 



Graphic Only Orders 

To order Graphics only: 
�  Go to product page 
�  Navigate to graphics section 
�  Select graphic title 
�  Order 

Easy! 



Coyote Pop-Up Orders 

We’ve organized the Coyote pop-up section to make it easy for you to find 
what you need: 
 
The Coyote pop-up section is broken into three parts: 
�  Coyote Fast Kits  
�  Coyote a la Carte 
�  Coyote Accessories & Replacement Parts 

From there, the Coyote Fast Kits are broken down into three parts: 
�  Frame Kits  
�  Fabric Kits  
�  Graphic Kits 
 
Kits include case and lights.  Nothing in the kits can be substituted for 
anything else.  For example, if a kit comes with Lumina 200 lights and you 
want to purchase Lumina 1 lights, you will need to use the a la carte section.  
If you want a frame with no case or lights, you will need to use the a la carte 
section.   



Coyote Fast Kits 

•  Frame kits include: 
•  frame 
•  hangers/kickers 
•  case  
•  light(s)  

•  Fabric Kits have 
option for: 

•  Frame with 
fabric end caps  

•  Frame with will 
full fabric.  

•  Each kit include 
case and lights 

•  Graphic Kits have options 
for: 

•  Frame with graphic w/ 
end caps 

•  Frame with full 
graphics 

•  Each Kit includes case 
and lights 



Coyote A La Carte 

Coyote A La Carte allows you to order pop-ups 
exactly the way you want to.  Here you can order 
anything: frame only, frame with case, graphic  
panels, fabric panels, etc. 
 
You will also use this area to order Coyote  
graphic/fabric panels only.  Just as you would any  
other product, click the graphic/fabric panel name  
and you will be taken to a page where you can order  
the graphic/fabric panel only. 



Check Out 

To check out: 
�  Select shopping cart 
�  Review selections, make changes if necessary 
�  Chose hard copy proof or not (includes overnight saver shipping) 
�  Continue 



Checkout - Address 

Verify Address: 
�  Select existing or add new ship to address 
�  Billing address is a static, non-editable area  
�  Submit 

 
 
If any of your 
account  
information needs 
to be changed,  
please contact 
Your Orbus sales 
representative. 



Select shipping method: 
�  Note: shipping charges are an estimate based on a percentage of your 

total order.  Remember that these costs are estimates and actual will be 
determined at time of invoice. 

�  Chose ship method 
�  Choose estimated ship date (based on product lead times) 
�  Continue 
 
 
 
 
 
 
 
 
 
 

Checkout - Shipping 



Checkout - Graphics 

Graphic details: 
�  Page will only appear if you 
    have ordered graphics 
�  Right side will only appear 
    if you selected hard copy  
    proof option 
�  Complete required fields 
�  Continue 



Checkout – Order Summary 

Order summary: 
�  Review entire order before submitting payment 
�  Check quantities, shipping information, billing information and products 

are accurate 
�  Continue 
 
 



Checkout - Payment 

Select payment method: 
�  Terms or Credit Card (the terms option will only be available if you are set 

up through your Orbus sales representative) 
�  Place Order 
 



Checkout - Confirmation 

You’re done!   
 
Order confirmation: 
�  displays your order number 
�  look in your “my account” section to view order 
�  you will receive a confirmation from Shop.Orbus365.com letting you know 

the order is being processed 
�  you will then receive an invoice with the final details and cost 
 
The site is a secure,  
quick and convenient  
way for you to place  
orders but remember,  
your Orbus  
representative is  
always available to  
answer any questions  
you may have.   



Help 

Additional policy and procedure information can be found on the “help” page 
in the top navigation. 
 
 
 
 
 
 
 
 

   -Track your order 
   -Warranty/returns policy 
   -Order cancellation policy 

 



Limitations 

There are some site limitations you should know.  You will not be able to 
order: 
�  Custom size detachable graphics 
�  Custom pop-ups or hop-ups 
�  Custom truss booths 
�  Linear bold 
�  Hero graphic panels 
�  Massive quantities of any product 



Downloads 

Downloads section: 
�  Found in the top navigation 
�  All instructions 
�  All graphic templates 
 



Enjoy! 

Questions? 
�  Call your sales representative 
�  Toll free # 866-672-8715 
�  630-226-1155 

Don’t forget to send your clients to www.Exhibitors-Handbook.com 


