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E§B 8 |ck Tip #28: Locate Artwork Uploaded to an

2022-01-20 - Jennifer M - ESP Quick Tips

To locate an attached image/uploaded artwork within an order, log into ESP, click on the
Orders tab and then take the following steps:

1. In the Orders tab, click on the order number to open it.

Dashboard Quotes Orders Invoices Sample Requests Purchase Order History
Q  Search by product, supplier, etc
O Order # Customer Date ~ In-Hands Date Total Status
O ASI-455565 3D Orthopedic Medical... 1119722 1/31/22 $302.10 Open ~

O ASI-455564 Jan ABC Company 114122 1/28/22 $627.52 Closed ~

2. On the toolbar in the upper right hand corner, click on the artwork (landscape) icon.

@® Closed ~ $627 52 $0 00

- Total Balance Due
1 payment made on 01/28/2022

3. Thumbnails of previously uploaded images will be displayed.
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(¢ Upload

Upload your Art Files:
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LOGO
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Your Logo H...

In this section, you are able to upload additional image files or remove previously attached
artwork. When are finished, click on the artwork (landscape) icon to close the section.



