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Go to our webpage www.pennemblem.com. Then click on the Log in tab.

Enter Your User ID and 
Password, then click  ‘LOG IN’.

STEP

STEP



3 Select Stock & Lettering, then proceed to click the program tab.

4 Select a program

STEP

STEP
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STEP

Fill in the total quantity that you 
want. If you choose to have some 
of the emblems sent to your 
location, enter your text on line 1. 
You may use line 2 if you have 
additional text, or if you would like 
to add a person’s title. Please 
review the information you type to 
avoid any errors. Then specify 
whether it is ‘new’ or ’existing’ 
depending on if it is a new or 
existing emblem.

Click on  ‘Save Item to Cart’ . This will save your work to 
the shopping cart and take you back to the Total Quantity 
box where you can enter the next name. You will repeat 
this process until you �nish entering all the names. You 
can then click on the check out button.

STEP
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STEP

8
STEP

After clicking on check out, �ll in 
the information on the page for 
your PO, email addresses and ship 
to. You will then click on the con�rm 
order button at the bottom of the 
page. If you split the quantity to 2 
locations, you must have the �rst 
address go to the DC and the 
second one come to your location. 
Click on Con�rm Order.

STEP

Con�rm all of your information and 
click on Submit Order. Please only 
click it once to avoid double orders. 
The check out process is the same 
for all of the items you can order in 
Web Order Entry no matter if you 
order one item or something from 
each �eld on the left.

After clicking on con�rm order, you will be prompted to a order details page. Please review 
and click on ‘Submit Order’.



ORDERING BLANK EMBLEMS
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STEP

STEP

Select Stock and Lettering on the left hand side of the screen.

Click on Blanks Tab. Choose the type of blank that you want: embroidery or silk screen. 
Next, click the drop down menu to select the size, fabric color and border color. Enter the 
quantity. Click Save Item to Cart. Repeat the process for each color that you need until 
�nished.
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Next, click on ‘check out’ at the top of 
the page, �ll in the required information 
and click  ‘con�rm’ . 

Review your order information. 
Click on ‘con�rm order’. You will 
then receive a con�rmation.

STEP

STEP



STOCK ITEMS 
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STEP

STEP

Enter the item number 
and click on get this item. 
Fill the quantity you want, 
and choose existing or 
new. Save it to the cart. 
Continue this process until 
you have entered all the 
items you need and 
proceed to check out.

Select Stock and Lettering 
on the left hand side of the 
screen. Then Select Stock 
Items and Names.
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Click on Blanks Tab. Choose the type of blank that you want: embroidery or silk screen. 
Next, click the drop down menu to select the size, fabric color and border color. Enter the 
quantity. Click Save Item to Cart. Repeat the process for each color that you need until 
�nished.

STEP

STEP

Continue this process until you 
have entered all the items you 
need and proceed to check out.

Review your order information, 
click on ‘con�rm order’. You will 
then receive a con�rmation.



LETTERING ONLY 
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STEP

STEP

Select Stock and Lettering 
on the left hand side of the 
screen. Then Select 
Lettering Only.

Choose which type you need and the quantity you need for each name. 
Fill in the boxes, save items to cart, and click ‘con�rm order’. 
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ORDER BY CINTAS ITEM 

Select Stock and Lettering on 
the left hand side of the 
screen. Then Select Stock 
Items and Names.

Click on Order by Cintas Item#.

Enter the information, choose 
new, or existing emblem, and 
click Save Item to Cart. Repeat 
this process until you are 
�nished with your order, and 
click on ‘con�rm order’.

STEP

STEP


