
	
	

	

	
	
	
	
	
	
	

Instructions	for	using	the	
Collier	County	Government	Storefront	

	
CollierCounty.PresstigePrinting.com	

	
	
	
	
	
	
	
	
	
	
	

If	you	have	questions,	please	contact:	
	

Wendy	Gexler	
239.207.0711	

Wendy@PresstigePrinting.com	
	
	

	
	



Visit	colliercounty.presstigeprinting.com	with	your	preferred	internet	browser.	
If	this	is	your	first	visit	to	the	site,	you	will	need	to	create	an	account.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
To	create	an	account,	click	the	“Create	an	account”	link	shown	above.	

On	the	Create	an	Account	page	you	will	need	to	fill	in	all	of	the	fields	marked	with	an	*.	
Your	business	card	will	be	able	to	use	the	information	you	enter	on	this	screen	to	fill	in	some	of	the	
fields	used	on	your	business	card.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 	



When	you’ve	finished	completing	the	Create	an	Account	form,	click	the	Create	Account	button	at	the	
bottom	of	the	screen.	Once	your	account	has	been	approved,	you	will	receive	an	email	letting	you	know	
that	you	can	now	login	to	the	site	and	create	your	business	card.	
	
If	you	didn’t	choose	a	username,	it	will	be	your	email	address	and	the	password	you’ve	created.	
	
After	you’ve	successfully	logged	onto	the	site	you	will	see	Business	Cards.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Click	the	Business	Cards	Link.	On	the	next	page,	you	will	select	the	Division	that	you	work	for.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



After	selecting	your	division,	you	will	then	be	taken	to	the	next	page	which	may	have	a	few	different	
options,	depending	on	your	division.	Please	select	the	appropriate	product	at	this	point.	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

After	you	select	the	product	you’d	like	to	order,	the	next	page	will	require	that	you	select	the	Quantity	
you	would	like	to	have	printed	(either	500	or	1,000).	

In	the	Additional	Instructions	field,	please	let	us	know	where	you	would	like	to	have	the	cards	shipped	
along	with	any	other	necessary	information.	

After	you	have	chosen	the	quantity,	click	the		 		button.	

	 	



This	is	where	you	create	your	business	card	by	filling	in	the	information	on	the	left	hand	side	(see	image	
below)	of	the	screen.	Start	at	the	top	and	choose	your	Department.	If	you	do	not	select	the	proper	
Department	or	try	and	change	the	Department	name,	your	order	will	not	be	approved.	If	you	filled	in	
your	contact	information	when	you	created	your	account,	some	of	the	fields	will	auto-populate	for	you.	

	

You	can	change	the	Preview	Size	to	make	it	easier	to	verify	your	information	as	it	appears	on	the	card.	

After	you’ve	filled	in	all	of	the	fields	you’d	like	to	use,	click	the		 		button.		

If	you	are	satisfied	with	the	card	you’ve	created,	check	the	Yes,	I	approve	this	document	box	and	click		

	



After	clicking	the	Add	to	Cart	button,	you	will	be	taken	to	your	Shopping	Cart	page.	Verify	that	you	have	
selected	the	proper	quantity,	and	at	this	point	you	can	choose	where	you’d	like	to	have	your	cards	
delivered	to.	

	

After	entering	your	Ship	To	address,	click	either	Continue	Shopping	(to	order	additional	cards),	or	
Proceed	to	Checkout.		

	 	



Once	you’ve	clicked	Proceed	to	Checkout	you	will	have	2	choices,	either	pay	with	a	P	Card/Credit	Card,	
OR	pay	using	a	Purchase	Order.	

	

To	complete	your	order,	you	will	either	click	the	Credit	Card	Payment	(blue	button)	or	Purchase	Order	
(blue	button),	depending	on	the	method	used	to	pay	for	the	order.	


