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ONLINE ORDERING TUTORIAL 

Our official Johns Hopkins University stationery system consists of approved designs 
for letterhead, envelopes, business cards, name tags, greeting cards, and more. 
These designs may be customized and ordered online via our Stationery Portal, 
powered by Alpha Graphics, Inc.  

All university employees are required to use the approved university stationery 
templates. Johns Hopkins does not allow changes or alterations to the designs 
unless a strategic need is presented.   

If you have any questions about the order process, please contact us 
at brand@jh.edu.  

WEBSITE:  
https://alpha-graphicsnet.presencehost.net/portal/customer-login.html (DIRECT LOGIN LINK) 

mailto:brand@jh.edu
https://alpha-graphicsnet.presencehost.net/portal/customer-login.html


Once you login the next page you will see will be the JHU PORTAL homepage (screenshot 
below). Next you will need to click “document library” on the left hand side of the page.  




After clicking 
“document 
library”  
this screen will 
pop up 
(screenshot to 
the left). 


Find your item 
you would like 
to order and 
then select a 
quantity from 
the dropdown 
menu on the 
right side of the 
page. 


Scroll down to 
the bottom of 
the page 

and click “Add 
item(s) to 
cart”. 

 





You will then be directed to this preview page (image above), where you will then input the 
information for the business card(s). After typing in all necessary information please click 
“Update Preview” at the bottom of the page so you can see the business card details. The 
Preview will appear like the image below. 




Front of Card 
  

Back of Card 
  

Once ensuring all information is correct please click “add to cart” at the bottom on the right 
hand side.  



 

Enter the necessary information (so that 
the Alpha Graphics team can create a 
quote in Printavo our invoicing system).  

The price provided above is before 
shipping/courier (if you would like the 
items delivered directly to you).  

Once completed please click “PLACE 
ORDER” and an email with the specs of 
the order and print ready artwork file will 
be sent directly to the Alpha Graphics 
team. You will receive an art proof from the 
team prior to printing.  



Please note the amount you see is only for printing and not including the shipping/courier fee. If 
you are in the area you can pick up any printed items at our shop. Otherwise we will include the 
fee to deliver in the quote to you when we send artwork approval. 


