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project requests

how to submit a project request 
Beginning Thursday, July 19, all projects should be initiated using Myorderdesk.com, a web-based program that 
allows our clients to submit projects and instantly track the status online, 24 hours a day/7days a week. The con-
venient, intuitive interface also has comprehensive help menus, wherein, you can look up FAQs, submit questions 
or chat live with a support representative. The following pages walk you through how to initiate a project with the 
department.  If you have any questions about the system, please contact Stephanie Spencer.

 Log-on to the system by going to: myorderdesk.com/CTCreativeMarketing

   E�nter your e-mail address and “tribune” as the   
      �password.  Most of our clients’ information has 

been added to the system, however, if you’re a 
new user and the “tribune” password doesn’t work, 
you may also create a new log-in by selecting 
New to Our Site, Start Here. After logging in , you 
have the option of changing your password under 
My Account.
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 Choose “Project Request” from the menu options2
You’ll have (4) options to choose from:
	 -- Change Request - Copy changes, quick edits, things that do not require design time
	 -- Creative Brief - More illustrative, multi-element projects with longer turn-around times
	 -- Project Request - Turn-key projects with quicker turn-around times
	 -- Send a File - Submit attachments only
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 Complete the project request form3

   You can switch between 
      forms if you’d like, using
      this drop down menu.

4

   Fill in the fields as you               
      would normally. 
5

  Attach any necessary 
     �fonts, graphics, documents, 

etc. pertinent to the job 
here, by selecting Attach 
Files If there are no 
attachments needed, select 
Send - No Files to attach, 
and hit the green Send 
button to submit the job.
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 Email confirmation7
After submitting the job, you’ll receive an instant email alert, letting you know that the job has been 
received on the Creative Marketing internet server, along with a job tracking number.  With that tracking 
number, you can select, My Jobs in the interface and follow the status.  

Example: 
Email 

confirmation

Example: 
My Jobs tracking 

interface
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what happens next? (the internal process) 
 

■          �Once we’ve received your project request, we will assign one of the categories below to the job as it 
moves through the production process, via a status update email.

■          �The designated categories are:
	 -- Closed
	 -- Designer & Job# Assigned
	 -- In Progress
	 -- On Hold
	 -- Proof Sent to Client
	 -- Revision Alert - more info. to come
	 -- Unable to Process Job
	 -- Unspecified - misc. notes
■          �Afterwards, the Designer logs in, downloads the artwork and job ticket.  The Designer and the Client are 

then free to discuss the job.
■          �To receive email alerts and status updates from us, please add autonotify@PrintNotify.com to your 

address book.

project requests (cont.)


