
 

 

 

 

 

 

 

 

 

How to Place an Order to  

Select Vouchers 
  



1. You may access the Voucher Portal via SalesConnect. There you will find a link for ‘Voucher 
Portal’ under the ‘Links to do my job’ navigation bar. 

 

  



2. Once you log to the voucher portal, click on your desired category. 

 

  



3. Select desired item from provided options. 

 
 

 Tips & Tricks  

Select Kit products if dealer wants common vouchers across multiple programs.  

  



4. Click the ‘Create New’ button to customize your selected option. 

 

  



5. If you have a high resolution logo that you would like to place in the voucher instead of dealer’s 
address, you may upload it at this time by clicking the ‘Upload File’ button. Otherwise, dealer 
address will appear in its place. 
 

 Important Note: 100, 150 or 300 high resolution logo with transparent background is 
needed.  Allowed file types are: jpg, pdf, png, eps 
 

 

  



6. Search for Dealer by entering the dealer number or dealer name in the ‘Dealer’ search field. 

 

  



7. Select desired voucher services and values from provided ‘Select Service’ and ‘Value Discount’ 
options. 

 

 



8. Once you have completed your selected, scroll down and click the ‘SAVE’ button to continue. 

 

  



9. At this time please take a moment to review your selections by clicking the ‘View PDF’ button.  

 

 Tips & Tricks  

You may save this PDF to send to others for additional review and approvals. 

  



10. Click the ‘Add To Cart’ button to continue. 

 

  



11. If you have other items to add to your cart, click the ‘continue shopping’ button. Otherwise, 
click the ‘CHECK OUT’ button to continue. 

 

  



12. Shipping Address – If sample book was ordered, click ‘New Address’ button to enter shipping 
address, if no sample book was ordered, leave Southeastern Printing as Shipping Address.  
 

 
 

 Tips & Tricks  

Your saved addresses will remain on your account and they will appear in the dropdown for future 
use. 

  



13. Shipping Method – If no samples book was ordered, please select ‘No Sample Books Ordered’ 
from the ‘Shipping Method’ dropdown. If you ordered sample books, please select ‘UPS 
Ground’. 

 

  



14. Click the ‘SUBMIT ORDER’ button to process your order. 

 Important Note: Orders go through an approval process, once order(s) is approved your 
order will move to production. 

 

  



15. Below is receipt screen, you will also receive an email notification with your order details. 

 


