VANGUARD TAG/DECAL/STAMP EASY
ORDERING INSTRUCTIONS

LOGGING ONTO VANGUARD EASY ORDER WEBSITE

Step 1 - |
Open a browser (|nternet File Edit Wiew History Bookmarks Tools Help
Explorer, Mozilla Firefox, \) Easy Order
Safari etc.) type in the
URL window https://

fdny.easyorderv2.com

COFURL &% CBT admin &% CBT autharing &%

Step 2 -
In the User ID: and Password: (fields) type in the unique user ID and password that

you received from Vanguard (via e-mail) both fields are case-sensitive. Save the
log in UserlD for future use.
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Welcome to Easy Order!




PDATE YOUR EASY ORDER ACCOUNT INFORMATION

After logging into your company EASY ORDER account you should confirm your
information and change your Vanguard Easy Order password.

Step 1 -
- cc - Io https: //fdny. easyorderv2.com/Main.epm

Click on “My ? a— ~

Account” (see e s e

image on right). = -

SaE .! https—www L nyc. gov-asse. .. m Suggested Sites ~ ﬂﬁ Srmtrwps0 1 a web Slice Gallery -

g
My Orders My Account

s> All tems catalog
Search

Category: | All Catalogs
Search for: | [match case

Searchl

Step 2 -
Check that your

first name, last
name, and e-mail
address are
correct (see 1,

My Orders My Account

on right).

Then, click on | Personal Info || My Images |

“Change 2 e

Password” (see 1

2, on right) and ' FDNY

change the Test

password to FDNY.Test@fdny.nyc.gov

something e

unique that you
will remember
for future use.
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ORDERING STAMPS ON EASY ORDER WEBSITE

Step 1 -
After logging into your company’s STOREFRONT VIEW you should enter the ORDER

QTY (see 1, below) of CERTIFICATE OF FITNESS STAMPS you want to add to your
shopping cart, then click CUSTOMIZE (see 2 below).

*PLEASE NOTE: For each Certificate of Fitness holder performing the
responsibilities of Rangehood cleaning or Portable Fire Extinguisher sales/service
you must enter the quantity and customize each individual COF STAMP. After
clicking customize, you will be prompted to enter Certificate of Fitness holders
full name and C of F number. If you wish to order more than 1 COFSTAMP for
your Certificate of Fitness holder, enter that number in the ORDER QTY field
now.

& S PR Culioe Print
Easy Order [

My Orders My Account

» Allitems catalog
Search

Category [All Catalogs =
Search for MMatch case
‘Searct

ORDERING INSTRUCTIONS:

Enter ORDER QTY for the first item you wish to order and click “CUSTOMIZE™
“FOR STAMP - Enter stamp ORDER QTY for each Certificate of Fitness Holder"

COFSTAMP

PFETAG

RHDECAL

Step 2 -
To add a new a Certificate of Fitness holder profile to your account select “Add

New ...”” (after initial setup, the profile will be saved to your account for later
use).

‘COFSTAMP - CERTIFICATE OF FITHESS - STAMP

STAMP ORDERING INSTRUCTIONS
STEP 1. In the profile field select "ADD NEV...", or choose a previously added Cerlificate of Fitness Holder profile.

STEP 2. IfADDING NEW profile, click on “Insert Image” to add your company logo.
a.Iflogois NOT shown in a "Choose a File” pop-up window click "Add Image” and insert company logo, click add.
b. Iflogois shown in a "Choose a File” pop-up window, double clickitto insert.

STEP 3. a. If ORDERING FOR A NEW PROFILE (NEW Certificate of Fitness holder) - Enter the full name and C of F number.
b. IFORDERING FOR A PREVIOUSLY ADDED CERTIFICATE OF FITNESS HOLDER, skip to Step #4.

STEP 4. Click "Update.

STEP 5. Click on the link "Click Here To View Your Proof (Required).

STEP 6. New window will open with proofimage, after viewing the image, close this window.
STEP 7. Click on check box next to "l have viewed and approved my proof .

STEP 8. Click on "Add To Cart

IMPORTANT: After adding this itemn to your cart you will be re-directed to tug slgrefront view where you can add more Certificate of Fitness Starr

Choose a previously customized Profile or select "Add Nev<!Add New ... " Click Here to Edit Your Profile(s)

Please insert your company logo.

Accepted file formats: JPG, JPEG, GIF.



Step 3 -
Add your company logo to the COF STAMP by clicking "Insert Image” (see

image, below). A new window will pop-up.

IMPORTANT: After adding this item to your cart you will be re-directed to the storefront view where you can add more Certificate of Fitne

Choose a previously customized Profile or select "Add New"l Add New j Click Here to Edit Your Profile(s)

Please insert your company logo.

Accepted file formats: JPG, JPEG, GIF.

Company Logo:

Insert Image | Resht Image

Cedificate of Fitness holder's I
Full Mame:

Cerificate of Fitness holder's full I
8 digit C of F number:

U Eatel

A. If your company logo

ny logo.

is NOT shown in this Y P %
new window, click on i Imag 5

"Add Image” tab (see 1, ! e —
on right). If vour logo is 57 ot sekctan meoe

SHOWN, then skip to B. Add Reset

sted f jui:
Then hit on d Nel
“Browse” (see 2, on
right), find the custom
logo file from your
computer directory and
double click it.

In the Name: field
create a unique name
for this image, example —

- ““your company 3

name_Logo”, then click ~— S

OK (see 3, on right).

Resef

B. If company logo is shown in the window, double click it to insert into the
COF profile.



Step 4 -
1. In the Certificate of Fitness holder’s Full Name (see 1, below) field enter

First and Last name of the C of F holder.

2. In the Certificate of Fitness holder’s full 8-digit C of F number (see 2,
below) field enter C of F holder’s full C of F number (which can be found on
their C of F card).

3. Click “Update” (see 3, below).

4. Message: New Profile successfully created will appear.

|Inzert Image | Reset Image |

Certificate of Fitness holder's
Full Mame: 1 ‘
Certificate of Fitness holder's full

3 8 digit C of F number; 2 12345678

UEatel

Step 5 -
To validate the Stamp you phndoe p pa—
customized click ““Click Here To 1ZHsere : ]

View Your Proof (Required)” link
(see image, on right).

Click Here To View Your Proof |'Reguired':|
| have viewed and approved my proof: -

Step 6 -
A new window will

open, check the
spelling of the C of
F holders name
and Certificate of
Fitness number
(see 1, on right).
Then close this tab
(see 2, on right).

@ @ | hips:/fdny easyordery2.com MPower foutput/7/05-60310000/D3715599_00001.pdf2z00m=1005page=
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Step 7 -
Check box “I have viewed and approved my proof” and click add to cart.



ORDERING PORTABLE FIRE EXTINGUISHER TAGS ON EASY
ORDER WEBSITE

Step 1 -
After logging into your company’s STOREFRONT VIEW you should enter the ORDER

QTY (see 1, below) of the item PFETAG you want to add to your shopping cart,
then click CUSTOMIZE (see 2 below).

G PR Cnline Print
@ Easy Order Frimhati

Shop My Orders My Account

»» Allltems catalog
Search

Category. [ All Catalogs ¥
Search for Custch case
Sear:§

ORDERING INSTRUCTIONS:

Enter ORDER QTY for the first item you wish to order and click “CUSTOMIZE"
“FOR STAMP - Enter stamp ORDER QTY for each Certificate of Fitness Holder"

Show v
— Showing ltems 1
COFSTAMP RTIFICATE OF FITNESS - STAME I 5
PFETAG PORTAB £ EXTINGUISHER T poxa000  §1,146.00
RHDECAL  RANGEH ECAL BOX/2000  $840.00

Step 2 -
To add a new Portable Fire Extinguishing company profile to your account select

“Add New ...”” (after initial setup, the profile is saved to use for future ordering of
PFE tags. If ordering again, select the previously used profile).

PFETAG - PORTABLE FIRE EXTINGUISHER TAG - INDOOR

PORTABLE FIRE EXTINGUISHER ORDERING INSTRUCTIONS

STEP 1. In the profile field select "ADD NEW..", or if already available - choose your company License Number (company ID).

STEP 2. If ADDING NEW, enter the company License Number (Company |D} in the required field.

STEP 3. If your company logo is shown in the "Company Logo” field, skip to STEP 4. To add a company logo click on “Insert Image’
a. Iflogo is NOT shown in a “Choose a File” pop-up window click “Add Image” and insert company logo, click add.
b.Iflogois shown in a3 "Choose a File” pop-up window, double click it to insert,

STEP 4. Click "Update.

STEP 5. Click on the link "Click Here To View Your Proof (Required).

STEP 6. New window will open with proofimage, after viewing the image, close this window.

STEP 7. Click on check box nextto | have viewed and approved my proof

STEP 8. Click on“Add To Cart.

IMPORTANT: After adding this item to your cart you will be re-directed to the storefront view where you can add more Certificate of Fitness Stamps, Portable Fire Extinguisher Tags - INDOOR, and/or Range Hood Decals to your order.

Add New = k Here

1

Choose a previously customized Profile or select "Add Ne

Please enter your company's license number.
License Number.

Please insert your company logo. 2

i Ii'
-

Accepted file formats: JPG, JPEG, GIF,

Company Logo:

3

4 &saﬂmaga;
1.Enter your company License Number (Company ID) (see 2, above).
2. 1f company logo field is empty click “Insert Image” (see 3, above) and add your
company logo.
3.Press “Update™ (see 4, above).




Step 3 -
To validate the PFE tags you customized click ““Click Here To View Your Proof

(Required)” link (see image, below).

Please enter your company's license number.
License Number:
Please insert your company logo

Accepted file formats: JPG, JPEG, GIF.

Company Lago |

02018 | 20190
. || p—

Insert image |Reset Image

Update
lick Here To View Your Proof (Required)
| have viewed and approved my proof:
Prev 1 2 Next
Add to Cartf Ca

A new window will open. Check the proof and ensure your company logo is
present and correct (see 1, below), the spelling of the Company, NYC LIC #,
Address and company Phone number (see 2, below) and correct. Then, close this
tab (see 3, below).
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Step 5 -
Check box ““I

have viewed
and approved
my proof” (see
1, right) and
Add to Cart
(see 2, right).

Click Here To View Your Proof (Reqguired) 1
| have viewed and approved my proo @

Prev 1 2 MNext 2

Rights Resenved




ORDERING RANGEHOOD DECALS ON EASY ORDER WEBSITE

Step 1 -
After logging into your company’s STOREFRONT VIEW you should enter the ORDER

QTY (see 1, below) of the item RHDECAL you want to add to your shopping cart,
then click CUSTOMIZE (see 2, below).

@ Easy Order [Ermmemion

Shop My Orders My Account

» Allitems catalog
Search

Calegory [ All Catalogs ¥
Search for itatch case
Search|

ORDERING INSTRUCTIONS:

EEEEE

1 show |15 =] per page

Showing ltems 1.3 of 3

a——
e # Order Qty , Unitofissue | Price | Adions
COFSTAMP  CERTIFICATE OF FITNESS - STAMP ACHN §15.00
PFETAG P T JISHER TAG - INDOOR OX3000  $1,145.00
RHDECAL RANGE ECAL BOX2000 $840.00
Showing te of3

Step 2 -
1.To add a new Rangehood company profile to your account select ““Add New

..”" (see 1, below).
2. Enter your License Number (Company ID) into the required field (see 2, below).

RHDECAL - RANGE HOOD DECAL

RANGEHOO0 DECAL DROERING INSTRUCTIONS
STEF 1. In the predile eld setect "ADD MEW. ", of It aleady avallable - choose your company License Number (cempany 10}
STEP 2 f ADDSNG NEW, enter the company License Number (Company ID) in the required fleld

STEP 1. If your company logo is shown in the "Comgany Logo™ Seld, skip fo STEP 4, To add a company logo dick on “Insert Image”
a.ifingo ks NOT shown in a "Choass 3 File” pop-up window dick ‘Add image” and insert ¥ logo, click ada.
©. Hikgo ks shown In 3 “Chocse a File” pop-up window, doudle dick it to insert

STEP 4. Click Ugpdate ™

ETEP & Glick on the link “Glick Hise To View Tour Proal (Regquined)

STER B Mew window will opén with proal Image, aRer vewing s image, dose Mis window
STER 7. Click on chack box next tn *| have viswsd and approved my proal

STEP 8. Click on "4dd To Cant

PORTANT: Alter adding this ibem o your car you will be re-direcled 1o Busslqualront you can add mare Cestificate of Filness Stamps, Portable Fire Edinguisher Tags - INDOOR. andior Range Hood Decals fo your ardes

Chodse a prévously customized Frofile or select "Add N4

Finane enler your company’s Ienss numbog

FHoase e your company 1ogo

Accepled file formats: JPG, JPEG. GIF.

Company Loge:

Gd

3. Insert your company logo by clicking on “Insert Image™ (see 3, above).
4. Enter your company License Number (Company ID) (see 2, above).




5. If company logo field is empty click “Insert Image” (see 3, on previous page)
and add your company logo.
6. Then click “Update” (see 4, above).

After initial setup, the profile is saved to use for future ordering. (If you are
ordering again, select the previously used/saved profile).

Step 3 -
To validate the Rangehood decals you customized click ““Click Here To View Your

Proof (Required)” link (see image, below).

ick Here Your Pri

e
| have viewed and approved my proof:r

Prev 1 Next

Add to CaLLI Cancell

Step 4 -

When the new window opens up check the proof and ensure your:

1.company logo is present and correct (see 2, below),

2.the spelling of the Company, NYC LIC #, Address and company Phone number
(see 1, below) and correct.

3.Close this tab (see 3, below).

Pingefiex Server [document: D972 ° Py Tl

D& e easyordered gom
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Step 5 -

Check box “I have viewed and approved my proof” (see 1, below) and Add to Cart
(see 2, below).

Click Here To View Your Proof (Required) ]_
I have viewed and approved my pro -@

Prev 1 Next 2

nguard All Rights Reserved

11



REMOVING ITEMS FROM YOUR CART ON EASY ORDER WEBSITE

Step 1 -
Click “VIEW CART”” (see image below).
—|F]x
c ||I:’\ Search | ﬁ' E ‘ 'ﬁ = L

CONTACT US | HELP| LOGOUT W S nEwCART CHECKOUT

Onling Print
Management Service

'Easy Order

Step 2 -
Click on the red X to delete an item from your cart.

Ci"||{:{Searc|‘- |ﬁ’ B 4+ # = "

CONTACT US | HELP| LOGOUT “wfciosecarT | CHECKOUT |

®1  RAnGE HooD DESEA000

223

EHSY Or¢ 2 PORTABLE FIRE £52:292.0

319w

12



CHECKOUT ON EASY ORDER WEBSITE

Step 1 -
Click ““CHECKOUT” (see image below).

_ =] =]

CONTACT US| HELP | LOGOUT Fefciose cART | “HECKOUT

1 panGE HoOD DESS20.00

- = 223
EHSF’ Ord A 2  pPORTABLE FIRE £52-292.0

319W

Step 2 -
After clicking CHECKOUT, you will see SHOPPING CART DETAIL screen.

1. Confirm items in your cart (see 1, below), order quantity (see 2, below), pieces
ordered (see 3, below), unit price (see 4, below) and Sub Total (see 6, below) are
all correct. You have the option to edit or remove the items (see 5, below).

@ '[.;(15}. Order [t
Shoy y Ovders Recoust

2. Click on Continue Checkout (see 7, above) to proceed.

13



Step 3 -
After clicking Continue Checkout you will see SHIPPING/BILLING PROPERTIES.

From here you should:

1. Fill out, Mark to the Attention of field (see 3, below).
2. Fill out Shipping Address (see 4, below).

3.Confirm the Order Total (see 2, below).

4. Click Continue.

You also have the option to go Back to Cart Summary (see 1, below).

Country Usited States (US) j
*stale Select a Stave (HA) =
‘Zip

Continie]

T S [ ) ) =) I S
1 000 2000 $340.00

RHDECAL RANGE HOOD DECA_ 223 He 2 84000

PFETAG PORTADLE FIRE E.. 2190 He 0o 6000 §1.146.00 S22
Sub Totst: $3.132.00
Freight: TBD
Handiing: TeD

Step 4 -
Confirm your Order screen will display the Shipping Address as well as the items

you are about to order.

On this screen you have the option to:
1. Adjust your order (see 1, below).
2.Change Shipping/Billing (see 2, below).

3.If everything is correct and you are ready to order, click on Place This Order
Now (see 3, below).

Consirm ¥our Drdes - FIeass
SUDMILINIE Grdar fof Immaaan

o RNl a0 MAke ANY COMACHONS NECeL5ary UAING M features provided Dnce rii aro Salishiad Wit Mib order information as dsplayed, clicking Fiace This Order Mow® will comedeth o 0rdanng process, and

‘Your order will reguire approval for the following reason:

Al grders requite approval iof group

fou r".\'-:cel s approval

Shipping Destinations: CUSTOM 5313200 Selod Cost Centineapment Methad: SHIP:
Mark 1o Tha ASABGn of. E153 Ariya
& matro fach centar
eockdm, NY 11201
Delrvary Options: Fedex Graund
Dusriptio Back Ordor Drdor G Linit of Messure Phoces Ovdered Unit Prico Price. Actions
No 1 2000 2000 $840.00 S840 00

Mo 2 3000 B000 $1,14600 S258300




Step 5 -
After submitting the order, you will see the screen with the following message:

(Easy Order [

VIEWY THIS ORDER NOW CONTINUE SHOPPING

“Vanguard has received the request. You will receive an e-mail from FDNY within
48 hours with instructions. For more information, email: TagsDecal@fdny.nyc.gov
and include your invoice number.”

You have the option of viewing the order you just placed by clicking “VIEW THIS
ORDER NOW”.

IF YOU ARE STILL HAVING AN ISSUE ORDERING FROM VANGUARD PLEASE E-MAIL
TAGSDECAL@EDNY.NYC.GOV AND REQUEST TO SCHEDULE AN APPOINTMENT. FDNY
WILL ASSIST YOU IN PLACING YOUR ORDER.

IN SUBJECT LINE WRITE: PLACING TAG/DECAL/STAMP ORDER AT FDNY.
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