
 
 
 
 
 
 

              
 

                                   
 
 
 
            FreeFlow Tutorial 1:  Basic Ordering from Template Bank 
 
 
This is a “quick tutorial” to help people understand the new FreeFlow. 
The best part is that if you have used the old version then this will be even easier 
to understand and use.     If you have never used iWay, you should still find this 
very ‘user friendly’. It is put together in a “wizard” type format…if you just 
follow the instructions and fill in your information, page by page, you will likely 
be successful the very first time. In any event, the learning curve for this version 
is much shorter and easier than in ‘version 2.5’.   
     We hope you will find this tutorial to be helpful and, as always,
 thank you for your interest in FreeFlow! 



 
This is the starting point after logging in to FreeFlow. It basically starts by displaying four
selections … Let’s start out with the first selection, “Print Documents from our Catalog”. 
Click 'Start Ordering'. 



 
This is the next screen. The “Shared Templates” tab is for forms that all employees need to 
access…not just one department. For this example, we’ll select “My Templates” and then 
double click “Health & Human Services Agency” (your department will look different if you 
are not a part of HHSA). 



 
We can then double click on the “TRAINING” folder (used just for this example)…. 



 
We then click on “iWayTest”…. We then click, for now, “Add to Cart”. The  
“Add to Cart and Checkout” option can be used also, if you are done selecting forms, but we 
won’t select that at this time…. 



 
This is the ‘shopping cart’. To access, click on ‘Track Jobs’ or the yellow ‘Shopping Cart’ 
button up top. The MOST important thing to remember is that any and all jobs in here will be 
ordered unless you remove them from the shopping cart….don’t despair…it’s easy…just 
click on either ‘save for later’ or ‘delete’. The ‘delete’ button does exactly that…erases the 
job entirely….’save for later’ moves it to the ‘Saved Jobs’ queue. The ‘Saved Jobs’ queue is 
handy because it allows you to make changes to your job. REMEMBER…. Unless you click 
either of these buttons, your job stays in the ‘shopping cart’ and will be ordered in the steps to 
follow. 
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Next, fill in the quantity…..click “Get Quote” to get a price for your job (tax not included 
yet)….NOTE don’t worry about the price shown in this tutorial….it is only for training 
purposes. Next, click ‘Proceed to Checkout' (it will appear under 'Get Quote'). 
To review the properties of your job, in detail, click on the job name (red arrow). 
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This is the panel to fill out your shipping info……You can click on ‘edit’ to change the 
address shown , or click ‘Enter a New Shipping Address’ to do just that, or you can even 
click ‘Ship to Multiple Addresses’ to split your order into multiple deliveries to more than 
one destination. ‘Show Address Book’ allows you to choose previously stored information 
from your personal address book. We’ll cover details on the address book later in the 'Manage
your Account' tutorial .
 

 



 
Here you choose the date you would like your job shipped. Basically, with one day shipping, 
it is the same as the date the job is required; also you can choose delivery by courier or pick
up your job in person. 



 
 
This calendar window allows you to choose the date and time. Click OK when done. 



 

 
This is the last step before becoming a “real” order. Be sure to add your billing address! 
Here, you can change the method of payment by selecting ‘Bill me later’ or ‘Credit Card’. 
There are fields for ‘Cost Center’ and ‘Ref(erence) Code’ (Low Org). 
These may be required by your department. Please review your information carefully. 
When ready, proceed by clicking ‘Place Your Order’. 
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If you selected “Credit Card” as the payment option, you will be taken to this screen. This is a guaranteed secure connection by 
Authorize.Net. They handle all Credit Card transactions for the Xerox Print Center. To ensure your privacy, none of this info is 
stored at The Xerox Print Center. Be sure to fill out ALL information accurately and completely or delays in your order may 
result. 



 
At this point, the order has been placed….please record your job and order numbers…you 
may also print out this page. Should you need to cancel or change your order, call us 
immediately at the Xerox Print Center, 858-650-0818. 



Thank you for visiting our FreeFlow tutorial. This should 
get you acquainted with the most common features and differences 
from the older version iWay system. If you feel you would like 
more training, help or have a question, please contact Patrick 
Angsten at patrick.angsten@xerox.com. , 858-650-0829 or 619-247-6879
 
 Thank you! 




