
HOW TO ORDER SEW POWERFUL BUSINESS CARDS 

The card pictured at the left is the approved Sew 
Powerful business card design. To order your 
own business cards do the following: 

1. Send an email to JanC@SewPowerful.org. 
Indicate you want to order business cards and 
provide the following information: Your Name, 
Your Title, Your Email Address, and Your Phone 
Number.   
2. Jan will take your information, put it in the 
template, save it and email a file back to you so 
you can place your order. The file will be called 
[YourName]BizCard.pdf 
3. Save the file on your computer in a location 
you can easily find. 

4. Next, open a browser on your computer and type Vistaprint.com in the URL address bar [enter] 
5. From the Vistaprint menu, select BUSINESS CARDS 
6. From the options, choose UPLOAD YOUR DESIGN. Click on the blue words UPLOAD NOW 
7. On the next screen choose ‘Standard (3-1/2”x2”) 
8. From the menu in the upper left side, choses IMAGE 
9. Right below that, click on MY COMPUTER, to indicate the file source 
10. A dialogue box will open and you will navigate to the location on your computer where you saved the 

business card file Jan sent you.  Click on it. 
11. That should automatically put the business card with your name and title in the design area of the 

screen. (In some cases it will appear in miniature and you will have to drag it in place and size it to fill 
the design area.) Make sure all the text and logo fit within the dashed ‘safety line’.  

a. If the text and/or logo fall outside the safety line, double click on the image and choose ‘SCALE 
TO FIT’. That should make the necessary adjustments. If not notify JanC@Sewpowerful.org for 
assistance. 

12. If it fits and everything looks good, Click NEXT 
13. That will take you to the back of the card. Leave it blank and click NEXT 
14. The next screen allows you to review your business card and you should see an image like the one 

above. Click on VIEW LARGER above the image to see your card enlarged and closeup. 
15. Click on CLOSE to get to the check box : I HAVE REVIEWED AND APPROVED MY DESIGN 
16. Click NEXT 
17. Then choose your thickness, finish and corners by clicking on the box for each of your preferences. 

Note that each upgrade increases the cost of your cards. 
18. Then choose the quantity of cards. This will tell you the price before tax and shipping. 
19. Click NEXT, which will take you to one or more screens of add-ins they want you to buy, but you can 

simply click on the NEXT button at the top where it says: “If you are done creating, continue to your 
cart to review your order” 

20. They are going to try again to have you buy more ‘stuff’. To finish your order click on GO TO CART and 
then CHECKOUT on the next screen. You can almost always find a discount coupon code on the internet 
so check before you finalize your order. 

21. Have your credit card ready, as you follow the prompts to complete your purchase similar to most 
other online sellers. 

22. For standard delivery in the US, allow about two weeks from order date to delivery. 
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