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ORDERING INSTRUCTIONS

Visit www.odpbusiness.com

Login: Email Address (Not Case Sensitive)
Password: Welcome1 (Case Sensitive)

The password will expire upon logging in for the first time.
 Please change your password to a new password 

containing ( 8 Characters, 1 capital letter, and 1 number). 
Also, you must complete your security questions. 

[see next page]

 Please be certain you are also familiar with
the guidelines on page 13+
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ORDERING INSTRUCTIONS
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ORDERING INSTRUCTIONS

You should immediately get an email confirming your

password change.
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ORDERING INSTRUCTIONS

THE OFFICE DEPOT PORTAL HOME
PAGE SHOULD BE SHOWING,  AND YOU
WANT TO CLICK B R A N D  I D E N T I T Y

And this  i s  what  you should see
You are  able  to  order  250,  500,  or  1 ,000.1 .
When you place an order  in  your  cart  i t
wi l l  show here  unt i l  you submit  the order

2 .

You have a  choice between 3  types  of
cards

3 .



ORDERING INSTRUCTIONS

When you c l ick  on a  sty le  of  card you wi l l
see this  page where you wi l l  enter  your
information.

P l e a s e  n o t e  t h a t  t h e
@ p e n n g l o b a l m a r k e t i n g  w i l l  a u t o m a t i c a l l y
b e  a d d e d  t o  y o u r  e m a i l .   Y o u  o n l y  w a n t  t o
t y p e  y o u r  f i r s t  n a m e  " . "  l a s t  n a m e

In  this  sty le ,  the QR code wi l l  be  created
automatical ly  with your  typed information

Be certa in  to  f i l l  in  A L L  f ie lds  when enter ing
your  information.
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PLAN ENROLL

Be certa in  to  f i l l  in  A L L  f ie lds  when enter ing your
information.

1 .This  QR code wi l l  be  created automatical ly  and include your  PURL address
and Cl ient  Center  phone # you enter  into  the form f ie lds .

2 .  You wi l l  enter  your  F i rst  and Last  name

3.  You wi l l  enter  the F i rst .Last  name of  your  emai l
* t h e @ p e n n g l o b a l m a r k e t i n g  w i l l  b e  a d d e d  a u t o m a t i c a l l y

4.  L icensed agent  is  the only  t i t le  on this  card .   You wi l l  enter  a l l  s tates  you
are l icensed in  and must  keep those l icenses  current  or  order  updated cards

5 .  You wi l l  enter  your  NPN #

6.   You wi l l  enter  the City ,  State  where your  res ident  l icense is  located.

7 .   You wi l l  enter  your  PURL address  (  the website  l ink to  your  personal  page )

8 .   You wi l l  enter  the custom phone # f rom your  personal  PURL page



ORDERING INSTRUCTIONS

I f  you select  the P h o t o  C a r d  or  I D  B a d g e  you
wil l  need to  upload a  picture  in  our  approved
format .

Please send a  request  to  us  at
P e n n g l o b a l . H Q @ p e n n n g l o b a l m a r k e t i n g . c o m
a l s o ,  a t t a c h  a  c u r r e n t  p h o t o  i f  i t  i s  d i f f e r e n t
t h a n  w h a t  w e  h a v e  i n  o u r  f i l e .   
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ORDERING INSTRUCTIONS

You wi l l  see  this  box on the r ight-
hand s ide of  the shopping cart
page.   You can:

Change the quantity  you want1 .
Emai l  a  proof2 .
View a  proof  3 .
You need to  c l ick  accept  here4 .
Cl ick  next  to  advance to
payment

5 .

P l e a s e  b e  c e r t a i n  t o  c a r e f u l l y  r e v i e w
t h e  P R O O F ,  a s  o n c e  y o u  o r d e r ,  i t
c a n n o t  b e  c h a n g e d  o r  c a n c e l e d .
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ORDERING INSTRUCTIONS

1 .  The next  page wi l l  show the cost  of  your  order .

The cards  cost
250       $22 .54
500       $28 . 16
1 ,000     $33 .68
w h i c h  i n c l u d e s  s h i p p i n g
est imated sales  tax  shown

2.  I f  you wish to  change this  order ,  c l ick  remove
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ORDERING INSTRUCTIONS

Before
f inal iz ing the
order ,  p lease
be certa in  to
ver i fy  a l l  th is
information is
correct .

Orders  are  to  be paid for  at
the t ime of  placement v ia
credit  card .
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GUIDELINES
Business cards are considered advertising in regard
to compliance. 

Regulations must be adhered to, and the proper
title must be used in relationship to one's
agent/manager agreement.

One's name on the business card must match
exactly with the name on the state insurance
license.

On the following pages, please find the options
available for each level of one's agreement

If you order cards that show two phone numbers, one of
the numbers must be the Regional Office or the
Corporate Office 800 392-5042.

The carriers are no longer required to be listed on the
back of the card. You can access a list of our carriers
here;

https://www.pennglobal.biz/carrier-list.html
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L100
Insurance Professional

Insurance Agent

Insurance Licensee

Insurance Producer

Insurance Sales Agent

Insurance Specialist

Licensed Insurance Agent

Licensee in Insurance

Disability Income Insurance Specialist

(YOU CAN ALSO ADD THE WORD ‘HEALTH’ OR
‘LIFE’ IN FRONT OF ALL THAT START WITH

‘INSURANCE’)

L150-200
Insurance Professional

Insurance Agent

Insurance Licensee

Insurance Producer

Insurance Sales Agent

Insurance Specialist

Licensed Insurance Agent

Licensee in Insurance

Disability Income Insurance Specialist

Field Trainer

Sales Manager
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L300
Insurance Professional

Insurance Agent

Insurance Licensee

Insurance Producer

Insurance Sales Agent

Insurance Specialist

Licensed Insurance Agent

Licensee in Insurance

Disability Income Insurance Specialist

Field Trainer

Sales Manager

District Sales Manager

(YOU CAN ALSO ADD THE WORD ‘HEALTH’ OR
‘LIFE’ IN FRONT OF ALL THAT START WITH

‘INSURANCE’)

L400
Insurance Professional

Insurance Agent

Insurance Licensee

Insurance Producer

Insurance Sales Agent

Insurance Specialist

Licensed Insurance Agent

Licensee in Insurance

Disability Income Insurance Specialist

Field Trainer

Sales Manager

District Sales Manager

Branch Manager
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L450
Insurance Professional

Insurance Agent

Insurance Licensee

Insurance Producer

Insurance Sales Agent

Insurance Specialist

Licensed Insurance Agent

Licensee in Insurance

Disability Income Insurance Specialist

Field Trainer

Sales Manager

District Sales Manager

Branch Manager

Senior Branch Sales Manager

(YOU CAN ALSO ADD THE WORD ‘HEALTH’ OR
‘LIFE’ IN FRONT OF ALL THAT START WITH

‘INSURANCE’)

L500 / REGIONAL
MGR

any previous title  or

Regional Manager

Senior Regional Manager*
                       *Pre- approval required from PGM. 
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