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PHI LAMBDA SIGMA

PHARN LEADERSHIP SOCIETY

Step-By-Step Guide:
Graduation Medallions
www.philambdasigma.org/store

Please use this guide BEFORE placing an order on the Phi Lambda Sigma store.
Due to the complicated nature of our custom ordering process, we cannot
process incorrectly placed orders. This will lead to a delay in shipping and

processing of your order.

For questions relating to your order after you have read this guide, please
contact the Phi Lambda Sigma Inventory and Membership Management Intern at
orders@philambdasigma.org.

Graduation Medallions: For group or individual orders

—

Go to www.philambdasigma.org/store

Find the graduation medallions and click “View Product”,

3. On the Product Page, read the description and click the link to download
the order form excel file.

4. Open the order form and fill out the information for your chapter.

a. You MUST complete all of the boxes that are shaded yellow,
including the 1) Chapter Info, 2) Bill To, and 3) Ship To sections.
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cﬂm“mwso,l I Please complete the following form for every badge you wil be ordering. The medalions can
M have up fo 3 lines of text engraved onto the back of them, which can be as long or as short as
CHAFTER NAME you'd lke for them fo be. You can choose to put less than 3 ines of fext foo if you'd lke. You can
INITIATION DATE put whatever you'd ke on your medalion, but please NOTE: The longer your lines of text are, the
smaller the text will be.

ADDRESS LINE 1 PHI LAMBDA SIGMA

ADDRESS LINE 2 Total # of Medallions

®

City/state/Zip
PHONE Medalion Number Line 1 Text Line 2 Text Line 3 Text

EMAIL Example: Brandon Jennings University of South Carolina - Zeta Chapter PharmD Class of 2022
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NAME
CHAPTER NAME
ADDRESS LINE 1
ADDRESS LINE 2
City/State/Zip
PHONE

NAME
CHAFTER NAME
ADDRESS LINE 1
ADDRESS LINE 2

City/State/Zip
PHONE

5. The medallions can have up to 3 lines of text engraved onto the back of
them, which can be as long or as short as you'd like for them to be. You
can choose to put less than 3 lines of text too if you'd like. You can put
whatever you'd like on your medallion, but please NOTE: The longer your
lines of text are, the smaller the text will be.

a. Please reach out to each person you are ordering the medallion for
to find out what they would like to have their medallion say.

Medaliion Number Line 1 Text Line 2 Text Line 3 Text
Example: Brandon Jennings University of South Carolina - Zeta Chapter |PharmD Class of 2022

1 Leigh Joyner Thankful to Be a Pharmacist UofSC College of Pharmacy 2022

6. Once you have completed the order form, ensure that you have filled out
the appropriate number of lines that correlates to the number of
medallions you will be ordering.

a. Ex. If you plan to order 13 medallions, ensure that you have input
information for 13 separate medallions.

7. After ensuring that you have properly completed the order form, save your

completed order form as the name of the form_"yourchaptername”.

a. (Ex. Graduation Medallion Request_ZetaChapter)
After saving your order form, go back to the Product Page on PLS shop
Click the green button, “Upload your Completed Order Form HERE".
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10. IMPORTANT: Once you have uploaded your file, you MUST input the
number of medallions you would like to purchase. This humber should

correlate with the number of fields you completed on the Medallion Order
Form.
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ADD TO CART

11. Finally, ensure that you have uploaded the correct order form and that
you have input the correct number of medallions that you need to order.
12. Click “Add to Cart”
13. Once you have sufficiently added all items to your cart, click the shopping
cart in the top right corner.
14. Ensure that all needed items have been added to your cart.
15. Choose your desired shipping method and click “Proceed to Checkout”.
16. Fill out the required Billing and Shipping Details and select your payment
a. You can select Check Payment or Credit Card Payment
Through Stripe.
i. If you select Check Payment, please note that we will
not pr r order until we have receiv r
check. Please make all checks payable to:
1. Phi Lambda Sigma
c/o Mary Euler, PharmD, FAPhA
40 Bailey Lane
Uniontown, PA 15401
17. Upon completion of the payment details, select Place Order.
18. You should receive an email confirming the details of your order. If you do
not receive an email, please check your Spam folder.
a. You should receive emails throughout the time that your order is
being processed. If you do not, please remember to check your
Spam Folder.

For questions relating to your order after you have read this guide, please
contact the Phi Lambda Sigma Inventory and Membership Management Intern at
orders@philambdasigma.org.
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