
Printer Guide 



Quick Start Guide 
 

Step 1: Verify Information 

 

Once you've received your username and password, log in to PrintLynxx and verify your company information on the 

left side of your screen under Business Profile and Production Profile sections. Please click on the Buyer Invitation task 

and accept to receive solicitations. 

 

 

Step 2: Place Your Bids 

 

Once the PrintLynxx team receives and qualifies your samples, you are ready to receive bid invitations via email. After 

receiving an invitation, you may login and place your bid in response to the invitation. 

 

 

Step 3: Printing Jobs 

 

After your bid was accepted and a job has been awarded to you, login to PrintLynxx to verify production schedules, 

view change orders, complete tasks, communicate with the buyer and upload anything from art to invoices. 
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Estimates  
An estimate is a request for costs and a schedule for the specs provided. Estimates are not formal requests for bid, and 

do not award work to any vendor.  

Receiving a Request for Estimate  
Once an email has been received alerting you to a request for an estimate, login to the software and click on Requests 

for Estimate.  

  

Click the job number that you will be entering an estimate for.  

  

Scroll through the request to review the specifications so that you may start building your price. 

Enter your pricing for the job into the Estimated Price boxes under each quantity. In Additional Information, enter any 

additional information that may pertain to the specifications or price, such as estimated postage or an estimated 

schedule.  
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Solicitations  
A solicitation is a formal invitation to submit a bid on a job. You will receive an email alerting you to new solicitations, at 

which point you will need to login to the software to review the solicitation and specifications and submit your bid.  

Receiving a Solicitation  
Once an email has been received alerting you to a solicitation, login to the software and click on Solicitations.  

  

Click on the job number you will be bidding on.  

  

Once you have scrolled through and reviewed all of the specifications and terms, there are several options available: Bid, 

No Bid, Comment or Inquire, and Attach File. You may also see the option to review the estimate that you made on the 

job, if estimates were requested and you entered a price.  

                        

At any time you may send a comment or inquiry to the buyer for more information on the job.  
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No Bidding a Solicitation  
There are times when you may not be able to produce or bid on a solicitation due to capacity or the product not quite 

fitting your core capabilities. In this case, you will want to click No Bid.  

 

Enter the reason that you are not bidding on the job and click No Bid.  

 

You may now return to your home portal and your response is recorded for the buyer.  
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Bidding on a Solicitation  
If you are entering a bid on the job, enter your price, verify your production contacts, and click Submit.  

 

You may now edit your bid price, retract your bid price, or return to your home portal as your response is now recorded 

for the buyer.  

 

Once you have entered your bid results, you will see the solicitation in your out box, as it is pending buyer review.  

Notification of Bid Results  
Once the bidding window closes, and the buyer awards the job, you will receive an email informing you of the bid 

results. In the event that you have won the job, production tasks will immediately display in your portal, based on the 

tasks associated with the job.  
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Job Production  
As the job flows through production, both the buyer and the vendor are responsible to complete tasks in a timely 

manner based on the production schedule outlined in the solicitation. There are several tasks that may be associated 

with any given job, including Furnished Materials, Proofs, Vendor Milestones, and Job Messages.  

  

Completing Tasks 
There will be tasks such as Furnished Materials and Proofs that may require your action. For this example we’ll look at 

proofs. 

Click on the Proofs task in your portal.  
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Select the job you are working on.  

   

Enter any comments, select yes, and click Submit.  

  

Any of the Furnished Materials or Proofs tasks work the same way. You must acknowledge that furnished 

materials have been picked up, received, or downloaded. You must also acknowledge that proofs were sent, 

delivered, or uploaded. 
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Change Orders  
During the life cycle of a job, there may be times when a change order is necessary to document changes in the quantity, 

delivery, or even the invoicing of the job. A change order may be initiated by either the buyer or the vendor, but requires 

both party’s approval before the job may continue through production.  

Once a change order has been initiated, all production tasks associated with the job are locked until the change order is 

completed.  

Creating a Change Order  
Open the job you would like to start a change order for, and click on the Info/Team tab.  

  
Click Start a Change order.  

  

From here you can edit specifications, add items or tasks, or make financial adjustments to the specifications.  
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Here is an example of a vendor initiated change order. New items or tasks are in green, modified specifications are in 

yellow, and anything removed is in red.  

  

Once you have made the necessary changes to the specifications, click Submit to alert the buyer to the proposed change 

order.  



         

Page | 10  
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Approve, Revise, Forward, or Reject a Proposed Change Order  
If the buyer has initiated the change order, and all parties are in agreement that the changes should be made, click 

Approve to accept the changes and continue with production of the job. Clicking Revise will allow you to make changes 

to the change order and submit those changes for approval. You may also completely reject the change order, or 

forward it to another member of your team for their approval.  
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Post Production Tasks  
Once produced, the job will need to be shipped out per the delivery instructions in the specifications. If there are any 

questions regarding the Shipping Instructions, please contact the buyer for clarification.   

Job Delivery and Shipping  
Once production of the job is finished, click Shipment.  

  

A list of jobs ready to be delivered will display. Click the job that you would like to enter shipping information for.  

  

On the right hand side of the screen, click the Process Shipment link to start entering information about the shipment.  
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Once all of the information is entered, click the Save button.  

  

Continue these steps until all delivery items have been processed. Once the system recognizes that all items have been 

delivered, a blue Finished Shipping button will appear. Click this button to finalize the shipping information.  

  

Click either OK or Cancel when the pop up asks you to confirm that you are done shipping. Do not complete this step if 

any adjustments need to be made to the shipped quantity. 

  

Once shipping has completed, the buyer will need to approve the product before an invoice may be entered.  
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Invoicing Procedures  
After the product has been approved, you are now responsible to invoice the buyer for the work completed at the price 

agreed upon during bidding.   

Click on the Invoice Task in your portal.  

  

Click on the job that you are ready to invoice for.  

  

Enter the invoice number and click Submit.  
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User Administration  
Once your company has been setup to use the eLynxx Software, you may need to add more users to your team. Team 

members can include estimators, production contacts, or anyone in the accounts payable process. If your company has 

more than one buyer that you will be receiving bids for, multiple team members can be added and set as the default 

contacts for each buyer.   

Adding Users  
From the home screen of your portal, click on the users tab.  

  

Click Add User.  

  

  

On the following screen, enter as much information about the user as is known. Ensure at least the required fields are 

entered. On the bottom of the screen, select the roles and rights this user will need to complete job activities and click 

Save.  
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The user will now receive an email containing a link for them to complete their registration. Once clicked, the user will be 

able to enter a username and password to access the software. As a general rule, we recommend that the username 

created is the user’s company email address. There is no limit on the number of users that can be added.  

Editing User Information  
If there are users in your system that need to have their roles and rights edited, click on the Users tab in your portal.  
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Click on the user that needs to be edited.  

  

    

On the user’s account page, you will be able to change their username, password, or contact information.   
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From this screen, you are also able to edit the user’s roles and rights as well as their status if you have administrative 

access.   

  

    

Redirecting Work  
In the event that job tasks need to be redirected to another user, click Redirect Work.  

  

Select the user that will be handling the tasks and click Redirect.  

  

A link will now show in the portal for the redirected user’s task.  
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Once the redirected user logs in to his or her portal, they will be asked if they’d like to remove redirection.  
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Removing Users  
To remove a user, click on the user’s name from the user’s tab.  

  

Click Edit next to the user status.  

  

The user can be made inactive or completely removed from the software.  
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