HCSC Commercial Program
CustomPoint & CustomBuy Access Request

NEW USER SETUP: Please complete the following fields below if you DO NOT currently have access to the Commercial Program CustomPoint site. Only HCSC employees can submit print requests, contractors and consultants will need to coordinate with authorized HCSC employees.
[bookmark: _GoBack]Once completed, please email this request to: carlsons@bcbsil.com for processing.  Once your User account has been created, you will receive an email from RR Donnelley (RRD) with your login information.
The access requests take approximately 2-3 business days to process. An e-mail will be provided by RRD once the user account has been created in CustomPoint and/or CustomBuy.
URL: http://custompoint.rrd.com/hcsccommercial
FOR FORGOTTEN PASSWORD/USERNAME RESET (existing user account):  If you have forgotten your password, there is a “forgot your password” link available on the CustomPoint login screen. If you continue to experience issues, please send an email request to rrdhcsccommercial@rrd.com so a RRD representative can assistance you.
CustomPoint (Order Wizard): Standard items with pre-defined specifications; Books, Copies, Envelopes, Thank You Cards, Business Cards etc...
CustomBuy (Print Procurement): More complex items not in CustomPoint Catalog; Folded, Padded, Mailings, Presentation Binders, Buck Slips, UNION BUG items.

Requestor Information
	To be completed by requestor:
	
	Types of products you will be ordering:

	Name:
	[bookmark: Text1]     
	
	[bookmark: Check2]|_| Business Cards
	|_| Booklets

	Email Address:
	[bookmark: Text2]     
	
	|_| Letterhead
	|_| Flyers

	Work Phone:
	[bookmark: Text3]     
	
	|_| Envelopes
	|_| Memo Pads

	User Group/Company:
	[bookmark: Dropdown1]
	
	|_| Copies – B&W/Color
	|_| Presentations*

	Cost Center Number:
	[bookmark: Text5]       Six Characters – Ex: 000123
	
	|_| Forms
	|_| Custom Specifications

	Dept. (Cost Center) Name:
	[bookmark: Text6]     
	
	|_| Thank you Cards
	|_| Mailings

	Facility:
	[bookmark: Dropdown2]
	
	|_| Inserts
	|_| Union Bug

	
	
	
	* Contact Print Services for AS & Sales Presentation ordering process.



	To be completed by HCSC Administrator:
	
	Access Type Required:

	User ID:
	     
	
	|X| CustomPoint (Order Wizard)

	Password:
	     
	
	|_| CustomBuy (Print Procurement)

	
	
	
	


CustomBuy Access Requests will be submitted by the HCSC Administrator for all HCSC user accounts.
