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TMU Graduate and Post-doctoral Students Business Cards 
Online Ordering Portal User Guide 

Link to portal: https://tmugradstudies.allegratorontodt.com/login 
 

 
Log in using your username or email 
and password. 

 
When logging on for the first time, 
please create a new account. The 
portal is not synced to your TMU 
user ID. 

 

 
Home screen menu 

 

Select your product. You will be able to design the card or stationery on the next screen 



Placing an Order 
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Select quantity, add 
additional information if 
needed (i.e. braille, etc), 
and select 
“CUSTOMIZE ORDER” to 
build the business card 

 
 
 
 
 
 
 
 
 
 
 

Enter details for all required fields 
and select Update Preview for a 
preview of the card. 

 
Review carefully and when ready, 
select “FINISH EDITING” 

 
 
 
 
 
 
 
 
 
 
 

 
In the Popup, check box to 
Approve the document and 
Add to Cart 



Placing an Order (Continued) 
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This action will take you to the 
Shopping Cart to Check out. 

 
You can continue shopping or 
choose to check out. You can 
also edit and or remove items 
in your cart. 

 
Please select your delivery 
location from the drop-down 
menu. If choosing the ship 
to home option, add your 
address here and it will be 
saved for future orders. 

Click ‘Proceed to Checkout’ 

Click ‘SUBMIT FOR APPROVAL’ 
to send your order to 
the YSGPS team for review 
and approval. 

 
Please allow 24-48 hours for 
review and approval. 

 
 
 
 
 
 
 
 
 
 
You can check the status of your 
order on the ‘Pending Orders’ tab 



Payment 
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Once approved, you will 
receive an email confirmation. 
Orders must be fully paid 
before printing. To complete 
payment, to log back onto the 
portal and click ‘PAY NOW’ in 
your Pending Orders tab 

 
 
 
 
 
 
 
Click on the ‘Complete Order’ 
button and a Credit Card 
Processing box will pop up. 

 
Enter credit card information to 
complete your transaction. 

 
Once processed, your order 
will be printed and delivered to 
the selected location. 

 

 
Order History and Reorders 

 
The Order History page will list 
your previous orders, so you 
can re-order items as required 

 
 
 
 
 
 
 

 
If you have any questions about how to use the site, please email 
l2mutic@torontomu.ca. 
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