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STEP 1

Requisitioner*, logs in with their User ID (email) and password at:
https://marcomcentral.app.pti.com/Print_NW/Evergreen

*Requisitioners are users that require order approval by their assigned group approver 
prior to their order being produced/fulfilled.

STEP 2

Requisitioner selects 
product from catalog, 
completes checkout and 
places their requisition*.

*Requisitions are pending 
orders placed by a
Requisitioner. These are 
NOT live orders and must be 
approved by assigned group 
approver prior to their order 
being produced/fulfilled.



STEP 3

The Requisitioner’s assigned 
group Approver* receives an 
email from PRINT NW that there 
is a requisition pending their
order approval.

*An Approver is a user that can
approve pending orders for their
assigned territory group. Orders will 
not be produced/fulfilled unless
approved by an Approver.

STEP 4

Approver*, logs in with their User ID (email) and password at:
https://marcomcentral.app.pti.com/Print_NW/Evergreen



 STEP 5

Approver proceeds 
to “Order Manager” 
to review all pending 
requisitions and either 
approves or denies as 
necessary.

*Approvers can approve 
from Order Manager screen 
by clicking the green arrow, 
or deny by clicking the red 
X. Approvers can click the 
magnifying glass to view 
the order in detail and
approve/deny by line item.

STEP 6

If a requisition is approved, it becomes a live order. The Requisitioner 
receives an email notification that their order has been approved for 
production.


