








Section 1 Artwork Name & Tags 
 Naming the art - make sure it is
  descriptive enough to find for future 
 orders.

 Tags - tags will help you find artwork 
 for the future if you do not know the 
 full name.
  At the time of the first art 
  request put in LWO # in Tags, 
  easier to find for that specific 
  order.

Section 2 Artwork Concept
 Upload images that will 
 provide the information needed for the  
 creation of the art. This can be exact 
 designs, inspiration found elsewhere, a 
 scanned drawing, etc.
  All colorways on all garments 
  needed.
  DST files for embroidery
  PDF files for Printing / Fuze 
  Flex
 Artwork embellishment
  Choose the decotype for this 
  artwork. Select all that apply.

Section 3 Artwork Mockups
 This section is for creating your design 
 mocked up on a specific garment, you  
 will provide a link to the garment, style 
 number, color & name. 

Section 4 Garment Details
 Select the type of garment the artwork 
 will be used on.
  Once selected, a dropdown of 
  locations will appear. Select all 
  that apply.
 Select the color(s) of the garments we 
  will be deocrating
 Select the color(s) will the artwork be

Submit artwork

Requesting Artwork



Section 1 Order Details
 Job Name (i.e Crete Monee Baseball 
 Tops)
 LWO (15 digit LWO number & group # 
 provided on BSN order)

Section 2 Delivery
 First Name, Last Name of shipping 
 contact
 Address Line 1 (address to where we 
 need to ship goods to)
 City 
 State
 Zip Code 

 KNOWN BUG
 Enter all shipping info on Address Line 
 2 

Section 3 Garment Type
 Choosing one of the 5 garment types 
 starts the filtering process for your 
 artwork. Since everything is set up 
 during the art request, orders get to 
 the production floor faster.

Section 4 Garment Details
 Click Add Garment to enter your first 
 line item.
  Style number
  Style name
  Color
  Ordered From
  PO
  Quantities
 To add the next garment
  Click Add Garment again

 Copy To Another Garment
  Copies all line item details 
  except PO and quantities

 Use trash can to delete line item

Creating an Order



Section 5 Artwork
Each line item will have its own set of artwork
 Add Location to select first artwork for 
 first line item.
  The number of Items is 
  automatically populated based 
  on quantities above.

  Select the artwork location
  This will start to filter your 
  Artwork Database.

  Select Decoration Type
  Your artwork choices will be 
  filtered further.

  Select your artwork
  The options shown are the 
  artworks that have been 
  approved for the garment type, 
  location, and decoration type.

IMPORTANT: always select the artwork that 
matches the color of the garment.

  Add Location again to select 
  the next artwork for first line 
  item.
  Repeat as many times as 
  needed.

  Use the Trash Can to remove 
  artwork.

 Copy to Another Garment will copy all 
 of the artwork location detail from the 
 one garment to others.
  Select all garments you would 
  like to copy details to in the 
  popup window.

IMPORTANT: Only use on garments of the 
same color.



Section 6 Numbering and 
Names
 If your order requires names or 
 numbers, select Yes

 Number of Items defaults to total 
 quantity but can be changed

 Select the Location for name or 
 number

 Select the Style (Decoration Type) of 
 the name or number

 Select the Fill (inside) color

 Select Outline 1 color

 Select Outline 2 color

 Choose the Height of the name or 
 number

 Select the Font for the names and 
 numbers
  Custom fonts can be input but 
  extra charges may apply.

 Repeat for the line items in your order 
 that require personalization.

 Upload Roster sheet by clicking  
 Upload Naming and Numbering 
 Spreadsheet.



Section 7 Final Details
Select the additional options you’d like for 
your order

 This order will be a rush.
  The order will be done in less 
  time than our standard turn 
  time but will incur extra 
  charges.

 Artwork in this order will be printed 
 on a pocket.
  If you know the art will be  
  printed on a pocket, choose  
  this option. An extra charge will 
  apply.

 Order Entry
  For internal use only.

 Poly Bagging
  Select if you’d like the items in 
  your order to be individually 
  poly bagged.

 Ship to Home
  Select if your order will be 
  divided into multiple orders 
  and shipped to the homes of 
  individuals.
 Notes
  Add any additional notes that 
  you want us to see here.

 Submit order
  Submit order button will be 
  grey if any information is 
  missing from your order.



Approving Artwork

Action Cards
When an artwork request you’ve submitted is 
ready for review, Nomos will send a notifica-
tion email, and an Action Card will appear on 
your dashboard.

To approve first the Artwork, click the link in 
the email or the card on your dashboard.

On the approval page, click the Review 
Artwork button. 

If you have multiple art pieces in your request, 
you can select multiple and review them 
together.

A popup will appear. Here, you will have the 
option to Request a Revision or Approve the 
Artwork.

Needs Revision
You can describe the revisions needed in the 
note box that appears. The Artwork will NOT 
be available to add to an order.

Approved
The Artwork will be added to your Art Data-
base and will be available to use on an order.

Click Submit to confirm your Artwork Review.

If a proof needs to be sent to your client, you 
can download it by clicking the Proof Preview 
button at the top of the page.

A PDF will be generated that can either be 
saved to your device or printed.



Splitting Orders

Missing Inventory
Occasionally inventory for an order may not 
arrive due to shipping or backorder issues. An 
email notification is sent when this happens, 
and an action card will appear on your dash-
board. There will be two options available; 
hold the order until the rest of the inventory 
arrives or split the order.

Holding the order may affect the due date. 
Splitting the order will push the inventory that 
we have through to production and create a 
new order with the pieces that have not 
arrived. The new order will be decorated at a 
later date. Due to changes in quantities, 
pricing may be affected for both orders when 
a split occurs.

Clicking on the action card will bring up a 
modal with the split order information. It 
shows which pieces have arrived and which 
are missing.

Selecting Split Order will give you a break-
down of quantities for each of the orders.

The last step will be to confirm the price 
changes if applicable.

Clicking Split Order will create two orders. The 
first will be moved through to production. The 
second will wait until the inventory is 
received.



Late Inventory

Rush Orders
Our turn-time clock starts when all pieces 
have been received for an order. If inventory 
for an order arrives within three days from the 
requested due date, a late inventory email 
notification will be sent. When this happens, 
there are two options: accept the order as a 
Rush or move the due date back to reflect 
standard turn time.

If the Rush option is selected, the due date 
will not change, and the appropriate Rush 
Charges will be applied to the invoice for the 
order.

If a Rush is rejected, the order's due date will 
be pushed back to reflect the standard 
turn-time.v

Cloning Orders

Faster Reordering
Occasionally you may have a client who 
needs an exact copy of a previous order. 
Instead of creating a new order and inputting 
all of the data again, you can clone the origi-
nal order. 

Cloning an order will copy all of the details 
from the original order except the vendor, PO 
numbers, and quantities for the line items.

To clone an order, open the order you would 
like to clone.

At the top of the page, click the Clone Order 
button.

You will be redirected to a new Order Request 
page will most of the data already filled.

To complete the order enter the vendor, PO 
Number, and quantities for the line items.




