
1. Enter Chick-fil-A’s ordering site at : https://identity.telepress.com/ckf/

2. Select either “Start Order” for completely new orders or “Re-Order”  to repeat a past order.

 

https://identity.telepress.com/ckf/


If you are just placing a reorder just enter one of the required fields above to 
look up the order you want to order again. 



3. Select which division you will be ordering from.

 
 



4. Choose which card you want to order, the amount from the drop down menu and click the “Order” bu�on.

If you want to order something other than business cards choose that product from the tabs at the top of this page



*Ordering form continued

5. If business cards are chosen, here is where you enter the requestor’s information for their card. As you 
enter the information the proof will automatically update.
6. Once you are done and your proof is accurate, select the “Checkout” button below your proof.



7. You will then check the box to 
confirm once again your proof is 
accurate and accept financial 
responsibility by checking the radio 
button and then clicking “Accept 
Proof”



This is part of the shipping page:

8. Add more products if you want to continue shopping by clicking the “Add more Products”
9. Enter the approver’s name & email address (the person who will be receiving/picking up the cards).
10. If you would like to RUSH your order click the radio button.
11. Choose your shipping method from the drop down (if RUSH is chosen it automatically upgrades shipping to be 
sent over night.



*Shipping page continued:

13. Select the address to have your order sent from the drop down menu or manually enter it. DO 
NOT change the information in the Attn Field.

14. Once you are done, click the “Complete Order” button.



15. Enter your complete Budget Code in the payment Information field. They must be entered as three 
segments If you need help with which Organizatioon to enter click the link right below the word 
Organization.

16. Choose which AP email is relevant to your department from the drop down menu.
17. Click the “Review Order” Button

 
 



This is the summary of your order. If everything is accurate click the “Send Order button. If you require 
changes click the “Make changes” button. 
(Do not use the back button on your browser or you will lose your entire order)



A�er placing the order, a 
confirma�on email is sent 
that contains all the order 
informa�on. An email is also 
sent to the approver with a 
link for them to approve the 
order. 
*Until the order is approved, 
it will sit in a que 
unprocessed.






