
 

 

Clean Energy Online Ordering System 
 

1. Click on supplied link to personalised site 

Clean Energy Online link 

2. Enter your first name and password into the login page (provided to you by your Sales Account Manager 

separately) 

 

3. Click ‘Login’ button 

You will be presented with your home page, and any associated products available for ordering. 

 

http://www.cleanenergy.tpo.sg.v6.pressero.com/login


    

 

Select the business card you require. You will be taken to the product detail page for the card. 

 

Please enter your required quantity as prompted. The price will vary dependant on the quantity entered.  

Please note quantities are in sets of 250 with a minimum of 250 and maximum 4000. If you enter a non valid 

quantity, ‘that combination of choice is not available’ will appear on the screen. If so please adjust to a valid 

number. 

 

Do not forget to select a shipping address. Also, please add any instructions you feel is necessary in the 

‘Additional Instructions’ field. 

Unless specified in additional instructions quantity for multiple names will be evenly split. 

 

 



    

 

5. To generate business card for multiple names click ‘Multiple Names for Generic Business Card’ this will 

download an excel data file.  

 

Once downloaded, open file and customize details.  

Do not remove the header row on the excel spread sheet when editing. The system uses the headers to map 

the fields correctly when creating your business cards. 

Note below changes to; 

• Phone and mobile number (will display as entered, be mindful of spacing) 

•  email (only before @ symbol) 

• Leave address block blank 

 

When completed save file to be uploaded.  

6. Click ‘Customize Order’ to upload data file for this card 

You will be led to a page that will allow for files to be uploaded. Go ahead and upload saved file. 



    

 

 

7. Once file has been uploaded correctly, click to ‘Update Preview’ 

 

The Business Card should display correctly. Check every detail. If there is an error, go back and edit excel file, 

save and re-upload. Click to update the preview again. 

Note below instructions; 

• Make sure all data fields are matched. To match fields make sure drop down menu is the same as 

above title. If they are not matched correctly information will display incorrectly. 

• After each change, click to update preview. 

8. If you are unhappy with the card, click to ‘Cancel’ 

9. Use the page number view to view the other cards  



    

 

 

 

 

 

10. If you wish to approve the card for order, please tick ‘Yes – I approve this document’  

 

Click on the blue button ‘Add to Cart’, click to save this card for later. Saved items remain in your account for 

up to 60 days. 

To download a proof 

The system will allow you to download a proof once the item is saved correctly. Ensure that the card looks 

correct on screen in the ‘customise order’ area. To get a proof of this card, click to approve your document, 

and add it to your cart. It can still be adjusted at this stage if changes are needed. 

The ‘Add to Cart’ button will take you to your shopping cart.  Here you can check pricing and shipping details. 

To download the proof for this card, click on the save for later icon. 



    

 

 

The system will then move the card from the shopping cart and place it into your ‘Saved for Later’ items. 

Click ‘View Saved Items’. 

 

Click to ‘Download Proof’. Open and save. 

 

 

10. If you are happy with proof click ‘Add to Cart’. 



    

 

11. You can then click to ‘Continue Shopping’, and add more card orders to your cart. If you have finished, 

click ‘Proceed to Checkout’. 

12. In the Checkout, you can: 

• Add any other comments or information you wish to go with this order 

• View your order summary 

• Edit quantities or shipping options 

• Click to invoice this order to your account, when happy with all details 

 

The order will display: 

 

Click on ‘OK’. You will be shown a summary of your order. 

My Account 



    

 

This area can be accessed to change details about your online profile. Items like, names, phone numbers and 

email addresses can all be changed from here. 

 

  



    

 

Order History 

This can be accessed from both the top menu bar and the profile area on the top right of your screen. 

Make your search selections from the available fields and click to apply filters. 

 

Log out 

If you have no more orders to process, please click to ‘Logout’ – found on your top menu. 

 

 


