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What is the PDS? 
PDS is the Personalized Design Studio.  This is an online application that enables you to compose and 
complete a customer’s order at your computer (from selecting the stock and entering text, to adding 
design personalized design elements).  This tool provides an “instant view” of the stationery item as it 
would be printed.  The PDS also allows for precise order tracking through the entire production and 
shipping processes. 

The Power of PDS 
Among the many advantages of using the PDS are: 

1. PDS automatically prices the order in the Order Summary 
2. PDS provides more accuracy in placing personalized stationery orders.  Risk of human error is 

reduced by eliminating the need to decipher handwritten orders 
3. PDS allows your customers to immediately visualize their order, helping them make purchasing 

decisions with greater confidence, particularly when suggesting upgrades (multi-color, multi-
process) or additional items 

4. PDS automatically prompts you about additional elements of an order, such as envelopes, liners 
and many other options 

5. PDS renders an instant proof for your customers to view their stationery exactly as the finished 
product will be presented 

6. PDS generated proofs can be downloaded for your records and emailed to your customer 
7. PDS captures the data electronically, thus eliminating manual order entry and typesetting, 

speeding the order through the production phase 
8. PDS tracks in-house orders through the production process 
9. PDS tracks shipping 
10. PDS maintains customer and order history in a database for future orders 

System Requirements 
Crane’s PDS requires a PC (Windows Operating System) and only compatible with the Internet Explorer 
browser.  (This application is not compatible with Macintosh computers). 

  



Logging into PDS 
1. Visit www.cranespds.com and sign in with your credentials.  Alternately, if you are already 

logged into Crane’s Retailer Portal, the Retailer Dashboard has a quick link to the PDS. 

 
 
 

2. Click the Crane Stationery PDS logo to enter 

 
 
 

3. Verify that you see the options below the PDS logo.  Then, hover over each menu choice to 
ensure that you can see the dropdown lists. 

 
 

 
 
 

  

HELPFUL HINT 
 
If you do not see the dropdown lists when you hover over each menu choice, follow these 
simple steps to resolve it: 

 In Internet Explorer, click on Tools ‐‐‐> Compatibility View Settings 

 You will see “cranespds.com” in the box, click “Add” and it moves to the bottom section 

 Click “Close” 
 
This should resolve the issue, however, you may be asked to login again. 

 

http://www.cranespds.com/


Creating a Stationery Order 
 

1. Select Item or Stock 
The PDS provides several ways to locate a stock or product. 

 Browse Album 

 Search for Product 
 

a. Browse an Album to view items as they are displayed in the albums 
Hover over “Browse an Album” then choose the album you want to browse by clicking its name in the 
dropdown list. 
 

Select the Album 

    

Page through the Album as you Browse 
When you see the item you want, click it. 

 

b. Search for Product to enter the Item Number (Crane Design Number), Paper Code 
(Crane), or William Arthur Item Number. 

 
  
 



Search the Crane Item (Design) Number 

 

 
Search the Crane Paper Code 

 

2. Optional Template 
a. After clicking an item to 

select it, this pop-up window 
may appear.  If a template is 
available for the item 
selected, you may choose to 
use the template.  Templates 
are a starting point for 
composing your customer’s 
order; they automatically pull 
in the design shown in the 
album, including process, letterstyle, ink color, and text. 

 
 

b. If you choose “Cancel” you will be prompted 
to define the  “Occasion and Use” of the item 
you have selected.  This important step 
determines the correct pricing and production 
time of your order.  Use the dropdown menus 
to select occasion, use and orientation.  Click 
Done. 
 
 

  



3. Customize Item Screen 
Upon selecting the item, you will be brought to the “Customize Item” screen.  This is where you 
compose the item by choosing the Print Process, Ink Color, Lettering Style, Motifs, Monograms, 
Frames, Borders and any other component, such as a Supplied Die.  (If a template was imported, it 
will import the text shown in the sample.  You can view the layout of the item; simply scroll down.) 

 
 



a. Customize Item Screen Details 

 
 

4. Design the Item 
 

a. Specify Printed Text 
Location and Copy 

In this section, type the personalized 
text line by line.  Specify the location 
on the stock where the text should 
appear by typing the text in that 
line.  If no text should be printed in a 
line, leave it blank.  If you imported a 
template, replace the template text 
with the actual text.  Be sure to 
remove any brackets surrounding 
words that are not being changed.  
All characters shown on the line will 
be printed. 

 
 
 
  



b. Adjust the Text Lines 

 
 

c. Add Special Characters 

 
 

 



d. Customize the Text 
Once your text is entered, you can change the lettering style, process and ink color.  You 
may change all lines at once or one by one. 

 

 Change for All 
This option enables you to quickly change the lettering style, process and ink color of all printed 
text on the item. 

 
 
 
 
 
  

HELPFUL HINT: 
 
The PDS system will only display the changes that are possible.   
 
Example: If a print method, ink color or other design element is unavailable for the 
item selected, it will not display as an option. 



 Customize by Line 
When “Customize by Line” is selected, you can choose to “Change Attributes” or “Change Style” 
to change each line one at a time.   
 
Change Attributes: This will enable you to alternate Ink Color, Process and Justification by line. 

 
 
 
Change Style: This will enable you to alter Lettering Style, Point Size or Leading by line.

 

 Lettering Style 

 



 Process 
 

 
 
 

 Color 

 
 
 
 
  



e. Select Additional Design Options 
This section allows you to add design elements (in addition to, or in place of, text). 

 

 Options Window Overview 

 
 
 

 Motif 

 
  



 Monogram 

 
 

 
 
 
 
 
 

 Frame 

 
 

HELPFUL HINT: 
If using a template, be sure to change the initials of the monogram.  
 
The PDS will always place the initials in the correct order, based on the type of monogram selected.  Always enter the 
initials in order (first, middle, last) and allow the system to correctly place them for you. 



 Border 

 

 Supplied Die 

 
 
 
  

HELPFUL HINT: 
 

Once you have entered information in the fields shown above, and the process has 
been chosen, the window will expand to ask you for the ink color. 
 



f. Item Preview 
This displays the item as it will be 
printed, based on the selections made 
in the previous steps.  If a template is 
selected, the preview will automatically 
appear with the template text and 
designs elements.  If a monogram is 
selected, the initial must be changed.  If 
a supplied die is selected, the item will 
appear blank (unless other elements 
are to be added). 
 
The preview display does not update as 
changes are made (to prevent system 
delays when making multiple changes 
at once).  To refresh the preview when 
making changes to the item, click 
“Preview”.  

   
 

5. Proofing 
Before adding another item to the order or moving on to the Order Summary, you may Print or 
Email a proof of the first item entered.  As you continue to add items to your order, you will 
have the opportunity to print a proof of each additional item.  

 
 



6. Specify Item Quantity 
Enter the item quantity in the “Quantity” field. 

a. If this is the only item being ordered, or final item in the order, click Continue to go to the 
Order Summary page.   Go to Step 10 “Order Summary Screen”. 

b. If you are adding printed envelopes to the order, go to Step 7 “Add Matching Printed 
Envelopes” and do not click Continue. 

 

 

7. Add Matching Printed Envelopes 
Envelopes are easily added to any item.  Only the available envelope options will be displayed.   

a. Scroll to the top of the Customize Item screen 
b. Hover over “Matching Envelopes” 
c. Click desired envelope selection to add 

 

8. Specify Envelope Instructions 
Enter line by line text and specify lettering style, process and color for the envelopes, just as you did for 
the card.  Notice that the “Options” panel shows options that apply to envelopes, such as liners. 

 
 



 Add Liners 

 

9. Complete the Item Entry 
Once envelope printing and liners have been defined, scroll down to the “Ordering” section. 

 Specify Quantity under Ordering 
Ensure that you have confirmed the quantity for your final item, and then click “Done”. 
You will be returned to the Customize Item screen for the item that is paired with the matching 
envelopes. 

 
 
Once returned to the Customize Item screen, again confirm your item quantity and click “Continue” to 
proceed to the Order Summary screen. 
 
  



 Add Related Items  
If the item you selected is part of a suite, a list of Related Items may display to add matching items to 
the order 
 
The item currently selected has a check next to it.  To add another item to the order, click the check box 
next to that item; you will be brought directly to the Customize Item screen for the item selected. 
 

 
 
If you do not want to add more items from the Related Items screen, scroll to the bottom of the page 
and click 
  
  



10. Order Summary Screen 
***NOTE:  Order has NOT been saved at this point.*** 
Review the order details and make adjustments if necessary.   

 Add more items to the order by selecting “Browse an Album” or “Find by Item Number”.   

 On Crane orders, an item may be copied to produce a duplicate item (Ex. When personalized 
stationery is ordered for multiple individuals and the only difference is the name or monogram 
personalization.)  Copying the item will pull all design elements into the duplicate.  This makes it 
easier to enter multiple items that share similar features, when only the name or monogram 
initials need to be changed.  This feature is not available on William Arthur or Vera Wang orders, 
and the option will not display.  

 If changes are not being made, click Continue to proceed with saving and submitting the order.  
Skip to Step 14 “Submit Order Screen”. 

 

 

11. To Make Changes to an Item  
Changes can be made while working on an item for the first time or after reviewing it in the Order 
Summary.   

a. While working on an item for the first time, it’s possible to change the paper type, color, 
orientation and stock variation when available (ex. oversized) by clicking on the “Change” 
button indicated below. 

b. From the Order Summary screen (shown above) click “Edit” next to an item to return to the 
Customize Item screen. 



 
Changes can be made by selecting the applicable change options.  Only available changes will be 
displayed.

Change Paper Code 

 

Change Paper Color 

 
 

Change Orientation 

 
 

Change Stock  

 

12. Changes are Complete 
When all items have been entered, ensure that you have assigned a quantity for the last item entered, 
then click “Done” proceed to the Order Summary.   

 
  



13. Return to Order Summary 
After making changes, return to order summary screen and click “Continue” to proceed with saving and 
submitting the order. 

 
 

14. Submit Order Screen 
At this point, you may return to the Order Summary screen, cancel the order, or proceed with saving 
and submitting. 
To save and submit, enter the ship method and choose either “Find Customer” or “New Customer” 

 Find customer= customer information is already in the PDS because it was saved on a past order 

 New Customer= this is the first PDS order for this customer 

 
 



 

 Add New Customer 

 

 Find Existing Customer 

 



15. Save or Submit Order 
Once you have entered the new customer’s information or have selected an existing customer, you can 
save the order or submit it.  Saved orders may be later retrieved, modified and submitted.   
 
To submit an order, click “Submit”. 
 

 
  



16. Confirmations 

Saved Order Confirmation 
When an order is successfully saved, this screen will appear. 

 

Submitted Order Confirmation 
When an order is successfully submitted, you will be provided with an order confirmation.  It is 
suggested that the order confirmation be printed for the customer’s file. 

To Retrieve a Saved Order  
If an order has been saved but not yet submitted, follow these steps to open the order for additional 
changes or to proceed with submitting the order. 

 
From the main menu, hover over “Account Management” and then click “Find 
Customer/ Order” 

 
 
  



Choose ONE lookup method from the options below 

 

 By Order Number or PO Number 
Searching by a number unique to the order will open the Order Summary screen belonging 
to a Saved the order.   

 By Customer Name or Company Name 
Yields a list of all customers or companies with matching names

 
 

Order Info 
The Order Info screen lists all orders belonging to this customer. From this list, you can choose the 
following: 

Summary: To view the Order Summary screen belonging to the order.  Choose this option to 
continue work on the order. 
Details: To view the Order Detail screen for the selected order 

 



Order Detail 
This is an example of order detail on a Saved Order: 

 
 
  



To Reorder a Completed and Shipped Order 
 
Follow the previous search steps to locate an order.  When “Order Info” and “Details” are selected for a 
shipped order, you will see the Order Detail screen. 
Click “Reorder” to start a new order for the same items.  You may edit the items to remove an item from 
the order, or to make changes to the item, such as ink color, quantity, and more. 

 
 

 
  HELPFUL HINT: 

 

The Crane design element offering was updated in January 2013, and the old design elements were 
removed from the PDS system.  For this reason, the Reorder function will be “grayed-out” for any 
order placed prior to January 2013.  
 



View Order Status  
Order status of all orders can be viewed on the PDS system.  This tool can be used to view orders 
submitted via PDS, Retailer Portal, email or fax. 

From the main menu, hover over “Account Management”, and then click “Order Status Report” 

 
 

Open orders are shown at the top of the list.  Scroll down the page to view Shipped orders. 

 
Status of Open Orders 

 
 

Status of Shipped orders 

 


