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Placing an Order from the Orders Tab:

Unless restricted by the office supply merchant, anwattaoustomer can start an order without logging into
their account. When not logged in, you will be considergdiest user. Pricing will be guest user pricing and
may not be the same as your account pricing.

As an account customer, this site will log you off autbecadly if no activity is detected for 20 minutes. Any
order in progress will be parked. This is a security premaddi protect customer’s orders and information. As a
guest user orders are not parked.

Links to Choose:

a) Quick Orders — takes you to an area that allows you te [items on an order.
b) Open Orders — shows you a list of all previously parked arders

Buttons You May Find:

a) Add To (only if lists exist)

b) Add

c) Delete

d) Parked Orders

e) Commit/Submit

fy Park Current Order

¢) Discard and Start New Order
h) Text Entry Mode

i) Order History

i) Apply Coupon (If available by Dealer)
k) Click here for Printable Order
) Add Order Notes

Adding an ltem(s), to an Order:

1 Enter an item number in the item field. If you entgrastial item number or an item number used by
multiple manufacturers, a drop down window will appedse the arrow keys on your keyboard to
highlight the item to be purchased.

Enter a comment if needed (use your mouse to posit@outsor in the comment field)

Enter the quantity to order

Click on the Add button or press enter to add the itemamtter

Enter a coupon number if you are redeeming a coupon

Add order notes

When all items have been entered select the Comuiini) button to place your order

~N N Ut BN

Edit an Item:

Click on the item’s part number or description to changegthantity, add or edit a comment or delete the item.
When the item is in edit mode, you can cancel thi ddiete the item or select the update button when change
are complete.
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Adding a Comment to a Line ltem:

Click on the item’s part number or description to add a centmA line item comment can be up to 100
characters longNote: if the dealer elects to sort invoices before printing, cemtsrwill print at the bottom of
the invoice and will not print with the line item.

Delete an ltem(s), from the Order:

Choose the item(s) you would like to delete by checkindptixethat is to the right of the item(s). Then claork
the delete button. This will remove the item(s) from tinder.

Adding an Order Note:

An Order Note can be added to an order in Quick Order byirdiakn the check box next to ‘Order Notes’. A
text box then opens which allows a comment of up to 5@@acters to be entered. To save the Order Note and
close the text entry box, click on the check box ag@&nders with just an Order Note cannot be committesl; th
order must contain at least one line item.

Sort the Order Entry Window:
To sort items on the order click on the item numbercrijE®n, unit of measure, quantity or price.

Commit / Submit for Approval:

To complete an order click on the Commit/Submit for Appidutton. The Check Out screen will appear.
Enter a PO/Authorization Code/Name or select a Cestd. You may also enter a name in the “Attention
Field” and a & e-mail address if desired. (An optional second endgiitess field is available on the check out
screen which allows the order confirmation message &eht to a second email address. This is found on the
right side of the screen below the bill to addressrméiion.) To complete the order, click Pay by Credit Card
or Apply to My Account. The order will be displayed ineanwindow. Select Home or Logoff from the top of
the screen or “Return to Order Selection” displayedvwéehe order.

Discard and Start New Order:

This will discard the order that is on the screentakd you to the Open Orders window. To create a new order,
click on the Create New Order button or select a paokeelr.

Text Entry Mode:

Text entry mode is an alternative way to enter itettsthe cart or a list. Information may be typed itite

text entry box or copied and pasted from another pragrBime text entered must be formatted correctly to be
added to the cart or a list. For example: MMM-144A dhiwe entered as MMM144A. If the quantity
required is more than 1, type a comma after the parbeuand then the quantity. If four dispensers were
required, the item would be entered as MMM144A, 4. You erder up to 100 line items in the text entry box.
Only one item can be entered on a line. When all itemem@tered in the text entry box, click on the addstem
button. The items will be added to the cart or theskdtcted. Items not added are left in the entry lbemxs
may not be added if the item is already on the ordkstasr the item is not a valid part number availabtefr

the office supply merchant.
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Caution: If there is no activity on the site for 20 minutes séssion will automatically be logged off. Work in
text entry mode is not recognized as activity. If thefigems is long consider typing them into another

program and copying into the text entry box. If the order session hakauméut the internet connection has
not been terminated, the browser’s back button may return the usevitmaw with the activity that was lost.

Park Current Order:

To temporarily store the order that is on the screak @n the park current order button. This will, disp&ay
new window with a list of all parked orders and a Creates rder button. To create a new order, click on the
Create New Order button. An order may be automatitadlyked” by the system if the there has been no
update to the order for 20 minutes.

To Open a Parked Order:

1 Log in using Account Code and Password

2 Click on the Orders tab

3 Select Open Orders

4 A list of all open orders will be displayed.

5 If you would like to start a new order, click on the Ceeldew Order button
6 To preview a parked order, click on the Order ID number (TEbBxx)

7 Scroll down to view the items on the order

8 Click on the Open Existing Order button
9
1

This will open the order in the Order Entry screen.uan now make edits or commit the order

0 Each parked order will be reviewed for pricing or item festn when opened for edit. The user will
see the following message: “Your order contents hasagdad due to site updates. Prices may have
changed and items may have been removed.”

Order History — See Reports

Apply Coupon
1 After adding items to the order, enter the coupon codee box to the left of “Apply Coupon”
2 Press enter
3 If the order qualifies for the coupon a message willldispt the top of the screen indicating the coupon
has been applied
4 When all items have been entered select the Comuotitng$) button to place your order

Additional Ways to Add Items to an Order

Search

After selecting search from the menu options, thezesaveral ways you can execute a search.

1. Enter a part number

2. Enter a prefix and part number

3. Enter keywords
You can add a manufacturer’s name or list price to lin@tnumber of items that will be returned from the
search. You can sort the results by featured itemsufaeturer ascending, manufacturer descending, list price
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ascending, list price descending or part number. Aftedolgchow you want the results sorted, click on the
search buttons. When the results display, to add enetd the order, enter a quantity in the box on tHh rig
side of the screen and press the “Add to Cart” butiamadd multiple items to the order, enter a quantity fo
each item and then press the “Add to” button at the tdgothom of the list being sure that Cart is in the tmx
the right of the “Add to” button.

After requesting a search, clicking on the DescriptioM&nufacturer column or List Price column (if shown)
changes the order in which the items appear. Clickinthe List Price column header first sorts the lidtsin
price ascending; clicking on it again changes the sdidttprice descending. Clicking on the Description &
Manufacturer column header changes the sort to metouéa descending, clicking on it again changes the sort
to manufacturer ascending. You may also change therstat by clicking on the pull down window and
selecting another sort option (featured items, matufacascending, manufacturer descending, list price
ascending, list price descending or part number).

Attribute Search (optional) — This feature is only afalé when “Enhanced Search” displays on the search
screen. Using the drop down arrows select a manuéaufeature to limit the search results.

Browse

Browse may be defined as to look around casually and randesitiput seeking anything in particular or to
look leisurely at goods displayed for sale. The browsetioim is a category browse with the lowest level
category displaying pictures of a group of similar iterhibe categories are defined by the primary wholesaler
of the office supply merchant. After selecting broytbe top level categories will be presented. Continue
selecting categories from the listings presented untpitteres of items are displayed. If you want to purchase
one of the items, click on its picture. Enter the gy the box under the word Quantity and press the “Add
to Cart” button.

Enhanced Browse (optional) —Browse may be defined as to look around casually amtbnaly, without
seeking anything in particular or to look leisurely at goodslayed for sale. The browse function is a category
browse with the lowest level category displaying piesunf a group of similar items. The categories are
defined by the primary wholesaler of the office supplyahant. After selecting browse, the top level
categories will be presented. Continue selecting cagsgivom the listings presented until the pictures of
items are displayed. If you want to purchase onbeftems, enter the quantity in the box to the righitvafur
Price and press the plus (+) sign or the “Add to Cartfoloutlf Enhanced Browse is activated, productsuill

be grouped under three main product categories — Furnituree@tipplies, and Technology

Product Comparison (optional) —Only available if Enhanced Search and Enhanced Browsevailable,

Enables side-by-side comparison of similar products to hakerthe best buying decision. Up to five items can
be compared at a time. Simply place a checkmark besaitle product and selecting the “Compare” button. The
selected products will be displayed together on one pagedheir various attributes listed for easy comparison.

Machine Matching

This feature will display the available accessoriesumplies for use with a machine. The information is
provided by the primary wholesaler of the office supplyahant. After selecting machine matching:
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1. Select the type of machine
2. Select the manufacturer
3. Select the model number

When the results display, to add one item to the oesiéer a quantity in the box on the right side of tdreen
and press the “Add to Cart” button. To add multiple ggmthe order, enter a quantity for each item and then
press the “Add to” button at the top of the list being sha¢ Cart is in the box to the right of the “Add to
button.

Specials

After selecting specials, enter the quantity desired lagal ¢lick on the small box to the right of the quantit
After the desired quantity for all items has been edi{greess the “Add to” button at the top or bottom of the
list being sure that Cart is in the box to the righthe “Add to” button.

Adding Iltem(s) to an Order from Company/My List and Recentltems:

Logon using account code and password

Click on “My Lists” and then on the desired list

Enter a quantity for the desired line item(s)

Click on the select box to the right of the quantity,ihis will place a check mark in the box. To add

all items on the list to the Cart, click on the selemx at the top of the list

5 Click on the “Add To” button at the top or bottom of tig imaking sure that Cart is in the box to the
right of the “Add to” button

6 Once added, there will be a message displayed at tlud tbe page indicating what items were added

to the Cart

AN =

Working with Lists

Company List:

Company List — A catalog or shopping list managed by thepaognadministrator. This will be available to all
departments/ship to addresses. There are no limits to laowy ibems can be added to a company list. You can
have multiple company lists, i.e. one for filing supgliene for paper, one for pens and pencils. Only the
customer administrator can create or edit a company list

My (Favorites) List:

This is a list of items only available to a single démant/ship to address. There is no limit to the number of
items that can be added to this list. Anyone can cre@iyglasst. You can have multiple my lists, i.e. doe
filing supplies, one for paper, one for pens and pencils.

Recent Items List:
This is a listing of the last 100 items ordered. Thepscific to the department/ship to address that is logged in.
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How to setup a Company/My (favorites) list:

Step 1: Create a Company List
Step 2: Add Items to a List

Step 1: Create a Company List/My (favorites) List:

1

[S2 -GS I\

O 0 31 &

Logon

Click on the “My List” Tab and select one of the Igitions

Scroll down to the bottom left hand corner of the page click on the words “Manage Lists”

Click on “Create”

Choose type of list to create (my list or a compasty(&ccount administrator only)) by clicking the
drop down box

Next type in the name for the new list

Click on “Save” to return to the List Manager window

Select rename, delete or create to continue managigsg lis

Click on “Quit” when you are ready to exit

Step 1: Creating a list from a Contract (see Customer Admitbelow ):

Step 2 Add Items to a List using the Order Entry Tab:

1

2
3
4

un

6

Logon

Click on the “Order” tab

Enter the item(s) that you would like to order and plate &st

Click on the box to the right of Exd price (at the tighnd side of the page), this will place a check
mark in the box

Click on the drop down box to the right of the Add Tdtbn (above the check mark) to select the list
Select desired list and click on the Add To button

Step 2 Add Items to a List using the Search Feature:

1

~N Ut AW

8

Logon

Click on the “Search” tab

Type in the Part Number, Prefix + Part Number or Keywords

Click on search

Click on the appropriate item

Put a quantity in the box to the right

Locate the “Add to” button at the top or bottom of tisednd click on the drop down box to select the
desired list

Click on the “Add To” button to add the item to the list

Step 2 Add Items to a List using the Browse Feature:

1

[S2 I "GN I )

Logon

Click on the “Browse” tab

Click on the appropriate category to browse

Narrow the browse down until you get pictures of the (Bm

Click on the item(s) that you would like to add and place atifyan the box to the right
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6

7

Locate the “Add to” button at the top or bottom of tisednd click on the drop down box to select the
desired list
Click on the “Add To” button to add the item to the list

Step 2 Add Items to a List using Machine Matching Featwe:

7.

oA WNE

Logon

Click on the “Machine Matching” tab

Select the type of machine, select the manufactureseladt the model number

When pictures of the item(s) appear, click on the i ni(at you would like to add

Place a quantity in the box to the right

Locate the “Add to” button at the top or bottom of tisednd click on the drop down box to select the
desired list

Click on the “Add To” button to add the item to the list

Step 2 Add Items to a List using Text Entry Mode:

1.
2.
3.

©oNOo O A

Logon

Click on “Quick Orders” Tab

Click on the “Text Entry Mode” button. If there arefpad orders, click on “Create New Order” button
and then click on the “Text Entry Mode” button

Enter the desired part numbers into the text entry box

Click on the drop down box next to the “Add Items” buttorselect the desired list

Click the “Add Items” button

Items not added are left in the entry box.

Click return to order

Manage List Windows

Iltems per page

6.

agrwdE

Logon

Click on “My Lists” Tab

Select Favorites List, Company Lists or Recent Iltems

Locate the box titled “Items per Page.” at the top eflist

Place your mouse on the down arrow and select 10, 20, BlorAfter the number of items to display
per page is selected, each list you visit will displayritnaber selected.

Follow steps 1-5 at any time to change the default nuofaggms to display.

Filter the List by Keyword:

NoakwhNpE

Logon

Click on “My Lists” Tab

Select Favorites List, Company Lists or Recent Iltems

Type in a keyword in the field next to the filter button

Click on the filter button

This will display the items that are associated whehkeyword entered
To view the complete list, click on the All Items butttrthe right top
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Sort a list and save the new seguence

1

[S2 I -GS I\

Logon

Click on “My Lists” Tab

Select Favorites List or Company Lists

To sort the list click on a column heading (item #, dpson or UOM)

To keep the list in the current sequence, click on "Sawee@t List Sequence as Default".

Manage List Sequence (change the order of items on thet)is

1

~N N Ul WD

Logon

Click on “My Lists” Tab

Select Favorites List or Company Lists

At the bottom of the list, in the middle of the pagkick on Manage List Sequence

A box with arrows on the top and bottom will displary the right side of the screen

Place a check mark in the Select box next to a lema,itlo this by clicking in the box

Edit the number in the box to the number of places ujoamn the line item are to move within the list.
Then click on the appropriate arrow

When you are finished working with the list, press thet Quiton. The changes to your list are
automatically saved.

Note: You can move multiple line items by marking the Sddextfor multiple line items then entering a number
in the box and pressing the Up or Down icon. If multiplengeare moved in such a way that they would be
spread across more than one page following the move, the nomtsens per page increases to the next higher
setting in order to present the entire group. The groupexfked items need not be contiguous.

Showing Images:

1.

2.
3.
4.

Logon

Click on “My Lists” Tab

Select Favorites List, Company Lists or Recent Items

Click in the check box that says “Show Images” locattetthe top and bottom of the list. Checking the
box will display the images if available. If an itefaes not have an image available it will display “No
Picture Available”.

To remove the images, uncheck the box.

The setting for "Show Images" will be remembered. Wllswork per computer. IF two end user's are sharing a
computer, the setting for "Show Images" will be whateveeisat the previous log out.

Printing a List:

agrwnrE

Logon

Click on “My Lists” Tab

Select Favorites List or Recent Items

To print the list in HTML format, click “Print this lisn HTML”
To print the list in Excel format, click “Print thigst in Excel”

Printing a Company List:

1.

Logon as the Customer Administrator
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Click on “My Lists” Tab

Select Company Lists

To print the list in HTML format, click “Print this lisn HTML”
To print the list in Excel format, click “Print thigst in Excel”

Customer Admin

Customer Admin access allows for the manipulatiomefaccount with access to all areas allowed by the
office supply merchant. A default customer administratiti be assigned by the office supply merchant.

Areas that can be Accessed from the Customer Adminisitor Menu:

—_

O 0 1 N Ut BN

Manage Approvers

Assign Approvers

Assign Order Limits

Manage Customer Admins/Master Users

Assign Restriction in Inventory (Restrict to a lstcontract)
Budget Set-up

Manage Cost Centers

Create List from Contract (optional)

Return to Current Order

Manage Customer Admin / MasterUser:

A customer administrator can make changes to the $ihe Master user can place orders on behalf ofptault
ship to’s using one log in.
Related topics: Logging in as a Master User

PwpNdE

Log on as the Customer Administrator and click on Custddenin tab

Click on the “Manage Customer Admins / MasterUsers”

This will give you a list of ship to’s

To assign as a customer administrator, place the niotise box in the column under Customer Admin
and click. There will now be a green check mark in the bro assign as a Master User, place the
mouse in the box in the column under Master User ackl ci¥ou can select one ship to or multiple
ship to’s for either Customer Admin or Master Usere Same ship to can be both Customer Admin
and a Master User

Click on Save and then select “Manage Master User Sgsmnments”, “Back to Customer Admin”,
or “Return to Current Order”

Manage Master User Ship to Assignments

1.
2. Click on the “Manage Customer Admins / MasterUsers”

3.

4. If the desired Master User is not displayed in the davi “Select a Master User to Assign Ship-tos”

5.

Log on as the Customer Administrator and click on Custddenin tab
Select “Manage Master User Ship to Assignments”,
use the arrow to display the drop down box of all alséel&Master Users.

When the desired Master User has been selected, uingnpuse click in the box to add a green check
mark. Repeat for each ship to address the Master Uls&ewplacing orders for
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To save the changes click on “Save Ship To Assignméhybu have selected all ship to addresses by
cllcklng on the box at the top of the list and the sbipddresses display on 2 or more pages, you will
need to click on “Save Ship To Assignment” on each page

To exit, select Back or Return to Current Order

If the Master User should no longer place orders fenijp to address, follow Steps 1-2, using your
mouse click in the box to remove the green check madpe& for each ship to address as necessary.

Manage Approvers Approvers can be set up to approve all orders or to apanalers above a set dollar

amount (Max Order or Over Limit Approver).

agrwnrE

Log on as the Customer Administrator and click on Custddenin tab

Click on “Manage Approvers” tab

Enter an Approver Title and select the appropriate shguitivess. Then click on the + sign.

The new approver will now appear in the blue box “Appravde Ship To” in the middle of the screen
The position of an Approver in the list determines tleeeichy of Approval. The approver at the
bottom of the list is the initial approver and the ahéhe top is the final approver. Highlight the ship-to
to be moved and click on the up and down arrows as negéssaove approvers up and down in the
list.

To deletean approver, highlight the approver by clicking on the apgrotle and then click on the
trash can. You will then be asked if “Are you sure y@unt to delete this Approver? All assignments
involving this Approver will also be deleted” Select Ok @nCel.

. To Edit an Approver, highlight the approver by clicking oa #pprover title you need to edit and then

click on the pencil to the righ1.f The ship to address selected for change will then ajppéao

places on the screen. To make the changes editftihenation that appears at the top of the screen.
After making the desired changes, click on the floppy imothe right of the ship td

To assign a ship to as the Max Order approver, highlighthipeto you want to designate as Max Order
approver and then click on “Max Order.” Only one ship to loa assigned as the Max Order approver
at a time

When all approvers have been set up or edited as reqelickdon Assign Approvers (See directions
below to assign approvers) or Back to Customer Admin

Assign Approvers: When approvers are changed, all orders waiting approvabaraitted

Related Topics: Manage Customer Admin / MasterUser aya\pprovers

1.
2.
3.

4.

Log on as the Customer Administrator and click on Custdxdenin tab

Click on the “Assign Approvers” tab

Click on the down arrow under “Select Approver” to sedthpprover. Keep in mind the approver at
the bottom of the list is the initial approver and the at the top is the final approver.

If all ship to addresses require approval by the selected agppdace your mouse in the box to the left
of “Need Approval from” and click. To mark individual shipaddresses, click with your mouse in the
box to the right of the ship to address. A green check méicates the ship to address requires
approval by the selected approver.

Click the "Save Approver Assignments" button to saveag@over assignments The following
message will appear at the top of the screen “ApprossigAments Saved. All ship to’s requiring
approval will now submit orders for approval instead of cattimg orders to the office supply
merchant. If you have selected all ship to addressekicking on the box at the top of the list and the
ship to addresses display on 2 or more pages, you will nedidk on “Save Approver Assignments”
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6.

on each page.

The current Approver Assignments for a given ShipTo aibleig the "Assignment At-A-Glance"
column to the left of each ship to address. . The appratvthe bottom of the list is the initial approver
and the one at the top is the final approver.

When approvers have been assigned and saved, select “Mp@ageers” or “Back to Customer
Admin” to exit Assign Approvers.

Assign Order Limits:

1.
2.

Log on as the Customer Administrator and click on Custddenin tab

Click on the “Assign Order Limits” tab. (If no ovimit approver exists the following message will
appear “Please create a OverLimit-Approver to set tagifdum Order Amount for individual
ShipTos.” To proceed click on “Create an Over Limit Apgdy

Click on the “Assign Order Limit” tab

For each ship to that requires approval for an order ovMeEp@amun Order Limit enter a dollar value in
the Maximum Order Amount column. Use the mouse okéglto move from one ship to to another.
Do not use the enter key as that will remove all valbhashave not been saved.

When all maximum order amounts have been entered,ali¢lsave”

After saving the order amounts, to exit click on “CreaterQimit Approver”, “Back to Customer
Admin Menu”, or “Return to Current Order”

Assign Restriction in Inventory (Restrict to a list or contract)

Note: Ship To’s can be restricted to either a contract or @ompany list, not both.

Restrict Ship To’s to a Company List:

End users will only be able to view or order items thataar the Company List.
The only items visible when using Search, Browse, Madkiatehing or Specials will be items on the
Company List.

How to restrict a Ship To to a Company List:

1

[S2 S CS I\

Logon as the customer administrator

Click on the customer admin tab

Click on Assign Restriction in Inventory

Select the list from the drop down box next to LissRiction

To restrict individual Ship To addresses, click on thecsiele box to the right of the ship to address. A
check in the box indicates the Ship To has been sdlecte

Finally select “Restrict Selected Ship Tos”, “RestAltShip Tos” or “Clear all Restrictions” as
required to apply the restriction.

If you add or remove items to a list you will have tbofe the steps above to restrict the Ship To’s to
the revised list.

Restrict Ship To’s to a Contract: Should only be done in coordination with the office suppérchant. A

contract must be limited to 2500 items or less to useastiaction list.

1
2
3

Logon as the customer administrator
Click on the customer admin tab
Click on Assign Restriction in Inventory
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Select the contract from the drop down box next tot@at Restriction

To restrict individual Ship To addresses, click on thectiele box to the right of the ship to address. A
check in the box indicates the Ship To has been sdlecte

Finally select “Restrict Selected Ship Tos”, “RestAtdtShip Tos” or “Clear all Restrictions” as
required to apply the restriction.

If tems are added to or removed from the contract ydiuhave to follow the steps above to restrict the
Ship To’s to the revised contract.

Setting Up a Budget:

1.

o o

7.

8.
9. To exit after changes have been saved click on “Back ta@estAdmin” or “Return to Current Order”

Logon as the customer administrator

2. Click on the customer admin tab
3.
4. Activate the budget for all ship to addresses by clickingfativate Bgt” box at the top of the column

Click on the Budget Set up tab

or by clicking on the selection box to the right of 8t@p To address. A check in the box indicates the
Ship To has been selected.

Click on Save Changes

If all budgets are the same, enter the budget amount bothto the right of “Set All Budgets” and

click on the “Set All Budgets” button. Enter the reniagnbalance as needed for each ship to. If the
budget amount varies by ship to, enter budget amounts andhiegnbalances in the appropriate boxes
for each ship to. Use the tab key or the mouse to movmd. If you use the enter key any amounts
not previously saved will be cleared.

Select the frequency the budget should be reset (annmalhthly, quarterly, weekly or daily). You can
also elect to reset the budget amounts manually.

Click on Save Changes

The budget amount and remaining balance amount displayden@mtry. The dollar amount of an order will
be subtracted from the remaining balance when an @@ MMITTED or SUBMITTED. In cases where the
Approver rejects the order the dollar amount of thectegeorder will be added back to the remaining balance.

If a user tries to COMMIT or SUBMIT an order and thenegning balance is exceeded the following message
will appear: “Total sum exceeds your budget balance. Redugeoyder amount or Contact your administrator
to increase the balance.”

If an Approver adds/subtracts items on an order thaireng balance is updated appropriately. (Subtract from
remaining balance if additional items are placed omtHer and add to remaining balance if items are removed
from the order).

Resetting Budgets and Balances

1.

Logon as the customer administrator

2. Click on the customer admin tab
3.
4. Edit the budget and balance amount as needed. The balancat can be set higher than the budget

Click on the Budget Set up tab

amount to allow for "carry over" dollar amounts frpnevious budget periods. Use the tab key or the
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mouse to move around. If you use the enter key any amooinpseviously saved will be cleared and
the original value will remain as the budget or balance.

5. Click on Save Changes

6. To exit after changes have been saved click on “Back ta@estAdmin” or “Return to Current Order”

Setting up Cost Centers:
Related topics: Cost Center Expense Summary Report

The Cost Center "name" or "title" will appear in orte&tory reports and will be used as the
Authorization/PO #/Name. Cost Centers cannot be digztih order requires a separate PO. Cost centers
can be used with a blanket PO. Cost centers are ufsisiuexample, the accounting department has two
(2) physical locations (2 ship to addresses) but the satesyhéhould be combined for reporting purposes.
When checking out, if a cost center(s) is assignedet&thp To, the end user will see a drop down menu of
all 'allowed' cost centers. The end user must choas€ont Center for the order. If end user is subject to
approval, the approver can change the Cost Centerafipgvever will see the same drop down menu of
Cost Centers that are allowed for the Ship To).

Logon as the customer administrator

Click on the customer admin tab

Click on Manage Cost Centers

To add a cost center, type the name of the cost centee box to the left of “Add Cost Center” and

then click “Add Cost Center(s)”

5 To delete a cost center, highlight the desired costcentiee listing under “Manage Cost Centers” and
click on “Delete Cost Center(s)”

6 To edit the name of a cost center, highlight the desiosticenter and then click on “Edit Cost Center”.
The name of the selected cost center will appear tiethef “Rename Cost Center.” Type the new
name for the cost center and click on “Rename CosteCe If the wrong cost center was selected or if
you decided not to rename the cost center, click on “€ldenaming.”

7 To assign a cost center, using the mouse, click onak¢olthe right of the desired ship to addresses,
highlight the desired cost center under the heading §AgSost Centers to Selected Ship-tos” and then
click on “Unassign Cost Centers” If a ship to addressilshbe assigned to more than one cost center,
hold down the control key while highlighting the cost eesit

8 To unassign a cost center, using the mouse, click doothéo the right of the desired ship to addresses,
highlight the desired cost center under the heading §AsSost Centers to Selected Ship-tos” and then
click on “Unassign Cost Centers” If a ship to addressishbe unassigned from more than one cost
center, hold down the control key while highlighting thstacenters.

9 The cost centers a ship to is assigned to will displdize right of the ship to address

10 When cost centers have been assigned or unassigneddesinselect “Back to Customer Admin” or

“Return to Current Order” to exit.

BN O I S

Creating a list from a Contract (optional)

Related topic: Working with Lists

This should only be done in coordination with the ofBo@ply merchant as the contract must have 2500
items or less in order to be used for this feature.
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Logon using account code and password

Click on the customer admin tab

Click on the Create List from Contract tab

Select the desired Contract from the drop down box
Next choose the type of list that you would like to teea
Then name the list that you are creating

To make the change take affect click on create list
Return to customer admin

Master User:

When logged in the Master user can place orders on lftmaliltiple ship to locations. The master user does
not need to be given the password for each ship to im torgdace orders for the ship to address.

Related topics:

Manage Customer Admin / MasterUser:
Manage Master User Ship to Assignments

Logging in as a Master User:

1.
2.
3.

©

Logon

Click on the “Master User” tab

Click on the down arrow beside “Select Ship to” to displeyship to address assigned to the master
user. Highlight the desired ship to address.

Click on “Order for this Ship to”

At the top of the order entry screen, you will se2itiessage “ You are in master mode. Ordering on
behalf of “

Create and submit/commit the order (See “Placing an Gnalerthe Orders Tab” for more information
on placing an order.)

. After the order is submitted/committed, select “Retur®tder Selection.” To create an additional

order for the same ship to address, enter items fodditianal order for the same ship to address..
To create an order for a different ship to address, clidkeriMaster Use” tab and follow steps 3-7
To exit Master User Mode, click on “Master Use” tab #meh click “Exit Master Mode.” You will
now be placing orders for the original log on ship to address

If You Are An Approver:

Related topics:  Customer Admin Manage Approvers:

Customer Admin Assign Approvers
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Message for Approvers:

As an approver you will receive an email when an end ag@mits an order. When you approve an order,
reject an order, or makes changes to an order the petrsoplaced the order will receive an email. Notify your
office supply merchant if you add or change e-mail addsassensure e-mail notifications are delivered.

When you log on and have orders awaiting approval, yotsedllthe message “There are Orders awaiting your
approval. Please click Approver tab to approve them. mbssage displays in the following areas; Quick
Order, Cart, Search, Browse, Machine Matching, CustomerilddApprover and Master User.

If you select the approver tab and there are no ordeaiag approval, you will see the following message:
“No orders are awaiting approval currently.”

To View Orders Waiting to be Approved:

1. Logon

2. Click on the “Approver” tab

3. You will see a list of orders awaiting approval

4. This list will display the Order ID, the Ship To, whéwetorder was created, and the total of the order.

To approve the order without reviewingq:

1. Place your mouse in the box at the far right and clitkis will leave a check mark in the box. When all
orders to be approved without review have been markeH,alithe “Approve Orders” button. A
message similar to the following will appear: “The Ordemkxx has been received. An order
confirmation email has been sent to abc.xyz.com. fdll@ving Orders were Approved: XXXXX.

To reject an order without reviewing

1. Place your mouse in the box at the far right and clithis will leave a check mark in the box. When all
orders to be rejected without review have been markie#t,ah the “Reject Orders” button. A message
similar to the following will appear: “The following Qers were Rejected: xxxxx

To view or change the order:

1. Click on the order number (OrderlID) that you wish towi&he order will display at the bottom of the
screen.

2. For further review click “Edit and Approve this Order”. $hvill take you to the order entry screen
where you can add items, delete items, reject the aapprove the order or cancel approving. If you
select “Cancel Approving” you will return to the listafders awaiting approval.

3. To add items to the order, see “Placing an Order fron®tiders Tab” for more information.

4. To delete an item(s), from the order: choose the iteya(s would like to delete by checking the box
that is to the right of the item(s). Then click ¢twve delete button. This will remove the item(s) from the
order

5. When your review is complete, click on “Approve OrdeREject Order” or “Cancel Approving.” If
you select “Cancel Approving” you will return to the ligtawders awaiting approval.

Reports:
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Reports can be viewed in either HTML or Excel formals. view any of the reports in Excel format or &ves
the report in Excel format, simply click on the Excadio button and then click to open the report. Te sav
report, simply click on File in the browser menu anditbe Save As. The report can then be saved to the
desired location on the computer.

User Reports available on the Order Entry screen:

agrwpdE

C.

Log on as a user

Select orders (quick orders or open orders)

Select the “Order History” button found near the bottorthefwindow
Select the report format (HTML or Excel)

Select the desired report

a.
b.

To view the last 500 orders for the ship to press the: &rder History button

To view the details for a single order, click onahnéer ID number in the “Order History” report
when viewed in HTML format or enter the order id numéned press the Order Details button

To see a summary by month press the “Monthly Sumniarngdn. This reports a total for orders for

each month.
For a “Monthly Details” press the “Show Monthly Bi#d” button. This report lists a total for each

order grouped by month

Order Distribution Report — enter dates and click dro#6Order Distribution”. The report will be
sorted by orders with the most recent order first.

Item Distribution Report — enter dates and click 8hdw Item Distribution.” The report will list
the items ordered with the most recent orders first.

Order Status Report — Sorted by ship to address, thig fispoall orders that are currently parked
or awaiting approval along with those orders that faibedispatch and orders for which approval

was rejected.
*Note the date/time stamp on the report is when the ordeis actually sent forward to the office

supply merchant.
1 Time originally committed (if no approval needed)
2 Time the last approver approves the order and sends to dealer

The date/time stamp on the SO # AFTER it's been approviedtgpprover is updated.....so
will not match the original print out of the SO #eifid user printed at time they submitted the
order to their approver(s).

A Customer Administrator has the option to view repdot all Ship To’s. To view a ‘combined' report place a
checkmark in the box next to the report and then phesseport button.
a. Order History Report will display the last 200 ordetal for the account. (NOT per Ship To)

b.

C.

When using the "Show Order Details" report place akshark in the box if the SO # you're
attempting to view does not belong to your log in.

Cost Center Expense Summary Report - See Sefii@pst Centers. Cost centers must be set up
and assigned to orders before the report can be run.epag will display the sub-total, tax and
total per Cost Center of all orders that have beentsehe office supply merchant. (Committed
orders and submitted orders that have been approMad)report can only be run by Customer
Administrators.

d. Ship to Expense Summary Report - This report will digfihie sub-total, tax and total per Ship To
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of all orders that have been sent to the office supschant. (Committed orders and submitted
orders that have been approvel)is report can only be run by Customer Administrators and

Master Users.

A Master User can view reports for all Ship To's assigio them. To view a ‘combined’ report place a
checkmark in the box next to the report and then phesseport button.

a. Ship to Expense Summary Report - This report willldysfhe sub-total, tax and total per Ship To
of all orders that have been sent to the office supschant. (Committed orders and submitted
orders that have been approved). This report can only de/rGastomer Administrators and
Master Users. When run by a Master User only dat8Higy To's assigned to the Master User will

display on the report.
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