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User Sign In
Type StaplesAdvantage.com in your browser, click "Sign In” to enter your login
information. Check “Keep me signed in” to reduce the number of times you are asked to login.

) keep me signed in(®

o

Header Navigation If you forget your Account Number or User ID, click on “Forgot your AccountNumberorUser ID?*

If you can’t remember your password, click on “Forgot your Password?” for assistance.

Lists Home Page
Account Admin
Help If your user profile is set up as an administrator on your account, you can

approve orders, manage users, approval roles, budgets and reporting.

Chat
With a knowledgeable representative while online

e Cart
G Products
@ Deals

Services
Worklife Center

System Requirements

For the best experience, use the
following computer operating systems
and the most up to date web browser.
Operating Systems

Windows 10, Windows 2000, Mac OS X

Web Browsers .
Internet Explorer latest version

Google Chrome latest version
Motzilla Firefox latest version
Safari latest version

® 6 ® ©® ©

Approvals
If a user is set up as an approver for orders, details of pending orders will display to modify,
decline or approve.

Orders
Active orders are presented with the date it was placed, # of items, shipping information and
expected delivery date. If orders have all delivered, most recent orders will show.

Lists
Up to 3 active shopping lists display, based on the most recent ones you viewed.

[ 1Staples.


https://support.microsoft.com/en-us/help/17621/internet-explorer-downloads
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Edit Your Profile, Set Your Password
& Delivery Notifications

Edit Your Profile

Go to the Account icon and use the drop down

menu to choose My Profile if you need to update your
personal information

Set Password

Create a unique password that is a minimum of 8
characters that contain 3 out of 4 of the following:
1 upper case letter

1 lower case letter

1 number

1 symbol

e Click save

Delivery Notifications
Q Click notifications for insight on your order delivery
every step of the way.

e Set your preference to receive texts or email
notifications when:
*  Your order has shipped
. Is out for delivery
. Has delivered

e Click save

Edit My Profile

Ly lnfo | Notifications

Edit User Info for “Demo User Assoc™
Fields marked with an * are required.

‘Company Name: TEST_ECWEST ACCOUNT

* st Hame: Demo

" Last Hame: User Assac

Jab Title:
Department:
* Email Distribution List demo@stagles.com Edit

Minimum of 8 characters

* User I DEMO
Password must contain 3 of 4 character
Password ypes
1 uppercase, 1 lowercase, 1 number, and
1 symbol

Password Confirm:
Passwords match

Password i case sensitive.

Days until password expires: 0

10 = never expires)

* Security Level: Associate
* Phone #:

508 |~| 253 |°| 5000 | %

e shone &
Masile Fhcne £ Vo iy opt i st o e g mai: noticalons n he netfcations secton.

Supenvisor/Approver- Dema User Supervisor
508-253-5000x
demo@staples.com

Defivery Information:
{Room/Floor Sute/Cube)

S ©

cancel n

fomation provicea here wal be 30084 ta the shipping Infarmation

Modify a User Profile

Notifications Settings
Manage how you receive updates about your orders

Email notifications.

Email Distribution List- demo@staples.com Edit

Text notifications

Enter your mobile number below to subscribe to text notifications

You wil receive a vesification text message shartly ater with instructions to complete your subsciiption. You can unsubscribe anytime by replying STOP or clicking unsubscribe. Standard text
messaging rates may apaly. | agree tathe  Terms. Conditions & Privacy Policy of this program.

Send Text Notifications To: 1-( )

Enter 2 valid 10-digit mobile number and click “SUBSCRIBE” to enable packaps status Updates on your phone.

Select your notifications
Use th check baxes below 1o specify the email and text notifications you would like to receive

Hotify me when my order: Email Text

Has shipped =

Is out for delivery = e
Has been delivered 4 e

Previous

[ 1Staples.
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Home Page

Product Search and How to Order

Products - Search Products

& ks oner wting soppes Sl  ccessries Easily search for a product by name and autosuggest terms populate
T pre e ® crgnien in the search bar. Or search for products by category, product,

Office Supplies Pencils Dividers Mail & ship . R R

- industry, brand, eco & diversity products

Computers & Accessories Folders & Filing Binder Accessories Bags & Briefcases

Friters B Scanners File Folders Labels & Label Makers Educational Supplies Y

Ink & Toner Finder

G vt o T Access the ink & toner finder under Products

Facilities Maintenance Calendars & Planners Notebooks & Pads

S e - «  Search by cartridge model number, printer model number, Past
Jourmat Purchases, popular brands or Add My Printer to quickly find the

e compatible ink and toner

Shop by Brand

shop by Industry

st Search Results

Add an item to your cart from search results to save time

Our Experts Suggest » Use the left-hand filter attributes to narrow your search results

» Check the “compare” box to do a side by side comparison of up to
4 items at a time

» Need it fast? Filter by “next-day eligible”

Product Page

Access the product page through by browsing categories or through

) siass  sasse s1a99 s10059 a search result.
toegr || Qe e . Ability to add an item to your cart from search saves time
P — 7 »  To view product details, specifications and reviews, click “View
=== L RIS Full Product Details
|| *  Toadd anitem to your cart, enter quantity and click “Add,
. Review & Checkout” or “Continue Shopping”

*  To check the expected delivery date, enter the quantity you
want and click “Check Delivery Date”

§ . For 1 Hour Pick Up, click “Other Delivery Options” to pick up

VoM e @l E same day at a Staples retail store
Your Shopping Cart
v checton | Review your order before you click submit

Shipping & Delivery Accounting Payment Order Summary

SO/SWARN Cnangs sucoing keation f e @ Cresit Care

o +  Review delivery date - if you want to change the date to up
T to 15 days in the future, click on “Custom Delivery Date”, pick
a date and save

‘saved credit card

: | [ oo
e — *  Change quantities, add a packing slip note or remove an item
. If items in your cart have a quality lower-cost alternative,
3 tems in cart “Easy Savings Recommended Alternative” items will be
. — presented - the choice is up to you
[ . - " o «  Click “Save for Later” if you don’t want to purchase now but

want to easily purchase an item at another time

. Click “Submit Order” to complete your transaction
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Home Page

Frequently Purchased, Shopping Lists,
Quick Order & Auto Restock

Frequently Purchased

o B m - !Easily reorder items by vie.wing. your Frequently I?urc_hased
= , o L items from the “Account” icon in the header navigation:
o/ K ' « Click “Frequently Purchased”
' = « Easily sort and filter items by order date or category
+ Click on the items you want to order and add to cart
— s « Even add an item to your shopping list by clicking on
the list icon
5 Shopping Lists
e Create shopping lists for fast ordering from the Lists tab,
Lists name p 0 40 charactes) product search results, product pages or your home page:
Lm ‘ + Click lists or the list icon to create a list
e e « Create a name for your list
Medium Roast. 24/Box (9572)
= ree ey e e + Select personal or shared
16.99 o L .
$ ) + Determine if it should be a favorite
e e I + Add items and click “Create List”
L Compare h = ) T View Lists

« Search for a list by name in the search bar or sort and filter
lists by list name, modified date or list type

= | 1=
G| 1= .
5 [ Quick Order
| E N 1= . . .
Quick order up to 50 items at a time
«=»
. Go to the “Account”icon in the header navigation and
My Ao Restock click on “Quick Order” from the drop-down menu
Auto Restock, justlike that. *  Enter the item numbers of the products you want to
— (DPick products  (Z)set monthly delivery date  (3)Confirm shipping & payment purchase7 add to Cart and submit
?” o e N Auto Restock*

Set up items for monthly automatic delivery - pause, skip or
cancel anytime.

If an item is available to Auto Restock, it will be presented on
the product page as another purchasing option or you can go
to the “Account” icon in the header navigation and click on
“Auto Restock” from the drop-down menu

2. Set Delivery Date
Set reguiar mantly orders for

Th-ursdéy, Jul 16 20120» ﬁ;;“m.
+  Pick products and set monthly delivery date
. Confirm shipping & payment

1 Staples.

*Auto Restock is not available for third-party e-procurement systems
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My Orders Search, Status, Tracking,

Cancel or Return

My Orders

Quick search Buiot Thiz Pace

& Suomkis Oroe Viewing 125 of 71 orde Show: 25 | 50 | 75 | 100

By order number

By ship-to & ordered by v #8 m ﬂ; B el
Lam L]
v
By date range. e =
By total v
]
By accounting info v i
By item b4
Lo

Qrders /Qrder details

Order# 7300081888 [——

Order placeg: July 02, 2019 3t 11:33 AM
Duplicate order

Order summary Receipt (paf)

Total items: 3

DELIVERES RETURNS

Jul 3, 2019 - 1item Jul 18, 2019 -item (return initiated)

Jul 3, 2013 - 2items estimated defivery) Jul 11, 2019 -litem (return initiated)
Merchandise Total 5187

View full tracking history

Shipping: FREE

a
Delivered to: Shrewsbury. MA 01545 Tax 5245

Total: $54.32
Items for delivery 1 item in box
Payment method

Delivered on: Jul 3, 2019
View tracking

isa ending in 8924 55432

Billing address
500 Staples Drive

Scotch® Heavy Duty Shipping Packing Tape with Dispenser. 1.88"W x 22.2
(142 Framingham, MA, 01702

Yards, Clear (1: o
e 824219 | Madel: 142 | CID: 824219 $3.09
Write a review

1@5309EA 5309

Deliver to: Shrewsbury, MA 01545

Items for delivery 2 items in 2 boxes

View tracking

Apple EarPods with Lightning Connector Headphones, White (MMTN2AM/A)
Item: 2452820 | Mociel: MMTNZANYA | CID: 2452820
Wirite 3 review $36.19

1@53619EA S3619

Retumed

Hershey's Nuggets Chocolate, Variety, 31.5 0z. (HEC01878)
Item: 2411633 | Model: HECOLETS | CID- 2411633
Wirite 3 review $12.59

1@512598A 51259

Retumed

for

return
Refund wilpost @ your account in 3-5 business days ater your package is eceived.

Refund issued
i1 Processing retum Refund issued
Return Intiatec

You do not need to return the following item(s). You will receive a creait email with your refund details

Please feel free to
1 Keep product and use at your descretion or
2 Donate the product to a worthy cause or

3 Discard the product,if recyclable please dispose of correctly
Hershey's Nuggets Chocolate, Variety, 31.5 oz. (HEC01878) 19S1250EA S1250
e 2411633 | Model: KECOLET | CD: 2411633
Wite 3 review $12.59

Total refund: 512 59

for

return
Refund wilpost @ your account in 3-5 business days ater your package is eceived.

Refund issued

criver to collect your items. The driver will amive s0an 25 the next business day from when you placed your retum or upto 5 business days. View

Apple EarPods with Lightning Connector Headphones, White (MMTN2AM/A)
Ieam: 2452820 | Model:MMTN2ANVA | CID: 2452820
Write a review $36.19

1$3619EA SH10

Total refund: §38.45

“My Orders” to search, track, check the
status, cancel an order or make a return
Go to the “Account” icon and use the drop

down menu to choose “My Orders” or “View All” from
your home page Orders

Order Search, Status & Tracking

Search for an order by order number, ship to, date range,
budget center or PO, item number, submitted or pending
approval

« Choose the order you wish to view

« Cancel anitem in your order up to 30 minutes after its
been placed if you need to make a change

Order Details
« Click on “View Tracking” to see details at the
summary level as well as the shipment level

« View delivery progress on the delivery tracker with
the number of items in a box

« Easily reorder or make a return by clicking on “Return
an Item” or “Duplicate Order”

« View order summary with accounting information,
payment method and billing

Special Orders & Quotes

Can’t find what you need? From the ordinary to the

extraordinary, our sourcing team will find and order it

within your existing account, without a new vendor set

up or rogue spend.

« Go to the “Help” icon and click “Special Orders &
Quotes”

« Submit a “Special Order” request by filling out the
form or call 1-844-FIND-ALL

« We'll get back to you quickly with a quote

« Order, modify or change your request

Special Orders

Need something beyond your typical order?
1f you search our site and don't find it just ask ust Ordinary or extraordinary, we'l find it

st a specil  Welget back  Order, modiy or
ntar ot Dloyod aucy R yo ot

Quote History

o ot e 9 po—

[ 1Staples.
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Help to Get Answers Fast

Find everything you need in the Help Center

Help

Get Answers Fast

* Under Help click “go to the Help Center” or use the short cuts within the Help menu

* View “Help Center Topics,” use quick links or simply use the search bar to type in a search term and
find answers to your questions

Help

Popular topics Go to the Help Cente

3

Edit your profile
To manage infarmation in your profile., including your name,

email addr password, visit the profile page by clicking

Account >

woile.

special arders & quotes
Need something beyand your typical order? If you search our
site and don't find it, just ask us! Ordinary or extraordinary,

we'll find it

Get started

Ink & taner recycling

Staples makes it easy to recycle your empty ink and taner

cartridges. ers will collect your empty ink and

toner cartridges the y is made

There are several ways you can return an item you purchased

vantage.com. Learn mare about specific

Q Chat Offline

d procasses by selecting the link below.

Home / Help Center

Help Center

o

Manage Your Account

Manage Notifications
Edit Your Profile
Change a Password

Create a New User

|=;

Products & Services

Use Ink & Toner Finder
Request Special Orders & Quotes
Create Ink & Toner Recycling Address Label

View Safety Data Sheets (S05)

&

Manage Your Orders

Track an Order
Return an ltem
Canced an Order

View or Print Order Receipt (PDF)

Search the Help Canter

HELP CENTER TOPICS

COVID-19 Customer Impact
Getting Started

Staples Memberships
Managing Your Account
Products & Services

Ordering

COVID-19 Customer Impact
Serving Our Customers During the Coronavirus (COVID-19) Pandemic ~
Add a New Shipping Address ~
Edit a Shipping Address ~
Assign a Shipping Address (Ship To) to Users v
Shipping Address (Ship-To) FAQs e

Shipping & Delivery
Payment, Tax Exempt & Pricing
Returns & Exchanges

Mobile App

Additional Resources

Legal & Palicies

Leam about Online Gilling

Leamn about Staples Business Credit

View User, Spending or Budget Reports

®

Billing & Payments

Need a Staples Expert?

Contact your customer suppart t=am for inquiries
about products, services or technical support

B Click to chat with a Staples Expert
{Pop-ups must be enabled)
Man - Fri, 8.am - B pm ET

Click to email a Staples Expert
support@staplesadvantage.com

Call a Staples Expert
= 11877) 8267755
Manday - Friday, 8:00 am - 8:00 pm ET

Manage your Account

Set up or change your
delivery notifications
under Edit Your Profile

Change your password
Create a new user

Products & Services
. Ink & toner finder

. Request a Special
Order

. Ink & toner recycling
label

- Safety data sheets

Manage your Orders

Track an order
Return an item
Cancel an order

View or print order
receipt

Billing & Payments
. Online billing
. Manage budgets

. View spend or budget

reports

Dedicated resources are standing by to help via chat, email or phone

For questions, contact Customer Support at support@StaplesAdvantage.com.

[ 1Staples.
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