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To place a  product  order, you m ust  be logged in.   Enter em ail address and passw ord 
in the custom er login in the upper r ight  hand corner.

Once you are logged in you w ill see addit ional opt ions on your le ft  m enu bar

I f you forget  your passw ord, click  on 

  

Enter  your em ail address and click  on SEND ME MY PASSW ORD.  You w ill receive an 
em ail giving you your  passw ord.
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FFUULLLL CCaa tt aa lloogg

The FULL CATALOG opt ion, allow s you to search for  item s in the catalog by category.  
You can also go the m ain categor ies using the category but tons across the page.

You can choose a m ain category by click ing on the category nam e in the list  or  the 
icons displayed.  That  category w ill show  an expanded search list .  W e have selected 
“Binders/ Supplies”.
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You can choose a specific category by click ing on the category nam e.  That  category 
w ill show  an expanded search list .   W e have selected “Data”.

Once you locate  the correct  product , you can enter the quant ity and click  on the buy 
now  but ton .  You can also add the item  to your quick list  by click ing on add 
to quick list .

You w ill then see the item s that  are current ly in your cart .   You can add item s to your  
cart  using the catalog/ product  search, the quick  order, the quicklist ( s) ,  or any 
com binat ion of these.  The it em s w ill rem ain in your  cart  unt il you com plete your  
order or unt il you close your brow ser.   I f  you w ant  to keep your cart  item s and f inish 
the order at  a  later  t im e, you w ill use the SAVE CART opt ion.  I f  you close your  
brow ser, any item s in your cart  w ill autom at ically be saved to your SAVED  CART 
screen.
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MM yy CCoonn tt rr aa cctt CCaa tt aa lloogg
Contract  Cata log w orks just  like the full catalog except  you only see the item s that  
are  on your  custom  contract  cata log.

PPrr oodduu cctt SSee aa rr cchh

AAddvv aa nnccee dd SSee aa rr cchh--

The advanced product  search allow s you to search individually by w ord( s) , by 
category or  by m anufacturer  or  the com binat ion of these for a  m ore specif ic search.
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PPrr oodduucctt NN uumm bbee rr SSee aa rr cchh--

You m ay also enter a product  code and click  to look up a  picture  of the product  as 
w ell as your  pr ice.  You m ust  enter an ent ire valid product  code for this feature  to 
w ork.  You can also search by product  num ber from  the m ain search box on the hom e 
page by enter ing the product  num ber and click ing product  I D  box.

PPaa rr tt iiaa ll PPrr oodduucctt II DD SSee aa rr cchh--

I f you do not  know  the valid product  I d, you m ay a lso search by product  code, by 
enter ing part  of the product  id code num ber.

MM aa cchh iinn ee SSee aa rr cchh-- AAllssoo PPRRII NN TTEERR SSUUPPPPLLII EESS oonn tt hhee SShh oopppp iinngg TToooollss ll iisstt
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You m ay also, do a  m achine supply search.  I f searching by m achine you w ill have to 
enter  the m achine type. Then you w ill then enter  the m anufacturer, you w ill then 
enter  the m odel.  The search results w ill be displayed in the low er  part  of your screen

The search results w ill be  displayed w ith Thum bs Nails ( picture  display)  either 
turned on or off.   Thum b nails off  im proves your speed .

QQuu iicckk OOrr ddee rr

To place a  quick  order, you can enter  a product  I D and Quant ity.  You can enter  2 0
item s per screen.  You can click  on the icon next  to product  I D  to see a picture  of the 
product  w ith product  inform at ion and your  price.
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W hen you have f inished entering products, click  on ADD TO CART But ton to proceed 
to the next  step.  I f any item s are  invalid your w ill be not if ied and asked to correct  
before going to the next  screen.

I f all Product  I D’s are  correct  the above screen w ill be displayed.  I f you enter an 
incorrect  product  I D, you w ill get  an error  m essage point ing out  the incorrect  item  
and you w ill have to go back and correct  the item  before  the item s are added to your  
shopping cart .   Click  on NEXT to add the item s to your  cart  and to see all item s 
current ly in your shopping cart  a long w ith extended pr icing and order  tota l.   Click  on 
CONTI NUE SHOPPI NG to return to quick order  for addit ional item  ent ry ( 2 0  it em s) . 
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From  the Shopping Cart  screen, you can print  the order, save your cart  ( to be 
com pleted later ) , em pty the cart ,  or  update any changes to the cart ,  or  delete an 
item . You m ay a lso add a single item  to the cart  by keying the product  id and 
quant ity.

I f you chose to save cart  you w ill be  asked to nam e your cart .  You can have several
carts saved at  any given t im e.  I f  you close the w ebsite  or get  out  in any w ay before  
saving your  cart , the item s get  saved autom at ically and the system  assigns a  cart  
nam e w hich consists of a ser ies of num bers and let ters and the date  the cart  w as 
saved. 

CChh ee cckk OOuu tt
Once you have com pleted your order and are ready to send it  w hile in the shopping 
cart ,  Click  on PLACE ORDER NOW .  You m ay a lso click  on the Check out  link  at  

the top r ight  hand of the screen.     Please note since 
you can have m ult iple carts you m ust  be in a specific cart  in  order  to click  check  out .  
The cart  tota l dollars are  indicated.

Your  com pany inform at ion screen w ill be displayed for verificat ion and to select  
departm ents or  ship- to if  required.

Also, on this screen you can enter  the Phone num ber ( if different  than displayed 
num ber)  for the contact  person or  person placing this order.  This is also w here you 
select  your  Departm ent  and Ship- to.
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W hen a ll inform at ion is correct , click  on GO TO STEP TW O.  Step Tw o is w here 
your  order  is finalized and sent .

You m ay enter notes for each item  ( these notes w ill pr int  on your invoice)  or you 
m ay enter  Com m ents or  quest ions in the NOTE box.  This m essage is em ailed to 
Essent ial Office Products Custom er Service Departm ent .  Select  m ethod of paym ent  
and enter  credit  card inform at ion.   Click  on SUBMI T ORDER NOW to send your 
order, click  on GO BACK to m ake changes.

Once you click  on SUBMI T and the order is sent , you w ill get  an order confirm at ion 
screen as w ell as an em ail confirm at ion.  From  the Order Confirm ed Screen you m ay 
print  a hardcopy of your order  or  return to the Hom e Page.  I f the order has to be 
approved, an em ail w ill be sent  to the supervisor  advising them  an order  has been 
entered that  needs approval. You w ill receive an em ail order  acknow ledgem ent  w hen 
the order has been approved, or  if  no approval is necessary you w ill receive an em ail 
that  the order  w as sent .
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MMyy QQuuiicckk LLiisstt ss

You can create a quick list  of the products you m ost  com m only order.  This quick list  
can be used to place your  orders, instead of keying products num bers or doing a  
product  search.  Quick lists are  lim ited to 5 0  it em s, but  you can create  m ult iple  quick
lists if necessary.  Click  on “Create a Quick  List”

Enter  a  Quick  list  nam e and 
descript ion.

You can m ake a  quick  list  public or  not .  I f  you select  public yes, a ll users that  are  
at tached to the account  num ber w ill see the quick list  and w ill be able to use it  to 
place orders.  I f  you click  no, the quick list  is only available  for the user that  created 
it .
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Order  Quant ity can be entered for  suggested order am ounts, or the quick  list  can be 
set  up w ith no quant it ies.   W hen finished enter ing your  quick list  it em s click  on 
CREATE QUI CKLI ST.

You can m ake correct ions, addit ions, or delete an exist ing quick list  by select ing it  
and using the icons displayed.  You can m odify a  quick list  by changing quant it ies, 
adding it em s or  delet ing item s.

W hen you are  f inished changing the quick  list ,  click  the Save Quick List  but ton.  You 
can a lso delete an ent ire  quick list  by click ing the Delete  Quick List    but ton.  

Once a quick  list  is created, it  m ay be selected to use in placing an order.

W hen you are  f inished enter ing, changing or accept ing quant it ies, you m ust  click  the
I NCLUDE box for  each line and then click  on ADD TO CART.
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MM yy SSaa vvee dd CCaa rr tt ss

Chose My Saved Carts to go back to your cart  to m ake changes, add item s or  
com plete and send your order.  You can also delete  the saved cart  if you do not  w ant  
to place the order by click ing the delete  opt ion.

RRee ccee nn tt WW ee bb OOrr ddee rr ss

Recent  W eb Orders Screen allow s you to check the status of your order( s) ,  view  a  
w eb order  and a lso send an online request  for  return author izat ion.  
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RReett uurrnn AAuutt hhoorr iizzaatt iioonn

Enter  the quant ity, any com m ents in the LI NE NOTES box, and use the drop dow n to 
select  a return reason code.  Click  on SEN D RETURN REQUEST but ton.  An em ail w ill 
be sent  to you acknow ledging the return request  w as sent .  You w ill get  an em ail/ fax  
from  Prim e to acknow ledge the return w as approved.

HHiisstt oorr yy LLooookk -- UUpp
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Enter  either  the Manufacturer  or product  descr ipt ion and click  GO.

All item s that  m atch the entered cr iter ia w ill be  displayed.

OOppeenn II nnvvooiicceess

Open invoices allow s you to view  any invoices that  are  st ill open ( unpaid) .  This is 
driven by your security set  up w hich is based on your  com pany’s requirem ents.  Not  
all users w ill have the Open I nvoices but ton.

You m ay view  the invoice by click ing on the I nvoice#  you w ant  to view .
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You m ay use the print  funct ion to pr int  out  a  copy of this invoice. 

You m ay also view  a  ( scanned)  signed copy of the or iginal order/ invoice by click ing 
on the Prim e t ruck to the r ight  of the invoice num ber.  

For UPS deliver ies there  w ill be a brow n t ruck to the r ight  of the invoice num ber.  
Click  the t ruck to go direct ly to UPS t racking w ebpage.

UUPPSS TTrr aa cckk iinn gg
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You can click  the Detail but ton for t rack ing detail.

DDeeppaarr tt mm eenntt aall UUssaaggee

Departm ental usage allow s you to view  ( by departm ent )  tota l sales and tota l orders 
broken dow n by calendar m onth w ith YTD tota ls.
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CCrreeddii tt CCaarrdd HHiisstt oorr yy

Credit  Card H istory a llow s you to view  any invoices that  w ere paid for  by credit  card. 
This history goes back 4 5  days. Any invoices older than 4 5  days w ill not  be available  
to view .  This is dr iven by your  secur ity set  up w hich is based on your com pany’s 
requirem ents.  Not  all users w ill have the Credit  Card H istory but ton under  MY 
ACTI VI TY.

MMyy AAccccoouunntt (( nnoonn-- ssuuppeerr vv iissoorr ss))

The account  screen is used to change your nam e, or to change your passw ord.  All 
other  fields are grayed out  and m ust  be changed by your supervisor.  W hen the 
change has been m ade click  on Save and Close at  the top left  of the screen or  at  the 
bot tom  of the page.

AAccccoouunntt AAddmm iinn (( ssuuppeerr vv iissoorr ss oonnllyy ))

Account  Adm in a llow s a supervisor access to a ll users assigned to them .  Click  on the 
em ail address to br ing up the user account . Changes can be m ade to m ost  fields.  
Fie lds not  available for change w ill be grayed out . 
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Please Note- * * *  if the box  at  the end of USER MAI NTEN ANCE is checked, the user  
w ill have account  adm in secur ity and can m ake account  changes to a ll account  users. 

W hen a ll changes have been m ade, click  on Save and Close at  the top left  of the 
screen or  at  the bot tom  of the page.

AApppprroovvee OOrrddeerr ss (( SSUUPPEERRVVII SSOORRSS OONNLLYY))

W hen an order is subm it ted that  needs an approval,  an em ail is sent  to the approving 
supervisor( s) .   The supervisor  can click  the link  in the em ail to login and go direct ly 
to the approval screen, or you can get  there by click ing the APPROVE ORDERS but ton
on the left  m enu bar.

Click  the PO num ber or binoculars icon to the left  to go into the order  to m ake any 
required changes or  view  it em s ordered.  You can a lso delete the ent ire order if  
necessary.  
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Once all changes  are  m ade and order review  is com pleted, click  on UPDATE &  
APPROVE ORDER.  The order is approved and w ill be  sent .  The user that  subm it ted 
the order w ill be sent  an em ail to not ify them  of the approval.
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