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Login Process

The Staples Preferred Customer Program Web Site address is
www.staplespreferred.ca.

Once you log in to the Staples Preferred Web Site, enter your username and
password.

Customer Login

*Indicates required information.

* Lsername:

* Password:

] Rememhber me
| forgot mmy passwword

Login

If you do not have a username or password, please contact your Company’s
Account Administrator.

Remember Me

If you wish for the system to remember your login information, click on the
box below password entitled “Remember me.”

Remember me

By checking this box, every time you access the Staples Preferred site on the
computer you are using, the system will partially authenticate you and you do
not need to enter your login information (i.e. username and password) to
browse the site. Partial authentication does not expire as long as you do not
uncheck the “Remember me” box and logout or clear you Web cookies.

Partial authentication does not apply for order placement. Once you place an
order, you will need to log in to the web site using your username and
password. This process adds security to the site.
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Reset Password

If you have forgot your password and need to reset it, click on the link “I
forgot my password.”

| fargot my password

You will open up the Password Assistance page. Enter your email address
and click “Continue.” An email will be sent to you that will provide a link to
reset your password.

Reset my password

* Email Address:

VWithien yau click Continue, we will send an email ta this address.
In this email there will be a link. Click an this link to complete this
process and reset your passward.

Forgotten your email address? Use Fassword reminder
questionfanswer to retrieve it.

Zancel Zontinue

In the case that you have forgotten your registered email address, please
click on the “Password reminder question/answer” link.

Forgotten vour email address? Use Password reminder
gquestionfanswer to retrieve it.

You will need to first enter your username and click “Continue.”

Enter your Username

*Lzername:

Cancel Cantinue

Your username and registered email address will appear. You will need
to enter and reenter a new password and answer a security question.
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Authorize Ship-to Location

If you are authorized to buy from more than one Ship-to Location, you will be
directed to the Select a Ship-to Location page upon login to the Staples
Preferred site. To select a Ship-to Location, select the location from your list
and click “Continue” at the bottom of the page.

Note: If you are authorized to only one ship-to location, the system will
bypass this page and bring you directly to the Staples Preferred home page.

Select a Ship-to Location

Choose a location from the list below:

SK, REGIMNA - NOBEL CORPORATION NOBEL CORFORATION
Customer Mo, 0128288221

22T WINMIPEG ST M
REGIMA, S, 24RETE
(888 515-88380

Caontinue
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Add Item to Shopping Cart

Select the item you wish to purchase and enter the quantity you wish to buy.

S Blueline Follow-up Motes Refill, 3" 3-1/2", 25 Expected Delivery Oy, 1
S SheetaiPad - b8 '

> P et Business Day Each

o= /;dd tn Cart
Iterm GO7406 Add to Favorites

ffodel
DEO2008

Click “Add to Cart.”

Add to Cart

A message will appear at the top of your Shopping Cart confirming that the
item(s) has been added to your Shopping Catrt.

Blueline Follov-up Motes Refill, 3" x 3-172", 25 Sheets/Pad has been added toyour cart.

Continue shopping or proceed to checkout.

Continue Shopping Begin Secure Checkout
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Delete Item from Shopping Cart

Under the item’s price, click “Remove Item.”

$1.83
Remove tem €

Your cart will update automatically and remove the item. You can also click
the “Update Cart” button located above the subtotal price to refresh your cart
and pricing.

pdate Cart

Subtotal: 2906

Delivery: F15.00

Pre-Tax Subtotal: $44.06
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Add Packing Slip Note

From your Shopping Cart, you can add Packing Slip Notes to individual
items on your order. Click in the box next to “Packing Slip Note.”

Expo Board Eraser, Small Expected husiness-  View

-1
day delivery: Tue recommended Gty
01529 iterns at §7 B9

Each

ttem S05450 _ _ _
Model 054750 Facking Slip Mote (foryourinternal use): | |

Exampale . for Jame

Type your note. (Please be aware that the Packing Slip Note section is
limited to 40 characters including spaces).

Facking Slip Mote (foryour internal use}:_l [tern far Jill Srmith 4th floar office 45|:|| |

/Examp.'e: for Jane

You have successfully added a Packing Slip Note to the item. This note will
print on the package slip that received when the order is delivered.

Page 8



Add/Edit Coupons

At the bottom of the Shopping Cart page is a button “Add/Edit Coupon.”
Click on this button.

AddiEdit Coupons

This will bring you to the Staples Preferred Coupon page. You can enter
your coupon code (5- or 16-digit codes).

Add Couponis) to Your Order:

To use a coupon for this order, enter it below and click Add
Coupon.

Touse more than ane coupon, enterthem ane at atime. Click
Add Coupon for each one.

*Coupon code;

Back to my arder Add Coupon

You will need to enter one coupon at a time. This page also includes
information about coupon usage under the “Important Restrictions” heading.
Once you have entered all coupons, click “Back to My Order.”

Back to my order
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Confirm Payment Information

The first step of the checkout process is to Confirm Payment Information.
You have two options:

— Using your Staples Preferred Account

— Paying with a credit card

Staples Preferred Account

Make sure you selected “Staples Preferred Account” and click “Continue”
at the bottom of the page. Note: The system will default to using this
method of payment.

Enter Method of Payment

{(*) Staples Preferred Account

Credit Card

You can either select from a credit card that you store on file or enter new
credit card information. If you are entering new information, make sure to
include both the card information and billing address information. Once all
of the information is complete, click “Continue” at the bottom of the page.

Enter Method of Payment

() Staples Preferred Account
(& Or, enter a new credit card:

Choose a card type

Card Type:
Card Mumber:

Expiration Date: 1 (Jam | | 2008 w
r Sgve this card

* Card ID Murnber
Whem iz aw Cam' 0 Auarber?

Reguired if mof wsing Corporafe

Advanfage aocoount.

Tax Exempt Customers: Please Read our tax exemipt
procedures.

Credit Card Billing Address

Select from Stored Personal Credit Card Addresses.
Flease be sure that wour billing information is entered exactly as
it appears anyour credit card staterment.
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Adding Purchase Order Number

To include a Purchase Order Number to your order, enter the number in the

box next to “Purchase Order Number” and click “Continue” at the bottom of
the page.

Purchase Order Number

[fyau need a purchase order faryour recards, please enter it
bialou.

Furchase Order Mumber:
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Store Credit Card Information

From the My Account Tab, click “Personal Information.”

STAPLES Preferred Customer Program

F—— .

Search: Go W ditems, $0.00  Checkout
that was easy.
& My Saved Listz  # Orcer by tem numbet Ship to: donaotalter
Products Ink & Toner Features My Account Customer Service

My Account | Personal Im@mm‘ion | Wy Orders | Easy Reorder | My Saved Lists | Account Administratars |

Next to Personal credit cards, click “Manage.”

Personal credit cards: 0 credit card(s ) stored Manajﬁ)

Next, click on the button “Add New Card.”

Add Mew Card

Add your credit card information and click “Submit.”
Enter Card Information
* Card Type: Choose a card type “

*Card Mumber:

* Expiration Date: Jdanuary w || 2008 w
Expirafian dafe nof reguived for Sfaples
credif cards.

Motes:
(e.q., @ name fo identify fhe cand, 32

character Navif)

Cancel Submit

Return to My Account- Personal Information and in the “Personal Credit
Card Address Information” section click “Manage.”

Fersonal credit card address information: 0 addressies ) stored Mar@e
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Click on the button, “Add Address.”

Add Address

Add your credit card billing address (address where credit card statement is

mailed) information for verification and click “Submit” when finished.

AddEditthis Address
* First Mame:
* Last Mame:

Company Mame

*Address Line 1:

Address Line 2:

* ity

* Province: FPlease Select... A

*Postal code: ARA MAMN

* Phaone Mumber: {000y 000-0000
7 ease we need fo regeh you for
delivery punposes (eg., uwable fo locafe
your address)

Ext:

Cancel Submit
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Edit/Delete Store Credit Card Information

From the My Account tab, click “Personal Information.”

STAPLES Preferred Customer Program
pasiness PP
Search: Go W ditems. $0.00  Checkout

that was easy.

f My Saved Liste  # Order by item numkber Ship to: denotalter

Products Ink & Toner Features My Account Customer Service

My Account | Personal Imﬁmm‘ion | Wy Orders | Easy Reorder | My Saved Lists | Account Administratars |
Next to Personal credit cards, click “Manage.”

Personal credit cards: 0 credit card(s ) stored Manajﬁ)

Under your card information, click on the “Edit Card” button.

Edit Card

Edit your credit card information and click “Submit.”

Delete Card Information

If you are deleting the card, click on the “Delete Card” button.

Delete Card

You will receive a confirmation message and then, click on the “Delete
Card” button again. This card will be deleted from the system.

Mastercard ending in. 8637

Cancel Delete Card
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Edit User Information

From the My Account tab, click “Personal Information.”

STAPLES Preferred Customer Program
Wnﬂg‘r

Search: Go W 0 items, $0.00  Checkout
that was easy.
+ My Saved Liste  # Order by tem number Ship to: donotalter
Products Ink & Toner Features My Accoumt Customer Service

My Account | Personal II%II]-]TiOII | Wy Orders | Easy Reorder | My Saved Lists | Account Administrators |

Next to your User information, click on “Edit.”

Userinformation Joe Smith

Ed@
joe.smith@abccompany.com

Phone: (508) 253-0000

Fax:

Username: joesmithabc

Edit your user information and click “Submit” to confirm your changes.
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Change Language Preference

Note: Language preference refers to the language that marketing communication from
Staples Preferred will be sent to you in. The steps below are not in reference to the
language preference for the Staples Preferred web site.

From the My Account tab, click “Personal Information.”

STAPLES Preferred Customer Program
EPET

Business D
Search: Go W 0 items. $0.00 Checkout
that was easy.
o My Saved Lists  # Order by item number Ship to: danotalter
Products Ink & Toner Features My Account Customer Service

My Account | Personal Il%mmion | Wy Orders | Easy Reorder | My Saved Lists | Account Administratars |

Next to Language Preference, click on “Edit.”

Language preference: Saved on file %t

Set your language preference and click “Submit.”

Set Language Preference

&) English (O Francais

Cancel Subirmit

Your language preference will be saved.
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Edit Promotional Email Preferences

From the My Account tab, click “Personal Information.”

STAP&ES Preferred Customer Program
Wnﬂg‘r

that wee Search: Go W 0 items, $0.00  Checkout
- + My Saved Liste  # Order by tem number Ship to: donotalter
Products Ink & Toner Features My Accoumt Customer Service

My Account | Personal II%II]-]TiOII | Wy Orders | Easy Reorder | My Saved Lists | Account Administrators |

Subscribe
Next to Receive promotional emails, click on “Edit.”

Receive promotional email: [ Eubtqﬁ’r)ibe

Click “Subscribe.” You will begin to receive promotional emails within 3-4
weeks.

Unsubscribe
Next to Receive promotional emails, click on “Unsubscribe.”

Receive promotional email: Yes Unsuhacrit{p—n}

Indicate your reason for unsubscribing and then click on “Unsubscribe.”

Please tell us why:
) | receive too many emails fram Staples Preferred.
(%) Staples Preferred emails are not relevant to me.

{3 | have changed jobs andfor I'm not the current office-
supplies buyer.

1 did nat sign up ta receive emails from Staples
Freferred.

Staples Business Depot does not sell or rent email addresses.
See our"Privacy Policy

Fleasze allow up to 10 business davs for changes to take effect.

Cancel Linsubscribhe
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Check Order Status

From the My Account tab, click “My Orders.”

STAPLES Preferred Customer Program

wﬂw
Search: Go W0 items, $0.00  Checkout
that was easy.
& My Saved Listz & Ordet by item number Ship to: denotaltar
Products Ink & Toner Features My Account Customer Serice

Wy Account | Personal Information | by Qyders | Easy Reorder | My Saved Lists | Account Administrators |

Your order history will appear including the status of the order. (Note: order
history includes orders placed on-line or by phone only within the last 13
months only.)

Qrder Mumber Status Feorder

5475000370 On Hold

If you click on the order number, you are able to view the order details (ship-
to address, bill-to address, payment information and items).

Type Qrder Total

01531408 Feorder items

online $99.87
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Reorder an Iltem

From the My Account tab, click “Easy Reorder.”

STAPLES Preferred Customer Program
wnﬂ@"'

Search: Go W 0 tems, $0.00  Checkout
that was easy.
& by Saved Lists @ Order by item number Ship ta: danotalter
Products Ink & Toner Features My Accournt Customer Service

My Account | Personal Information | Wy Orders | EasyReorder | My Saved Lists | Account Administrators |

Your most frequently purchased items from the last 13 months will
appear.

From this page, you can reorder any of these items by entering
the quantity and clicking on “Add to Cart.”

Reorder from My Order

Entire Order

You can also reorder items from your Order History. Click on “My
Orders” on the top toolbar. Your order history will appear. If you
click on “Reorder items” next to all of your items, you will begin
reordering the entire order.

Qrder Mumber Type Qrder Total  Status Rearder

01/31/08 2475000370 Onling $99.87 ©nHold Henfder iterms
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Individual Item

To order an individual item from Order History, click on the order number.

02r0gros

54?5%00454 Online

This will open up your Order Detail Page. Click on “Reorder Items” located
towards the middle of the page.

Items In Your Order | Henrdﬁr iterns

The Easy Reorder page will open and you can add individual items and
quantity to your “Shopping Cart.”

Order Details for 5475000454

ttern BOT40E
todel
DEQZO0E

Blueline Follow-up Motes Refill, 3" x 3-172", 24
SheetsiFad

Expected Delivery
Hext Business Day

$1.79
Each

Add to Cart

Oty.
Add to Favorites
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Create Saved Lists

From the My Account tab, click “My Saved Lists.”

STAPLES Preferred Customer Program
Wnﬂw

Search: Go W 0 items. $0.00  Checkout
that was easy.
o Wy Zaved Liste  # Order by item number Ship to: danatalter
Products Ink & Toner Features My Account Customer Service

My Account | Personal Information | My Orders | Easv Rearder | My Saved Lists | Account Administratars |

Click on the button, “Create New Saved List.”

Create Mew Saved List

Name your saved list (limited to 25 characters) and click on the “Create New

Saved List” button.
Name This Saved List

* Mew Saved List name:

Office 2 List
(25 characier lnif]

Cancel Create Mew Saved List

Once you name the list, you can begin to add items to your Saved List. To
view your Saved List, click on “My Saved List” on the top toolbar.

o M ed Lists
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Add an Item to a Saved List

While shopping for an item, if you click on “Save Item to List ” you can add
the item to your list.

Add to Cart

Save tem to List

Specify name of the list that you wish to add the item to and click on the
“Save Item to List” button. The item will be added to your saved list.

Oy

) Create Mew Saved List

Cancel Save Iﬁmtu List

Add Item from Order by Number

You can also add items to your saved list from the Order by Item Number
page. Click on “# Order by item number” found on the top toolbar.

':;' Preferred Customer Program
STAPLES g
wnﬂ@"’

Search: Go W 0 items. $0.00  Checkout
+f My Saved Lists  # Order bvdf;%m numbet Ship ta: donatalter
8

that was easy.

Products

Add the item number in the item box, add desired quantity and click on the
“Save Item(s) to List” button.

ltem City tem City

Save Item;sgﬁn List Add to Cart

Specify name of the list you wish to add the item to and click on the “Save
Item(s) to List” button. The item will be added to your saved list.
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Set Order Approval Limits

From the My Account tab, click “Account Maintenance.”

STAPLES Preferred Customer Program
wﬂw

Search: Go W0 items, $0.00  Checkout
« My Saved Lists

that was easy.

Ship to: donotalter

# Crder by item number

Products Ink & Toner Features My Account Customer Service

My Account | Personal Information | My Qrders | Easy Reorder | My Saved Lists | Account Administrators |

Accuunl.gaintenance | Crder Approval | Reports
KW,

From the Account Maintenance page, select “Order Approval Limits.” You
have three choices of order limits:

— No order approval required
— Dollar spend limits (more or less than $)
— All orders require approval

Select your limit preference and click “Submit.” Your approval limits have
been saved and will apply for all orders under this master account.

Set Approval Requirements and Spending Limits

{3 Mo order approval reguired

(%) Route arders for approval when:

Less than dollar amaount A0.00

Greater than dallar amaount  500.00

) Al arders require appraval

Cancel Subitmit
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Approve an Order

Once an order requiring approval is submitted by a user, an email will be

sent to you alerting you that you have orders requiring your approval. Note:
Orders pending approval can only be changed for method of payment. Order details
such as: SKUs, SKU notes, quantities, etc. cannot be edited.

Upon login to the Staples Preferred Web Site, there are two ways to access
the pending order:

1. You can click on the Order Approval Message found at the top of the

home page. —

T You have orders to approve! £ Log out | Frangais
STAPLES Preferred Customer Program
Wnﬂ@f
Search: Go W 2 items, $20.03 Checkout

that was easy.

OR

2. You can also access orders pending your approval from the My Account
tab. Click “Order Approval.”

STAPLES

that was easy.

Preferred Customer Program

Search: Go W 0 items, $0.00  Checkout
& by Saved Lists  # Order by item number
Ink & Toner

Ship to: donotalter

Products Features My Account Customer Service

My Account | Personal Information | Wy Orders | Easy Reorder | My Saved Lists | Account Administrators |

Account Maintenance | Order Approval | Reports
L]

You will open up the Approve Orders: Orders Pending Approval page.
Choose the order number or numbers you wish to approve by checking the
checkbox next to your target order(s) and Click “Approve Selected.” To
select all orders, click the “Select All” link.

Approve  Reject  Order Mo, Diate Customer Mo. Last Mame First Mame Crder Total

Reject 5475000320 01/30/08 3029465 Buyer John £357.59

A confirmation message will appear on this page, “Your order(s) have been
approved and submitted for processing.” A confirmation email will be sent
to the original person who placed the order to let them know that their order
has been approved.
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Approve Order from Order Details Page

If you need to make edits to a order prior to approving the order, click on the
“Order Number.”

Approve Feject  Qrder Mo, Customer Mo. Last Mame First Mame Crder Total

] Reject 54?’EEDD31E 01730008 3045463 Buyer02 Buyer $29.90

This will open up the Order Approval Detail page. You will be able to add
additional shipping information and/or change the method of payment from
this page. Once you have made those edits, you can approve the order by
clicking on “Approve.”

Back Reject A[;:ﬁru:we

A confirmation message will appear on this page, “Your order(s) have been
approved and submitted for processing.” A confirmation email will be sent to
the original person who placed the order to let them know that their order
has been approved.
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Reject an Order

Once an order requiring approval is submitted by a user, an email will be
sent to you alerting you that you have orders requiring your approval.

Upon login to the Staples Preferred Web Site, there are two ways to access
the pending order:

1. You can click on the Order Approval Message found at the top of the

home page. /

T You have orders to approve! £ Log out | Francais

STAPLES Preferred Customer Program
wnﬂﬂ‘f
Search: Go W 2items, $20.03  Checkout

that was easy.

OR

2. You can also access pending orders from the My Account tab. Click
“Order Approval.”

Preferred Customer Program

STAPLES
C—

Search: Go W 0 items. $0.00 Checkout
& My Saved Lists  # Crder by tem number

Ink & Toner My Account

Ship to: donotalter

Products Features Customer Service

My Account | Personal nformation | My Orders | Easy Reorder | My Saved Listz | Account Administrators |

Account Maintenance | Order Approval | Reparts
i

You will open up the Approve Orders: Orders Pending Approval Page.
Choose the order number you wish to reject and click “Reject.” Note: you
can only reject one order at a time.

Approve  Reject  Order Mo, Custormer Mo, Last Mame First Mame Order Total

] RE'EE’[ 54745000316 01/30/08 3045463 Buyer02 Buyer $28.90
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The Reject Order page will appear asking you to confirm the rejection of the
order. You will have the option to add a note to the user letting them know why
the order has been rejected. To finalize the rejection, click on the “Reject
Order” button.

Reject Order #5475000316

Whenwou click "Reject Order," an email notification will automatically be sent ta the user, telling
them their arder has been rejected, along with any notes you provide in the box below.

Feason for arder rejection: (optiohal

Order does not meet minimum order amount.

Cancel Reject Order

Reject Order from Order Details Page

If you need to make edits or review the order details prior to rejecting the
order, click on the “Order Number.”

Approve Feject  Order Mo. Diate Custamer ko, Last Mame First Mame Crder Total

] Reject 54TEEDDE1E 01r30/02 3045463 Buyerd Buyer £29.90

This will open up the Order Approval Detail page. Once you have made
edits or reviewed the details, you can reject the order by clicking on “Reject.”

Back REEﬁEt Approve

The Reject Order page will appear asking you to confirm the rejection of the
order. You will have the option to add a note to the user letting them know why
the order has been rejected. To finalize the rejection, click on the “Reject
Order” button.
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Create New User Profile

From the My Account tab, click “Account Maintenance” and then click
“User Management.” The User Management page will open up. At the top
of the page is the “Create New User” button. Click on this button.

Create Mew Lser

The Create User Profile page will open. Add all required personal user
information, including user name and password for the new user. Also
specify at least one active Ship-to Location and user role for the individual.
Once you have finished entering all of the individual information, click
“Submit.”

Create User Profile

* First Mame:
*Last Mame:
* Email Address:
*Phone Mumber:

Extension:

Fax Mumber:

Department:

Exanmple: Hunran Resources

* Ugername:

* Password:

HNefe: This is 2 femparary password. Users
niu 5f change fhe password fhe frsf finte fhey

log in.
* Confirm Password:
*Language Preference (&) English
) Francais
* Role: (®) Buyer
Can place orders.

() Order Approver
Can place and approve orders.

O Administrator
Can place and approve orders.
Has top-level access to
administrative functions and
reponts, and is authorized for all
Ship-to Location(s).

Authoriza Ship-to Location(s)

*ucthas Ship. o | ncationis)

B Ship-fo Mickname Customer o, Addresa ity Province  Postal Code

[[] NOBEL CORFORATION n29iesan T2 WINNIPEG BTN REGINA K SARETE

Cancel | | Submit *——
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Manage Existing User Profiles

From the My Account tab, click “Account Maintenance” and then click
“User Management.” The User Management Page will open up. All existing
users for this account will be listed in the middle of the page.

Modify User Profile

Select any user from the list helow, then click an action:

Maobel, Jennifer - Administrator Jennifer Nobel
| Edit| Delete | Copy | Details |

Smith, Jennifer - Buyer

Adrministratar (Roled
jennifer.nobeli@nobel.ca (Lsemame)
jennifer.nobel@nobel.ca

Authorized Ship-to Location(s):
Administrators are authorized for all Ship-
to Location(s).

Edit User Information

From the User List, click on the name of the user you wish to edit. The
username will appear to the right of the user list. Click on “Edit” found right
below the user’'s name. The user’s profile will appear. Make any edits to the
information and then click “Submit.” Note: You can reset a user’s password
from this page.

Delete User

From the User List, click on the name of the user you wish to delete. The
username will appear to the right of the user list. Click on “Delete” found
right below the user’s name. A deletion confirmation page will appear. To
confirm deleting the user, click on the “Delete User” button.

Copy User

From the User List, click on the name of the user you wish to copy. The
user name will appear to the right of the user list. Click on “Copy” found right
below the user’'s name. This will copy the user’s profile and can be used as
a template to create additional new users.
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Details

From the User List, click on the name of the user you wish to view. The
user name will appear to the right of the user list. Click on “Detail” found
right below the user’'s name. This will allow you to view the user’s profile
details.
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Modify Bill-to Contact

You are able to modify the nickname of the Bill-to Location. This is the only
information you can modify for Bill-to information. If you need to make
additional changes to your company'’s Bill-to information, contact your
Staples Account Manager.

From the My Account tab, click “Account Maintenance”. On the Account
Maintenance page, click on the “Manage Bill-to and Ship-to Addresses.”

Manage Bill-te and Ship-to Addresses

Lipdate Bill-o Mickname(s) and create and manage Ship-to
Locationis).

Choose the bill-to location you wish to rename from the list of locations and
click on the “View/Manage Details” button.

Yiew I Manage Details

The bill-to details for this location will display. You can edit the nickname of
this location in the field titled “Nickname.” Click “Save” once you have
finished your edits.

Bill-to Location:

Flickname: MOBEL CORPORATION Save
HOBEL CORPORATICON

221 WINMIFEG ST M \
REGIMA, Sk S4RAETA
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Manage Ship-to Addresses

You are able to add, edit and delete ship-to locations. Under the My
Account tab click “Account Maintenance.” Then click on “Manage Bill-to
and Ship-to Addresses”. This will open up the Bill-to Location page.

Select the Bill-to Location for the Ship-to Location you wish to edit or
create a new location for. Click on the “View/Manage Details” button.

Create New Ship-to Location

Click on the “Create New Ship-to Location” button. You will be directed to
the Create Ship-to Location page. Add all of the information for the new
Ship-to Location on this page and then click “Submit” to save and activate
this new location.

Enter Ship-to Location Information

[l Mate this information the same a5 the Biikto Location
Information

* Ship-to Mickname:

Example: Calgary Division
Company Mame:
*Address Line 1:
Address Line 2

* City:

* Province: Flease Select... L

* Postal Code:

Cancel Subrmit

Delete Ship-to Location

You can delete any ship-to location (active or inactive). Next to the ship-to
location name, click “Delete.”

Hicknarme Address ity FProvince  Fostal Code

Delete  MWOBEL CORPORATION 22T WINMNIPEG BT M REGIMNA Sk S4RETE Deactivate
A Deactivate/Delete Ship-to Location confirmation message will appear.
Click on the “Deactivate/Delete Ship-to Location” button to confirm the
deletion.

Deactivate/Delete Ship-to Location

Are you sure youd want to deactivatefdelete "MOBEL
CORPORATION"? MOTE: Some users may not be able to log
in.

Cancel DeactivaterDelete Ship-to Location
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Activate/Deactivate Ship-to Location

You can activate or deactivate a ship-to location from the Bill-to Details
page. To activate a location, select the location from the Inactive sites and
click “Activate.”

Mickname Address City Province Postal Code

Crelete MOBELZS0 221 WINMIFESG ST M REGIMA Sk S4RETE Artivate

S

An activate ship-to location confirmation message will appear. To confirm the
activation of the location, click on the “Activate Ship-to” button.

Activate Ship-to Location

Are ywou sure you want to activate "WOBELZS0"? MOTE: All
previoushy authorized users will now have access to this Ship-
to Location.

Cancel Activate Ship-to

To deactivate a site, select the location from the active site and click
“Deactivate.”

Mickname Address ity Province  FPostal Code

Delete  NOBEL CORPORATION 221 WINMIPEG ST M REGINA - SK S4RETE Deactivate\

A deactivate/delete ship-to location confirmation message will appear. Click
on the “Deactivate/Delete Ship-to Location” button to confirm the deactivation.

Deactivate/Delete Ship-to Location

Are wal sure you want to deactivateldelete "HNOBEL
CORPORATION"? WOTE: Same users may nat be ahle to log
in.

Cancel Ceactivate/Delete Ship-to Location
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Average Order Report

The Average Order Report is designed to provide a report of the
average order amounts by bill-to location for a specific date range.
Note: data is available only for the last 13 months.

To access this report, from the My Account tab, click “Reports.”

STAPLES Preferred Customer Program
Wnﬂw

Search: Go W 0 items, $0.00  Checkout
+ My Saved Lists  # Order by tem number

that was easy.

Ship to: donotalter

= Products Ink & Toner Features My Account Customer Service

My Account | Personal Information | My Orders | Easy Reorder | My Saved Lists | Account Administrators |
Account Maintenance | Order Approval | R%Enns
KW,

From the Report home page, click the link to “Average Order Report.”
Average Qrder Report

Enter the date range that you would like data for. Dates need to be
input as MM/DD/YYYY. You can also click on the calendar icon to
Sleli(:t dates directly from a calendar. Once your date range is inputted,
click “Go.”

Select Date Range (13 months only) Calendar Icon

* From: (e, MMIDDI e

o T fe.0. MMIDDAYYY)

&0

Report data will appear. If you wish to print this report, it is
recommended that you download the information to Excel and print
from there. Note: if you print directly from the Web, the report will not
retain its format and information will not properly print.

To download the information to Excel, click on the link “Download to
Excel.”

Average Order Report for NOBEL CORPORATION Download to Excel | Change Criteria
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Spending Report

The Spending Report is designed to provide a report of number of orders
placed, order volume and the average order amounts for either bill-to
location(s) or user(s) for a specific date range.

To access this report, from the My Account tab, click “Reports.”

STAPLES Preferred Customer Program
Business DEPET

that wes \ Search: Go W 0 items. $0.00 Checkout

& My Saved Lists  # Order by tem number Ship to: donaotalter

Products Ink & Toner Features My Account Customer Service

My Account | Personal Information | My Orders | Easy Reorder | My Saved Lists | Account Administrators |
Account Maintenance | Order Approval | R%Enns
L

From the Report Homepage, click the link to “Spending Report”.

Select the category for which you want orders to be classified by: All Bill-to
Locations, Specific Bill-to Location or Users.

Select Orders By

(& Al Bilkto Locations

( Bill-to Location Sk, REGINA- MNOBEL CORPORATION w

O User Dastidar, Abhijit w

Specify the order status you wish to report on.

Select Status

T Status: Delivered
[¥] Pracessing
[]cancelled
] on Hald
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Finally, Enter the date range that you would like data for. Dates need to be
input as MM/DD/YYYY. You can also click on the calendar icon to select
dates directly from a calendar. Once your date range is inputted, click “Go”
to run the report.

Calendar Icon

Select Date Range (13 months only)

* From: 1 te.q. MDD
o 1 fe.0. MMIDDAYYY)
=0

Report data will appear. If you wish to print this report, it is recommended
that you download the information to Excel and print from there. Note: if you
print directly from the Web, the report will retain its format and information

will not properly print.

To download the information to Excel, click on the link “Download to Excel.”

Spending Report for NOBEL CORPORATION Download to Excel | Change Criteria
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User Report

The User Report is designed to provide a list of users classified by either role,
bill-to Location or ship-to Location.

To access this report, from the My Account tab, click “Reports.”

STAPLES Preferred Customer Program
Business DEPET

Search: Go W 0 items. $0.00 Checkout
& My Saved Lists  # Order by tem number

that was easy.

Ship to: donotalter

Products Ink & Toner Features Customer Service

My Account

My Account | Personal Information | My Orders | Easy Reorder | My Saved Lists | Account Administrators |
Account Maintenance | Order Approval | R%Enns

i
From the Report home page, click the link to “User Report.”

User Report

{3 Bill-to Location

) Ship-to Lacation

Under criteria, click on arrow to the right. A drop-down menu will appear with
options for criteria. Select the criteria you wish to specify and click “Go” to run
the report.

Criteria

All roles G0
Al roles
Administratar

Qrder Approver
Buyer ] formation

Report data will appear. If you wish to print this report, it is recommended that
you download the information to Excel and print from there. Note: if you print
directly from the Web, the report will not retain its format and information will
not properly print.

To download the information to Excel, click on the link “Download to Excel”.

User Report by Role Dawnlgad to Excel | Change Criteria
A
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Top 75 Report

The Top 75 Report is designed to provide a report of the top 75 items
purchased for a specific bill-to location or the entire account.

To access this report, from the My Account tab, click “Reports.”

STAPLES Preferred Customer Program
Wnﬂw

Search: Go W 0 items, $0.00  Checkout
+ My Saved Lists  # Order by tem number

that was easy.
Ship to: donotalter

| Customer Service

Products Ink & Toner Features My Account

My Account | Personal Information | My Orders | Easy Reorder | My Saved Lists | Account Administrators |
Account Maintenance | Order Approval | R%Enns
KW,

From the Report home page, click the link to “Top 75 Report.”

Top 75 Re

Specify if you want the report to display data for the most frequently
ordered items or items with the highest quantity.

(¥} Highest quantity purchased
Example: purchase 1000 pens once a year.

) Mostfrequently purchased items

Example: purchase 1 case of paper eveny week,

Next, specify if the report will be for the entire account or specific bill-to
locations. Click “Go” to run the report.

Select Orders by

(=) Account

O Bill-to Location SK REGIMA-NCOBEL CORPORATION -

Go
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Report data will appear. If you wish to print this report, it is recommended that
you download the information to Excel and print from there. Note: if you print
directly from the Web, the report will not retain its format and information will

not properly print.

To download the information to Excel, click on the link “Download to Excel.”

Top 75 Highest quantity purchased Report for Download to Excel | Change Criteria
NOBEL CORPORATION
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