For Additional Help or Questions

IP O . . Phone: (877)-IPO-5050
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Integrated Purchasing Options

Accessing the Internet Placing Orders — No Departments or

- Launch web browser Additional Shipping Locations To order from the shopping list, click the box on

. . the left hand side to select, change the quantity to
- In address field- t .ipobuy. .
) Pr;;s s éﬁf: " ;:;y YPe FWLIPODWY.COM the desired amount. Use the drop down to add to

- Click on the IPO Logo cart or buy, the click “go”.

Placing Orders — Quick Order

If you know the part number of the product you
wish to order, the fastest way to order is the quick
order option. Simply fill in the part number, press
tab, enter quantity and either add to cart or buy

Logging In to Resource Center
- Type your user id = firstnamelastname
(no spaces)

)p-shop for all your
paper and toner, plus specialty items. Just cal us if you can't find it: 877
1P0-5050

_ Press tab key Jorer - Wosock o tner a ks n Chicag and i 2 dy
- Type password = (We maintained same now.
. . T e
password) if “new” its now newl T
e T
16 you cantt find e e [ 2ddto cart Jf Buy How |
@ e o o o
= il Upon successful login you will see the home page. L1 |l [ T |
Welcome to The Integrated Repeat User ? Sign in below:
Purchasing Options On-Line | [ ] | [ il i |
Ordering System. B e . . .
R Placing Orders — Shopping Lists 1 | | (] ] |
leed to modify your information? " "
N Usernare A productive way to place orders is to create a
=) O N == Lo | | || I O |
shopping list of the most commonly ordered items.
o i You can make as many personal lists as you like | Il | |
N = } yp 1Sy >
and if you need help, call us and we will help set L1 || I |
| Questions?
' Bt 0 them up.
Shopping Lists

. . Select your created list and
Changing Password for Security click “Go” to display.

- Enter username and password in the need
to modify section

Placing Orders — Catalog Search
You can search the catalog by selecting the
category of product and drilling down in more
detail to find the specific item. Please note that
there is the standard office supply catalog, as well

Lists can be displayed with
just text, or expand the
view and include the

- You will get your personal information picture of the items.

where you can modify as desired. sl - as a new IPO ca'talog. In the IPO catalo'g' you will
et e E find the unique items that we have specifically
o — | — [ astoravortes | OES = . :
YOURINEORMATION e e s : sourced and/or stocked for your location. This
rusttams includes our paper and toner programs and banking

Last llame URY72210 (CLIP #1 GEMSMOOTHACEX 9015

supplies. Anything not found can be added by
notifying us at the Resource Center.

Email UNV72220CLIP JUMBO SMOOTHC/BX 5048

Phone Humber BICGSMITBI  PEN.ROUND STICMED B 9195

=

Usermame FRCASA INKCART DJ7SOCHE00CEK 91450

Pass:

irst Name]
demo

(Uzed Tor sccassing he systam. ND SPACES)

d PNZ1030  TONER CTRGLASRUTCHIZFX  §6410

WEVES1001  PAPER MERONDUPLTR 2041 83228

I

Confirm Password

Finished
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Browse Catalog g

DEMO

Search for Products by Keyword(s) or SHLE
I |[5earch ]

(Zearch by Brand)

Search by Categaory

Banking Supplies

Binder= & Binding Supplies

Calendars, Planners & Briefcases
CazhiCheck Handing

Camputer Hardware, Supplies § Data Storage

"= earch for Praducts by Keyword(s) of SR,
Fo | |[ Seach |

L TOP << Binders & Binding Supplies
ue| SEArCh by Catedory

Binders

Preg

Binding Systems

Indexes

TOP << Binders & Binding Supplies << Binders << R
Search by Catecory

Latge Capacity Trapezoid Ring Binder with Locking Rings o
Large Capacity Arch Ring Binder with Locking Rings and M

Prir|
Priry
Shi

Pocket Displa*,f S‘y’StE Large Capacity Eliptical Ring Binder with Locking Rings an:
3-Ring Polychart Binders

Repart Covers ACCOHIDES Poly Round Ring Binders

Active Round Ring Binders

Active Uze™ Round Ring Poly Binders
Antimicrobial Locking D-Ring Binders
Antimicrobisl Locking Round Ring Binders
Basic Round Ring Binders

Canvas-Look Yinyl Ring Binders

Certury Molded Plastic Ring Binders
Clazsic Collection® Ring Binder Portfolio
[-Ring Binders

Sheet Protectors

Placing Orders — Search Engine
Still can’t find what you are looking for, use the
basic search engine. Type your search request and
click “go”.

|

ecking Out

When ready to submit your order, select “Order”
from the Shopping Cart. You will get a review of
your current ordering cart.

Ref = 112712-0 m

Total kems: 1
Pre -
Tax: $0.48

Checking Out — Final Review
If you have only one location or cost center this
screen is where you will confirm the information,
or enter additional notes. Once reviewed click on
“submit order”.

DEMO
Reference Humber: 112712-0
BILLING IIFORMATION SHIPPING INFORMATION
Compaly: DEMO Company: DEMO
: Suite:
Add\: 12345 ANY STREET Addrz 12345 ANY STREET
City: CARY
Zip: 60013 States L Zipr 60013
Phone: =
By: Pt hiame Last Name: Atntame: [ ]
St Orcler Hod Crider
SKW: Description: Price:  Oty: SubTotal:
Comments:
UR72220 CLIP JLMBO SMOOTH 1 it 048 |1 BOK 50.48
|Shipping and Handling Charges 50.00
Sub Total $0.48
FSales tax may be added. Total 5048
Special Message - Line 1z | ]
Shipping Instructions: | ]
Multiple Cost Centers

If you have more than one location or cost center
you will see this screen when you login. You will
be required to make your selection before you can
continue placing your order. Only one per order.

Change Dep./Attn.

WAUSAU BENEFITS
You need to select one department for each order.
Your Current Account Number: 250900

uired te choose at least a Department and an Location Listing

our Current Locati

Pick cost

View Department List: .
h click change

Change Department-CLICK TO ACTVATE

Department List by Name

~None - v |

[~none - v [

Return To

center/dept, then

department before
selecting shipping
location. Be sure to
Change Shisping Locaton-c.|  then click Change
Shipping location.

Approval Routing

If you are set up for approval routing, upon

checkout you will get a notification screen alerting
you to the fact that you are over your limit and
need to have it approved.

Your approver will get an
email alerting them they
have an order to approve,
and you will get a cc of the
email.

Exceeded Order Limit

Prirt Thiz Order

Return To Catalog

For Approvers- Releasing Orders
You will get an email indicating you have an order
that requires your approval and release.

IPO Internet Tip Sheet

December 2005



IPO

Integrated Purchasing Options

Internet Ordering Tip Sheet

For Additional Help or Questions
Phone: (877)-IPO-5050
Fax: (800) 314-9921
Email: help @ipobuv.com

og into the system, and after selecting department
and/or location, you will have a notice on the top
of the screen alerting you that you have orders
pending. You can click on that link to begin the
approval process.

FISERV DEMO - DEFARTMENT 1
% Available Budget: $0.00

There are orders awaiting your approval.

You can check the box and do a quick approval
from this screen, or select the order number to
review in detail and if necessary edit the order
before submission.

FISERV DEMO - DEPARTMENT 1

N Available Budget: $0.00
Orders Pending Approval
0720 0214105 demo3 demod DEPARTMENT 1 033

Guick Approve,

Order Confirmation
You will get a complete order confirmation on
screen, as well as an email confirmation with your
order and its status.

Your order 10172-0 has been submitted.

Order Totals - 101720

Total: 054
Taxes: $0.03
Grand Total: F0.57
Prirtt This: Qrcler

Return To Catelog

Order Status
You can see the status of you orders and history
on-line. To see all orders, select “Order History”.

FISERV DEMO - DEPARTMENT 1
Available Budget: $0.00

Orders for Account 993500:

[ORDER |oeparuen af srarus n LonG o # |oroER DaTE{mvoicE oaTeorDERED BY aenmon
or g

101120 0001 POFELDREQ# (031705 B2 AeratRf: ATTH NAME
emo

10111-0 0001 0318105 FRC Demo FRC CHICAGO
Demo

10108-0 {0001 03116105 FRODEMOFRE | oicaiso
Demo

10104-0 (0001 1234 FORTERRY (03115005 PReDeme FRC. |k pLumMER

C Demo FRC
10101-0/0001 GERENY B i bILL

10100-0 (0001 CHICAGO

10099-0 |0001 CHICAGO

10098-0 (0001 CHICAGOD

10087-0 {0001

CHICAGO

On Hold 03110105 CHICAGO

On told 0314105 FRODEMOFRE | oicaiso
Demo

Return Process
You are able to process returns on-line or by
calling customer service, whichever method you
are most comfortable with. Have a copy of your
packing slip available before you start, you will
need the item number and department the order
was placed.

Click on the

Request Return
button to begin the
return process on-line.

Request Return

Next, type in the item number for the return.

(Make sure you are in the correct department so the
proper accounting credit will be processed,
otherwise you will get a message saying can’t find)

Search for tem

(I S

BEHESIGHT INC. - 3000 FINANCE

REQUEST RETURN

N LT S L N
A [ A =]

Flease enter the iten and quarnkity ard we will i the last matoling omer

Search for kem
Return Cart
Return Order Hbr: 100850
By Attention;
Po= Requisition:
RS4 234 1 WWRONG FILL

Click on Process Return and system will
automatically process the credit request.

BEHESIGHT INC. - 3000 FINANCE

Return
Return Submission Status More
ems

Order Hbr: C10175-0 Return Order Hbr: 10055-0
By Attention:
PO Requisition:
These tems will be credited to your account
tern were successfully submitbed.

‘We will send you a DHL tag for shipping back to the Resource Center

RsL 234 1 WWRONG FILL Successfully Submitecd

Sub-Total $19.91
Tax: $1.20
Grand Total $21.11

Confirmation of the credit is displayed. We will
provide DHL ground labels for you to send the
merchandise back or call with other instructions for
pickup.
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Special Features
There are many new features in the system to assist
in making ordering as easy and productive as
possible.

Here are the client management options:

CLIENT CEMTER

Lagout
Change Dep.fAtn.

Approval Fanuarding
Update My Info

Order Histony

Held Ordars

SHOFPIMG CART

Internet Ordering Tip Sheet

Budgets- You can set a monthly budget amount
and watch it count down as orders are placed.

FISERV DEMO - DEPARTMENT 1
Available Budget: 50.00

Month Budget Used Current Budget Next Year Budget
January || S0.00 s0 E ]

February | 50.00 50

Iarch 50.00 50

June 50.00 52,000

July 50.00 51,500 51,500

pugust | 5000 Frm ]
September | 50.00

October | 50.00 51,200 51,200

November || 50.00 51,500

December || 50.00 [sz000 ] 52,000

Out of Office- For approvers, you can forward
to someone else for order approval while you may
be out of the office. You will need to have the
person set up in the system in order to activate. If
you need this feature, contact us to add a back up

For Additional Help or Questions
Phone: (877)-IPO-5050
Fax: (800) 314-9921
Email: help @ipobuv.com

Substitutions-_As part of our efforts to help
reduce overall costs, we have automatically added
cross references in our system to move products to
the best value if we have a like item. In the past
we could not provide you with an option to choose
if you’d like the recommended item. For those
clients that had us remove the substitutions you
will now see an option screen like this:

FISERV DEMO - DEPARTMENT 1
Available Budget: $991.67

CH THE ORIGINAL ITEM OR FROM THE FOLLC

23 pes: M [VourPrice  [uartty
fenmazres  [ToNER CARTLL 4L 4P 1P Ea [mass 1

her Choices:

Gl puziosss [ronEr cTRG LASRT 322748 Eo oo [

] fearcer
Addto Cart |

Zip Order-_If you have created at least one
shopping list, you can speed up the ordering by
using the feature Zip Order. You will have your
shopping list, quick order entry lines and the ability
to toggle between multiple shopping lists from one
screen.

Available Budget: $0.00

:
Ref = person for your area .
. My Zip Lists: #of Blank Dfault Quantifies: |———— —
| Personal Shopping List (¥ Lines| S Rows | [2ddto Cart ][ BuyNow |
Total IETE T
hems: S AVE PEN RBALL EGEL RT, MED,BE 5152 EACH ol
Available Budget: $0.00 BiC PEN BPT,STIC ATLANTIS BE $0.84 EACH | O
Pre BiC WOSQP11 |PEN CORRECTIONHL 5128 EACH
$ﬂ.ﬂ[l MMM CLEB0  |CLEANER MONITOR,SCREEN EACH
Tax: Approval Forwarding Status. PNZ 10604 | TONER,CTRG,LASRIT,92275A EACH
unv. 72210 |CLIP#1,GEM SHOOTH1C/HBX BOX
AR eibabubusini ki = [0_Jromm unv 72220 |CLP JUMBO,SMOOTH, 10/8X s0.48 BOX
Automatically Turn al Forwarding OFf At )T oy W 952001  |PAPER LETTER 2015968 3371 CARTON
[ —
I | .
o —
[ ]
N —
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