
Internet Ordering Tip Sheet 
 

IPO Internet Tip Sheet  1      December 2005 

For Additional Help or Questions 
Phone: (877)-IPO-5050 

Fax: (800) 314-9921 
Email: help@ipobuy.com 

 
Accessing the Internet 

- Launch web browser 
- In address field- type www.ipobuy.com 
- Press enter key 
- Click on the IPO Logo 
 
 

Logging In to Resource Center 
- Type your user id = firstnamelastname 

(no spaces) 
- Press tab key 
- Type password = (We maintained same 

password) if “new” its now new1 
 

 

Changing Password for Security 
- Enter username and password in the need 

to modify section 
 

- You will get your personal information 
where you can modify as desired. 

 
 

 
 
 
 
 
 

 
Placing Orders – No Departments or 

Additional Shipping Locations 
 

Upon successful login you will see the home page. 
 
Placing Orders – Shopping Lists 
A productive way to place orders is to create a 
shopping list of the most commonly ordered items.  
You can make as many personal lists as you like, 
and if you need help, call us and we will help set 
them up. 
 
Select your created list and 
click “Go” to display.  
Lists can be displayed with 
just text, or expand the 
view and include the 
picture of the items. 

 

 
 
To order from the shopping list, click the box on 
the left hand side to select, change the quantity to 
the desired amount.  Use the drop down to add to 
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 
now. 
 
 

 
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 
as a new IPO catalog.  In the IPO catalog you will 
find the unique items that we have specifically 
sourced and/or stocked for your location.  This 
includes our paper and toner programs and banking 
supplies.  Anything not found can be added by 
notifying us at the Resource Center. 
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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”. 

 
 
 
 
 
 

 
 

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

 
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”.  
 

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. 
 
 
 
 

 
 

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. 

 
 
 

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

Pick cost 
center/dept, then 
click change 
department before 
selecting shipping 
location. Be sure to 
then click Change 
Shipping location.  
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Log 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. 

 
 

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. 

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

 
Order Status 

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

 
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. 
 
 
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) 

 

 
 
 
 

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

 
 
 

 
 

 
 
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: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

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

 
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 
person for your area. 
 

 
 
 
 

 
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: 
 

 
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. 


