STAPLES CONTRACT DIVISION

StaplesLink.com® / Quick Tips

Take advantage
of these eight
great shortcuts.

e Order up to 20
items at once

e Create a
shopping list

e Use a keyword
to find a product

¢ Create, save and
add to an order

¢ Find the right toner

e Check on your
order status
and delivery

e Return anything

online
R Ah, shortcuts.
Uiiglining) 1es Eight quick tips that make all the difference.

Did you know there’s a quick way to order up to 20 items all at once?
An easy way to find exactly the right toner? A foolproof way to make
returns without ever picking up the phone?

Just turn this page over and see for yourself )



StaplesLink.com® / Quick Tips

Here’s where to find your shortcuts.

Kl seArcH [E] SAVE PARTIAL ORDERS
Can’t quite remember what it’s called? Find what Build up to the grand finale one step at a time. Log off
you need with just a little information, even if you after adding items incrementally to your order — and
don’t know the product’s exact name. then submit it once you’re ready.
» Enter KEYWORD » Click SEARCH » » Build a new order » Log off when you’re done adding
Select a category and/or vendor new items » Your order is automatically saved for

when you log back on later » Add additional items
B INK & TONER FINDER

Never (ever) make a mistake. Get the right ink or B ORDER STATUS & PACKAGE TRACKING STATUS
toner every time, just by knowing your machine’s Where’s all the stuff you ordered? Learn whether your
make and model. order has been transmitted and shipped. You're just
» ClickINK & TONER FINDER » a few clicks away from enlightenment.
Select BRAND AND MODEL » Clickon MY ORDER STATUS » Select ORDER & PACKAGE

TRACKING NUMBER or SEARCH FOR YOUR ORDER
B} auick oRDER

Order up to 20 items as fast as you can type them. Get RETURNS

your ordering out of the way with this real time-saver. Take care of returns online — and we’ll take it from
there. Make all your returns online even if you ordered
by phone or fax.

» Clickon RETURNS » Select ORDER NUMBER or

» Goto ENTER SEVERAL ITEMS » Enter ITEM NOS »
Enter QUANTITIES » Click ADD to order

n SHOPPING LISTS SEARCH FOR ORDER » Choose items to be returned
Why do something over and over (and over) again?
Create a shopping list and save it — then add to it E STAPLESLINK TRAINING TOUR
whenever you want to. Private lessons. Got a minute? Take our brief
» FindSHOPPING LISTS » Click VIEW ALL LISTS » Training Tour and get yourself up to speed quickly.
Click CREATE NEW LIST » ClickCUSTOMER SERVICE » Select STAPLESLINK.COM

TRAINING TOUR

o Making it . Help | Logout <
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e ——— _ ‘Search Ink & Toner Finder LINKTEST2 Order Management n
E | Resource Center | Administration | OrderManagement | Customer Service | ‘ My Quder Status
Returns
- Enter Item Mo, office Supplies SE—
""""" : * 2006 Calendars & Planners * Maintenance & Breakroom
* Basic Office Supplies * Paper
Quick Order » Batteries * Pens, Pencils & Correction
Enter Item Mo, +Binders & Binder Accessories + Post-It Notes & Tape Flags s
+ Card Files + Presentation & Meeting Supplies 2= =
n s Cases & Portfolios + school Supplies L S
* Cash Handling * Signs, Badges & Seals Custorn Messaqes N
* Desk Accessories + Starnps, Daters & Numbering Machines | Reports n
Brelincm Befo + Envelopes + STAPLEZ® Brand Office Supplies ———————
* File Folders & Expanding Files + Storage
+Labels + Tape, Glue & Adhesives
+ Mail & Ship
Technology
- = + Calculators + Monitor Filters
Shoppingbists + Cash Reagisters + Office Machines
n = Computer Accessories + Printer, Fax & Multifunction Machines
+Copiers + STAPLES® Brand Technology Supplies
@ + Data Storage + Telephones & Cornmunication
+ Electranics & Accessaries +Toner, Ink & Ribbons
Furniture
+Bookecases + Literature Organizers & Racks
» Chairs, Chairmats & Casters » Office Furnishings
* Computer Workstations * Panel Systems
* Desks & Collections » Printer/Machine Stands
- - SLTFO306

that was easy:




