EATON

OFFICE SUPPLY CO., INC.

Online Web Tutorial

www.eatonofficeproducts.com

Log On:
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Open an Internet Browser and type www.eatonofficeproducts.com into the URL
Select the E-Link tab and click, ‘E-Link’

Enter your username and password and click, ‘Go’

Select your Account
® [f multiple accounts appear, select the account you would like to place an
order under

Select a Ship-To or Department

= If multiple Ship To’s or Departments appear, select the Department you
would like to place an order under and click, ‘Proceed’
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Navigation Panel:

Once you log in and select your Account/Department, you will see a box titled, ‘My
Account’ on the right hand side of the screen. This is the Navigation Panel, and it will
help you find your way through the website. Each tab has its own function:
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Select a Customer - Will allow you to select a new Account or Department
without having to log out and log back in (if you order for more than one
Account or Department)

Quick Order - Add items to your Shopping Cart by ltem Number

Favorite Lists - Custom Catalogs and personal Favorite Lists are now found here.
If you order from a Customer Specific Contract, you will start your order
process here.

Saved Carts - If you started shopping and had to stop for any reason, you may
save here until you can return to your order. Click here to pick up where you
left off.

Order History/Returns - Check the status of your order, print the invoice from a

past order, or make a return request on a previous order

Customer/User Maintenance - (if applicable) Edit customer information and

add New Users

View Reports - View Accounts Receivable and Sales Order Status

Ink & Toner Finder - Find the branded or compatible items that belong to your
office’s machine

My User Information - View or edit your personal account information
including contact information and password

Begin New Order - Will allow you to select a new Account or Department
without having to log out and log back in (if you order for more than one

Account/Department)



Quick Order:

For those who like using the physical catalog while ordering. Add items you've found in
the catalog (or requisition list) to your Shopping Cart by Item Number.

e Enter the first ltem Number you wish to add to your Shopping Cart

e Hit the ‘Tab’ key to move to the quantity and line comment. Hit the ‘Enter’ key to
add additional item number fields.

e When finished, click, ‘Add to Cart’
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Quick Order

Please enter the item number(s) you wish to order then hit the TAB key to move through fields. Click
on "Add to Cart” button after all item numbers have been entered. No need to click on "Add to Cart”

1 My Account
button after each item is entered.

Selecta Customer

Quick Order
Total $0.00 Favorite Lists

Saved Carts

Order History / Returns
Customer / User Maintenance

: View Reports
S nddToCort ] Total S1.00 Ink & Toner Finder ||

Wy User Infarmation
Begin New Order

Item No Price Qty  Line Comment
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Favorite Lists:

Custom Catalogs and personal Favorite Lists are now found here. If you order from a
Customer Specific Contract, you will start your order process here.

To Add a New Favorite List:
e Enter a name for your Favorite List in the Add New Favorites List box, then
click ‘Add List’
e New list will show on screen

To Edit a Favorite List:
e Select the list you wish to edit
e Add items to a Favorite List by:
= Typing an item number and quantity into the box titled, ‘Add/Update
Favorites List.
¢ Add as many items as you need, then click ‘Submit.’
* (Any invalid item numbers will be displayed as “No Products Found.”)
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To delete an item(s), check the box on the left hand side of the item(s) and
click ‘Delete Checked Items.’

e You may also add any item you’ve found
l ink underneath the i mage, “Add to Favo

&8 Add To Favorites

*To Purchase from a Favorite List:
¢ On Navigation Panel click ‘Favorite Lists’

e Find desired List and click, ‘Add All Favorites to Cart’ to purchase all items in
that list, or click the desired list title to open the list and purchase select
items

= To purchase select items, check the boxes next to desired items and
click, ‘Add Checked Items to Cart.’

[ )

To add additional items not on that list (shop from Quick Order, Product
Search or a different Favorite List), click, ‘Continue to Shop’
e To purchase selected items, click, ‘Checkout’
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Search

Find any product by keyword using the Search function at the top of the webpage.
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Type any keyword into the Search function at the top of the webpage and click
Enter. Results will appear on the page, and Categories/Features will appear on
the left hand side of the screen (Screenshot below shows a search for “binders”)
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Minimize your results by reviewing the Categories of items listed, and click on the
category that applies to the item you are searching for
= Ex. In the screenshot below, you would click on the ‘Binders’ category if
you are looking for a particular binder
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e Minimize your results further by reviewing the different Features available on the

left hand side of the screen
e Select a specific feature that applies to the item you are searching for
= Ex. The screenshot below shows that when you select a Feature you

would like to filter on, you can select the exact attribute you are looking
for (Capacity Range [“]=2> 2”)

[Clon: - Windows Internet Explorer,

OO - ervimmanas MBRIEIEUR]

Fle Edt Yiew Favorites Tools Help

LipITESes:

x Google [0 Y search -0 @+ @D dpr Q- Bshare~ B+ [ sidewki - §¥ Bookmarks - | T Check (&4 Translate + T autoril - £

e Favorites | ¢ (@ Suggested Sites ~
@ 0F Revelation - Seerch )

b Logout P Browse / Home [ElNewsletters  [E]what's New

EATON

OFFICE SUPPLY CO_INC,

Name:  Demo User
ny: Esto N

Eaton Demo Account, Amherst, 10

Ship To!

Office Supplie echnolog B 00 o 2.00
Search: binders > Binders
Search Showing 1 -10 of 1075 items Page: 12345678910>
o ® | sortoy[Rekvance & oispiay[10perpsge () Ty Account
Oarwerts Oy iors (¥ cheaaitiems ) (S5 Ada Checkea tems To Cart ) (0 Compare Checkea Items ) Se1ect a Customer
Qexactprase O sk only Quick Order
Features . Economy Vinyl Round Ring View Binder, 11 x 8112, 1" O E:’;[u“ec:‘:s‘sw
C White Sau {
Recyciable (10 | Qﬁpﬁ’c‘"w e - Order History / Retums
Sk Lz LI Gustomer / User Waintenance
112in (185) e o View Reports
1in 257) $1.40ER o Ink & Toner Finder

112in (55)
212in (1)
2in (198

My User Information
To Favorites |1 |[Line Comment G Add To Cart

Begin New Order

SIBIH) Economy Vinyl Round Ring View Binder, 11 x 8-1/2,1.1/2" O
3 (1649) Capacity, White

ain(2) SKU: WLI3 O 8

S1rin (1) weranum

51n (65)
Si8in (12)
8in (43)

$1.39/EA

To favortes [1_|[une Commen ] (8 aad o cant)

Compliance, Standards (336

Dane

@ Internet

¢ Minimize results again by selecting your preference on a feature again, or
find what you are looking for by price range
= See below screenshot
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¢ Once you've found a product you would like to purchase, click, ‘Add to Cart’
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Checkout:

How to properly release an order to Eaton Office Supply.

& OP Revelation - Checkout

™

D)

Payment Method

© on Account

O sy credi card

Cred Card Type*
po.mumoer ] Expiration*

Save This Card

P T
= UIN Sept A
ORICESUFLY O e Ship Te:  Eaton Deme Account, Amherst, N

My Account

Select a Customer

Quick Order

Favarite Lists

Saved Carls (1)

Order History / Returns
Customer User Waintenance
View Reports

Ink & Toner Finder

1y User Information

Begin New Order

e Enter appropriate Contact Name in the Ship To column (if not already listed)

e Enter PO Number, if applicable

oMb ]

Order Comments

D)

Card Holder Name*
O By Cred Card

F Update Cart
Delete Product ID Name Price aty Amount Line Comment
JR esstex Round Ring Binder, 1 . tis
O |accazsto st 3618 5418

Contact Us About Us  Privacy Policy  Site Terms  Legal Information

e Make any last-minute changes to the items on the order
= Delete items by checking the box on the left hand side of the items
= [Ifany item quantities are changed, you must click, ‘Update Cart’
= Add any applicable Line Comments or Order Comments

e (lick ‘Next’ to move to the last screen

e C(lick ‘Submit’ after you've reviewed your order for a final time
¢ You will receive a Confirmation Number on screen, as well as an email

confirming your order
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Saved Carts:

If you started shopping and had to stop for any reason, you may save here until you can
return to your order. Click here to pick up where you left off.
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Select a Customer
Quick Order
Hote: Using a saved cart wil remove the tems currently in your cart Favorite Lists
Saved Caris
Order History / Retums
Customer / User Maintenance
View Reports
Ink & Toner Finder
1y User Information
Begin New Order
Contact Us  AboutUs  Privacy Policy  Site Terms  Legal Information
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To Save an Order or Item:
e Add an item(s) to your Shopping Cart
e Instead of clicking, ‘Checkout,’ click, ‘Save Cart’

e Give the Saved Cart a name (tip: make it something to remind you what the
order contains like the date, or who the order is for) then click, ‘Save Cart’

To Place an Order from a Saved Cart:

e Click ‘Saved Carts’ on the Navigation Panel
¢ Find the Cart you wish to order from:

= (Click ‘View’ to view the items in the Saved Cart
= (Click ‘Use’ to add ALL the items in the Saved Cart back into your
Shopping Cart (this will delete the Saved List)

Click ‘Delete’ to delete the Saved Cart
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Order History/Returns:

Check the status of your order, print the invoice from a past order, or make a return on a
previous order.
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uick Order
Order o ortment Total o umper O0er  Shipment Invoice Web oo o Favorite Lists
Number Amount Date  Date  Number Contact Saved Carts
Approve Orders
SOS01219 | 0NCB- COFFEEBREWER | S112.02 07120110 Order History / Retums L
Customer / User Maintenance
e - ) ) o View Reparls
SOSUOSTH  01/CB- COFFEE BREWER 857 ROMAR 0772810 |0k & Toner Finder
My User Information
. Begin New Order
SOS00323 | O1CB- COFFEEBREWER | $24242 | ORLEANS 07127110 B —
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J— N -
SOS00Z3 | CoisulABLE PRODUCT ROMAR grzne
S0S00205  OV/CE- COFFEEBREWER  $150.27 | ROMAR 07127110
R ORLEANS
20409332 01CB- C s158.04 7i22r
0488322 01/CB- COFFEE BREWER 15804 | ORoERS 07722110 A
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e Select a month, or enter an Order Number, Item Number, or PO Number to find a
specific Order, Item, or PO respectively. Click, ‘View Orders’

e Sort by Order Date, Department Name, Department #, and others by selecting the
desired category under ‘Sort By’ and clicking ‘View Orders’

e Among the list of results, click on any Order Number to open the order history

e (lick the Sales Invoice Document Number to view the contents of the order

* From here you are able to select previously ordered items and add them to
your Shopping Cart

= Very effective for finding and ordering items that are typically only ordered
once or twice per year
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To Make a Return:

¢ Find the order you wish to make a return on using the Search or Sort By functions

explained above

e When you have located the desired order, click the ‘Returns’ icon to the right of the

desired Order Number

e Check the item(s) you want to return. If necessary, adjust the quantity. Select a
reason for the return and add any additional comments in the line comment textbox.

e (lick ‘Return Checked Items’
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SHICESIPEY o Ship To:  COFFEE BREWER MHERST, N
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Order History / Returns > Order History / Returns Details
Return Instructions
Check the item(s) you w = ecessary, adjust the quantity. Select a reason the for the re v ents in the line
Check the temis) you want to return. If necessary, adjust the quantiy. Select a reason the for the return and add any additional comments in the Iin My Account
comment textbox.
Select a Customer
Document Ho. 50501219 Order Date 07/20/10  Order Status Shipped  P.0. Humber Quick Order
Sales Shipment SSHIP402418 Favorite Lists
Saved Carts
Order Information Approve Orders
Product ID Description i!:’me"' g""‘""e"t aty Line Comment Order History / Returns
us ate Customer / User Maintenance '
View Reports
Oe140 KEURIG BREWER MODEL B140 Shipped 07/20/2010 Ink & Toner Finder
Reason for Return Iy User Information
= Tax: Begin New Order
[« check ail ttems ] (T Add Checked Items To cart ] ([igl Return Checked Items | Shisping s
Additional Charges
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