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Logging In

i Go to www.innovativeos.com

9 Locate the login section on the home page, located in the upper right of the page.
1 Enter your username and password, and click login.
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Site Layout

1. Shopping Cart Information i Contains total order value and links to view cart
and checkout.

2. Search by keyword or item number i Powerful search tool.

3. Ordering Center 1 Various tools to add items to an order.

4. My Orders: Order history and saved orders 1 Continue saved orders, view
order history or reorder items.

5. Admin Center 7 Contains administrative functions that you have access to.
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Adding Items To Your Order

There are a variety of methods in which to find and order items, depending on your need
and information you have on the items you are looking for. The following is a description
of each of the key methods:

Search Center
Using the search center, you can type in a single product number or a keyword
description of what you are searchingfor.i. e. fcopy papero.

Enter your search criteria and press Enter or click Go. You will be presented with search
results from which you can further filter and then order from.

To learn more about how to filter, sort and compare search results, refer to page 6.

Ordering Center - Shopping Lists
Shopping lists are a quick and easy way to order frequently ordered items. There are
two types of lists.
1 My Shopping Lists i Specific to your own login and cannot be shared with other
users.
1 Company Shopping Lists T Can be shared with multiple users, and only edited by
Administrators.
To order from a shopping list, choose the list from the drop down menu, enter quantities
for items you wish to order, and click Add to Cart.

To learn more about how to create your own Shopping Lists, refer to page 8.

Ordering Center - Express Quick Order

This tool is useful if you know the item number of the product(s) you wish to order and
would like a quick interface to type in the product numbers. Once you begin, you can use
the keyboard to enter all of your items by tabbing through the fields.

9 Click your cursor into the first field, enter the product number without dashes or
spaces, and then press tab. This will bring up the product description, price and
unit of measure.

1 Enter the quantity you would like, then press tab.

1 Enter a message line** if you would like, then press tab to enter another item.

Once you have finished entering items, click Add to Cart.

**Message lines can be used to put a note on an item that will appear on your packing
list. This can be used to enter who the product is for internally for example.
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Ordering Center i Browse Online Catalog

You can utilize this feature to drill-down through the product categories to find the
product(s) you are looking for. You can access this feature under the ordering center, or
using the tabs across the top of the page.

Navigate through the categories by clicking each one to refine your results. The final
page of results will give you a variety of more detailed filtering and sorting options to help
you find the product you are looking for.

Ordering Center i Ink & Toner Finder

This feature helps you to find all of the supplies that are available for your machines.
Either type in the brand and model of your equipment, i.e. HP Laserjet 3550, or select
the Manufacturer from the list and look for your machine in the alphabetical listing.

My Orders i Shipped Orders
You can use your order history to re-order items that you have ordered on a previous
order. To do this, follow these steps:
1 Click on Shipped Orders under the My Orders section on the left of the site.
1 Find the order you wish to re-order items from and click on the order number to
view the items.
9 Click on the Use as Template link. This will bring up the order in a shopping list
style.
1 Update the quantities for the items you wish to order, and remove the quantities
from the items you do not wish to re-order.
9 Click Add to Cart.
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Filtering, Sorting and Comparing Search Results

Once you have completed a search, there are a number of tools which can be used in
combination to help you find the product you are looking for.

1. Refine Search using Keyword i Type in a keyword to further narrow your
search. You can do this more than once. For example, if you originally searched

on

ncopy
Refine using Categories or Brands i You can filter your search results by

paper

0, you could refine with

clicking on any of these options. Click View All to see all available brands in your

results.

Compare Iltems i Select the items you wish to compare side by side by clicking

on the check boxes next to the products, then click on the Compare link near the
top of the page.

In addition to filtering and comparing items, you also have a variety of additional options
at the top of the page, including various Sort options, the ability to change how you view
the page (Summary or List) and change how many items to show per page.
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Completing Your Order

To complete your order, click on the View Cart link located in the upper right corner of
the site. Follow these steps to complete your order:

1. Verify that the correct ship-to and cost-center are selected, if applicable. To make
a change, click on the looking glass icon next to the corresponding box to view
your available options.

2. Verify that all of your items are correct, and that your order quantities reflect the
corresponding unit of measure. ltems can be deleted by clicking on the X to the
left of the item.

3. (Optional) Add any appropriate line item messages, for example, the names of
individuals for whom you are ordering the items. This information is optional and
for your internal use only and will display on your packing list.

Note: If you make any changes to the items on the order, i.e. quanity change,
deletion of items or line item messages, you must click the Update Order button
to save these changes.

4. Click on the Checkout button. This will take you to one final page to submit your
order.

5. To complete your order, enter any relevant information, such as PO Number,
Attention Name and Delivery Instructions, and then click the Confirm button at
the bottom of the page.

Note: Your order is not sent until you click on Confirm and receive an on-screen
confirmation of your order.

If you would like to save your order to finish later, you can either just close your browser,
or click on the Save Order button on the Shopping Cart page.
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