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Logging In
1 Go to www.innovativeos.com
1 Locate the login section on the home page, located in the upper right of the page.
1 Click on Log In.
1 You will be prompted on the next page to enter your Username and Password.

Y http://www.innovativeos.com/index-AX.html
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Searching

You can search for products using the search box at the top, or by selecting a category to

descri

browse.
1. Search by keyword or item number i Tip: Due to the wide product selection, and different
ways to describe products, start with a broad search, then use our filters to narrow your
resul ts. |l .e. Al abel so0 maywhbd emonae | @ fnfge d taibwed stdoh an
2. Category Drop-Down Menus i These are quick links to a category, which may be easier
than the search box if youbre unsure how to
have drop-downs, some go directly to a single page.
3. Category Listing 7 Similar to number 2, but take you to a slightly different page, with

categories and additional information such as most commonly ordered products.

G\‘ )| @ hitpy/testinnovativeos.com/thm70Home.aspx 0 ~ B

(866) 574-5389 | Email Us ‘ Live Chat: Offline

Technology v | Ink & Toner v ‘ Brelooom v | Cleaning v | Fumiicra ‘ Green v

aners Fans, Heaters & Humidifiers Cups, Plates & Utensils
Appliances Dollies & Hand Trucks

| Bags & Liners First Aid & Health Supplies

Batteries & Electrical Supplies Food

Beverages Hardware, Tools & Accessories

Technology X Breakroom Supplies Personal Hygiene Products

- Restroom Cleaners & Accessories
Safety & Security
i Towels & Tissues
Ink & Toner [ Waste Receptacles & e

New Employee?
Shop Technology

Breakroom

Cleaning

Need More

Felxible Storage?

Shop Flash Drives

Furniture

Live Help: Offiine In Print » What's Innovative * Shop by Brand *

e Full Service =) Tabbed w e @
% Printing 7 o

Highlighter

Quick Links

Help! Your Site Changed!

Online User Guide

Stamps * Imprinted Products * Managed Print Services *
Live Chat Help
Retum Policy - Make Your ™ Your Name Take
Mark Here * Control
- D o AER o :

http://test.innovativeos.com/CatalogProductDisplayG.aspx?Keyword=&Cat... F—
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Searching (continued)

After performing a search or selecting a product category, you will see the search results page
with many options to help narrow your search and find the product you are looking for.

1. Refine your search. Narrow your search results by keyword, or by clicking on the various

filters to find what youdre | ooking for
2. Sort your search. You can choose from a variety of sorting options.
Tip: The ASort by Pri ce o-dowpdndegourseaich resultagargpear i n t hi

narrowed down to less than 200 items.

3. Compare and view products. Using the checkboxes left of the images, you can compare
several products side by side to see the differences. Or, to look at an individual item in more
detail click on the highlighted blue description.

Tip: You can switch between Detailed and Summary view using the tabs shown in area 3.

Office: ‘ Supplies + ‘ Technology ~ | Ink & Toner Breakroom ‘ Cleaning | Furniture + Green v

m,

Detailed View  Summary V)

M
Permanent Adhesive White Full Sheet Copier
Labels, 8-1/2 x 11, 100 Labels/Pack

* Easy to use right off the copier!

+ Bright white for professional results.

$38.49/ PK
Add To Cart

Labels & Slickers

add to favorites

Keyword
* Strong permanent adhesive keeps label
Search within results securely in place. Stock Check
Recycled ltem Line Comments
Yes (20
Mo (1011)
m $9.99/ PK
Brand Permanent Adhesive White Laser Mailing
Labels, 1 2-5/8, T50/Pack aty
3M (54) + Provide a quick and easy way to address )
Universal® (55 | letters, packages and more + add to favorites
J * Strong permanent adhesive keeps label
1 View iore Ouiick View securely in place. Stock Check
* Fi with I it ki
Global Product Type or use Popular sofiware packages Line Comments
MMM3100A and templates.
Labels-Multi-Use (204) (-ﬂ
Labels-Address (172
Labels-File Folder (143 iM  Adhoshe e Locor b $18.99/ PK
o ‘ermanent Adhesive White Laser Mailing
Labels-Labeling System Refills §52)
Labels, 13 2-5/8, 3000/Pack Qty Add To Cart
Labels-Shipping (75 . ; :
Provide a quick and easy way to address 3
hore =) == letters, packages and mare. + add to favorites
L i * Strong permanent adhesive keeps label
Label Size - text Quick View securely in place. Stock Check
*+ For use with popular software packages
U=aiw; and templatez " P Line Comments
1114 (51) MMN31008 o
2 x 4 48)
U2x 1304 (22
o . . $51.19/ PK
1x 1 1/2 before folding () Permanent Adhesive White Laser Mailing
Labels, 1 x 2-5/8, 7500/Pack [PIYR Add To Cart
View More * Provide a quick and easy way to address 3
|} : letters. packages and mare. + add to favorites
b‘ — ey * Strong permanent adhesive keeps label
Quick View securely in place. Stock Check
* For use with popular software packages
. and tem Iatez i pretes Line Comments
e e MMM3100C plates.
) £a -
4] m »

151 East Cliff Road, Burnsville, MN 55337
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Quick Order

This feature, found at the top right of the page (above Checkout), allows you to quickly order
items when you have a valid item number.

Enter the item number (without dashes or spaces), and tab through the fields, entering quantity
and any line comments. Line comments will display on your packing list for easy sortation when
you receive your order.

When youdr e fiHadditoscartétd add tbd itencs ko your shopping cart.

r

B §

(866) 574-5389 | Email Us | Live Chat: Offline

Welcome, JasonReqg!

Office: | Supplies v | Technology v | Ink&Toner~ | Breakroom v | Cleaning v | Fumiture ~ | Green v

|| Quick Order Entry

Enter Item Numbers or Part Numbers

You can quickly enter an order here, if you already know the item numbers.

Select the lines per page 5 [~] <<
clear + add to cart

Item 1D Qty Unit  Description Yc_:ur Comments
Price
mmm3100b 1 PK LABEL,1X25/8ADDR, 3000 WHT $16.99
mmm105 1 RL TAPE.MAGIC,3/4X300 $1.83 For Steve
| 1
1 £
1
clear +addto cart
Using Quick Order Entry Can't Find What You're Looking For?
+ To move from one field to the next, press the Tab key. Click here to use our item request form.
+ To add multiple items to your cart at once, tab between lines as
you enter them.

+ Click on + add to cart to add all the iterns to your cart.

Tip: If you would like more lines to enter items without having to add to cart after every 5 items, = "
use the drop down to add more lines to the page.

5 151 East Cliff Road, Burnsville, MN 55337
Toll Free 866.574.5389 T 952.808.9900 F 952.894.7153
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Shopping Lists

Shopping lists are designed to make the ordering of commonly ordered products easier.
Throughout the normal process of ordering items, you will see links to add items to your favorites.
Use this to add commonly ordered products to favorite lists for faster reorder in the future.

+ add to favorites

To access your shopping lists, use the Shopping List link in the header area of the site.

1. Shopping lists that you personally create and manage will show up in this section. To
order from a list, click on the list name, or click View >>

2. Shopping lists that are created and managed by other users (previously named Company
Lists), but shared with you to use are listed in this section.

@innovatlve [otce : \/ siems |v] Checkout

| Supplies v | Technology v | Ink & Toner v |  Breakroom v |  Cleaning v Fumniture v | Green v

My Favorites Lists

Name of New My Favorites List:

Name
My Common Supplies Edit Description View >>
New Employee Kit Edit Description View >>

Expect Response. Expect Reduction. Expect Relief.
Top Brands Official Supplier for Ordering Center Company Information

Post-it Quick Order Entry About Us

Sharpie Shopping Lists Meet the Team blog
PaperMate Saved Orders Testimonials

HP Awards & Recognitions

3M

Universal o G e @

Innovera

@ 2011 Innovative Office Solutions | Terms and Conditions

6 151 East Cliff Road, Burnsville, MN 55337
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Shopping Lists (continued)

Once you select a list to order from, you will natice the list is automatically categorized with
- CONvenient filters on the left side. This is to save you from having to page through lengthy lists.

To order an item from your I|list, click the AAdd to
single page, click in the checkboxes to the |l eft of
cart.o

|  Supplies v |
' My Favorites List Detail

Technology v |

Ink & Toner v ‘ Breakroom v ‘ Cleaning v

My Common Supplies

Description:

m

i Results per page | 10
Keyword Detailed View  Summary View per pag [=]
o
Category g $9.99/ PK

Permanent Adhesive White Laser Mailing

| . Labels & Stickers (2) Labels, 1x 2-5/8, 750/Pack [aty m
= : s * Provide a quick and easy way o address
Writing & Correction Supplies (2 -
[:l letters, packages and more. + add to favorites
* Strong permanent adhesive keeps label
Recycled ltem NI securely in place. Stock Check
Yes (1) * For use with popular software packages Remove
Update
No@) MMM3100A and templates.
(” Line Comments
Brand
3M (2)
Paper Mate® (2 3M $18 99/ PK
Sharpie® (1 Pemmanent Adhesive White Laser Mailing s
Labels, 1x 2-5/8, 3000/Pack E] Qty Add To Cart
* Provide a quick and easy way o address
GiobalEcuct Typs [ letters, packages and more. + add to favorites
Labels-Address (2 + Strong permanent adhesive keeps label Stock Check
A i lock Che
Markers-Permanent (1) Quick View securely in place. Rovaoie I
g * For use with popular software packages
Pens-Ballpoint (1 MMM31008 and templates. Update l
Pens-Porous Point (1 6’ Line Comments
Ink Color(s)
Black (1
Red (1) o — - $51.19/ PK
Permanent Adhesive White Laser Mailing
Labels, 1 x 2-5/8, 7500/Pack D oty [GEERCETS
Pen Type * Provide a quick and easy way fo address
+ add to favorites
Ballpoint (1 4 Wi o i TR v
< | J

Tip: If you go to the My Accountpage, and select Customer
automatically generated shopping list of all items that have been purchased within your
organization.

Purchase Hi

7 151 East Cliff Road, Burnsville, MN 55337
Toll Free 866.574
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Shopping Lists (continued)

If you have the appropriate permissions, you can create lists to share with other users (previously
called Company Lists).

To make a shared list, create the list as a normal shopping list as described in the previous
pages;then c¢click on AMy Accounto at the top of the web s
have offFiatve Li st Sharingo |isted under the Manage My |

Once on the favorite lists maintenance page, follow these steps:

1. Select the username which contains the list you wish to share.

2. Select which list you would like to share.

3. Drag the user(s) from the left to the right box. You may have to click the down arrow to
see the users. If you would like to share the list with everyone, drag the entire blue bar
with the company name across.

(866) 574-5389 | Email Us | Live Chat: Offline

:' innovative et i e T sii

Welcome, JasonAdmin! I

| Supplies v | Technology v | |Ink&Toner~ | Breakroom ~ | Cleaning v | Fumiture v | Green v I

Global Favorites Maintenance

Show FavoritesLists for: 1 [Jasonadmin [=l Select the owner of the list you want to share
Select List to Share: 2 [Company Supplies =l Select the list you want to share.
To share the list selected above, drag the person’s name from the |

“Customers” pane to the “Share” pane.” To share the list with everyone

in the company, drag the company name from the “Customers” pane to [ Refresn Lists |
the “Share” pane.

3 INNOVATIVE OFFICE SOLUTIO [151) L] - INNOVATIVE OFFICE SOLUTIO (151) |

m

adalhoff [esorReg ]
{4nn Dalhoff

{Amy Knutson

Bobby Flay =

Belinda Giles

Belinda

[Becky Goetz

Brian Howell

Ben James

[Eil Nelson

Tip: As an administrator, you can also edit the Shopping Lists of other users. To do so, click on
AiShopping Listso at the top of the web site. This wil
allow you to see and edit lists for other users.

8 151 East Cliff Road, Burnsville, MN 55337
Toll Free 866.574.5389 T 952.808.9900 F 952.894.7153
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Cart and Checkout

At the top of the web site, you will see the green shopping cart area. This will always show how
many items you have in your cart.

To quickly see which items are in your cart, as Saved Orders | Shopping Lists | Quick Order
well as the total of your order, you can mouse

over the down arrow for a quick snapshot.

|‘l.. s 3items /| Checkout Welcome, JasonReq!

ng v | Fumiture v | Green v

IMMMWS 1 $1.83

MIMM3 1004 1 $9.99

MMM3100E 1 513.99

TOTAL $30.81

checkout

Toviewyourfullcart,andper f orm functions such as edit/remove ite
cick on the small cart icon, or the A3 itemso text.

Continue Shoppping

Select Action... [=]

D Selact All Product Price Total
M $18.99/ PK 1oy $18.99
Permanent Adhesive VWhite Laser Mailing
Labels, 1 x 2-5/8, 3000/Pack
. 6
N + add to favorites
L s Remove
MMM3100B Comments:
3M $9.99/ PK 1oy $9.99
Permanent Adhesive VWhite Laser Mailing
Labels, 1 x 2-5/&, 750/Pack
5]
D + add tn favaritos
Tips:
9 If you change a quantity, or add Comments, make sure to click Update Cart in the grey

bar.

91 If you click on Save Cart, it will empty your shopping cart and place it under the Saved
Orders section. You can find this section in the blue bar at the top of the page.

91 If you have Billing Codes at the line level activated, you will be required to set a billing
code on each line using the dropdown. (not shown)

Expect Response

L- 9 151 East Cliff Road, Burnsville, MN 55337
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Cart and Checkout (continued)

You can checkout using the green Checkout button at the top of the web site, or by viewing your
cart andPrdcdced&d ntgo iCheckout o.

Step 1

Delivery Address

As y owalked trough the checkout process, please note the following tips:

1 Delivery Address: If you have several pages of shipping address options, you can search
for one using the AFilter Ship Tob6so area.

1 Orderinfo:l f youdre required to enter a Purchase Order
orders, you must enter it here in order to continue with checkout.

f Payment I nfo: You may not have a Payment | nfo ste
Credit Cards for your order. If you do have access to Credit Cards, you have the option to
use an existing credit card, or add a new one and save that new card for future use.

1 Review & Submit: This is your last chance to review your order for accuracy before
placing. Your order is not placed until you click

Checkout

Review Your Order Print Opder Preview
YOUR ORDER IS NOT YET SUBMITTED. Please review and select Submit Order »> Cancel ([ Submit Order >>

Ship To: Order Information: Payment Information:
Frimary address Sales Rep: Method of Payment: On Account
GIVE THIS BILL TO JEN DI, - Customer PO PO
THANKS | Billing Code/Cost Center: 1000
us e-mail: jason@innovativens.com
Shipping Telephone:
Cart 1D- CART-000455

Special Instructions:

Items In Your Cart

Item Number Description Qty Ord Pack Unit Your Price Tofal
MMM3100B LABEL,1X25/3ADDR, 3000 WHT 1 PK $18.99 18.99
MMM3100A LABEL,1"X2 5/8" ADDR,WHT 1 PK $9.99 9.99
MMM105 TAPE MAGIC 3/4X300 1 RL $1.83 1.83
Order Totals
Subtotal: 30.81
Freight/Misc 0.00
Sales Tax: 2.20
Order Total: 33.01

Expect
p : 151 East Cliff Road, Burnsville, MN 55337
EXpeCt \eAQUuUCTIOl Toll Free 866.574.5389 T 952.808.9900 F 952.894.7153
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Saved Orders

Saved orders allow you to build multipleor der s over time and then place t he
ready. You can switch between the orders and work on them individually.

Tip: If you only have one order to build up over time, you do not need to save it. You can just
leave it in your cart and continue adding to it each time you log in.

To save an order, view your cart, and then click the Save Cart link in the grey header bar. This
will clear your cart and save the order under the Saved Orders tab.

To retrieve a Saved Order, or see orders that are on hold Pending Approval by your approver,
click on the Saved Orders link in the blue header at the top of the page.

W B

AN ) =
e' o & Welcome to Innovative Offi... * y qu/:.? 523
(866) 5745389 | Email Us | Live Chat: Offline Logout | My Account | Saved Orders | Shopping Lists | Quick Order

-

@ hitp://testinnovativeos.com/CartsOnHoldE. 0 ~ B ¢ X

) innovative it | |

Welcome, JasonReg!

Office: | Supplies v |  Technology v | Ink&Toner v | Breakroom v | Cleaning v | Furniture v | Green v

Order Approval & Saved Carts

PO# Last Modified # Lines Subtotal
ANM 1182012 2 3266 View
PO 1/24/2012 1 51899 View I

1
1 Cart Name Cart 1D
Saved Cart (Change) CART-000407

™ Saved Cart (Change) CART-000450

Last Modified # Lines Subtotal
130202 3 530.81 View Delete Make Active
173002012 2 51853 View Delete Make Active

2 Cart Name Cart ID PO# Status
Ll Saved Cart (Change) CART-000465 PO Cart On Hold

| ved Cart (Change) ~ CART-D00476 Ca

prover Info

1. This section shows orders that you have submitted, but are waiting for approval by your
approver.

2. This section shows carts that you are working on, but have not submitted yet. To work on
one of those carts, or place the order, you must click the Make Active link next to that
order. That will place the order back into your cart for editing or checkout.

When you click Make Active, if you have items in your cart currently, you have several options as
follows:

Confirm Make Cart Active

You currently have 1 item(s) in your cart, which total $9.99,
What would you like to do?
@ Switch: place saved order in cart and move cart to a saved order.
& Replace: empty the cart and replace it with the saved order.
© Add: place the saved order in your cart, along with its current contents.

) cancel: go back to the previous page.

Go ==

Expect R
Expect Red!
Expect R
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Request a Return

You have two options to request a return. One is a free-key form, the other method is to look up
the invoice, and then select the items you wish to return.

Method 1: Cl i ck on the AMy Accounto tab at the top of the
under the first section on the resulting page. This will provide you with a form to enter your
informationontheproduct s youéd | i ke to return.

Method 2 (recommended): Cl i ck on the AMy Accountd tab at the top
ALookup Orders, I nvoices & Quoteso uitkrefollot he first se
these steps:

1. Cl i ck on t hutonfiolsimow mvoiced sraders.b
2. Mouse over the Invoice number and choose fARequest

(866) 5745389 | Email Us | Live Chat: Offiine

) innovative

Welcome, JasonReg!

| Supplies v ‘ Technology v Ink & Toner v Breakroom v \ Cleaning v Furniture v | Green v

Order & Invoice History

Search for orders, invoices, & quotes by date, order id, invoice id, po number, & more.

Search For:

) sales Ordgrs @ Invoices )’ Sales Quotes ) Purchased Items .

Search By Invoi-e Date a.d Department: Search By Invoice ID

Start Date: 1 Select Department: ® livoice Nuimbe
12/3172011 | 1 Departments [=] 2 c')]:::ul::er '
End Date: 2=
IW ~/ PO Number
Sales Pool Account Dept Code Dept Name Status PO OrderID Subtotal
IN0D00636 151 INNOVATIVE OFFICE SOLUTIO Invoiced $0-0001277 520.35
IN_0000542 151 INNOVATIVE OFFICE SOLUTIO Invoiced $0-0001121 $15.00
| IN_0000525 151 INNOVATIVE OFFICE SOLUTIO Invoiced S$0-0001041 51.88
2
After following these steps, youbdl |l be greeted with t
Return All items, or enter quantities and select a reason for the items you do wish to return. When
ready, click on ASubmito to complete your request

Tip: Within 24 hours you will receive an email response with a return authorization document.

Expect R
Expect |
Expect R
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Order History

To | ook
Account

up i3]

page,

your order
click on

You can select what to search for in the first box.

0
fi

ntod yt,ale |l atc kt o

s
Lookup Order s, I

@ sales Orders ) Invoices ' Sales Quotes ) Purchased Items

Description of Order Types:

tt e difMyt

nvoi

9 Sales Orders: These are all orders you have placed. The status column will provide
more information as to whether it is completed and invoiced. When you click on the sales
order number to view the detail, you can also find a link on that page to the invoice that

was created.

Invoices: These are all of your invoices for completed orders. You can reprint invoices

and request returns from this page. To reprint an invoice, click on the invoice number,

then choose Printable View.

= =4

product.

Current Balance

On the My Account page, in the
bottom section tit
I nformati ono, cl i«
Summar yo.

You will not see this option if you
donot h_mistrator Aghtm

Invoicing

This page provides your current
balance, as well as some additional
related information.
Sales Amount:
# of Invoices
# of Returns

Last Invoice Date:
Last Invoice Amount:
Last Invoice 1D:

Year-To-Date Sales History

Sales Quotes: These are quotes that have been entered for your review.
Purchased Items: This option allows you to search all of your past orders for a particular

Account # 151

Payment Summary

112412012 Last Payment Date:
520.35 Last Statement Date:
INOOODE2E Average Days To Pay:

Last Payment Amount:
Highest Balance:

Statement Amount:
§541.70 Balance Due:
1 Balance Overdue:
0

Month-To-Date Sales

History

Sales Amount:
# of Invoices:
# of Returns:

Expect
Expect
Expect

5541.70
11
0

151 East Cliff Road, Burnsville, MN 55337
Toll Free 866.574.5389 T 952.808.9900

www.InnovativeOS.com

0.00
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50.00
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Innovative

Approving Orders

If you are an approver for another user, you will receive an email notifying you that you have an
order to approve.

Toapprove an order, or |l ook to see if any are waiting f«
page by clicking on the link at the top of the website. Then c¢cl i ck on AOrder Approval
Cartso.
1. Any orders | isted under t he Mi®yodratterstionWefdret i ng Your
they are placed.
2. Based on the information on this page, you can Approve or Reject the order, or you can
click on View to look at the order in more detail before Approving or Rejecting.
3. The AMake Acti veo | thewdkderantolyouneartsytbatyou can egitlita c e
such as adding/removing items, changing quantities or changing information during the
checkout process. Just like you would with a normal order. Once you checkout the order
will be placed.
t.innovativeos.com/CartsOnHoldB.as @ ~ B & X (& Welcome to Innovative Offi...
(866) 574-5389 | Email Us | Live Chat: Offline
@ innovative e v| Checkout |
Welcome, JasonAdmin! H
Office: | Supplies v |  Technology ~ | Ink&Toner ~ | Breakroom »~ | Cleaning v | Fumiture v | Green v I
Order Approval & Saved Caris
Approve Checked Reject Checked
< Cart Name Cart ID Requegled By PO # Last Modified # Lines Subtotal i
= [] Saved Cart (Change) CART-D0046D PO 1242012 1 $18.99 Approve View Hijedjf Make Active |
You have no saved carts. 2 3 |
Tip: To approve or reject multiple orders at once. Check the boxes next to the orders you wish to
approvelreject, then click AApprove Checkedd or MfnARej e

151 East Cliff Road, Burnsville, MN 55337
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User Maintenance

All users can modify their own information, such as name, username, password, email address.
Administrators with the appropriate permissions can also add/edit information for other users, as
well as create new usernames.

Click on the fiMy Accounto |link at the top of the web
underthe fAManage My | nformationodo section are three possi

Change My Password — This is for your own username.
Change My Information — This allows you to update information on your own username.
User Setup — This is where you add/edit other users. This will only be visible to Administrators.

User Setup (Administrators Only)

P ] .
el = @ http://test.innovativeos.com/CustomerAdminl pPrECEX l @ Wel(ome to Innovative Offi... * M m

-

(866) 574-5389 | Email Us | Live Chat: Offline Logout | My Account | Saved Orders | Shopping Lists | Quick Order

) innovative =3 | | checko

Welcome, JasonAdmin!

| Supplies ~ | Technology v | Ink&Toner~ | Breakroom ~ | Cleaning v | Fumniture v Green v I

Customer Administration

User Maintenance | Add New Web User | Role Maintenance | Create New Roles

CURRENT ACCOUNT: INNOVATIVE OFFICE SOLUTIO (151)

User Maintenance |

Select User: Ann Dalhoff
{Show All | Group By Name)

A-B-G-D-F-G-H-J-K-L-M-N-P-R-5-T

Contact Information || Web Settings | Dept. Authorization | Billing Codes |

« adalhoff
« Amy Knutson
+ Ann Dalhoff User Contact Information

- remove this contact
Title:

m

First Name:
Last Name:
Phone:
eMail: ADalhoff@innovativeos.com

Update
Cancel

Select the user you wish to edit on the left menu. You can review by alphabet, or click Show All.

After clicking on the name of the user, the section on the right will open up, allowing you to edit

the u s e inférmation, as well as Deparments (addresses) and Billing Codes they have access
to.
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