
Expect Response    |    Expect Reduction    |    Expect Relief 

 

 
 
 
 
 
 
 

Online User Guide 

 
 
 
 
 
 

Username  

Password  

 
 
 
 
 
 
 
 
 

www.innovativeOS.com 
 

Tel: 952-808-9900 
 

 
Revised 2/2/2012

http://www.innovativeos.com/


 

 1 
 

Contents 
 
Subject Page 

Logging In 2 

Searching 3-4 

Quick Order 5 

Shopping Lists 6-8 

Cart and Checkout 9-10 

Saved Orders 11 

Request a Return 12 

Oder History / Invoices / Account Balance 13 

Approving Orders 14 

User Maintenance 15 

  

  

 



 

 2 
 

Logging In 
 

¶ Go to www.innovativeos.com 

¶ Locate the login section on the home page, located in the upper right of the page. 

¶ Click on Log In. 

¶ You will be prompted on the next page to enter your Username and Password. 

 

 
 

http://www.innovativeos.com/
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Searching 
 
You can search for products using the search box at the top, or by selecting a category to 
browse. 
1. Search by keyword or item number ï 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 
results. I.e. ñlabelsò may be more effective than ñ1/4 inch white mailing labelsò.  

2. Category Drop-Down Menus ï These are quick links to a category, which may be easier 
than the search box if youôre unsure how to describe a product. Some of the blue links will 
have drop-downs, some go directly to a single page. 

3. Category Listing ï Similar to number 2, but take you to a slightly different page, with 
categories and additional information such as most commonly ordered products. 
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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 youôre looking for. 

2. Sort your search. You can choose from a variety of sorting options.  
Tip: The ñSort by Priceò option will appear in this drop-down once your search results are 
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. 
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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 youôre finished, click ñ+ add to cartò to add the items to your shopping 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. 
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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.  
 

 
 
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.  
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Shopping Lists (continued) 
 
Once you select a list to order from, you will notice 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 list, click the ñAdd to Cartò button, or to order several items from a 
single page, click in the checkboxes to the left of the picture, then choose ñAdd selected items to 
cart.ò 
 

 
 
Tip: If you go to the My Account page, and select Customer Purchase History, youôll see an 
automatically generated shopping list of all items that have been purchased within your 
organization.  
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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 click on ñMy Accountò at the top of the web site. On the My Account page, you will 
have ñFavorite List Sharingò listed under the Manage My Information section. 
 
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. 

 

 
 
 
Tip: As an administrator, you can also edit the Shopping Lists of other users. To do so, click on 
ñShopping Listsò at the top of the web site. This will take you to your shopping lists page, but 
allow you to see and edit lists for other users.
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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 
well as the total of your order, you can mouse 
over the down arrow for a quick snapshot. 
 

 
 
To view your full cart, and perform functions such as edit/remove items, add line comments, etcé 
click on the small cart icon, or the ñ3 itemsò text.  

 
 
 
Tips: 

¶ If you change a quantity, or add Comments, make sure to click Update Cart in the grey 
bar.  

¶ 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.  

¶ 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) 
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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 and clicking ñProceed to Checkoutò.  
 

 
 
As youôre walked through the checkout process, please note the following tips: 
 

¶ Delivery Address: If you have several pages of shipping address options, you can search 
for one using the ñFilter Ship Toôsò area. 

 

¶ Order Info: If youôre required to enter a Purchase Order number, or Billing Code on your 
orders, you must enter it here in order to continue with checkout. 
 

¶ Payment Info: You may not have a Payment Info step if you donôt have the ability to use 
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. 
 

¶ Review & Submit: This is your last chance to review your order for accuracy before 
placing. Your order is not placed until you click the ñSubmit Order >>ò button.  
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Saved Orders 
 
Saved orders allow you to build multiple orders over time and then place the orders when youôre 
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. 
 

 
 

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: 
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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: Click on the ñMy Accountò tab at the top of the web site, then click ñRequest a Returnò 
under the first section on the resulting page. This will provide you with a form to enter your 
information on the products youôd like to return. 
 
Method 2 (recommended): Click on the ñMy Accountò tab at the top of the web site, then click 
ñLookup Orders, Invoices & Quotesò under the first section on the resulting page. Then follow 
these steps: 
 

1. Click on the ñInvoicesò button to show invoiced orders. 
2. Mouse over the Invoice number and choose ñRequest a Returnò. 

 

 
 
 
After following these steps, youôll be greeted with the Request Item Return page. You can either 
Return All items, or enter quantities and select a reason for the items you do wish to return. When 
ready, click on ñSubmitò to complete your request. 
 
Tip: Within 24 hours you will receive an email response with a return authorization document.  
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Order History 
 
To look up your order history, click on the ñMy Accountò tab at the top of the web site.  On the My 
Account page, click on ñLookup Orders, Invoices & Quotesò. 
 
You can select what to search for in the first box.  
 

 
 
Description of Order Types: 

¶ 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. 

¶ 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 
product. 

 
 
 
Current Balance 
 
On the My Account page, in the 
bottom section titled ñManage My 
Informationò, click on ñAccount 
Summaryò. 
You will not see this option if you 
donôt have Administrator rights. 
 
This page provides your current 
balance, as well as some additional 
related information. 
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Approving Orders 
 
If you are an approver for another user, you will receive an email notifying you that you have an 
order to approve.  
 
To approve an order, or look to see if any are waiting for your approval, go to the ñMy Accountò 
page by clicking on the link at the top of the web site. Then click on ñOrder Approval & Saved 
Cartsò. 
 

1. Any orders listed under the ñOrders Waiting Your Approvalò require your attention before 
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 ñMake Activeò link allows you to place the order into your cart so that you can edit it, 
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.  

 
 

 
 
 
 
 
 
Tip: To approve or reject multiple orders at once. Check the boxes next to the orders you wish to 
approve/reject, then click ñApprove Checkedò or ñReject Checkedò. 
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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 ñMy Accountò link at the top of the web site to access the My Account page. Located 
under the ñManage My Informationò section are three possible places to update user information. 
 
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) 
 

 
 
 
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 userôs information, as well as Deparments (addresses) and Billing Codes they have access 
to.  


