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Logging In

e Go to www.innovativeos.com/stateofmn

e Locate the login section on the home page, located in the upper right of the page.
e Enter your username and password, and click login.
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Welcome to the State of Minnesota Office Supply

Procurement Portal.

This portal will contain information relevant to the office
supply contract with Innovative Office Solutions

To view the announcement message from Kent Allin, Chief
Procurement Office and Directar of the Materials
Management Division in the Department of Administration,
please click here.
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The following is a list of items that are on other Contracts. This list may not be complete. State
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Site Layout

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

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

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

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

5. Admin Center — Contains administrative functions that you have access to.
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Adding ltems 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 searching for. i.e. “copy paper”.

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.
e My Shopping Lists — Specific to your own login and cannot be shared with other
users.
e Company Shopping Lists — 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.

e 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.

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

e 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 — 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 — 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 — 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:
e (Click on Shipped Orders under the My Orders section on the left of the site.
e Find the order you wish to re-order items from and click on the order number to
view the items.
e Click on the Use as Template link. This will bring up the order in a shopping list
style.
e Update the quantities for the items you wish to order, and remove the quantities
from the items you do not wish to re-order.
e C(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 — Type in a keyword to further narrow your
search. You can do this more than once. For example, if you originally searched
on “copy paper”, you could refine with a color such as “green”.

2. Refine using Categories or Brands — You can filter your search results by
clicking on any of these options. Click View Allto see all available brands in your
results.

3. Compare ltems — 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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Creating Shopping Lists

Shopping lists are a great way to quickly order items that you order on a regular basis, or
to store items you don’t want to have to search for again. They are well worth the time to
set up, since reordering your common items will become a breeze.

There are two methods to create shopping lists:

Method 1 — If you know the product numbers you’d like to begin a list with.
e Click on Express Quick Order located under the ordering center.
e Type in your item numbers as you would do as if you were ordering, except leave
the quantity box blank.
e Click on the Create Shopping Listicon. This will take you to a page where you
can enter a name for the list, then click Create List.

Method 2 — Starting a list to add items to as you shop.
e Click on the drop down for My Shopping Lists and select Create a New List.
¢ You will be prompted to enter a name for your new list, enter a meaningful name
and click on Create.

After you have created a list or lists, you can add items to it as you shop on the site. This
is why it is important to create a list using Method 2 even if you don’t yet know what you
want to add to it.

Wherever you see the Add to Shopping List link (you can always get to this link by
clicking on a product number) you can click to add the item to an existing shopping list.
Therefore the next time you need to order that item, you can go directly to the shopping
list to order, rather than having to search again.
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Requesting Returns Online

You can request a return pickup online, by clicking on Online Return Request, located in
the Ordering Center to the right of the screen.

Fill out the relevant information, including order number, the items you wish to return,
quantities being returned, a reason for the return and then click on Send Request.

We will email you back a return authorization after your request has been processed.

Note: Make sure your phone number and email address are accurate on this page so
that we can contact you with any questions.
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Checking Stock

At any time, you can check stock/availability on an item, to help ensure you will receive
the item next day.

To check stock, there are two methods:

e Click on a product number, and on the product detail page that displays, click on
Check Availability.

e When viewing your shopping cart, click on the Stock Check icon next to the
product you wish to check stock on.
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A box will appear and ask you to enter the zip code of where you are shipping the
product to. Enter the zip code and click on Check Availability.

This will tell you the inventory in the closest facility, along with the inventory in up to two
additional facilities. Typically the first available facility is next day, while the second and
third if shown could be at least one additional day for delivery.
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My Orders

The My Orders section contains details of orders you have placed online. There are a
variety of sections within My Orders which will affect where your orders are shown.

Below is a description of each section:

My Saved Orders

You can have multiple saved orders stored under this tab. Saved orders will remain for
30 days before being automatically deleted. You can work on an order and save it to
continue later. To save an order, you can either click Save Order from the Shopping Cart
screen, or simply leave the site. If you leave the web site, or close the browser, the order
will automatically be saved here. To resume a saved Order, click on the order you wish
to resume, then click the Resume link to put the order back into your Shopping Cart.

Pending Approval
These are orders that you have placed, but have been put on hold for approval within
your organization.

Approval Denied Orders
Orders shown here were sent for approval within your organization, but were rejected by
the approver.

Confirmed Orders

These are orders which you submitted online and are pending fulfillment by our
warehouse. Orders will typically only stay in this status until the following morning when
we ship the order.

Shipped Orders
This is your primary resource for order history. This section will contain all of your
fulfilled/shipped orders for the last 12 months.

You can use Shipped Orders to re-order items. View page 5 for more information.

Order Search

If you are unsure of the current status or an order you placed, or have too many orders
to easily find one in your history, you can use the Order Search to find the order. This
feature has a multitude of options to search on to help you find the order(s) you are
looking for.

11 151 East Cliff Road, Burnsville, MN 55337
Toll Free 866.574.5389 T 952.808.9900 F 952.894.7153

www.InnovativeOS.com




1n ) innovative

office solutions

Admin Center — Approving Orders

If you are an approver, and have orders to approve, immediately upon login you will be
presented with a list of orders awaiting your approval.

Alternatively, you can click on the Order Approval link located under Admin Center on
the right side of the site.

To approve or reject orders, you have two options:

1. You can approve or reject multiple orders together at the summary level by
clicking the check boxes next to the orders, and then clicking the Approve or
Reject link at the bottom of the list.

2. To review an order before making a decision, click on the order number to view
additional detail on the order. On this screen, you can make the following
changes before approving the order:

a. Change order quantities

b. Add items (typically used to add a different item after changing an existing
item to 0 quantity)

c. Enter a PO number
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Admin Center — User Maintenance

Administrators can add or edit logins for their organization. To access this area, click on
Manage Account in the Admin Center located on the middle-right of the site.

To edit an existing login, click on the Login link and select the user from the list, or, to
create a new login, click the (New) link next to Login.

You will be presented with the Login Administration screen. Make your entries and then
click Update.

The following is a description of the fields involved in setting up or maintaining a user:
Login — The unique username used to log into the site.
Name — The actual name of the person using this login.

Enabled — This box must be checked for the user to be able to log-in. Uncheck to
deactivate a login.

Default Cost Center — If using cost centers, select the most commonly used one here
for this user.

Default Ship To — Select the most commonly used ship to location here for this user.
Password — The password for this user.
Confirm Password — Re-enter the password here for verification.

Password Hint — Enter a password hint here that will help the user remember his or her
password if forgotten.

Email — Enter the users email address here. This is used for various notifications from
the system, including email order confirmations.

Phone — Enter the users phone number here.

Credit Card Information — If you would like orders for this user to be charged to a
default credit card, enter that information here.

Access Privileges — Select “Regular User” here. If the user should be able to view the
orders for other users in the My Orders section, also add “Manager”. If the user should
be able to approve orders or add/edit logins, also add “Administrator.

PO Required — Check this box if you want the system to require a PO number be
entered for every order.
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CC Required — Check this box if the user is required to have a valid credit card number
on each order.

CC Override — Check this box if the user should be allowed to override the default credit
card information when placing an order.

Buy From Contract Only — Checking this box will make all non-contract items become
restricted and the user will not be able to order them online. Those items will be visible,
but state call for price.

Use Valid Charge Code — Check this box if you want the system to require a valid
charge code for every item ordered.

Delivery Instructions — Enter any default delivery instructions here for this user.

In-House Comments — Enter any default in-house comments here for this user. These
are internal notes shown to an approver when reviewing an order. These notes are not
printed on any paperwork.

Cost-Centers — Click “Add All” here unless you wish to restrict which cost-centers this
user can order for. If you want to select specific Cost-Centers only, click the Add button
and select them from the list.

Ship-To — Click “Add All” here unless you wish to restrict which Ship-To this user can
order for. If you want to select specific Ship -To’ only, click the Add button and select
them from the list.

Company Lists — Click “Add All” here unless you wish to restrict which company
shopping lists this user can use. If you want to select specific Company Lists only, click
the Add button and select them from the list.

Charge Codes — Click “Add All” here unless you wish to restrict which Charge Codes
this user can use. If you want to select specific Charge Codes only, click the Add button
and select them from the list.
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Frequently Asked Questions

Q: | typed a product number into the Search box, but nothing came up and | know it’s a
valid item.

A: Some unique products that are not part of our normal catalog offering may not work in
our “Smart Search” catalog; however you can enter them using the Express Quick Order
feature. See page 4 for more information on how to use this feature.

Q: | changed some quantities, or deleted items on my shopping cart, but the changes
didn’t save.

A: After changing a quantity, deleting an item, or adding a message line in your shopping
cart, you must click the Update Ordericon to save these changes prior to moving to
another page.

Q: When | checkout, it tells me to enter a PO Number, but we don’t use PO numbers.
A: Contact Innovative Customer service and we can remove the PO Required flag from
your account.

Q: I logged out, and when | came back later, my shopping cart was empty. Is my order
lost?

A: No, your order is automatically saved for 30 days. To resume it, use the My Saved
Orders link on the left of the page to view your saved orders.
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