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1. Logging Into ExpressOrder

Type www.corporateexpress.co.uk in the address 
bar on your Internet browser. This will take you to 
the website of Corporate Express where you can:

1.  Browse the pages of the corporate web site
2.  Go to the Shop – ExpressOrder
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Click on ExpressOrder and you will be able to:

1. Browse the online catalogue before logging in.
2. Login to shop on ExpressOrder.
3. Request a forgotten password.

www.corporateexpress.co.uk
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Click ‘Login’ for logging onto ExpressOrder. You will 
now be asked for your user name and password, 
which must be entered in uppercase. 

1.1 Select an Account

Once you have logged on you will be taken to the 
Select Account page, if you order for more than 
one account you are able to select the one you 
require before you start to place your order. Click 
onto the name of the required account and then 
click onto the ‘Order with this Account’ button.To 
select a new account from the Home Page, click 
onto the ‘Select Account’ button on the right of 
your screen in the Your Data section. 
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Once on the ExpressOrder home page the 
following options are available:

1. Browse the online catalogue.
2. Create orders.
3. Select an Account (If you order for more than one).
4. Check your order history and status.
5. Change your personal settings.
6. Go to Customer Service.

2. Create orders

You can create orders by simply searching and 
f.inding products and adding them to your shopping 
basket. All search methods can easily be found in 
the menu panel on the left of your screen. You can 
f.ind products easily using one of the available search 
options:

1. Search using keywords
2. Search using Corporate Express product codes
3. Supplies wizard
4. Search the Catalogue
5. My favourite products
6. Previous orders
7. Shopping lists
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2.1 Search using keywords

You can search products using keywords. A simple 
search for ‘Padded Bag’ will return all padded bags 
found. You can specify your search result in depth 
using up to 5 keywords.

Searching for ‘CE Laser Labels’ will return all the 
Corporate Express labels which are suitable for 
laser printers.

2.2 Search using a product 
     code

If you’re familiar with the Corporate Express 
product code, you can easily f.ind the required 
product, by simply keying in the correct product 
code and clicking ‘Search’. You will be returned the 
correct product and you can now easily f.ill in the 
required quantity and click on ‘Order’ to add the 
product to your shopping basket. 
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2.3 Supplies Wizard

This is a great time saver when ordering your 
printer, fax or photocopier supplies.
You simply click on ‘Supplies Wizard’ and select the 
required brand from the drop down list.
The Supplies Wizard will display all products, listed 
by category and then by machine, select which 
machine you have, click, and all suitable products 
will be displayed.

2.4 Search the Catalogue

You can ‘drill down’ through the Corporate Express 
product hierarchy to choose products from a 
particular category. To do this, click on ‘Search the 
Catalogue’ and select the required category. A list 
of all products in this category will be displayed, 
grouped by subcategory. Drill down until you’ve 
found the required product. Click on ‘Order’ to add 
the product to your shopping basket.
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2.5 My Favourite Products

To order products you’ve ordered before; simply 
click on ‘My Favourite Products’. Your most 
frequently ordered products will be displayed in 
descending order.

Enter your quantity and click ‘Order’ to add 
the product to your shopping basket.  Your list 
of favourite products is also shown on your 
homepage of ExpressOrder.

2.6 Order from Previous 
     orders

To order products from one of your previous 
orders, simply click on ‘Order from Previous 
Orders’. Select the order from the list of previous 
orders. Select the required product from the list 
of orderlines and click ‘Order’ to add the item into 
your shopping basket.
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2.7 Speed Order

Using Speed Order you can enter up to ten 
products and quantities at once. Selecting ‘Order’ 
will put them straight in your shopping basket. 

2.8 Shopping Lists 

You can create your own personal shopping lists 
or a company shopping list can be created for you. 
These can be used by clicking on ‘My Shopping 
Lists’ and selecting one from the drop down list. 
Amend the quantity and click ‘Order’ and the 
product will be added to your shopping basket.

You can create a new shopping list by selecting 
‘Shopping Lists’ and click on ‘Add a List’. You will be 
prompted for a description for your list, click ‘OK’. 
The new shopping list will be added.

You can add products to the list by searching for 
a product. If you click on the product, one of your 
options available will be to add to Shopping List.
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3. View Basket

When you have f.inished shopping, you can click 
on ‘View Basket’ to see all the products in your 
shopping basket. You can do this anytime whilst 
ordering, to view the contents of your shopping 
basket. 

In the shopping basket screen you can add a line 
note; amend the quantity; print the order or save 
the order, which allows you to build your order 
before sending to Corporate Express.

You can now decide to continue shopping or to 
go to the order conf.irmation page to complete 
your order details and send the order to Corporate 
Express. Click ‘Next’ if you would like to complete 
your order.
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4. Order conf.irmation

1. Add two order references, which are mandatory.
   - 1st reference will appear in the contact f.ield on 
     the parcel
   - 2nd reference will appear on the delivery note 
     and invoice

2. View a summary of your shopping basket.

After you’ve completed the order information you 
can now decide to:

1. Save the order for future use by clicking ‘Save’.
2. Print a hardcopy by clicking ‘Print’.
3. Send the order to Corporate Express or your 
   authoriser by clicking on ‘Send Order’.
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