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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

Click on ExpressOrder and you will be able to;

1. Browse the online catalogue before logging in.
2. Login to shop on ExpressOrder.
3. Reqguest a forgotten password.
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Enter Network Password

- Click ‘Login’ for logging onto ExpressOrder. You will
9‘) now be asked for your user name and password,
which must be entered in uppercase.

SCREENSHOT

1.1 Select an Account

Select Account

Hame Sarah Nicholson .

Company Name ADDRESS 1 [— Once you have logged on you will be taken to the
E-mail  ecom. requestlicenp.co.uk .

Accountcode 00544113 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

Account code
00544119 ADDRESS 1
ADDRESS 2
TAMESIDE DRIVE

BETAY Simminonan onto the name of the required account and then
Solnct Accoure ' == click onto the ‘Order with this Account’ button.To
Hame Address Account code

select a new account from the Home Page, click

ooy 26'7Av SiRmiNGHAN 00344119
2E INTERNET DEMO /G TAMESIOE DRIVE - onto the ‘Select Account button on the right of
E-COMMERCE B6 TAY BIRMINGHAM , \

your screen in the Your Data section.
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Once on the ExpressOrder home page the : e
following options are available; — o> ot s e

— Ty

. b T R e el e S = Your Data

1. Browse the online catalogue. o Wt e N
2. Create orders. e, L b T e

£ 162.40 £

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
finding 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
find 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

WWW.COrporateexpress.co.uk




4

Search
|

Search product code

|

—_—

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 find 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 fill 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.

24 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.

WWW.COrporateexpress.co.uk

Select Product Category

S o iie 6 Lasar Supplies kot Suppbes
[ e © ormrar O cowur it 407z
© ormran
S M Q 12
t Q 21
[ RELTERT NS
Q wer
Laser Supplies Oviginal Printer Ribbons
Q maz O sr4s
0 nus Q 47
Search
—
=7 Select Product Category
Hagnatic Media
© oiskena
© ow canidge
© osts Tooes
© compact
o High Cap. Storage-Serve.
© 1ok Fim o
32achines and Eluctrical © Digtal versatia Disss
T afarsece Supalins (BvD'E)
Accessories iling & Starage
D clearing Aicles © Magnetic Madia Stoesg
© sevin Pt © peivncut sing,
I O reirter stands D Trops, Racks & Tralleys
B O crutuns © Library CosenrMaiars
U @ Monier stand 0 co/iovo stenn
U O copyHobdens © Prinker /'Workstatia
@ cover erataction © cd Labatlarsyiabal
Cablar, Switcher & Kaybaard Draw
: :"::: g Marmary Sticks
-




-
SINGLESGUREE SUPPLIER

Ty & Itemns found
l Hide images | Sartby [Marvardared 5] Orice fter [Bake your chaics 5]
Sasieh gt e Emserilsy
SEIR0LI UEE FLIPCHANT EANEL
UFE, CORPORATE EXPRESS, Each
B
b Auailabilivy Timas srdered Fricapar | mam{s}
. . Vit EA0e8 o
— price
1 BAUTACK ECOSOMY PACK RKRIE1]
BLU, £CE UK Sertanar Braductst, Exch
Availabiliey Tuman srdwrnd Prigapar i mams}
Tume » EenG AT
price
TTLIL0E, $OE UK Brandel, Roll
Availabilivy Tumes erdered  Priceper ram{s)
4 1 - = :&7&“ .r
9

Sanrch
ordm 5 Items found
[ oD -
Hida imagen lllh I | Seguance (0-5) .m iy I Mk your chaica .
D
- — . 3414656, CORPORATE EAPRLSS, haam
Spphea Winaed @ Avadbily Priceper 1 iarsis)
i L . =4 1Te54 (SR Weur
e —H] price
My prevesus arders: LO4TI8L, CORPORATE EXPRESS, K ach
~763011 1021006 W-0016 A
~75063% 27/01/200% W-0008 i S

[pad e el i
o |

a BLLL, gCE LE
¥

Availabil L v 1 itam)
I;‘l i :ﬂl‘:ért:wn‘:’

Custames Bradecs!, Eaih

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.

2.0 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 S ——————

Search praduct code

Product code Quantity Your note

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 i mre £ e

‘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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Shopping Basker
Your Order 2 items

Show images |
3414656, Available: 14021, Ream

Mamo

e

1046839, Available: 873, Each

o

Go to the order confirmation page m

| Refreshi®

Savel | Delete order® | Print®

Pricepar 1 ftam: AR
£12.41 Your
price 5

Pricepar 1 itemi
21.50 Your

£ an
price 1 = > Cale.

Total excl. closing costs/\VAT
VAT 17.50 %

Delete &

£62.05

Delete &

£21.50

£ 8355
£ 1462

Total

£ 98.17

Go to the order confirmation page

3. View Basket

When you have finished 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 confirmation 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 confirmation

1. Add two order references, which are mandatory. arder -
- 1st reference will appear in the contact field on © orersteances
R
the parcel el —
- 2nd reference will appear on the delivery note e PR,
and invoice Sl e
eemsesingwiesion 2 @D
2. View a summary of your shopping basket. - ———
@ smpping
© Chose Order
ex=r=»

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

1. Save the order for future use by clicking ‘Save'.  Send Order

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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