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Online Web Tutorial  

www.sufrin.com  

 

Log On: 
 

¶ Open an Internet Browser and type www.sufrin.com into the URL 
¶ Select the Login or Register ÔÁÂ ÁÎÄ ÃÌÉÃËȟ ȬLogin to E-,ÉÎËȭ 
¶ Enter your usernÁÍÅ ÁÎÄ ÐÁÓÓ×ÏÒÄ ÁÎÄ ÃÌÉÃËȟ Ȭ'Ïȭ 

¶ Select your Account 
Á If multiple accounts appear, select the account you would like to place an 

order under 
¶ Select a Ship-To or Department 

Á )Æ ÍÕÌÔÉÐÌÅ 3ÈÉÐ 4ÏȭÓ ÏÒ $ÅÐÁÒÔÍÅÎÔÓ ÁÐÐÅÁÒȟ ÓÅÌÅÃÔ ÔÈÅ $ÅÐÁÒÔÍÅÎÔ ÙÏÕ 
would like to place an ÏÒÄÅÒ ÕÎÄÅÒ ÁÎÄ ÃÌÉÃËȟ Ȭ0ÒÏÃÅÅÄȭ  

 

 
 
 
 

http://www.sufrin.com/
http://www.sufrin.com/
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Navigation Panel :       

 
Once you log in and select your Account/Department, you will see Á ÂÏØ ÔÉÔÌÅÄȟ Ȭ-Ù 
!ÃÃÏÕÎÔȭ on the right hand side of the screen. This is the Navigation Panel, and it will 
help you find your way through the website. Each tab has its own function: 
 

 
 

Select a Customer ɀ Will allow you to select a new Account or Department 
without having to log out and log back in (if you order for more than one 
Account or Department) 

Quick Order  ɀ Add items to your Shopping Cart by Item Number 
Favorite Lists  ɀ Custom Catalogs and personal Favorite Lists are now found here. 

If you order from a Customer Specific Contract, you will start your order 
process here. 

Saved Carts - If you started shopping and had to stop for any reason, you may 
save here until you can return to your order. Click here to pick up where you 
left off. 

Order History/Returns  ɀ Check the status of your order, print the invoice from a 
past order, or make a return request on a previous order 
Customer/User Maintenance  ɀ (if applicable) Edit customer information and 
add New Users 
View Reports  ɀ View Accounts Receivable and Sales Order Status 
Ink & Toner Finder  ɀ Find the branded or compatible items that belong to your 
ÏÆÆÉÃÅȭÓ ÍÁÃÈine 

My User Information  ɀ View or edit your personal account information 
including contact information and password 

Begin New Order  ɀ Will allow you to select a new Account or Department 
without having to log out and log back in (if you order for more than one 
Account/Department) 
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Quick Order:  
 

For those who like using the physical catalog while ordering. Add items ÙÏÕȭÖÅ ÆÏÕÎÄ ÉÎ 
the catalog (or requisition list) to your Shopping Cart by Item Number.  
 
¶ Enter the first Item Number you wish to add to your Shopping Cart 
¶ (ÉÔ ÔÈÅ Ȭ4ÁÂȭ ËÅÙ ÔÏ ÍÏÖÅ ÔÏ ÔÈÅ ÑÕÁÎÔÉÔÙ ÁÎÄ ÌÉÎÅ ÃÏÍÍÅÎÔȢ (ÉÔ ÔÈÅ Ȭ%ÎÔÅÒȭ ËÅÙ ÔÏ 

add additional item number fields.  
¶ 7ÈÅÎ ÆÉÎÉÓÈÅÄȟ ÃÌÉÃËȟ Ȭ!ÄÄ ÔÏ #ÁÒÔȭ 
 

 

 
Favorite Lists:  

 
 Custom Catalogs and personal Favorite Lists are now found here. If you order from a 

Customer Specific Contract, you will start your order process here. 
 
 To Add a New Favorite List: 

¶ Enter a name for your Favorite List in the Add New Favorites List box, then 
ÃÌÉÃË Ȭ!ÄÄ ,ÉÓÔȭ 

¶ New list will show on screen 
 

To Edit a Favorite List: 
¶ Select the list you wish to edit 
¶ Add items to a Favorite List by:  

Á Typing an item number and quantity ÉÎÔÏ ÔÈÅ ÂÏØ ÔÉÔÌÅÄȟ Ȭ!ÄÄȾ5ÐÄÁÔÅ 
Favorites List.ȭ   

¶ !ÄÄ ÁÓ ÍÁÎÙ ÉÔÅÍÓ ÁÓ ÙÏÕ ÎÅÅÄȟ ÔÈÅÎ ÃÌÉÃË Ȭ3ÕÂÍÉÔȢȭ  
Á (Any invalid item numbers will be displayeÄ ÁÓ Ȱ.Ï 0ÒÏÄÕÃÔÓ &ÏÕÎÄȢȱɊ 
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¶ To delete an item(s), check the box on the left hand side of the item(s) and 
ÃÌÉÃË Ȭ$ÅÌÅÔÅ #ÈÅÃËÅÄ )ÔÅÍÓ.ȭ 
 

¶ 9ÏÕ ÍÁÙ ÁÌÓÏ ÁÄÄ ÁÎÙ ÉÔÅÍ ÙÏÕȭÖÅ ÆÏÕÎÄ ÏÎ ÔÈÅ ×ÅÂÓÉÔÅ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ 
icon ÕÎÄÅÒÎÅÁÔÈ ÔÈÅ ÉÍÁÇÅȟ Ȱ!ÄÄ ÔÏ &ÁÖÏÒÉÔÅÓȱ 

 
Á *You must create your own Favorite List for this icon to appear  

 

 
 

*To Purchase from a Favorite List: 
¶ /Î .ÁÖÉÇÁÔÉÏÎ 0ÁÎÅÌ ÃÌÉÃË Ȭ&ÁÖÏÒÉÔÅ ,ÉÓÔÓȭ 
¶ FÉÎÄ ÄÅÓÉÒÅÄ ,ÉÓÔ ÁÎÄ ÃÌÉÃËȟ Ȭ!ÄÄ !ÌÌ &ÁÖÏÒÉÔÅÓ ÔÏ #ÁÒÔȭ ÔÏ ÐÕÒÃÈÁÓÅ ÁÌÌ ÉÔÅÍÓ ÉÎ 

that list, or click the desired list title to open the list and purchase select 
items 
Á To purchase select items, check the boxes next to desired items and 
ÃÌÉÃËȟ Ȭ!ÄÄ #ÈÅÃËÅÄ )ÔÅÍÓ ÔÏ #ÁÒÔȢȭ 

¶ To add additional items not on that list (shop from Quick Order, Product 
Search or a different Favorite List)ȟ ÃÌÉÃËȟ Ȭ#ÏÎÔÉÎÕÅ ÔÏ 3ÈÏÐȭ 

¶ 4Ï ÐÕÒÃÈÁÓÅ ÓÅÌÅÃÔÅÄ ÉÔÅÍÓȟ ÃÌÉÃËȟ Ȭ#ÈÅÃËÏÕÔȭ 
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Search 
 
Find any product by keyword using the Search function at the top of the webpage. 
 

¶ Type any keyword into the Search function at the top of the webpage and click 
Enter. Results will appear on the page, and Categories/Features will appear on 
the left hand side of the screen (Screenshot below shows a ÓÅÁÒÃÈ ÆÏÒ ȰÂÉÎÄÅÒÓȱɊ 

 

 
 
¶ Minimize your results by reviewing the Categories of items listed, and click on the 

category that applies to the item you are searching for  
Á %ØȢ )Î ÔÈÅ ÓÃÒÅÅÎÓÈÏÔ ÂÅÌÏ×ȟ ÙÏÕ ×ÏÕÌÄ ÃÌÉÃË ÏÎ ÔÈÅ Ȭ"ÉÎÄÅÒÓȭ ÃÁÔÅÇÏÒÙ ÉÆ 

you are looking for a particular binder 
 

 
 


