Online Web Tutorial

www.sufrin.com

Log On:

Openan Internet Browser and typewww.sufrin.com into the URL
Select theLogin or RegisterO A A AT Bogidtb Bz, AEEThE &
EnteryourusermAl A AT A DPAOOxT ®A AT A Al EAEh O' 1
Select your Account

A If multiple accounts appear, select the account you would like to place an

order under

1 Select a ShipTo or Department
A)Z | Ol OEPI A 3EED 4160 10 $APAOOI AT 0O

would like to placeani OAAO O1T AAO AITBA Al
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Navigation Panel :

Once you log in and select your Account/Department, you willsée AT @ OEOI AAh
I A AT @nithe dght 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:

» Logout » Browse /Home I . et BFaQs ENewsletters [Ewhat's New

J Sufrin
@%Supplies

My Account

FRee KEURIG brewer o

Favarite Lists

with monthly coffee purchase. Saved Carts

Order History j Returns

Ask your Supply Representative for details. Custamer;Use Malntenance;
View Reports

Ik & Toner Finder

™ Model: B3000 My User Information

Begin New Order

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

Quick Order z Add items to your Shopping Cart by Item Number

Favorite Lists z 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 shoppng and had to stop forany reason, you may
savehere until you can return to your order. Click here to pick up where you
left off.

Order History/Returns 7 Check the status of your order, print the invoice from a

past order, or make a returnrequest on a pevious order

Customer/User Maintenance z (if applicable) Edit customer information and

add New Users

View Reports z View Accounts Receivable and Sales Order Status

Ink & Toner Finder z Find the branded or compatible items that bkng to your
I £EEAA®RO | AAE

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

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

~ A

For those wholike using the physical catalog while ordering. Add itemsl T 08 OA & O1 A
the catalog (or requisition list) to your Shopping Cart by Item Number

1 Enter the first tem Number you widh to add to your Slopping Cart
T (EO AEA BAU O 1106A O OEA NOA

add additional item number fields. .
¢ 7TEAT EET EOEAAR A1 EAEh O!' AA O #A006

@)

m\
O
C/
>\
>

HFAGs [@Hewslettors [ What's New

wse / Home S E AR Eer Keyword

Sufrm _____
E@f&upplles

Quick Order

Please enter the item number(s) you wish to order then hit the TAB key to move through fields. Click
on "Add to Cart” button after all item numbers have been entered. No need to click on "Add to Cart”
button after each item is entered.

0 Add To Cart | Total 50.00

ftem No Price Oty Line Comment
|

Sl Add ToCart | Total 5000

Favorite Lists:

Custom Catalogs and personal Favorite Lists are now found hereydiu order from a
Customer Specific Contract, you will start your order process here.

To Add a Mw Favorite List:
1 Enter a name for your Favorite List in the Add New Favorites List box, then

Al EAE O! AA , EO0OH
T New list will show on screen
To Hlit a FavoriteList:

1 Select the list you wish to edit
1 Add items to a Favorite List by

A Typing an item numberand quantityET OT OEA AT @ OEOI AAh
Favorites Listo
T t'AA AO T ATu EOCAI O AO Uil 6 TAAAR OEAT AIE
A (Any invalid item numbers will be displayedA A O O.1 001 ABAOGO
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Accourt, Amherst, NV

Favorite Lists > Personal Favorite List

My Account

- Selecta Cust
Add/Update Favorites List Qi\ii ;m::' omer
ANY Keywords [ (B) =

em No

aty Favorite Lists
@ ttem tumber O Description ¥ Clear Search Saved Carts

Order History / Returns

Customer f User Maintenance
o Submit

view Repoits

Search Favorites List

Ink & Toner Finder
My User Information
Begin New Order
Sort By | Category [ Fiter By | All Categories [ tems: Per Page | 25 [

(& check Al ttems ) (5 Add Checked ltems To Cart ) (€ Delete Checked Items |

Sufrin Demo List (4 found Copy List

Add Al Favortesto Cart Delete List
ftem Name Price aty

ftem: AVENS233 Manufacturer: SERY-DENNISON 1 T Add To Cart
] s
=

Manstick Heawy-Duty Round Ring View Binder, 1/2" Capacity, Black 929/ | LLine Comment

=
Category: Office Suples ! Binders W=
& Add To Favorites RCHD s
Mem: SAN1TS317T Manutacturer: SANFORD 1 £ Add To Cart
3] Porous Point Retractable Permanert Water Resistart Pen, Assorted Ik, 3
I:I l . per Pack FI306PK Line Comimert
e E =
| Categary: Office Supplies [ Pens =

' To delete an item(s), check the box on the left hand side of the item(s) and

Al EAE Os$Al AG&R #EAAEAA ) OAi O

1T 910 1 Au Al Oi AAA AT U EOAI Ul 080A &I O1T A
iconOT AAOT AAOE OEA Ei AcAh O! AA O1 &AOT OEO

A *You must create your own Favorite List for this icon to appear
¥ Add To Favorites

*To Purchase from a Favorite List:

T /1 .AOECAOQEIT o0AT Al Al EAE O&AOI OEOA | EO
T FET A AAGEOAA |, EOD ARADTI DEDADH OO! AAOOS Ol

that list, or click the desired list title to open the list and purchase select

items

A To purchase selecitems, check the boxes next to desired items and
Al EAEh ONMRI#EKXAEMMODOSE

1 Toadd additional items not on that list 6hop from Quick Order, Product

Search or a different Favorite Lish A1 EAEh O#1 1 OET OA O1 3
T 47 DOOAEAOA OAI AAGAA EOAI Oh Al EAEN

E
h O#EA
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Search

Find any product by keyword using the Seah function at the top of the webpage
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1 Type any keyword into the Search function at the top of the webpage and click

Enter. Resuls will appear on the page, and Categorieséatures will appear on

the left hand side of the screerfScreenshot below shows ©AAOAE &£ O OAE

B raqs @newsletters [Ewhat's New

STEPHENSDEMOACC

Search: binders > Binders

Search Showing 1-10 of 1,079 items. Page: 123456789 10>

bindiers (®  sortBy|Relevance [ Display 10 per pase [ My Account

@anvords O anyWord Selecta Custarmer
Otros pose Ot oty ([« checkannems ) (S Add Checked Items To Cart ] (1 Compare Checked ltems ek Grder

Favorite Lists
(RECITDES Economy Vinyl Round Ring View Binder, 112" Capacity, O Saved Carls
‘White

Recyclable (1079)

Wierman Owned (1078)

Binder Sheet Size (1073)
Binder Style (1073)

Capacity Range (") [Me] (1073)

B

L - Order History § Returns
i X SHU: HVEOSTZE

view Reports

$9.63EA Ink & Toner Finder

Q view Substitutes

Economy Vinyl Round Ring View Binder, 1° Capacity, White [

~ o
I 5 SKI AVEOST1 o R
| e s
ets (887) '
Pre-Consumer Recycled Cortent :
Percert [Mom] (385) [~ $7.75EA

@ ncd To Favortes 1| Line Comment S Add To cart

Q view Substitutes

Deluxe Round Ring Vinyl View Binder, 1" Capacity, White O

-

! G o

‘ s SKL: LNv20712 OB

| e ues

. i
5]

o9 =B Customer/ User Maintenance

My User Informatian
Cotor(=) (1073) Bl @ nca o ravories 1| Line Comment = Add To Cart Begin Mew Order
astent e 1

category that applies to the item you are searching for

A wgs )1 OEA OAOAAT OET O AAIT xh

you are looking for a particular binder

Ui

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