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www.friendsoffice.com | 800.427.1704

Customer Welcome Guide

Utilize our new website for a faster, smoother shopping experience, offering everything
for people at work. Contact our customer service team if you need help accessing your
account or setting up a new one. Thank you for shopping with FriendsOffice!
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Welcome to Our New Webstore!

To access your account, click "Forgot Password" on the Login screen and

follow the instructions to create a new, unique password for this site.

Not ready to try the new site? No problem! Click the button below to

return to our old website. Please contact us if you have any questions.
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Key Contacts:

Account Manager: Customer Service:

800.427.1704
inform@friendsoffice.com
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Getting Started

To begin shopping onling, please visit:
www.friendsoffice.com. New customers should select “Request Account.”

Existing customers can log in at the upper right using your Email Address and Password. If it’s
your first time logging in to the new website, you will need to select “Forgot Password” from
the login box to create a new, unique password or contact Customer Service for help. (see pg. 1)
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@FriervldSOfﬁsek Existing Customer?

Login and carry on shopping.
Register Toda;
9 Y’ LOGIN
Sign up today to have access to:

Welcome to Our New Webstore T

Online Ordering Apply for an account today!
To access your account, click "Forgot Password” on the Login screen an? Pricing & Availability
follow the instructions to create a new, unique password for this site. Past Orders & Invoicing
Not ready to try the new site? No problem! Click the button below to

return to our old website. Please contact us if you have any questions.

SHOP.FRIENDSOFFICE.COM - OLD WEBSITE

If you need to return to our old website, you can click the red button here or visit:
shop.friendsoffice.com.

X ‘ Forgot your password?
LOGIN SIGN UP

We'll email you instructions on how to reset it. If you're not sure what email address to use or only have a username, contact us and our

customer admin team will assist you.

Your email address Your email address

Your password ‘ ‘

Forgot Password? Username @
Remember me ‘ ‘

*If you share an email address with another user, you can set up a 2-step login that requires you
to enter a username as well. Otherwise, enter your email address only.

www.friendsoffice.com
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Getting Started

If you have access to multiple departments, you will select which department you are shopping
for first, before completing your log in.

Select Account

Please select the account to use below x
Select Account

Please select account a
Please select the account to use below

Search Account
14566 - SUP: DEMO, TRAINING X -

14566 : DEMO

14566 - EPC: DEMO, EPC SCHOOL DEMO

14566 - SCHL: DEMO, SCHOOL DEMO

14566 - SUP: DEMO, TRAINING

14566 - TEST: DEMO, TEST

Once logged in, your account number and department will be displayed under
“Your Account”. To switch departments, click “Switch”.

* B O & 006G

k Order || Favorites List - Join Our Ema arietest b 4

I 14566 - SUP: DEMO, TRAINING |

2300 BRIGHT RD

Your Account
Hi, ari g YourCq FINDLAY
! arietest 4 Total: S0

(14566) OH, 45840 o

- Select Account
Please select the account to use below

4 Dashboard

14566 - SUP: DEMO, TRAINING X v

‘ Profile

**Note: the feature from our old website that allows you to order for multiple locations in one
cart is not currently a feature on the new website.** - COMING SOON!

www.friendsoffice.com
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Placing Orders

To search for products, use the search bar at the top of the page or click“Shop All” to shop by
category. If you have Contract Items assigned to your account, you can see those items by
clicking “Contract Items” under “Your Account”.
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G Account Overview
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To access your account, click "Forgot Password" on the Login screen and

follow the instructions to create a new, unique password for this site. @ Invoice History

éE Frequently Purchased

Not ready to try the new site? No problem! Click the button below to

return to our old website. Please contact us if you have any questions. P saved Carts

I EE Contract ltems |
SHOP.FRIENDSOFFICE.COM - OLD WEBSITE

Favorites List

il Reports

v @G FriendsOffice x 4+ - x
<« C % friendsofficecom * B O L 06
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(' BINDER ACCESSORIES BINDERS & REPORT BUSINESS & TRAVEL CALENDARS &
Binder Cases & Storage Contin S FLANML Your Account B
Your Cart
Binder labals Business Card Books Backpacks Address/Phone & PW Books :X:?‘m . Total: $0.00
5
Business v Binder Pockets Data/Hanging Binders Briefcases & Laptop Bags Calendars & Refills
Binder Refill Pages Large Format Binders Carry/Shopping Bags Planners & Refills
Binder Spine Inserts/Labels Organizer/Zip Binders Luggage / Travel &
2 A i
Office Supplies - Hole/Binder Reinforcement Padfolios & Pad Holders cossones
Strips Pocket Folders
Furniture & Interiors » Hole Reinforcements Post Binders & Screws
Index Divider Presentation / View Binders
School Supplies 4 Reinforcement Labels Report Covers
Sheet Protectors Ring Binders
Janitorial & Facility Supplies »
Sheet Lifters
Breakroom »
CARDS & STATIONERY CASHHANDLING DESK ORGANIZERS ENVELOPES
Safety & PPE » Business Cards Cash Counters Bookends/Book Racks Business Envelopes
Cards & Stationery Sets Cash Drawers & Storage: Desk Drawer Organizers Clasp Envelopes
Technology » Greeting Cards Cash Handling Supplies Desktop Organizers Interdepartmental Envelopes
ID Cards Check Writers Letter Trays Coin Envelopes
Hardware & Industrial 4 Index Cards & Accessories Coin / Currency Sorters Card Files & Holders Poly Envelopes
Invitations Counterfeit Detectors Copyholders Stationery Envelopes
Promo Products Note Cards Desk Pads/Desk Pad Large Format / Catalog

Please note:
Some items are not available for purchase depending on your location. You will not be able
to add these items to your cart and instead may be offered a substitute to swap.

www.friendsoffice.com
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Shopping Cart

Any item that is available for purchase can be added to your shopping cart by clicking “Add to
Cart.” Some items may require minimum order quantities and will be indicated if so. To view all
the items in your shopping cart, click “View Cart” at any time to see a detailed product listing.

£

Search & Filter

Q

Search...

DISPLAY CONTRACT ITEMS
ONLY

®

ITEMS IN STOCK ONLY

®

Brand
Business Source
FriendsOffice
Hammermil

Show More

Application/Usage
Annoucement
Greeting Card
Memory Book

Show More

Business v

Copy & Printer Paper

G

Copy Paper (Value Brand) - 8.5" x 11" -
20 Ib. - 92 Bright - 5000 Sheets - 10
Reams / Carton

tem Code: FRICOPY811A
. g @y & Printer Paper

4,720 In Stock!

Buslness Source Premium
Multipurpose Copy Paper - 92
Brightness - Ledger/Tablold - 11"x 17"
- 20 |b Basls Welght - 2500...

_ategory Copy & Printer Paper
775 In Stock!

$77.07

1 ADD TO CART

+ Add to favorites Compare

SEARCH o

=

-

BuslIness Source Multlpurpose Copy
Paper - 92 Brightness - Letter -8 1/2" x
11"-20 b Basls Welght - 5000 / Carton
-A..

-]
tem Code: BSN3659
Cateqory Copy & Printer Paper

549 In Stock!

$60.27

1 ADD TO CART

<+ Add to favorites Compare

Your Account

Your Cart
Total: $0.00

10 items found

«

Hi, arietest
-
(14566)

Buslness Source 3HP Premium
Multipurpose Copy Paper - White - 92
Brightness - Letter-8 1/2"x 11" -20 b
Basls Welght...

-]
ategory Copy & Printer Paper

224 In Stock!

$70.65

1 ADD TO CART

+ Add to favorites Compare

You can also filter the results to only show your Contract
Items or only the items that are currently in-stock. These
filters are located on the left-hand side and quickly let you

find the items you need and how many are available.

Yellow flags signify a special Contract item. These are
products your organization has approved for purchase.

Once you're ready to complete your purchase, click

“Checkout.”

www.friendsoffice.com
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Enter coupon code

®, LiveChat & QuickOrder [N Favorites List

ﬁ 1 items in your cart

Copy Paper Value Brand - 85x 11
- 20 Ib. - 92 Bright - 5000 Sheets -
10 Reams Carten

Join Our Email List

Your Account Your Cart

Total: $42.69

(4] ©
l:l g we @

< Apply coupon

Hi, arietest
(14566)

I Search cart

l

Cart subtotal

b
I

Order total

$42.69

$42.69
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Shopping Cart

In your shopping cart, you can “Export cart’, “Print cart’, “Save cart’, “Proceed to checkout” or
“Clear cart.”

To add a comment to a line item, select “Add Line Reference” You can add an “Attention To” on
the Checkout page. If you have a coupon code, you can enter it and click “Apply coupon” before
proceeding to checkout.

t, 800.427.1704 % inform@friendsoffice.com o @ ®, LiveChat & QuickOrder § Favoriteslist -  Join Our Email List

Your Account 1
Your Cart
SEARCH i
- o Hlia”EtESt v ° TDtaI: $42.69
(14566}
= SHOP ALL INK & TONER FINDER « SOLUTIONS CATALOGS ABOUTUS CONTACTUS

Name Price Total Quantity

(' Business v

Copy Paper (Value Brand) - 8.5" x 11" - 20 Ib. - 92 Bright - 5000 Sheets - 10 Reams / Carton i=

Item Code FRICOPY811A
¢ i o e @0
()_Add Line Reference

ﬁ",ﬁ ‘Contract ltem
e
Cart subtotal $42.69
Order Total $42.69

™ Proceed to checkout

www.friendsoffice.com
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Checkout

When you're ready to checkout, you will be asked to review your order details. Select the correct
shipping address, add an [Attention To] if required, and click “Continue”.

If you need to change your order, click“Back to Cart".

(A Express Checkout

< Back To Cart

Contact Details

Name arietest
Email inform@friendsoffice.com
Company DEMO, TRAINING

Shipping Details Order Summary
Shipping Address Billing Address 1item in your cart -~
saved Addresses Copy Paper (Value Brand) - 8.5"x 11"
:ﬁqmo:cc(?c?uugs PAYABLE, 2300 BRIGHT RD - 201b.- 92 Bright - 5000 Sheets - 10
Select an Address - d Reams / Carton
FINDLAY, OH, 45840
us e 1 ftem | tem Code FRICOPYE11A
FRIENDSOFFICE TRAINING/DEMO ' Caniract fi=m
2300 BRIGHT RD $42.69
FINDLAY, OH, 45840
us
Subtotal 542.69
TAX $0.00

Attention To: TOTAL $42.69

]

www.friendsoffice.com
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Checkout

Next, confirm your shipping options and click Continue.

Shipping Options Order Summary

1 item in your cart ~

Shipping
Copy Paper (Value Brand) - 8.5"x 11"
o . - 20 Ib. - 92 Bright - 5000 Sheets - 10
Copy Paper (Value Brand) - 8.5"x 11" - 20 Ib. - 92 Bright - 5000  $42.69 Choose a shipping option: Reams / Carton

Sheets - 10 R Carto
& s e_ams ,f. arton e 1 item | ftem Code: FRICOPYS11A
s 1 ftem | frem Code: FRICOPYS11A @ Shipping and Handling 50.00 ail Contract tem
Contract ltem 54269
Subtotal 54269
TAX $0.00

TOTAL $42.69

Review & Pay

Lastly, enter any Order Notes or PO Numbers and click “Place Order” to complete your purchase.

Review & Pay Order Summary

Order Note PO number 1item in your cart ~

Copy Paper (Value Brand) - 8.5"x 11"
- 20 Ib. - 92 Bright - 5000 Sheets - 10
Reams / Carton

o 1 ftem | Irem Code FRICOPYE11A
g Contract kem

$42.69

Choose Payment Method

Charge to my FriendsOffice A@
Shipping FREE

TAX $2.88
Place Order
TOTAL $45.57
Enter alternate credit card

If you are a credit customer, your payment method will default to “Charge to my FriendsOffice
Account”. If you want to pay by credit card, click “Pay by Credit Card” and follow the instructions.

Shipping and Handling

Subtotal 542,69

www.friendsoffice.com



