Administrator Capabilities Setting up Approval Routing Assigning Budget Centers Order Approvals
& Managing Users & Credit Card Information & Purchasing Orders

Quick guide for Administrators

on StaplesAdvantage.com

e  —— -~ - Administrator Capabilities:

* Manage Users: Add and delete users, modify user
information, reset passwordsand modify approval
settings

Free next-day
delivery

on all ink and toner. Order by 5 pm local time.
Excludes weekends and holidays. Eligible items only.

* Order Approvals: Some organizations require that some or
all orders be approved by an Administrator before they are
submitted

Approvers review, modify or decline orders

Get started

Approvals © Orders Lists

Karyn Metevier .

. | & Global Approvers can review, modify or decline orders that
¢t £ K they are set up to approve as well as orders that routed to
' another person for approval

* Create Shared Shopping Lists: Create and modify shopping
‘ B lists to be accessed by all your StaplesAdvantage.com users

* Reports: Access your reports to gain insight into your
organizations spend

§57.82

PRODUCTS v SERVICES & SOLUTIONS DEALS  WORKLIFE CENTER

Manage Users:

anage Users Manage Users allows you to add and delete users or modify
Create aNew ser user information

Create a new Supervisor

* Hover over Accountin the header and select Manage
Users

Create a new Associate
‘ssociates can place orders and change thei password

e Click on the appropriate level of user you wish to create:

ot e b i * Administrator — Approves Supervisor orders, is the
— “ second level of approval for Associate orders (if applicable)

Modity

o) and has access to additional functionality

Search for a User Profile Edit User Profiles

) * Supervisor — Creates and submits orders. This is the first
== level of approval for Associate orders (if applicable)and
may have accessto additional functionality

* Associate — Creates orders that may require approval by a
Supervisor

* You will be promptedto enter required information to
complete the new user profile

System Requirements:
For the best experience and You can also search for an existing profile to edit, modify or
Interface StaplesAdvantage.com delete. To save you time, copy an existing user and modify their

is supported on the following name and information specific to the new user being created.
computer operating systems and

the most up to date version of
various web browsers.

Operating Systems

Windows 7, Windows 2000, Mac OS X

Web Browsers
Internet Explorer latest version

Google Chrome latest version

Mozilla Firefox latest version I I Stap I e S

Safari latest version


https://support.microsoft.com/en-us/help/17621/internet-explorer-downloads
https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en
https://www.mozilla.org/en-US/firefox
https://support.apple.com/downloads/#safari
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Setting Up Approval Routing

When setting up a new user, you will add in their required

information and have the ability to include the following options:

Blocked item override privileges

- Can order blocked items

- Orders containing blocked items must route for
approval — note: an approver must be specified when
this option is selected

- Check either box above or leave blank for user to not be
allowed to order blocked items

e Approval requirements and spend limits
- No spending limits
- Route all orders for approval
- Route orders for approval when

- Orders are not within the following user spending limits:

Define an order minimum
Define an order maximum

- Orders exceed the following line total dollar maximum
Define dollar maximum

Select a supervisor/approver by using the drop down menu to
specify user
Click next

Manage Credit Card Information

e If you do not want to manage credit card information for a
user, click next

e Or choose their purchase information privileges by checking
the box on the following options:

- Do not display credit card information to user.

- Allow user to edit but not save to profile (credit card
information can be changed for individual purchases, but
cannot be saved to profile).

- Allow user to edit and save to profile

Add a new credit card

Click next

Create New Associate

Frevieus “

Define User Spending Limits for *lori klein *

Fields marked vith an * are required.

Blocked Item Override Privileges
[ Canorcerbiocked tems
[ Orders containing biocked items must route for approval

(An 3pprover must be specified when this option is selectec)

Approval Requirements and Spending Limits

O Nospending limits
O Route all orders for approval
O Route orders for approval when:

([ orders are not within the following user spending limits:

Ortier Minimurm:
Order Maimum:

[ Ordersexceed the following line total dollar maximu:

Line Total $ Maximum:

Supervisor/Approver: None v
User responsible for managing this profile.

Create New Associate

Manage Credit Card Information for “lori klein * e

#you do not want to manage eredit card data for this user, click Next £ continue.

Purehase Information Privieges G

O Donot display crecit card information to user.

O Ao

o profile (credit cand information can be changed for individual purchases, but cannot be saved to profile)

@ Alor

[ Add New Credit Card @

Previous “

o profile

[ 1Staples
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When setting up a new user, you will add in their required

information and have the ability to include the following options:

Assigning Budget Centers

Select an authorized ship-to location to view available
Budget Centers

To authorize a user for specific budget centers, select
from the list of available budget centers

Click Add Selected to move the selected information to the
column on the right

e To authorize all currently available Budget Centers click
Add All

@ To authorize User for All Current and Future Budget Centers,
check the box

To assign a default Budget Center, select one from the list of
Budget Centers above and click Assign Default

e Click next

Assigning Purchase Orders

Select an authorized ship-to location to view available
Budget Centers

@ Select an Authorized Ship-To Location to view available POs

To authorize this user for specific POs, select them in the list
of Available POs

0 Click Add selected
o To authorize all currently available POs click Add all

To assign a default PO, select one from the list of POs above
and click Assign default

G Click next

Create New Associate

Previous “

Assign Authorized Budget Centers for "lori klein®

[ Setectan Authorized Ship-To Locatian to view avaiizble Budget Centers.

Authorized Ship-To Locations

B Decide the method for authorizing Budget Centers.

To authorize this user for specific Budgat Centers, sslect them in tha lst of Available
Budget Centers and click “Add selected”.

o authorize this user for al currently available Budget P
Centers aswell as allfuture Budget Centers, select the °

checkbox

gAuthorize User for All Current and Future Budge Centers”.
(] Authorize User for All Current and Future Budget Centers
|

| @ Successfully added 1 Budget Centerfs)

To authorize al currently available Budget Centers click “Add i

Search Budget Center

Available Budget Centers
1-50f5

[BC-001:BUDGET CENTER 001
BC-002:BUDGET CENTER 002
/BC-003:BUDGET CENTER 003
BC-004BUDGET CENTER 004
/BC-005:BUDGET CENTER 005

Authorized Budget Centers
1-10f1

Add Selected » 8C-002:BUDGET CENTER 002

AddAll »

IEO

< Remove Al

‘. » “« 3

Previous “

[E) Tossion acefaut Budget Center, select one from th st o Budget Centers atove and cick "Assign Defautt”

Default Budget Center: BC-002 : BUDGET CENTER 002

Create New Associate

Previous “

Assign Authorized Purchase Order Numbers for “lori klein™

(B Select an Authorized Ship-To Location to view avaia
Authorized Ship-To Locations
a Decide the method for authorizing POs.

To authorize this user for specific POs, Select them in the list of Available POs and cick
“Add selected".

o autherize this user for 2l curently avaiable POS 25
well a5 all future POs, select the checkbox
“Autherizs User for All Current and Future POS"

Quick Tig

To authorize all currently available POs click *Add af,
[0 Authorize User for All Current and Future POs

Avallable POs
1-50fs

[FO-001:PURCHASE ORDER 001
FO-002:PURCHASE ORDER 002
IPO-003:PURCHASE ORDER 003
FO-004:PURCHASE ORDER 004
[PO-00S:PURCHASE ORDER 005

Authorized POs

1-50f5

Add Selected » P0-001:FURCHASE ORDER 001
PC-002PURCHASE DRDER 002
PO-003:PURCHASE ORDER 003
PO-004 PURCHASE ORDER 004
PO-005:PURCHASE ORDER 005

AddAIl >

el

« Remove Al

‘ » . »

&

[} Toassign a cefauit PO, sefect one from the ist of POs above and clck *Assign Default”

Assign Defauit Default Purchase Order Number: PO-001 : PURCHASE ORDER 001

[ 1Staples
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There are two easy ways Approvers can view, modify, approve or decline their pending orders before submission.

Approve Orders from Your Home Page or
Account Tab

0 Review the order displayed on your home page
e Or hover on Account, and select Approve Orders
from the drop down menu
Click Approve or Decline - if picking Decline, you
must enter a reason

Review All Orders Pending Your Approval

All orders pending your approval will be presented
Use the left hand filters to search by order
number, approver, ordered by or budget approvals

Global Approvals
Global approverscan approve orders for all users and
approve ordersif an approveris not available.
To find orders submitted to another Approver, click on Click
Here button
Or click on “You can view orders pending approval
for all users by Clicking Here” in order to see all
pending orders for approval

Review or Modify an Order

0 Click on the order number to review or modify the

order
0 Click Modify, to:
- Add a PO, PO Release or Budget
- Change the method of payment
- Edit the delivery date
- Don’t modify
- Note: the Ship-to address cannot be changed
Leave a comment if desired
@ Click Submit Order

émamaa

Approvals @ ° Orders Lists
e S —— -] - -]

Show: 25 | 50 1 75 | 100

Approve orders
You can view orders pending approval for all users by clicking here
er

Approver Actions

.
R—— -
Bpae

Orders / Order details

Order# 7300461135
Order placed: August 31, 2019 af PM
G - ) )

Approval Status: Pending Approval
Pending with: ccqa_adm1_fame ¢
Ordered by:

Deliver to: (BIO APPROVAL) La Mirada, CA 90638

Items for delivery 1item

HON Endorse Collection HONLWIM2ANR26 Fabric Seat Mesh Mid-Back 1@ 5855 EA
Office/PC Chair, Adj. Arms, Mustard
Item: 1847513 | Model: HONLWIMZANR2E

My Cart add o List Pont This Page

DONT MODIFY i $867.91

TOTAL $950.36

SHIPPING INFORMATION ACCOUNTING INFORMATION PAYMENT METHOD

CUSTOM DELIVERY DATE @

Ship To

*508-253.0817

Expocted by: Thursday. Feb 13

M2ANR26 Fabric Seat Mesh Mid-Back Office/PC Chair, Ad) 5867.91 LEA $867.91




