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Continuing QOur Valued Business Partnership

ONLINE ORDERING GUIDE

Account Executive
Keith Courtney
Phone 434-989-4305
kcourtney@thesupplyroom.com

Customer Service
Shelby Haigh
Phone (434) 979-3392
Fax (434) 979-3955
shaigh@thesupplyroom.com

Online Ordering Support
Phone (804) 412-2730
ecommerce@thesupplyroom.com
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Punchout to the Supply Room site through UVA Marketplace
Enter the user name UVAemployee at the top right of the screen.
Enter the password strategicvendor.

Online Ordering:
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Shop as a Guest | Forgot Password?
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m SERVICES OUR COMPANIES

Everything your business needs. Delivered.
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Once logged in, you can search for and add items to your cart in a few different ways.

Quick Order
You can access Quick Order at the top of the screen. If you know the item numbers of what you'd like to
order, Quick Order is the quickest and most efficient ordering method. Once you finish adding items, you can
add to cart and/or favorites. You can then submit your order or continue shopping.

| Home Quick Order Ink And Toner = Favorites = My Accounts Live Chat Online |

L\ \ Saved Orders: 0
(r N\ N\ - . : )
I Snc ,I“C. ‘.Enter keywords or item # \> | 'g 1items : $17.55

Advanced Search View Cart Checkout

Welcome back, TSR UVA Coffee Log Out Acct: 1407801-U0VA ACAD
Browse by Category w FEATURED ITEMS | HON FURNITURE
Quick order [EN Show Tips GQuick Crder Seftings

Quick Order Subtotal: $29.44
Clear All Add To Cart And Save To Favorites Add To Favorites
Delete liem # Cruanfity Your Price Comment [ Descripfion
b |EITC1!]4I]!] | (1 “| € $5.541Box | |
Cranberry Apple Herbal Tea, 28/ Box
% |Dungssase | [1 =|x&y $14641 |
Carton -
Sugar Portion Packets, 0.1 oz Packets, 2000/ Carton
” |F3L::|4:1EA | [1 “| €} $9.26 / Each | |
Coffee, Classic Roast, Ground, 30.5 oz Canister
| | b o0 | |
. ______________________________________________________________________________________________________________________________________|
Clear All Add To Cart And Save To Favorites Add To Favorites Add To Cart

Quick Order Subtotal: $29.44




Item search features

Favorites - use a favorites list to quickly access a list of items that you order frequently. You can also preset
guantities for each item on your favorites list.

‘ Home  Quick Order  Ink And Toner =  Favorites = My Accounts = Live Chat Online

Manapge Favorites Lists

Saved Orders: 0
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. 1 items : $17.55
ISRC inc. (e N
Advanced Search

View Cart Checkout

Welcome back, TSR UVA Coffee Log Out Acct: 1407801-UVA ACAD

At the top of your screen, click Favorites and select a Favorites list. When the items display, you can:
e Select one, several, or all items to add to cart
o Edit quantities before adding to cart or once you are in the view cart screen

Manage Favorites UVA Breakroom M Print
Shop Favorites Lists 8 DetailedView () Summary\Vizw

Showing It 1 to 50 of 261 Sort b ; ing -
MY LISTS awing ltems 110 o o Yl Iltem # Ascending - Default v |

= LA Breakroom

SHARED LISTS % Select | Add to Cart Compare ItemsperPEgEIEl MAPM
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= Chemicals & Janitorial Supply Add fo Cart
(1 1 in cart
= Cleaning & Breakroom (2)
= Food Service (187) ) )
= Janitorial & Sanitation (8) Bigelow c; 518.24 ] Case
= JanitorialMaintenance & TEA BIGELOW LEMON LIFT &/ 28 SrNEIaan0ag=s
Lunchroom Supplies (4) I Comments
= Miscellaneous ltems (35) | 1 - | Qty
= Office (2) B .4
= Restroom Supplies (1) Add to Cart
= Soaps/ Cleaners (3)
Bigelow ¢: $3.04/Box
) ' BKMBIDOOD0D24
L BICELOW. TEA, EARL GRAY, BIGELOW, 28/ BX Z
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r -
~— o
Add o Cart
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+! Comments — T
e R
Add o Cart
BKM € AE T

You can also use the Categories on left to drill down into the favorites list. You can also search for any items
and create your own favorites list(s).



View Cart

View your cart at any time during the order process by hovering over View Cart at the top right of your screen.

| Home Guick Order Ink And Toner = Favorites =

My Accounts - Live Chat Online

Saved Orders: D

|Enter keywords or item #

Tsnc,lnc.
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Advanced Search

5 items : $59.99
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View Cart EeiEL0T

Welcome back, TSR UVA Coffee Log Cut

FEATURED

Disinfecting Wipes, T x 8,
Fresh Scent’ Citrus Blend,
351 Canister, 3/ Pack

o

CLO30112

57.42 | Pack
Gty: 1
update

PACKETS
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SUGAR, DOMING, INDIV

BEMDMOODOOODD
10

510,33/ Case
Gty: 1
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Add fo Cart
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View Cart (5 liems)

To view your full cart, click on View Cart rather than hovering over it.

When viewing your cart, any changes you make are automatically saved. This is a great place to verify you are
ordering the correct items and quantities.

You can also add a line item comment that will print on packing slips/invoices.



Cart View

You can change the quantity of or remove items from the cart view. When you are ready to place your order,
click the Checkout/Submit button.

Welcome back, TSR UVA Coffee Log Out

FEATURED |

H Print
Shopping Cart - P
Confinue Shopping ltem Total: $42.44 [fee—
Empty Cart Save Order +|Expand All Collapse Al
» UNWA COFFEE | BREAKROOM 4 llems : §42 44
Item # Your Price Cluantity Packaging Ext Price Remove
BKMEB 000000341 C__,' 517.685 7 | 1 - | G-k 2x/Caze 517.55 4
Case i
TE iV LUNS TN LUPN ) w oo
= Comments: |
BKMHLOO00047481 C__,' $7.14 / Box | 1 - |5:I—Ea:h."E:n< 57.14 F 4
SWISS MISS 500 BX
Comments: | |
BKMDMO00000010 C__,' $10.33 7 | 1 - | 2000- 510.33 b 4
Case = | Each/Case
;," SUGAR, DOMING, INDIV PACKET 5
e Comments:
oL |
CLO30112 C‘_I,' 57.42 / Pack | 1 - | 105/Pack 57.42 b4
Diginfecting Wipes, 7 x 8, Fresh Scent/ Citrus Blend, 35/ Canister, 3/ Pack
Comments: | |
505K )




Edit Order Details

After you click the Checkout/Submit button, the Edit Order details screen will display.

You must enter your shipping address for desktop delivery and T & E card information in order to process the
order. Enter any special instructions to ensure an accurate delivery.

B

1
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Tsnc,lnc.

Edit Order Details

Live Chat Online Log Out

Checkout - Edit Order Details

Account
Department
Billing Address
Name
Address
Suite
City
Shipping Address
Name
Address
Suite

City

Continue Shopping

UVA ACAD

Blank Department

UVA ACAD

P.O. BOX 400197

COFFEE

CHARLOTTESVILLE, VA - 22004

‘ ENTER DEPARTMENT NAME

STREET ADDRESS

BLDG, ROOM OR SUITE

CHARLOTTESVILL|[VA ¥ | {22004

(XXXXR-XKXK)

Shipping Method

Additional Instructions

Purchase Orders

* Payment

Special Notes

Free Delivery

Shipping Instructions

Special Instructions

Phone/ext

® Enter credit card information

Card Type | Americ anExpress X

Number [

Expiration [1 v |/[2016 v
Update Changes

Cutoff time for next-day delivery: Orders placed by 5:00 pm will be delivered on the next business day.

Cutoff time for UPS Customers for next day delivery is 3:00 PM.

Site Maintenance is performed daily from 8:15 pm to 9:15 pm EST for end of the day processing. You will not
be able to log in during this time.



