Tips for ordering on the Mills web site

Access from shop.mills.ca:

Sign In / Register Quick Links Helg

Logon ID
Password
Remember me

Choose Shipping Account

If you have more than one shipping account, use a dropdown to choose the correct account:

My Account{1157458) Quick Links Help/FA

1157454

1157458
2557211

5551001

Quick Order form

Using the Quick Order form is the fastest way to enter orders if you know what you want to buy.

In the Item Number box, you can enter the item number that you want to order. If you are ordering just
one of an item, you don’t need to fill in the quantity because that is the default. Any items entered
incorrectly will have a red circle with a message saying “Incorrect item number”. Once you have
correctly entered all of the items that you want, scroll down and click the red “Add to Cart” button. . You
will get a message saying, “ltems added to shopping cart successfully!”.

Quick Order Form

5KU Qty Product
1 [23007-00 1 Basics Cluick Setup Storage Boxes 12° x 15" x 107
2. I55034-02 | 1 Paper Mate Write Bros Ballpoint Pen
5. [10081 | 1
Incomact item
numboar



To go to your cart, hover over the cart picture on the top right of the menu bar, Then click the “Go to
Current Order” box.

ites (testing) My Account(1231234) Quick Links

Items in your current order:
i Post-it Adhesive Note
Fﬁ SKU: MMM2053-AL-C
.
\'f" Remove

HP 834 (CF283A) Black Original

= LaserJet Toner Cartridge
A -r SKLU: 10008-01 Cty: 1 $113.29

Remove

Qty: 1 §12.35

Subtotal for 2 itemi(s)

(Tax and Shipping not included) ALt

Go to Current Order

Once reviewed, click the “Checkout” button. The new webpage will show taxes, shipping and handling
charges, if any, on your order. Verify that all is correct on your order, and click the “Submit Order”
button. Depending on whether your order needs to be approved or not, you will get one of these two
messages:

Your order has been submitted for approval.

You will rec eive additional confirmation via e-mail when your order is approved.
WOCS Cart 1D: 62967465347

Order Number:

Cart MName: 2017-05-15 11:22:02.528

Crder Date: June 12, 2017

Thank You!

We appretiate your business

WCS Cart 1D: 726543400927

Order Number:

Cart Name: 2017-06-12 15:41:16.691
Order Date: June 12, 2017

Checking on your orders

If you click your account number at the top of the web page or choose “My Account” under “Quick
Links” on the menu bar, it will take you to the account information page.

On left side of this page are links to view your Orders: Saved Carts, Order History and Recurring
Orders.

B My Account

© SETTINGS

Change Password

Order History

Recurring Orders

On the right, you can see these.



Recent Order History

Submitted Cart Name Sales Order # PO Amount Status
2017-08-12 2017-03-16 11:22:02.528 APPRWL 85.34 Awaiting Approval
2017-05-11 Edit test test 122.44 Order Received
2017-05-11 Edit order test 622 Order Received
2017-05-11 2017-05-11 16:36:19.715 test 30.55 Order Received
2017-05-11 DeclineTest test 122,44 Rejected
2017-05-11 2017-05-11 16:36:52.4M1 test 87.64 Order Received

This is a real-time view of the status of your orders. When you have submitted your order, the status
will read “Order Received” or “Awaiting Approval’

You can view invoices by clicking the “My Invoices” link on the left.

Account Statement

Click on an underlined link to see the items charged on that invoice.

All Invoices
=
Show 10 v entries Search:
Invoice # Date P.O. Sales Order Total

201706-50992 2017-06-09 N/A 201706-50992 78.93
201706-51571 2017-06-09 N/A 201706-51571 3220
201706-52340 2017-06-09 N/A 201706-52340 164.00
201706-52350 2017-06-09 NA 201706-562350 1M1.79
201706-52361 2017-06-09 N/A 201706-562361 115.54
201706-43049 2017-06-02 N/A 201706-49049 1561.29
201706-49072 2017-06-02 N/A 201706-49072 9.13
201706-49332 2017-06-02 N/A 201706-49332 88.28
201706-49370 2017-06-02 NA 201706-49370 8371
201706-43410 2017-06-02 N/A 201706-49410 150.08

Showing 1 to 10 of 886 entries

Previous 3 4 89 Next

Note: If your online profile is set up as a Shopper, you will be able to view the invoices for orders
that you have placed. If you are set up as an Administrator, you will see all invoices for the

account regardless of who has placed the order.

There is a search function to find invoices. Type in the P.O. invoice or sales order number in the

“Search” box.

Invoices can be printed by clicking on the printer icon once the invoice has been selected. Click on the

“Print” link.



INVOICE DETAILS

Invaice_Details Invaice Amount and Date

Shipping Address

Amount :$295.00
Date :2017-06-08

Invoice # :201706-51796
Account : 1157454
Cost Center : 115745R-IMPERIAL

IMPERIAL OFFICE
PRODUCTIVITY,IMPERIAL PO BOX
510,8510 MAIN

o]

Billing Address

MILLS PRINTING & STATIONERY
COADMIN 1111 CLARK
DRIVE VANCOUVER,BC V5L 3K5,

OFFICE PRODUCTIMITY STREET,0S0YQO0S,BC, VOH 1V0, CAN.
Shipping Method - MILLS CAN
Transaction Summary
I Select All Item description uom Price Quantity Invoice Total
Sunscrn Sprt Spray SPF30 177mL NA 532 210 111.72
46228-00
Ngst [25321]
SunZone SPF 60 Work Lotion - Tube NIA 808 80 B4.72
86230-00
Ngst [EMP25242]
Sunscm Sprt Spray SPF45 177mL NIA 546 40 21.84
4623300
Ngst [25331]
SunZone SPF 50+ Kids Continuous Spray Irg NIA 8.06 120 96.72

86233-00
Ngst [25438]

Reorder entire orders

When reviewing an invoice, customers can reorder an entire order from a previous invoice by clicking
the box to the left of “Select All”, then click on the red “Add to Cart” box.

Transaction Summary

“iSelect All

ltem description

Sunscm Sprt Spray SPF30 177mL

46228-00
Ngst [25321]

SunZone SPF 60 Work Lotion - Tube

=]

#6230-00
Ngst [EMP25242]

Sunscmn Sprt Spray SPF45 177mL

45233-00
Ngst [25331]

SunZone SPF 50+ Kids Continuous Spray Irg

B86233-00
Ngst [25438]

CREIEN G vroene

You can also re-order an entire order by viewing the order history and clicking Re-Order in the right

hand column.



Orders Waiting for Approval

Order History H
Show 10 v entries Search:
Submitted - Cart Name Sales Order # P.O. Status Amount Action
2017-D8-08 2017-06-09 17:31:24 476 7100773558 Order Received 24295

Showing 1 to 2 of 2 entries

==
2017-05-25 2017-05-25 14:01:38.405 201 705-45646 T100F73558 Shipped 141.03

Reorder partial orders

Select products can also be reordered from an invoice by clicking the box beside the products you wish
to reorder and then click “Add to Cart”.

Transaction Summary

Select All Item description
- Sunscrn Sprt Spray SPF30 177mL
= 46228-00
Mgst [256321]
- SunZone SPF 60 Work Lotion - Tube
86230-00

Ngst [EMP25242]

e Sunscrn Sprt Spray SPF45 177mL
46233-00

Ngst [25331]

SunZone SPF 50+ Kids Continuous Spray Irg
86233-00

Ngst [25438]

ot

Note: The same process can be followed to add products from previous invoices to a “Favourites”
list.



Changing Delivery Date

There are two different options that are found at the bottom of the page where you “Verify and Submit”
your order. To use these features, you must do this just before you submit the order.
1) Future Ship Date

Change the delivery date by clicking in the circle to the left of “Hold Order and Place”, then clicking on
the calendar. Choose the date which is one day before you want delivery. (Use the blue right arrow to
the right of the month name to move to the next month.)

Shipping Method

Cur Truck A

Shipment Schedule

'Place Order Now

CPlace Order Now and Repeat
Every day v {

siHold Order and Place

o June 2017 °

Su Mo Tu We Th Fr Sa

1213 14 15 16 17

25 26 27 26 29 30

2) Repeating Orders

Place an order today and have it repeat at designated intervals by clicking on the circle to the left of
“Place Order Now and Repeat”, then click on the down arrow to see the options: Every day, Every
week, Every 2 weeks, Every 3 weeks, Every month.

Shipment Schedule

Place Order Now

#Place Order Now and Repeat

Every day ¥
Every day

Every 2 weeks
Every 3 weeks

Every week
Every month




Changing Shipping Address

Most of the time you will not have to change your shipping address. The shipping address will be the
one we have on file for the account you are ordering for.

To change an account’s address permanently, email bos@mills.ca with the address change.

To ship to a location which is not the usual place of business, click in the circle next to “Create Shipping
Address:

Shipping Address

dcimino@mills.ca-115745A-51
ADMIN.

1111 CLARK DRIVE
VANCOUVER | BC WBL 3KA
6042547211

+ Create Shipping Address

The street address should be entered in the Address 1 field unless you want to indicate the department
or floor for delivery. Then put that in Address 1, and put the street address in Address 2. You do not
need a Company Name because that is attached to the account number.

Create Shipping Address

First Name: *
Last Name: *
Company Name:
Address 1: *
Address 2:
City: *
Province [ State: *
Alberta v
Postal / Zip: *
Country:

Canada v
Phone: *


mailto:bos@mills.ca

Special order items and messages

There is a spot to enter special order items. When you go to the “Checkout” screen, scrolling down a
bit will reveal the “Order/Shipping Comments” box. This is where you can put those items that you
couldn’t find on the online system.

Please make sure this is a box of paper and not a ream ‘ ‘
|of paper. A! Enter your coupon here Apply

Back Submit Order Copy Cart and Save As Delete Cart

This box can also be used to add any shipping comments such as “Deliver to reception on the 20th
floor”.

Search for items using the Search Products box

Enter the type of item you are looking for in the “Search Products” box, and click the “Search” button.

I All = | stapler Q l

From the search results, you have a number of options for sorting the results including Price, SKU, and
Name.

PRODUCTS: [ 1-15of 80 )
SORT BY: Relevance | default] ~

Relevance ( default)
BostitchE B400 Exeq

Mame- Asc
All metal construction. Ean
£9026 Mame- Desc
Price | Low to High)
$13.14 - 2
EACH Price [ High to Low)
SKLU- Asc
SKU- Desc




You can also use the Selection column on the left to narrow the results by categories like
Environmentally Preferred Products or Brand).

@ Current Selection

Search Term: Stapler

Ix]

@ Environmentally Preferred Products

© BRAND

© Color

© Brand Name

© Product Type

© Sheet Capacity

© Recycled

[ SV | M -

From the search results, you may also need to select the colour or other distinguishing type of item
from the dropdown before clicking on the Add to Cart button.

Sharpie® RT Retractable Permanent Marker Fine Tip

Easy push button allows for one-handed use and eliminates cap loss. Features a tight sealing valve to prevent dry out and leakage. Fine t...

S, ~— 43063
$1.26

EACH

Select Colour

Black

Quantity 1
¥  AddtoCart
‘I Add to Favorites

N
Sharpie® Ultra K er

Quantity 1

| Ultra Fine tip.Permanent Also available in a box of 12

Blue
Precise, n
- Sews Red
== 43108
e Sear —
$0.81
EACH
Select Colour  Black

¥  AddtoCart

‘: Addto Favorites



Create a Favorites List

On the menu bar, hover over My Favorites option, and choose “New Favorite” from the dropdown box.

[4)
Quick Order Form Online Flyers Carts (2017-06-12 15:01:29.654) My Favourites My Account(115745A) Quick Links Help/FAQ

New Favourite

Your Favorites List is automatically named as the date and time. To change the name of the list, click
the new list that was auto generated, and it will take you to the admin page of the list. You can edit the
list by renaming it in the top left corner.

LIST NAME: | 2017-06-12 15:08:23.528

Account: 1157454

Type a SKU aty | | Add to Favourite Copy Listand Save As | Delete This List EHEICRUTENN - |

Show 10 v entries Search:

Image Name SKU Color Qty Price uom Sort - Actions

No data available in table

Showing 0 to 0 of 0 entries

Delete Selected m Add Selected to Cart

See something while browsing that you would like added to your Favorites List? Before clicking
the “Add to Favorites” button, please ensure that the correct Favorites List is selected in the
dropdown box at the top of the screen.

Shopping from a Favorites List

On the Favorites List, click the empty box to the left of the item you wish to order.

\ ‘&{L Basics Premium Copy & Multipurpose Paper 51018-00 N/A 1 $37.69 Net CARTON 1
-
— Example Only need first month each quarter
A4
Xerox Black Solid Ink Stick XER108R00749 N/A 1 $288.98 Net EACH 1
L
Example Only need first month each quarter
A
owing 1to 2 of 2 entries

When you finish selecting from your Favorites List, click the “Add Selected to Cart” button at the bottom
right hand of the screen.

Continue shopping by browsing for additional items or using the Quick Order form and adding them to

10



your cart.
Returning Goods

On the www.mills.ca website, there is a menu item under Customer Care Centre called “Return
Merchandise Authorization” which will take you to a webpage to fill out called “Fast, Easy Returns”.

mM I I I s ABOUTUS PRODUCT FURNITURE CUSTOM PRINTING CUSTOMER SUSTAINABILITY BLOG
Catalogs Experts Care Centre

OFFICE PRODUCTIVITY

Customer Care Centre

FAST, EASY RETURNS Open an Account

3

Order a Catalogue

RETURN MERCHANDISE AUTHORIZATION FORM

Terms and Conditions

Once your RMA request is received and authorized by our staff, you will get an email acknowledging

our receipt of your request. If there are goods to return, a driver will pick them up and will sign and
leave a copy of our “Return Merchandise Pickup Request” for your records. If you have any special
instructions, please add to the “Reason for Return” section.

Need Help? Call Customer Service at 604.254.7211 or 1-800-665-6457 (8am-5pm, M-F)

You can also ask a question in an Online Chat by clicking this box:

We would be happy to assist you!

11


http://www.mills.ca/

