ORDERING GUIDE INTRUCTIONS RUDOLPH’S PLUS

Go to http://www.rudolphsupply.com

= Please enter your username and password in the top right corner of the page.
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Once logged in, ensure that the account information is correct. You will see a Welcome
back, with your name & account # and name in the bar below our Rudolph’s Logo.
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Contracts
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and Savings

Click heres

The first time you log in with your username and password you will need to choose a security
guestion and update your password. You can use the same password that was set up for you if
you would like.

If you order for multiple departments you can easily change departments by going to the My
Accounts header and click on Choose Account.

You may change your password by going to the My Account section at the top of the page and
selecting Edit Profile. Your password must be a minimum of 6 characters long
and is case sensitive.

My Accounts — You will find this drop down menu at the top of the page. You can find your
Order History, Saved Orders. You can also change your information by clicking Edit Profile. This
allows you to change your password, security question, email address and phone # from this
screen.
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Daily orders placed by 5 p.m. will be delivered on our next business day. Orders delivered by UPS will need to be
placed by 3 p.m. for next day delivery. Due to end of day processing, our web ordering site is unavailable daily %

from 8:15 p.m. to 10:00 p.m. EST.

to return an

Item Search Bar - This will search our entire catalog for items. Take advantage of our filter

item

center when you are searching. This will be on the left side bar while you are searching. This will
also help narrow your search. If you have an item number that does not appear, please go to the
button that says QUICK ORDER at the top of the page. (See example above).
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Quick Order - This is where you can quickly add item numbers to your cart. Our items usually
start with a 3-letter prefix followed by numbers. You will enter that item number with no spaces
or dashes. (Or you may leave off the 3 letter prefix and just enter the item number itself) Once
items are added to your cart, other available items may appear for you to choose from. There is a
space to add comments if necessary and this will be printed on your invoice. This is an easy way
to determine who in your company receives which items. Our customer service department
and/or drivers will not see this information. Items will add to cart as you enter them.(If you
have any special delivery requests you will need to call customer service)

Laundry/Office Essentials List - Rudolph’s can create a list of categories with your
contract items and/or most bought items. You are not able to add/delete items from this list. If
you would like to use this feature please contact your Sales Representative. See example above
on how to access this feature.

Favorites - Create lists for easy and quick shopping. You can add to your Favorites while you
shop and from the order history. You can share your lists with other online users within your
company as well.

Home Quick Order Ink And Toner « Favorites - Contracts - My Accounts « |
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Ink & Toner_- Enter Brand, Series, Model and/or Cartridge #. It will show OEM and any
compatibles that we have available as well. You can save your search and it will display on the
drop down box under Ink and Toner and on the left hand side of the Ink & Toner page as well.
Basically it is like making a favorites lists for your Ink & Toner.

View Cart - This can be found in the top right. (See example above)

Check Out - You will find this button under My Shopping Cart on the left hand side. You can
add PO numbers, Attention Names and Credit Card Information before you submit your order.
Verify your shipping information and items placed are correct.

' Your order requirss approval. Dept: Blank Department
The ordsr will b submitted for approval to: Lor Zegler
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e Order History - You can search your ordering history for the past 6 months. Click on the

Order History button under the My Accounts section. All orders whether placed by customer
service or online, can be viewed here. You can print invoices, which will show the delivery date,
time and number of packages signed for. Just click on View to print the invoice.

Search Tab - You can do a search by specific dates, item #, purchase order #, or by the

invoice #. Just click on the search tab on the order history page. (See example below)

Search tab

Click the
(+) to see
the items
ordered.

Check the
box next to
the item to
add to
favorites or
to add to
your
current
cart.

My Orders

You can check delivery status, easily reorder items you need frequently, and copy orders to Favorites lists here. To begin. use the

\search form to retrieve the order you want.

Search m
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Ordered By
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+ $0.37 ] 7/24/2013

\ + E| 1937281-0 |77 $37.78 1] 7/24/2013
= 1937280-0 |77 $0.68 1] 7/24/2013
1
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4 | 1 |
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+ | @ [1937275-0 |77 $37.78 ] 7/24/2013
+ | @ [1937274-0 77 $37.78 1] 7/24/2013
+ | @ [1937273-0(77 $37.78 I} 7/24/2013
+ | B [1937271-0 |77 $37.78 1] 7/24/2013

4 1 | 3

Page of 3l s um View 1 - 10 of 24

Expand Add to favorites
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LOG OUT - This is located below our Rudolph’s logo in the gray bar with your name
and account #.

Cutoff time for Next Day Delivery: Orders placed by 5:00 pm will be delivered the

next business day. The cutoff time for next day delivery for our UPS customers is 3:00
PM. Also, our online ordering site is down daily from 8:15 pm to 10:00 pm for end of
the day processing. You will not be able to log in during this time.
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Did you know that you can now pay your invoices with a credit card
online? You will find that feature under the My Accounts Header and
choose Pay Invoices. l
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