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1. How to Place a Sales Order:

—> 1.1) Login :- On the Login screen, enter your Username and Password. Click the golden
Login button.
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Login Button

—> 1.2) Click on Sales Order :- On the Dashboard screen, click on the blue Sales Order button.
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In some organizations, the ability to share and edit electronic documents is essential
to their operations. Used properly, file sharing can enhance productivity, creativity,
and collaboration. Used improperly, it can cause data security nightmares.

Hackers and other cyber crooks are always looking for the weak spot in any network
security system. They're constantly probing and testing firewalls and antivirus
software, or going on "phishing” expeditions looking for victims. But, sometimes, they
get lucky and an unsecured document or email just drops into their laps.
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—> 1.3) Click Add Items :- On the Sales Order screen, click the Add Items button.
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PO Box 150008 Office of Claims (RM:GFS:F:C) PO Box 150008 Office of Claims (RM:GFS:F:C)
Charleston, SC 28415-5008 Charleston, SC 28415-5008

ORDER INFORMATION ‘ORDER TOTAL

ORDERED BY: Lanetta Johnson SUBTOTAL:
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PO NUMBER: ORDER COMMENTS:

ITEMS INCLUDED IN ORDER
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~> 1.4) Choose how you want to find your item :- On the popup, choose how you would like to
find the item you are looking for.

Find Items
Find items by:
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© categories %‘ Filter your items by these
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O items filter option
@ searching:

EQ10007 X191 Xerox Copier 123778 Waste Management (WM00)

EQ10054 X191 Xerox Copier 234234334 Waste Management (WM00)
HR Lobby

EQ10059 335 Copler sfsdfsd2343 Waste Management (WM00)
testing termination

EQI0061 X191 Xerok Copier 23432343 Waste Management (WM00)
testsdfaf dsfsda

EQ10062 X191 Xerox|Copier ~ 234343abcll Waste Management (WMO0)

\
Choose the equipment you need supplies for.

—> 1.5) Enter the quantity you would like to order :- On the new popup, enter the quantity you
would like to order. Then click the blue OK button.

Enter Item Quantity

e

70C0Z50  Lexmark CS/CX310/410/510 $290.00
BLK/Color (40k) Imaging Kit

80C1SCO  Lexmark 810SC CX310/CX410 $105.91
/CX510 (2K) Cyan Toner

80CISKO  Lexmark 801SK CX310/CX410 $73.63
/CX510 (2.5k) Black Toner

80CISMO  Lexmark 801SM CX310/CX410 $105.91
/CX510 (2K) Magenta Toner

Enter the quantity and click ok

—> 1.6) Click Save :- Once you have added all the items you would like to order, click the golden
Save button. You will get a Thank You popup confirming your order was submitted.
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ORDER INFORMATION ‘ORDER TOTAL

ORDERED BY: etta Johnson SUBTOTAL:
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PO NUMBER: ORDER COMMENTS:
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m Eguipment Rumber Sxiended Price -

168168 Developer EQI0007 $425.00 $850.00 x

‘} Sub total: $850.00

Click Save after verifying the items you want to order.

New Sales Order Saved

‘ Thank you.

Your order has been

| Q submitted and will be
processed as quickly as

‘ possible.

Reference number: SQ1036

Click OK to close the popup.
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