CUSTOMER
SELF SERVICE

TRAINING GUIDE

The main focus of this tool is to make it simple for you to
place orders with our company, at any time of the day, when it
is most convenient for you.

All screen shots in this guide are from the iPad version of the
app but it works the same in a browser
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Before we start, you should have been given the domain to which you need to browse, your username
and your password to access your order entry system.

Once you have that info and have put it to use your screen should look like this...

[

iPad = 9:40 AM
Customer Self Service

4 I__'ﬂ [mm| Q (cssdcmo_stem.com:’signin

G
w.

Sign In

2

Name: [ chris

S

Password: [ ooooool

SIGN IN

Previous

If you are using a browser and not the iPad of course you won’t see the keyboard on screen.

Click the Sign In button and here we go!
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The Welcome Screen...

Before we actually create an order lets cover what is here.

STEP1 Supply Company {viDemo) [empty] Hamrison Bronce
Chicago Unified School District Cart » Account -
| customer Products Welcome
Due To Buy Creating Orders ltems Buttons - adding items to an order
To begin an order, select an Customer Products - items that your company

'Ttems’ button to start adding purchases from us.
items to your cart. To place
vour order, first review your
cart (the 'Cart’ option at the
top of each page), and then

CMI I1tems
Due to Buy - items marked as within 6 days of the next

planned reorder date.

Catalog [tems CMI Items - Customer Managed Inventory - items that

Checkout to place your you regularly purchase, stocked at your location.

Inventory Items order with us. When done, Catalog Items - a subset of all the items we offer, selected
you can sign out through the based on our understanding of what you might need.
'Account’ option at the top of

b Inventory Items - the stock and non-stock items that we
Items On Sale each page. offer.

Items On Sale - just those inventory items that are
currently on sale.

Questions? If you have any questions about this self-service application, or about your
account, please contact us.

Customer Self Service

‘ [empty] ‘ Hamison Bronce
If you click on your account button in the top right you will see this drop Cart» | Account ~
down menu.

Pending Orders

Pending Orders - shows you what orders you have entered into the

system that have not yet been processed. Open Invoices

stoa

) ) ) . item{ |nvoice History

Open Invoices - shows any invoices that have yet to be paid.

rked| Budget Info
Budget Info - shows your budget numbers with our company

Man Start Page
Start Page - brings you back to the Welcome screen (shown above + stod
¢ gy ( ) et of| Help / More Info
1ding

Help / More Info - brings you to short on screen instructional.

stoch Select an Account

Sign Out - signs you out of the system and brings you back to the login
screen.

Sign out

105¢ 1
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Just a look at the screens shown when using the Account drop down menu...

STEP Supply Company (v7Demo) [empty] Hamison Bronce
Chicago Unified School District Cart » Account ~
Account Budget Information
YTD Start Date: 01-Jan-2013
YTD Purchases: $15,305.74
YTD Budget: $24,076.71
YTD Over/Under: (88,770.97)
Annual Budget: $26,000.00
Last Year's Annual Budget:  $24,000.00
STEP1 Supply Company {v7Demo) [empty] Hamison Bronce
Chicago Unified School District Cart » Account ~
Open Invoices
Balance:  ¥18,451.54 Current:  %1,323.26 Past Dus: £17,128.28
Pending Orders:  591,479.18 31-45 Days: Last Payment:  18-Aug-2009
Pending Total: $109,930.72 46-60 Days:  $13,723.60 Ave Pmt Days: 20
CreditLimit:  $30,000.00 61-90 Days:
120+ Days:  %3,404.68
Invoice # Type  Customer PO I"‘;:‘:T)atte" Terms paz‘:ﬁe Invoice Amt Amt Due
112412 IN Dave Smith  07-Aug-2009 Net30 1,551 $275.30 527530
06-Sep-2009
102822. IN 31-May-2011 Net 30 889 $2,83250 52,83250
30-Jun-2011
113206 IN bobtestl 17-Aug-2011 Net 30 811 $18.00 $18.00
16-Sep-2011
& Labia REEE-FETA D 811 520.00 $20.00
STEP1 Supply Company (v7Demo) [empty] Hamison Bronce
Chicago Unified School District Cart » Account -~
214 3258.88 325838
Pending Orders
Order Order Date Merch
Number Target Ship Po Ship To Total Lines Status
113803 05-Dec-2013 Chicago Unified School District $22145 3  CreditHold
11-Dec-2013 Chicago, IL
113800 26-Nov-2013 Chicago Unified School District $27838 3  CreditHold
Chicago, IL
113799 22-Nov-2013 Chicago Unified School District $261.87 2  CreditHold
Chicago, IL
STEP1 Supply Company (v7Demo) [empty] Hamison Bronce
113793  19-Now-2013 Chicago Unified Schoo Chicago Unified School District Cart » Account ~
Chicago, IL
113788 08-Nov-2013 RarTrrR R el Customer Products Help [ More Info
08-Nov-2013 Chicago, IL
Getting Started
113786 07-Nov-2013 Chicago Unified School D Buy Lo . B B .
N We are providing this on-line tool to improve our service to your company.
Chicago, IL
Entering Orders
113784 05-Nov-2013 Chicago Unified School D [REUNIE LI .g ) ) o )
Chicago, IL The main focus of this tool is to make it simple for you to place orders with our

i

Inventory Items

Items On Sale

company, at any time of the day, when it is most convenient for you. After you
sign in, you will add items to a cart, and then turn that cart into an order.

You add items to your cart by selecting one of the 'Items’ buttons, and then
filling in the online forms that appear. After adding items to your cart, you can
review your cart by tapping the 'Cart’ button at the top right edge of the page.
When you are ready, you can place your order by selecting the option to
"Checkout’ and "Place Your Order’.

Your cart will remain available until you place your order or until it has been
left inactive for more than seven days. You can start an order in the morning,
and come back and finish it at a later time.

Account Information

In addition to reviewing products and placing orders, you can also review
account information such as Pending Orders, Open Invoices, Invoice History,
Proof-of-Delivery Tickets, and Account Budgets. This account information is
accessible by tapping the "Account’ button in the top right corner of each page.

Customer Self Service
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To create an order Start by choosing an Item Button on the left. (In this case all we have chosen Due
to Buy) This is a list of Items that you already buy from us regularly and are going to run out of by the
time you order again..

STEP1 Supply Company (v7Demo) [empty] Hamrison Bronce
Chicago Unified School District _ Cart » Account +

: Items Due To Buy
Customer Products
GREEN PRODUCTS
Due To Buy . . .
CHEM: Finish/Clnr/Seal/Strip _P['l_c_e_ La_:._t{Ne')q:_Date Last_('(_'tv QKQ?E_Q_EV_
551 549,04 2 2
CMI Items Formula 55 Stripper 04 case 10-5:5[]-‘0}3 case
2 -2.5gal Per Case 22-5ep-2013 case
Catalog Items
EQUIPMENT
Inventory Items FHLE URE L AT RS LoE sl SR Order Oty
100331 51324 pack  17-Aug-2011 1 k
Mi Lined filter b &% pac -Aug-L pac
Items On Sale wﬂf ne erbag 21-Aug-2011  pack
611783 s15 S
Viper/ Lite Trac paper bags 15.22 pack 10'5[5[3"0]:3 3 caze
10/pack 20-Nov-2013 case
TOOLS
TOOLS: Pads - Floor Pads Price Last/Mext Date Last Qty Order Qty

17WHI
17" White Buff Pad

Add To Cart [

10-Sep-2013 5 case

Customer Self Service displaying 46 of 46 items

To add an item to the cart simply click in the Order Quantity box and enter the quantity you would like
to order. If you have more items to order just keep going. Enter quantities for all the items on this list
that you need to order and then click the Add To Cart button on the bottom.

STEP1 Supply Company (viDemo) [empty] Harrison Bronce
Chicago Unified School District _ Cart » Account ~

[tems Due To Buy

Customer Products

GREEN PRODUCTS

Due To Bl
uy CHEM: Finish/Clnr/Seal/Strip

551
Formula 55 Stripper
2 - 2.5gal Per Case

CMI Items

Catalog Items
EQUIPMENT

Inventory Items EQU: Vacuum Accessories

100331
Micro Lined filter bag
10/pk

pack
Items On Sale

611783
Viper/ Lite Trac paper bags
10/pack

case

TOOLS

TOOLS: Pads - Floor Pads Price Last/Mext Date Last Oty Order Gty

17WHI
17" White Buff Pad

Customer Self Service displaying 46 of 46 items
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You will be able to see the cart status change to show you how many items you have added and your
total order dollar amount. At this point you can go to your cart and get ready for checkout or you can
keep adding items to the order. For this example lets keep adding items. Let’s say you need to order
an item that you have never purchased from us before. To find it click the Inventory Items button on the
left.

STEP1 Supply Company (viDemo) [empty] Hamrison Bronce
Chicago Unified School District _ Cart » Account +

Inventory ltems |~ All Categories -- |~ |-~ All Sub-Categories -- v

Customer Products

GREEN PRODUCTS

Due To Buy
CHEM: Aerosols Price Order Qty
AMR-A00810
______________ 5
CMI [tems i Dust Mop Treatment 4.28 can can
Can
Catalog Items CHEIM: Carpet Care Price ITEETLD
1120 45
Inventory Items Dry Foam Carpet Shampoo 4/1 45.10 case rase
1110 %
Items On Sale Extraction Concentrate 4/1 49.78 case Fase
1150 p
HD Tannin Spotter QT 5.62 gal. at.
1100 $
Traff Lane Solvent Spotter GL 12.37 gal. gal
CHEM: Concentrate Price Order Qty

421

421 Husky Glass CI
usky Glass Add To Cart

Customer Self Service

This is a complete list of the items we stock. Which means its a long list so there are some features
to help you narrow your search. The first one is the search bar on the top. Here you can enter a word
like Scrubber and the list will be reduced to only those items with descriptions that include the word
“scrubber”

STEP1 Supply Company (v7Demo) [empty] Hamison Bronce
Chicago Unified School District Cart » Account +
Inventory ltems |~ All Categories - |+ -- All Sub-Categories —- W
Customer Products
EQUIPMENT
Due To Buy
EQU: Autoc Scrubber - Battery E‘[‘i_c_e:- Q[q?[gt_y[
392808
5
CMI Items EZ Rider HP 32" Disc Scrubber 13,199.99 each each
6082706 %
Catalog Items SpeedScrub Auto Scrubber 9,314.82 each each
Inventory ltems
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Next you can use the Category & Sub Category Filters. Click the drop down and choose what your
looking for. Now what you are looking at is a list of only the items listed under the category you chose
within the item set we chose in the beginning (Inventory Items).

m
STEP1 Supply Company (v7Demo)

[empty] Hamison Bronce
— All Categories - — All Chicago Unified School District _ Cart » Account ~

— All Categories — |PAPER & LINERS |v| |- All Sub-Categories -- v

; Inventory Items
GREEN PRODUCTS Customer Products
T PAPER & LINERS
EQUIPMENT PAPER & LINERS
scrubber TOOLS Price Buy
RECEPTACLES | PAPER: Universal Tissues Pfi_c_e_ qtc_l?E_Qt__y_
199.99 & RESP-12620
i 2 = SSEiZezd
or HP 3 CMI Items i, 1Ply Jumbo Tissue #5110 case case
12/Case
s }
crub Auto Scrubber 931482 « Catalog Items PEMS5241 X
2 Ply Toilet Tissue 51.05 case rase
96 /Case 500 sheets
Inventory Items
KIM01510 s
C-Fold Towel 67.63 case case
Items On Sale
PLTFAC $
23.80 case

Facial Tissue

case

PEMMFB S2954
Multifold Towel, White -2 case case
PAPER: Universal Towels Price Order Qty
PBM6026
537.84 case case

Centerpull Towel,

PBM350N

Customer Self Service displaying 9 of 9 items

Add To Cart

If you need to filter the list even further you can choose a sub category from the second drop down
menu. We can add any of these to the cart as well by entering a quantity and clicking the Add To Cart
button. Changes to the cart will update as they did before, showing you new totals.

- [empty]
£ Cart »
STEP1 Supply Company (v7Demo)

PAPER: Universal Tissues
551 PAPER: Food Service ltems 25000
PAPER: Miscellaneous CM! Items Jambo Tissue Dispenser $8.35 each each

[empty] Harrison Bronce
] -- All Sub-Categories - u Chicago Unified School District _ Cart » Account ~
PAPER: Universal Towels
PAPER DISP: Towel/Tissue/Paper 1050w
PAPER DISP: Feminine & Misc Catalog Items Motal C-Fold/Multifold Di $25.08 each each
"STLINER: Hi-Density - eral CoRold/Muldfold Piep

— All Sub-Categories — 5
PAPER. Pmptary Systems - Inventory ltems | PAPER & LINERS 'v| |PAPER DISP: TowelTissue/Pat|v/|
Customer Products
PAPER & LINERS

PAPER: Wipers

PAPER Feminine PdeUCtS PAPER DISP: Towel/ Tissue/ Paper ?ri;g Q[q?[gt!

LINER: Linear Low Density

LINER: Roll Liners
57 LINER: Infectious Waste

LINER: Miscellaneous

PACKAGING: Boxes & Containers

$23.80 case case
$29.54 caze case
Huce ATET A
537.84 case case Add To Cart

Customer Self Service displaying 2 of 2 items
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The process to add items to the order is identical throughout most of the different Item sets on the left.
The 1 that is different is CMI ltems. CMI is Customer Managed Inventory. If you are using a program
like this with us this is where you keep your stock levels where you need them.

When adding these items to the order instead of entering an order quantity you just enter the quantity

you have on hand right now and it will figure out how many to order for you. Add to the Cart those
items that you need and your done.

STEP1 Supply Company (viDemo) [empty] Hamrison Bronce
Chicago Unified School District _ Cart » Account ~

: Customer Managed Inventory (CMI) ltems

Customer Products
GEREEN PRODUCTS

Due To Buy o . ,
CHEM: Finish/ClnriSeali/Strip P[‘I_C_EE _L_a_s_t_[:_-a}t_e_fgty g-!l_lfa_r_ 9_n_ I_-|_a_n_d_ th?[gt}{
550 $29.35 .

CMI Items Extreme Strip Cube 29.3;J 1u-§.ep-b_u1a 3 cube
2.5 Gallon Cube cune Fune

Catalog Items
TOOLS

Inventory ltems TRELEE EEE = AT FIar Price  LastDate/Oty CMIPar On Hand Order Oty
MA001200 515.01 10-Sep-2013 12 h

P . -Sep-2 eac]

Items On Sale E:C{IZBOZ Finish Mop each 1each
TOOLS: Pads - Floor Pads P[‘i_c_e_ _I:a_:'.j:_[)_‘a_i:_e_f_qt! EI:I'-EI_FE{ O_n_ I_—|_a_n_d_ Q[q?[ _qt_y
17WHI s ,
17" White Buﬂ: Pad 11.19 10'38’[3'_.013 2 case
Sg'Case case case

Add To Cart

Customer Self Service displaying 3 of 3 items
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Now that we have added a few items we can see them by clicking the Cart button on the top (just
below the item total). Within the Shopping Cart there are a couple of things you can do. Click the edit
button next to one of the items to enter the Edit Cart Line screen. First, you can update the quantity to
order simply by changing the number in the Qty field and clicking the Update Qty button. Second, you
can delete the item from the order completely by clicking the Delete Line Button.

STEP1 Supply Company (v7Demo) Harmrison Bronce

cart expires 12-Dec-2013 ‘ Checkout »

Chicago Unified School District Account ~
: Cart Summary
Customer Products
Item Code / Description Price Order Qty Amount
Due To Buy
551 549,04 case 2 case 398,08 edit
Formula 55 Stripper
CMI Items 2 -2.5gal Per Caze
100331 $13.24 pack 1 pack $13.24  edit
Micro Lined filter bag
Catalog Items 10/pk
Inventory ltems 611783 51522 pack 3 case 54566 edit
ry Viper/ Lite Trac paper bags
10/pack
Items On Sale
ITEM SUB-TOTAL: $156.93

Checkout

Customer Self Service this cart has 3 lines

STEP1 Supply Company (v7Demo) $157 (3) Harrison Bronce
Chicago Unified School District Cart » Account ~
: Edit Cart Line

Customer Products

551

Formula 55 Stripper
Due To Buy 2 - 2.5gal Per Caze

Qty (case) Price/case
2 $49.04

CMI Items

UPDATE QTY CANCEL DELETE LINE
Catalog Items  cance:. vz wove

Inventory Items

Items On Sale

Custormer Self Service
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We’ve got the order the way we want it, all the items we need with the right quantities. Time to Checkout.
Click the checkout button at the bottom of the Shopping Cart screen. Before you place your order you
can enter a PO number and shipping instructions. You will also get one last opportunity to change the
order.

NOTE: When entering PO Number or shipping instructions on the iPad If you Click the GO
button you order will be submitted. If you just want to close the keyboard and keep working
click this:

10:18 AM
Customer Self Service

4 [ cssdemo.step1.com/oe/checkout (o] I ( 3
STEP1 Supply Company (v7Demo) $157 (3) Hamison Bronce
Chicago Unified School District Cart » Account +~
Cart Checkout
Customer Products
Order Header:
Due To Buy
PO Number- Ship-To: (Billing Address)
| Chicago Unified School
CMI Items Shipping District
Instructions: 75 N Pratt Road

Chicago, IL 63219
Catalog Items

Inventory ltems

Items On Sale

Place Order Now

[tems Ordering: editlines

Iltem Code / Description Qty Unit Price Amount

551 2 Case 49,04 598.08
Formula 55 Stripper
2 - 2.5gal Per Case

Customer Self Service this cart has 3 lines

Once you are satisfied that your order is ready you can click the Place Order Now button to submit the
order to our system.
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Once you have orders in our system you have access to all of your pending orders. This screen will
show you not only what orders you have submitted but order total, status, and wether or not your items
have shipped.

iPad ™= 0T AM 100% 2
Customer Self Service
4 B M  cssdemo.step1.com/account/orders C,l ( )
STEP1 Supply Company (v7Demo) [empty] Arnie Anderson
Chicago Unified School District Cart » Account -
Pending Orders

Ng:r‘::r ?n'r";e"'?hti; PO Ship To "T‘:t':'l‘ Lines Status

113343  23-Aug-2012 Chicago Unified School Distriet $45.12 1 New Order
Chicago, IL

113344 23-Aug-2012 Chicago Unified School District $49.04 1 New Order
Chicago, IL

113342 22-Aug-2012 Chicago Unified School District $117.40 1 New Order
Chicago, IL

113326  25-Apr-2012 Chicago Unified School District  $2,866.86 4 New Order
Chicago, IL

113307 17-Mar-2012 Chicago Unified School Distriet $300.35 2 New Order
Chicago, IL

113296 20-Feb-2012 Chicago Unified School District $183.25 3 New Order
Chicago, IL

113288 27-Jan-2012 Chicago Unified School District $2,527.84 3 New Order
Chicago, IL

113283 04-Jan-2012 Chicago Unified School District $47.62 2 New Order
Chicago, IL

Customer Self Service . ) displaving 32 of 32 orders

iPad™= 915 AM 59 W}
Customer Self Service

< B M > {cssdcmo step1.com/account/order/detail/113353 (‘_',1‘

STEP1 Supply Company (v7Demo)

Chicago Unified School District Cart » Account ~

$107 (2) ‘ Amie Anderson

Pending Order Detail for #113353 back to order list

Bill To: Chicago Unified School District Ship To:  Chicago Unified School District
75 N Pratt Road 75 N Pratt Road
Chicago, IL 63219 Chicago, IL 63219

Shipping Instructions:
Bring to back of building 3

Overhead doors
Order Date Ship Date PO ‘,‘:,:;’l‘ Status Shipped Rep
06-Sep-2012 - 123456-789 %123.44 New Order Wallace Semper
Qty Qty Qty Unit

e Ordered Shipped B/O  Price  AmOUNt
Bioo 6 6 - $4.85 %29.10
Citrus Cleaner/Deodorizer
210z Can 12/case
YAo1o 12 12 - $4.10 %$49.20

Customer Self Service
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In the open invoices screen you can see all of the invoices you have with our company that you have
not yet paid along with balances, dates, etc...

iPad = 9:07 AM
Customer Self Service
<] B M ( cssdemo.step1.com/account/invoices C,] (
STEP1 Supply Company (v7Demo) [empty] Armnie Anderson
Chicago Unified School District Cart » Account ~
Open Invoices
Balance: $3,145.80 Current: - Past Due: $3.145.80
Pending Orders:  $49,540.05 31-45 Days: - Last Payment: 18-Aug-2009
Pending Total: %52,685.85 46-60 Days: - Ave Pmi Days: 20
Credit Limit:  $50,000.00 61-90 Days:
Credit Hold: N 90-120 Days:
120+ Days: $3,145.80
. Invoice Date/ Days .
Invoice # Type Customer PO Due Date Terms Pl Inveoice Amt Amt Due
112412 IN Dave Smith 07-Aug-2009 Net30 1,096 $275.30 $275.30
06-Sep-2009
102822, IN 31-May-2011  Net 30 434 $2,832.50 92,832.50
30-Jun-2011
113206 IN  bobtest1 17-Aug-2011  Net 30 356 $18.00 $18.00
16-Sep-2011
113207 IN  bobtestz 17-Aug-2011  Net30 356 $20.00 $20.00
16-Sep-2011
Customer Self Service displaying 4 of 4 open invoices
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