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Web Ordering – INTIAL SET-UP
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STEP 1:  Go to www.envisionxpress.com (Please “favorite” the site at this time).

STEP 2:  Login with the following:

Username:  This is the same as your current Boise login.
Password:    “envision”   (this can be changed per your requirements)
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STEP 3:  Once you have logged into the site, click on “My Account.”  
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STEP 4:  Please review your “Customer Profile” and make sure the information is correct.

STEP 5:  Click on advance search. 

You now are ready to SHOP!
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Web Ordering – PLACING AN ORDER
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Placing Order Options

From the “Advance Search” screen you have three options for placing an order:

Option#1:  “Advanced Catalog Search” – This is the preferred way to shop. Especially, if you don’t have the item number, but know some information about the product you need. Here, you can input a variety of information. 
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Option#2:  If you know either the item number or you have a generic description such as “Copy Paper” you can type that information in the SEARCH box.  

Then click GO.

The system will then bring up a list of items matching your search criteria. (See above)

Scroll through those items, VERIFY THE UNIT OF ISSUE, enter quantity required, and then click on add to cart.  
NOTE** If you type a generic reference the system will always show JWOD items first! 
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Option#3:  Another option to use is the list of “categories” listed at the left of the screen. This can be used to “drill down” to the item you need to order. 

Again, scroll through the listed items, VERIFY THE UNIT OF ISSUE, enter quantity required, and then click on add to cart.
** Please note the sequence of your search displayed at the top of the screen. (See “Sequence” Balloon Above).
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Once you have added items to your cart, you have ONLY 5 choices:

1) EDIT YOUR ORDER – By clicking on the arrows you can increase or decrease the quantity required.  You can also remove an item from you order as well.

2) CONTINUE SHOPPING - This takes you back to the last search screen you were at to continue shopping.

3) CLEAR CART – This removes ALL items from your cart.

4) PARK CART – This allows you to save your order for placement at a later time.

5) SUBMIT FOR APPROVAL – Click this button to send your order to Roman Chavez for approval.
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Submitted for Approval

Once you have submitted your order for approval, you will be brought back to the home page notifying you that you have a parked cart waiting for approval.

At this point, Log out.
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Submitted for Approval/Parked Carts

If you decide to submit your order for approval or park (save) your cart, you will be sent to the following screen.  

There you will be shown the following:  1) the date it was submitted; 2) the total $ amount for the order; and the 3) status (see below).  

There are four different types of status:

	Approved


	
	The cart has been approved and is ready to be checked out.

	Declined
	Approval of the cart has been declined; load the cart to view the reason. Cart may be modified and resubmitted.

	Parked
	The cart is parked and can be loaded to continue shopping.

	Submitted for Approval
	The cart has been submitted to the approver and is waiting for processing by the approver.


DO NOT CLICK ON PROCEED.  THIS WILL ELIMINATE YOUR ORDER FROM BEING REVIEWED AND APPROVED. 

At this point you can click Log Out. This will allow you to check the status as often as you like.
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