@ MANAGE TEMPLATES (PDF)

Create a Template

e Add any products that are frequently ordered to your cart, by using the search tools or the quick add.

e When all of your frequently ordered items have been added to your cart, click on Cart Summary in the upper right corner of
the screen and then on View Cart.
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¢ Click on the Save As Template link.
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¢ Click on the penicon and rename the template.
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View your Templates

e From the Account menu, hover the Orders tab and select the Templates

. o 2
option. Il - FATERSC W -

BRANDS v  Hello Jasmine! Close
(178406)

Shopping Group Orders

Submitted Orders

Backordered Items Templates

» My Account

sdmi
‘ In Approval
e Click on the red order number to open the corresponding template. -
plates
(o] ssor s -
e s e
EWAY.CA For questions, contact Customer Support at easyservice@staples.com Staples

PROFESSIONAL


http://easyservice@staples.com/
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Print or Send Template by email

e Click on Print View to print or email a copy of your
template.

e Select the Print tab and click the Print button.
¢ Select the Email tab.
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e The Email Address field may already display your email. Edit the address as needed.
¢ Inthe Subject Line field, the template's order number is already displayed. You can modify the subject if necessary.

¢ You can enter a personalized message in the box provided.
¢ Click the Send button.
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Replace You Cart's Content By a Template

¢ When viewing a template, click on the Move to cart link.

. The template's Ship-To account will overwrite the cart's

\& / current Ship-To account.

. V// The template will automatically be deleted.
o . The products in the current cart will be replaced by the
A

W/ templates.

Add Products From a Template to Your Cart

¢ When viewing a template, click on the Copy to cart link.

. . Ifyour cart already contains items, the template’s products
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¥/ will be added to the others.
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For questions, contact Customer Support at easyservice@staples.com
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Delete a Template

¢ When viewing a template, click on the Delete link.

#EWB9237087

Office Products @ (S print View > Movetocart (] Copy tocart

Order Information

Account#:178406

Ship To Address:
MONTREAL EWAY.CA
1616 EIFFEL
BOUCHERVILLE QC
14B7W1

Modify a Template

¢ When viewing a template, click on the Move to cart link.
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e Make the required changes.
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¢ Click on the Save As Template link.
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