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Customer Log In - Method 1
Go to the Pay-LESS home page and type in your user name and password in the New Site Log In box, 
then click the login button to access your account.

Register Me!
Use this link to create a new    

user for your existing account, 
or to sign up for a new 

account. Follow the easy 5 
step process.

First Login
When you first log in, you will be asked a security question in order to make your account more 
secure. Your security question will be used to verify your information if you forget your password.
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Customer Log In - Method 2
Go to the Log In page and type in your user name and password, then click the red Log In button to 
access your account.

Click the Please Login link
to get to the Log In page.

Register Me!
Use this link to create a new    

user for your existing account, 
or to sign up for a new 

account. Follow the easy 5 
step process.

Or type your User 
Name and Password
and click the Login

link to log In.

First Login
When you first log in, you will be asked a security question in order to make your account more 
secure. Your security question will be used to verify your information if you forget your password.

Forgot Your Password?
Go to the Log In page and click on the Forgot Your Password link. You will be asked your security 
question to verify your information, and a temporary password will be emailed to you. You will be 
asked to change that temporary password when you log in.

Please Note: Your password must be 6 characters or more, and can be any combination of letters and 
numbers. All letters used in your user name and/or password should be lowercase.
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Finding Your Account Number
After successfully logging in with your user name and password, your account number can always be 
found in the upper left hand corner of the shopping page of the web site above the Quick Search 
box.

Once logged in, your account number 
will always be located in the upper left 
hand corner of the shopping page of the 

web site for your convenience.
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Searching for Products
From the shopping page you can search for products using the category listings at the top of the 
page, or by using the Search function. You can search by multiple different terms including a prod-
uct’s name, a keyword, the item number, or by manufacturer by using Advanced Search.

Type the product you are 
searching for in the search field 

and click Search. Search by
criteria with Advanced Search.

Use the Category links
to quickly find the items

you are looking for.
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Searching for Products: Example Search
A search for blue folders finds 427 results. You can then narrow those results using the drop down 
menu fields on the left side of your screen. For example, you can select 1/3 cut file folders, letter 
size, or recycled folders. All selections will further define your search, to help you find exactly what 
you need.

Further define your search
by selecting the product

features you are looking for.

Select the items you would like
to order by checking the box

to the left of the item.

Click Add to Cart
to add your selected items to 

your shopping cart.

Enter the
Quantity you
would like to 
order here.
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Sort through the results with the Sort by drop 
down list. Items can be sorted by Relevance,

Price Low to High, or Price High to Low.



Quick Order
This feature greatly enhances the speed of building an order. Quick Order enables you to enter exact 
item numbers and quantities line by line. This feature was designed to make shopping convenient for 
the buyer who knows exactly what they want to buy, and has the exact SKU item numbers on hand.

Please Note: Spaces and Hyphens are NOT needed when adding item numbers. To find your item, 
type in the Item # or the Prefix with the Item # without any spaces or hyphens. For example: type 
LOP20000, or 20000 to find 8.5” x 11” copy paper.

If an item has a
generic version, you
will be asked if you

would like a 
Similar Item. Click on
a Similar Item if you 
would like that item

instead, or click
Use Original Item to 
keep your original

item selection.

Begin your Quick Order
by clicking Quick Order.

Click Add to Cart 
to add items to your

shopping cart.

Enter the Item # here.

Click on the
red X to delete an 
item out of your 

Quick Order.

Add additional lines to 
your order by pressing 
the Enter key on your 

keyboard.

Enter the Quantity you
would like to order here.

Alternative Items
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Quick Order Settings
Set your personal preferences for Quick Order to personalize your experience.

Click on Quick Order Settings to open 
up the Quick Order Settings dialog box.

Click the bulleted options that suit
your needs and click Save Settings.
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Product Comparison
After a keyword search has been initiated for a product, a comparison of multiple products from the 
search results can be done. This in turn helps to see the differences between two or more items on 
cost, quantity, etc.

Click on the Compare button to compare 
any items with a checked checkbox.

Check the checkbox of any item that you
would like to compare to another item.



Product Comparison: Continued
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Once the Compare button has been pressed the screen below will come up showing the products 
selected in a side-by-side comparison.

Click Add to Cart 
to add items to your

shopping cart.

Click Add to Favorites 
to add items to your 

favorites list.

Click Print to print off  
the comparison page.



My Favorites
My Favorites helps you to quickly and easily find the items you order most by putting them in 
convenient lists that are completely customizable, and unique to you. For example, you may choose 
to create lists for the different departments in your office, or simply for the different categories of 
products you order. The lists are easy to make and to maintain, and can save you time when ordering 
your office supplies.

  Click Shop to add items to your shopping cart from one of your existing favorites lists.

  Click Manage Favorites to create a new list, or to add or delete items from an existing list.

  Click Create New List to create a new list.

  Click on a List Name to pick the favorites list you would like to update.

  Click Items to add or delete items from your selected list.

Please Note: You can add items to any of your favorites lists while using multiple features of the website 
including the Quick Order feature, while searching for products, or while looking at a product detail. Simply 
click the Add to Favorites button, and you will be able to add your selected products to any of your 
pre-made lists, or you can even create a new list.
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My Shopping Cart
Clicking on the View button will allow you to view all of the items you have placed in your shopping 
cart. You can then proceed to check out, save the order to complete later, empty your cart, print a 
copy, or continue shopping for more items.

  Click Continue Shopping to add additional items to your Shopping Cart.

  Click Print to print a copy of your Shopping Cart.

  Click Empty Cart to delete all of the items from your Shopping Cart.

  Click Save Order to save your order to finish later.

  Click Check Out to complete your order. You will then be asked to review your shipping and
  billing information before your order is submitted.

Ordering for Multiple 
Departments?

Within your order you 
can change the 

department code on 
each item, so each 
department in your 

company will receive, 
and be billed for, their 

particular items.

Please Note:
Your department codes 

must be set up by
Pay-LESS in advance

of your order.

Enter the Quantity you
would like to order here.
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Saved Orders
The Saved Orders function allows you to put an order on hold and come back to it later for 
processing.

Click on the 
Saved Orders link to view 

your saved orders.

Click here to view
the items in your saved

order.

Click Move to load
your saved order into 
your shopping cart.

Click Copy to load
your saved order into

your shopping cart and
keep your order saved.

Click Delete to delete 
your saved order.
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Check Out
To purchase items in your shopping cart, select the Check Out button from the shopping cart. You 
will then be asked to review your order, and make sure we have the correct billing, shipping and 
department information. Here you can also enter in your purchase order information, if necessary, 
and select your payment method. If you have a Promotion Code it may be entered here as well. 
Then click the Place Order button at the bottom of the screen to submit your order.

Please Note: The Long PO text you enter will print on the shipping label of the package being delivered. 
The Special Instructions fields on the Check Out page are for your internal use only. The text you type in 
these fields will print on your invoice, but those areas will not be read by our drivers or our order filling 
staff.
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Click here to Edit Order 
Details such as Payment, Ad-
ditional Instructions, or Pur-

chase Orders information.

Click here to Edit Account 
Details such as Account, 

Department, or Attention 
information.



Order History
The Order History link will show your past orders along with the order number, order total, the 
status of the order, your PO number, the order date, invoice date, and who it was ordered by. You 
can also search by any of these options to find a particular past order.

Use Search to find past
orders by Customer Department, 

Dates, Item Number,
PO Number, or Invoice Number.

Use these links to view the items on 
your order, print a copy, add the items 
to your favorites, or save the order to 

your shopping cart to order again.

Click on the 
Order History link to
view your past orders.

Printing Invoices - Please Note: To print a copy of an order (which can also be used as an invoice copy), you 
must have your internet pop-up-blocker disabled. Clicking the Print button will create a PDF that will 
pop-up in a new internet window. You can then print or save the PDF copy.
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Returns
There are three methods for making a Return on an item. The first method is outlined on this page 
and starts with clicking the Returns tab from the Pay-LESS web site. You will need to fill out the con-
tact information requested, click Send, and a member of the Pay-LESS team will contact you as soon 
as possible. The second method is to scroll to the bottom banner on the home page, click the
NEED TO MAKE A RETURN? banner, and fill out the required form.The third method will be explained 
on the next page through the Contact Us link.

Click the Returns tab to go to a 
form that can be filled out for
an item that needs returned.

Click the Submit button 
when you are finished filling 

out the return form.

Fill out the form with 
all necessary information 

and select the Reason 
for the return from this 

drop down menu.
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Contact Us
If you have any Questions, Concerns, or a Return, click on the Contact Us link at the bottom of the 
website. Then fill out the contact information requested, click Send, and a member of the 
Pay-LESS team will contact you as soon as possible. 

Click Contact Us
if you have any questions, 

concerns, or returns.

Select one of the options 
from the drop down menu 

that pertains to your 
Message Type.

17



Pay-LESS Office Products IS.Dforce2 Store-Front 
Order Approval Process Guide

Welcome to the Pay-LESS Office Products website Order Approval Process Guide. This will give you a 
breakdown of the approval process, and an overview of the options that are available when releasing orders.

All approval chains, at this time, need to be set up and modified through Pay-LESS. We do not have the 
ability to assign editing rights to a designated user at this time, although this feature is coming.

In the first section, we will walk through the general options on the ordering side, then move to how to pay invoices.

Order Submission                19-20

Quick Approve and Quick Deny             21

Edit Order                          22-23

      ..........................................

         ..............................

                  ..................................................

Approval History                          24             ...............................................
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Order Submission
Let’s take a quick look at some screen shots for the ordering process. When the shopper logs in they 
have 3 options for checking on an order and order status:

2) Saved Orders1) Order History 3) Denied Orders

When an order has been submitted and is sent for approval, the shopper receives a confirmation that 
the order has been sent to the designated user (based on your preferences) for approval.

Once the user submits the order, the site advises of the order status with the below message:

“We saved your order and submitted it for approval. When the order has 
been approved and submitted for fulfillment, you will receive an email 
confirmation.”
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Order Submission: Continued
Below is a view of the home page area that shows that there are Orders Pending Approval:

The site advises that the order has been submitted for approval. Notice that at this point the system 
has not yet assigned a Reference # (Invoice number) to the order. This is due to the order still 
remaining within the site since the order has not been released to Pay-LESS for processing.

At this point, the Approver that has been designated to release orders receives the same 
confirmation, indicating that there is a new order awaiting approval. See below for a screenshot of 
the information for the order:

Click the Link under the View column to take you directly to the order. (You will be asked to supply 
your login info to access the order).

Ultimately, the only difference here is that instead of the order going directly to Pay-LESS for 
fulfillment, the order was forwarded to the indicated user. So, let’s look at the Approval side of the 
order.

This is where
Orders Pending Approval 

will be displayed.

Click this Link to go
directly to the order.
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Quick Approve and Quick Deny
Should the order be okay to release, and the order is needing to be released, or just denied, you can 
select the order from this page by the checkmark on the left, and selecting either Approve or Deny 
to either send the order straight through, or deny the order.

Select either Approve or 
Deny to either send the 

order straight through, or 
deny the order.

Select the order by checking 
the checkmark on the left.

We can now see the order that has been forwarded to you and is awaiting your approval from this 
test account. The red message that appears below the order indicates the reason the order was sent 
to you for approval, which is based on the limits that were specified at the time of your Approval 
Chain creation by either management, or the purchasing department of your organization.

All Orders for this user are to be sent for approval, hence you will see the order limit of $0.01, or 
in some cases, this could be whatever limit your organization specifies, whether it’s non-contracted 
items, line item dollar limits, monthly budget limits, or any combination of the above.

From here, you also have the ability to edit the order from a line item level. Let’s look at some of 
the options on the next page.
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Edit Order
Edit Order Screenshot 1 of 2:

This button gives the
ability to Deny Items.

Add a Long PO # or Short 
PO # in these boxes.

In this first section of the site, we have the ability to deny items, add PO #s, and add additional 
instructions to the order.  

In the second screenshot on the next page, you are given additional options to make further edits to 
the order.  Which include denying individual line items, and adding items to the order.

Add Additional 
Instructions in these boxes.
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Edit Order: Continued
Edit Order Screenshot 2 of 2:

Click item checkbox to left of
item and then click the Deny Items

button to deny specific items
in an order.

In this section of the Approval system, you have the ability to add comments to any individual line 
item you choose, if needed. If you need to attach new items to the order, you can click the Add New 
Items button, and this will take you to the Quick Order page to attach new item numbers to the 
order.

Print: Print the current order from the Pending State 
Return to Pending Orders: Returns you to the Pending Orders page
Deny Order: This button will Deny the entire order, and send a confirmation email to the order sub-
mitter that the order was denied. Every time either a Line Item or Entire Order is Denied, the 
approver is required to enter in a comment explaining the reason for denial.
Deny Items: Next to every line item in the order that has been submitted, there will be an 
individual item checkbox that can be checked if denying out certain line items on the order. Once 
you have selected the individual line item(s) for denial, if applicable, click Save Changes. You will be 
asked for a denial reason for the line items selected.
Approve Order: Once the order is reviewed, and if it’s ready to be submitted, click the 
Approve Order button. This will process the order and release it to Pay-LESS for fulfillment. Once the 
order has been approved, the site will give you a “Reference Number” (Invoice number) and send a 
confirmation to you confirming the release of the order, as well as send a confirmation to the order 
submitter that the order has been released.

Add New Items
button.

Add Comments box.

Print button.
Deny Order button.

Return to Pending 
Orders button.

Approve Order
button.
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Approval History
Once the order has been released or denied, the site will shift the order to your Approval History 
tab. (See below).

The site will continue to move all the orders that come through the approval process to this section 
of the site.

The legend that will display on this page will display the different stages that the order can be under.  
This page will give you a summary of what was placed, allow you to print if necessary, show the 
original submission date, and the order approval date when it was submitted to Pay-LESS for 
fulfillment. Also, as with the approval codes for why the order was submitted, the Approval History 
tab will give the reason for order denial as shown above in this screenshot of a demo page. 

This concludes the guide for the approval process. If there are any question, or if you need additional 
assistance in maneuvering through the Approval system please contact your Sales Rep or contact 
Pay-LESS Customer Service for assistance at 402-891-6210.

Click the Approval History tab to see 
which orders have been approved or 

denied within the past 30 days.

The reason for order denial 
will be shown in this bar.
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Pay Invoices
The Pay Invoices page lets you review and print copies of your outstanding balances in either 
30/60/90 day formats. You can select one or more invoices to print and save to a PDF file. You can 
also use this page to generate a remittance form with the specific invoices you intend to pay,
allowing for quicker turn around for your receivables. This page can also be used to pay your
invoices by credit card. Each of these options is described below.

1. Click My Account and select Pay Invoices.

Click on Pay Invoices under 
the My Account tab.



Pay Invoices: Continued

2. Select the invoices to view by clicking the Current, Over 30 Days, Over 60 Days, or Over 90 Days   
    tabs.

26

Sort by Current, Over 30 Days,
Over 60 Days, or Over 90 Days.

Click on any of the categories 
to sort results.

Balance Due is broken down 
by date and displayed here.



Pay Invoices: Continued

3. To view invoice line item detail, click to the left of each invoice.

27

To view invoice line item
detail, click the + icon to the

left of each invoice.



Pay Invoices: Continued

4. Click the check box corresponding to the invoices for which you want to print a remittance form or   
    pay by credit card. To select all the displayed invoices, click the upper check box next to Order #.
 
 • To print, click the check box corresponding to the orders to select. Click Print. All the
    invoices you selected are printed to a PDF file.
 
 • To print a remittance form, click Print Remit Form. At the Print Remit Form prompt,   
    select an option to continue. The form opens as a PDF. Click the File menu and select print,   
    or type Ctrl + P

 • To pay by credit card, click Pay By Credit Card. The Cost Center and Payment Method boxes   
    open. To change the cost center information, click Edit. Enter the new address. Click Save.
    To specify the credit card information, click the down arrow to select the credit card type,   
    Visa or Master Card, for example. Then specify the credit card number, and its expiration   
    date. When finished, click Process Payment.
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To select all invoices click the + 
icon to the left of Order #.


