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Ship-To Location Page 

Select your location.   

 

Schools will have access to a JPO 

location and a standard location. 

Please be sure to select based on 

what type of order you’re placing. 

Check for important messages 

from Staples Advantage and your 

School Board Office. 
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Home Page Layout 

Be sure the Lafayette Parish 

School System logo is displayed 

here. 

Browse for quick access to 

Products you have ordered before 

and click on View All link to see all 

items you have purchased in the 

last 4 months 

View Featured, Eco-Conscious, 

Recycled and other types of items 

quickly and easily 
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Sub-Categories 

Sub-Categories Make It Easy 

to find the specific products you 

want to purchase 

Easy Product Navigation with 

Global Products Menu (Shop by 

Category) and Custom Links (Show 

Me Products) 
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Product Alternatives 

When viewing a Product Page, a 

Product Alternative may be 

presented. You have the opportunity 

to compare the two products and 

decide to choose the alternative or 

add the original item to your order. Recommended Alternative 
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Customize Products 

Select Custom 

Products from the 

Home 

Page/Product 

Category area 

Customize the Stamp 

from the Product 

Information Page 
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Item Searches 

Perform Easy searches 

for common item such as 

folders, pens or post it 

notes. 

Search results can be 

further narrowed by 

category, brand and item- 

specific attributes to easily 

locate your items. 
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Ink & Toner Finder 

Use this two step 

process to find refills for 

your business machines. 

Step One: Select Brand 

Step Two: Select Model 

Results for your 

machine are 

displayed with images 
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Quick Order 

Quickly add individual 

items and quantities 

to your order 

Click on Order Multiple 

Items to quickly add up 

to 20 items and 

quantities to your order 

at one time 
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Shopping Lists 

Save frequently ordered 

items to your own 

personal Shopping List 

and avoid unnecessary 

time recreating a 

standard order every 

month. 

Shopping Lists display 

customer specific pricing 

as well as product images 
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Submitting Your Order 

Review all items in your 

shopping cart.  Check 

Delivery Dates, Update 

Quantities and View 

Products 

Click View/Cart or the 

Checkout button to 

review items and process 

your order 

View Delivery Dates 

Add Notes that appear 

on your order’s Packing 

Slip. (Enter notes to help 

remember who items 

were ordered for.) 
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Submitting Your Order 

Save your cart as a 

shopping list, continue 

shopping or click Next to 

submit your cart. 

Check to Remove Items 

from your cart 

Update product quantities 
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Review Shipping/Payment Info 

Budget Center:  Please 

select either Federal, 

General or JPO for your 

Budget Center. 

Verify Shipping Information  

A  pop-up box indicates if 

incomplete or required 

information is missing 

PO #: For JPO orders, 

please enter your JPO 

into the PO field. For 

Federal or General 

orders, please enter your 

Alio Requisition # into the 

PO field. 

Requisition #: Please 

enter your Alio 

Requisition # into the 

Requisition # Field. 

Requisition # 
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Order Confirmation 

Online Order 

Confirmation, Status 

Details and Order 

Number are available.  

Email confirmation 

providing order and item 

status is sent as well 
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Order Status 

Click on Order Number 

for specific order details 

Click on Returns button 

to process an online 

return 

View the Status of 

Orders for up to 90 days, 

process Returns or 

Search for Orders via the 

My Orders Link on the 

Home Page 
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Returns 

Easy online returns 

process available for 

orders placed on 

StaplesAdvantage.com. 
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Search for Orders 

Search for Orders using 

a variety of different 

criteria 
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Edit My Profile 

Easy Editing of your user 

profile under the My 

Account tab 
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Customer Service 

Click on any of the 

Customer Service Links 

for helpful information  



20 

Training Tour 

In-Depth Training Tour 

provides a complete 

overview of the site.  

View the entire tour or 

just the section you are 

interested in. 

 

Click on the Staples 

Advantage Training 

Tour link on the 

Customer Service page 

on the website. 


