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Login

1. Open your internet browser
and type:
https://www.wbmason.com/Logi

n2.aspx

2. Typein your login credentials.

3. Note: If this is your personal
computer, click the checkbox to
log you in automatically.

4. Click Login
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Login
Confirmation

HOMEPAGE

Once you have successfully logged
into the WB Mason site you will see
the WB Mason homepage.

ACCOUNT #

Your account # will be located in the
top left hand corner of the screen
(underneath your name). Your
account # will begin with the letter
“C” followed by a series of numbers
(i.e. C1237892).
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Favorite’s List

From this page you can view, add,
modify, and delete your existing
personal lists.

1. Toview and manage your
personal favorite’s list(s) online
you can click on the Favorites tab,
which will bring you to this
overview page.

2. To create a new list insert the new
list name, select the page sorting
preference and click Submit.
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‘ Create Favorttes Lists of those lems you order most frequently As you shop, you can add products to your list by clicking the Add to List buttons

List Name List Type Sort By

l— Personal Iand Al lVI | SUBMIT
VIEW/EDIT LISTS
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Product
Search

KEYWORD SEARCH BAR

Type a keyword into the search bar to
search for a broad or specific item.
The smart search engine will offer
you search suggestions based on what

you type.

SHOP TAB

Scroll over the shop tab and click on a
shopping category to view all the
products available meeting your
selection.
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Filter Search
Results

REFINE SEARCH RESULTS

Use the left hand column to refine
your search results.

SORT BY

Use the Sort By dropdown and select
your product sorting preference.

RESUTS PER PAGE

Click on the dropdown menu next to
Results Per Page to select the amount
of items you would like to populate
per page in your search results.

Esderal Governmend Customars
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YOUR SELECTIONS

CATEGORY
x Copy & Mullipurpose
Paper

“Wawrson
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Enter Keyword

Showing lema 37 o 4Bof 281 4 b W

o ACCOUNT CENTER

¥ FAVORITES

@51 SHOPPING CART
0 ltems SDM_

"QUICK ORDER | CHECKOUT |

Selecied Ligt

Sort by: [Most Poputar [12] Resuts Pes Page: [12[]

| AD3 SeRc2e0 10 Cant | | Compare Setected | [ AodToum |+ | 0 Selected

REFINE RESULTS

BRAND

Blizzard™ (10)
Boise® (47)

Flagshup™ Bright (8)
Flagship™ Recycled (12)
Hammermnilk® (83)

HP (22)

mycopy™ (8)

myface™ (4)

myimage ™ (4)

Super Star™ (2)

Wiewr More
PRICE

30-350 (134)
$50-5100 (102

Flagahip™ Recyctled 50%
Recycled Copy Paper, 8.5" x 117
Letter, 20, 92 Bright, SO0/RM

Availability: Hat Dy
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WEBM20050RM
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Flagship™ Recycled 100%
Recycled Copy Paper, 8.5" x 11°
Letier, 20ib , 92 Bright, SODO/CT

Avaltability: Next Day

% xah

WBM20100
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Fagship™ Recycled 100%
Recycled Copy Paper, 85" x 11°
Letter, 20ib,, 92 Bright, SOO/RM

Availabily: Nt Oy
®%%h
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Individual Item
Detail g KSON g5 s

ICK ORDER I CHECXOUT r

Eagecal Govoenmant Customars Enter Keyword

cted Lint

® SHOP % SERVICES : &SUPPORT O ORDERS o ACCOUNT CENTER ¥ FAVORITES rawaesin
VIEW INDIVIDUAL ITEM

< retumn to search results

When conducting a search, click on an item to

. oye . FLAGBHIP
view additional detail. . ;
g e Sl [erv [appT0CART |
ITEM ICONS ' Flagship™ Recycled 50% Recycled Capy Paper, 8.5 [asaToLm] |
X 117 Letter, 20lb., 92 Bright, 500/RM —
Icons located next to the item help you identify i ASmEHEMEASE
. . - * The ideal recycled paper for all of your office needs The Avallability:
the produ.ct type Scnjoll over each icon to view l / D = o I vailability: Next Day
the meaning of each icon. / sheets and maintains excellen sirongth and durebliy il o il
i phain paper office equipmenl @ " é
NOTE FIELD i " 201, 52 brighiness
1 -

* Performs just a3 well as non-recycled sheets
* For use in all your office machines

Special notes added into the Note field will
populate on your packing slip.

ADD TO CART/ADD TO LIST

Make a selection to add this item into either
your shopping cart or favorites list.



Quick Order
Tool

QUICK ORDER MULTIPLE ITEMS

Select Quick Order located in the top
right hand corner of the screen. This
tool will allow you to enter in multiple
items and load them into your
shopping cart and/or favorites list.

QUICK ORDER

Use our Quick Order process to rapidly add
multiple tems to your shopping cant. Enter a
specific Item number (as shown in our catalog)
and quantity on each line. When you are done
entering items, click "Add to Cant” to place the

items In your shopping cant or click “Add to List

1o add these items to an existing shopping fist.

Item Number

QTY

Notss
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Toat |~ | [ApD 10 CART |




Shopping
Cart

Update your cart — update your cart
after you make modifications to items
in your cart.

Empty Your Cart — removes all items
from your shopping cart

Save Cart for Later — will allow you to
save your current shopping cart. You
can retrieve saved carts anytime in
Account Center > My Saved Carts

Continue to Checkout — Click this icon
to proceed to checkout.
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Go to Checkout

Ready to Checkout?

When you are ready to checkout click
the Checkout button located next to
the Shopping Cart or click Continue to
Checkout from the shopping cart

page.

wHO BuT @55)  SHOPPING CART
1 ltems

[ ouick oaDER | [ crecRouT |

Federal Govemment Customers Eprerkeyworg ot
Selecten List
®SHOP | 4 SERVICES | 2SUPPORT ~ ®ORDERS o ACCOUNT CENTER | ® FAVORITES BesiVaie re..
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< cantinue shopping
[(updase cart ] (Empty Your Cant ] Sava Canfor Lawr | Sub-Total: | CONTINUE TO CHECKOUT |
Tip! Text entered into a Note box will appear on your invaice, paeking slip, and Order History. This text will not be raviewsd by W.6_ Mason
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O Availability: Mext Day Kot
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Checkout Steps

1.

The checkout process will be listed at
the top of the page and will turn green
as you complete each step.

Your order will be complete when
you’ve reached the order confirmation
page and are provided with an order #.

If your order requires an approval, you
will be notified on the confirmation
page. An approval workflow message
will display underneath the WB Mason
truck + Order #. You will see who your
order has gone to for approval and
your approver will get an e-mail
notification letting them know an
order is awaiting approval.

CHECKOUT Shippng  »  Expense »  Biling » Freview t

Thanks! Your order is complete
and your order number is: 5046310092

Thank you for your order! Order Number: SD46310092

It has been submitted for approval, Approver:

Based on your prganizalion’s purchasing rules, your order must be foster "‘ah@v"bm com

approved You wil recefve an emad after (he approver has reviewed it (Foster Maki)

{ oot Tris Page & |

Shipping Addreas Expense Allocations Billing Address
Boston Demo Account Coszt Cenler: BPO-0342 - Marketing Primary Address
647 Summer St 647 Summer St
Boston MA 02210 Boston MA 02210

Additional Shipping
Phone Number: (123) 456-7991

Hem Number  ltem Description

| | WBM20050  50% Recycled Copy Paper, 8.5"x 11° Letter, 20Ib., 92
i ; Bright, SO0/RM
\

Payment and Additional Info
Purchase Order # 123456 TEST
Payment: Bill Me On Account

Type PriceflUOM  QTY

B HE S19FM 1
a

Ext. Price



Instructions for
Order Approvals

Steps on how to approve/reject and modify
an order that is awaiting approval.




E-Mail

Notification

You will receive an e-mail notification
when you need to approve an order.

1. Use this link to login to wbmason
and review and/or edit the order.

2. Click this link to instantly approve
(without needing to login and

approve online).

Hillary Homick,
The following order is awailing your approval:

Order Number: S053775402
Customer Number: C2581519

Order Date: 1012312017
Orderer: Hillary Homick
This order requil pp | for the foll

* Order total is over specified limit

Your Approval Options:;

Review & Edit Order Online

W o edit Ihks order,
Copy and Paste the lofowing knk nlo your browser if necessary
MO d

il hw DADE aspx

<=

S
AR GUID={DEGOAALC- G124 42CF-AEBS- 0D 1599ATADAG)

Shipping Address: W.B. Mason Gompany
534 West 23 Street, 10" Floor
New “ork, NY 10010
Attention: Hillary Homick
Billlng Addrass: W .B. Mason Cornpany
534 West 239 Street, 10% Floor
New York, NY 10010
Payment Method: QOn Account
PO Number: 123456789
Cost Center: 1234 — Marketing Dept.
Item Numbar Description Qty Price Total
WBM1234 Item Descriplion $100 $100
Product Subtotal: $100
Tax Subtotal”: $100
Order Total: $100

“ may include bottle deposits




Login Online . ASON o v

QUICK ORDER | [ CHECKOUT |
Eederal Government Cuslomacs |E"'" L)
[ BV Ol el el ) — Selected Lint
® SHOP % SERVICES ~ RSUPPORT ~ OORDERS | o ACCOUNTCENTER  |®FAVORITES  crome favomes Lun
) ORDERS AWAITING APPROVAL
1. Once you Iogln you SEEed The below orders are ewaiting revisw. Check the box to Orders that have previously approved in Order History.
o e . . . . d are now .
notification box highlighted in the ight of he order you wh o updats and cick ekher ™ ™
Approve or Reject. if you wauld ike to View or edit an order,
yellow (above the Account Center cick on the Order Number.
Tab) reflecting the amount of
orders in the que. Order#  Purchase Order#  Date Addrees Ordered By  AccountiGroup Totsl [ ApPROVE |
2. Click on the Account Center Tab R —— ke st 0%
to view all orders awaiting
approval. Mexsage & Orders:
SHLTIN  Eou 272112017 - 3:55 PM Hillary Homick  C2525134 $7593 o
Nessage to Orderer: |
| APPROVE |



View All Orders | |
Pending Approval

Fedacal Governeant Customany Ifnter Keyword 0o
' [m— e —
®SHOP  #SERVICES | RSUPPORT | OORDERS  ACCOUNTCENTER  @FAVORITES  somierammrius
ORDERS AWAITING APPROVAL
1. Send a message to the orderer (if e R o th oo you Wi 1oty it chok e 010 et you heve proviously aperaved ere now in your Order Hstery.
Approve or Reject. if you would Eke to view or edit an order,
necessary) click on the Order Number.
2. Click on the check box and then
H H “" n I . ” Order 8 Purchase Order#  Date Addreas Ordered By A up
click either “Approve” or “Reject
N . ﬁ (7 7o 123WB Macon Street o -
3. Click “Edit” to view full order and o e
make modifications to the order. o}mm--omi
123WB Mason Strest
SO5673054  Edit DAUROAT-355PM  grciior acs 1o2an  Hilary Homick  C2525134 $7593

Message to Orderer: |




View/Modify
Individual Orders

1. Click “edit” in the section in which
you would like to modify.

2. “Quick Entry” will allow you to
add an item to this order

3. Adjust the quantity of each item
or delete will remove each item
from the order

4. Send message back to orderer

5. Reject or Approve this order

ORDER AWAITING APPROVAL ) imm“m-?
< relurn bo order's awaing approval

REVIEWING ORDER: S(45777962
To modify this order, use the corresponding

Order Number 5048777002 * Measaget enlered In he torm Selow Wi B00E61 1 I n :

9. 4 Edit buttons below. To Approve or Reject
Order Date 27232017 02:57:43 pm | ¥PdmRE e matsenii me orginsl cxitre this order, click on the corresponding
Ordered By Foster Maki nier mexsage 1 Lieny buttons at the top and batiom of this page
Order Method WEB
Order Status Waiting approval
nvoice Number(s})
Account Humber C2825134
Group GCO01714800
ORDER REVIEW HISTORY:
Status Reviewed Name Username Email Message
Waiting fot :
,p:'w'“.. Approver Name Approver Username Approver E-Mail
YOUR ORDER:

| Bat Asscatees | | matmaing |

YOUR ITEMS: | (marmems) (1

Ens an dem number and press the Tab key to
- QUICK ENTRY  Add 06ms I0 CA1T WENOUt Meaving (he page elnmm #em’s information

ftem Number  Item Description Type PriceOM 1 Price
BLZ41200 ’ e 7
BLZIZ00 pinding White Copy Paper, 8 112°x 11°, 08 Bright, 5000/CT e |
Product Sublotal 35545
Tax Subtotal 2403

mEy Fkide Mot depss e

Order Total $60 38

| REILCT THIF ORDLR | | APPROVE THS 0RDER |
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My WB!

Re-ordering items?? Easily find all the
items you've previously ordered all in
one place.

i

Select Favorites then click the
SHOP button located under MY
WB! You are now viewing all the
items you’ve previously
purchased from WB Mason in the
past.

Use the left hand column to help
you refine your results and help
you identify the item you’re
looking to re-purchase!

Once you’ve found the item click
ADD TO CART to include these
items in your existing shopping
cart!

® SHOP

REFINE RESULTS

CATEGORY
Classroom Writing Paper
]
Copy & Multipurpose
Paper (2)
File Foldevs (L]

F'ads& Nutebnoks 3)
Pens (1)

Tape (1}

Tape Dispensers (1)

BRAND

Ave 1)
Black i’ Red™ (1)

Zebre® (1)
PRICE
30-320 (11}

§20-340 (1
$40-360 (1)

SEARCH THESE RESULTS

@F  SHOPPING CART
U s $0.00

[ QUICK 0RDER | [ CHECKOUT

"WRMASON
[Fnte! Keyword

| 2SUPPORT | OORDERS | o ACCOUNT CENTER 'FAVORITES| Ceste Eavames Lus

ﬁ @ MYW.B! —\J/\H ][r—'

Running low? Here are the items you recently ordered!

.-(

Showing items 110 120f 134 4 » ® Sot by, [Grdered Frequantly|¥] Results Per Page: [12[5)

[RoaSemciedio Gant | | Compare sciztea | (AdaTo L] <] 0 Selected = List View

Select All | Updale List

=
2
&

Mead® Square Deal Composition Universal® File Foiders, 1/3 Cut Universal® Sleno Book, Gregg
Book,Wide Rule, 9 3/4 x 7 1/2, Assorted, One-Pty Top Tab, Leiter, Rule, 6 x 9, Green, 70 Sheets
While, 100 Sheets Manila, 100/Bax
Availability: Nexi Day Availability: Next Day Availability: Mext Day
= =
MEAD3910 UNV12113 UNV76920
ary | | ADDTO CART | arv[~ 1| ADD TOCART | | ar[ || ADDTOCART |




Customer
Support

CONTACT CUSTOMER SERVICE

Select the Support tab to contact your
dedicated customer service
representative. Select appropriate
subject matter, type message and click
Submit to send message to your
dedicated customer service.

LIVE CHAT

Select the Live Chat icon on the right
hand side of the screen to open up a
live chat with a WB Mason Customer
Service Representative.

®SHOP  ASERVICES | ZSUPPORT | O ORDERS

CUSTOMER SERVICE

1-888-WB-MA SON (1-808-928-2766)

CONTACT US

Your Information:
Hillary Homick
hillary homick@wbmason com

Send To:

Melissa Deleon
Customer Service Representallve
melissa deleon@wbmason com

o ACCOUNT CENTER

suusn

¥ FAVORITES Erstred ..
HELP PDF
e e
|
]

Need help? Check out the Hei I
POF for tips on how to ukse 1
WBMason.com

(Opens a PDF in Adoba Acrobat =
Download Acrobat Here




Order
History

Click on the Orders tab to view your
order history.

ORDER STATUS

The status column will tell you the live
status of your order.

VIEW ORDER DETAILS

Click on the “Order #” to view details
of each order.

RE-ORDER ITEMS

Once you view an order you can
select the Re-order Items button on
the page to easily re-order items.

" uASOn

[ouic omoer | [ creckout ] |

Fadeni G 4 Enter Keyword

®SHOP | ASERVICES .« 2SUPPORT || O ORDERS | o ACCOUNT CENTER

Pucchase Order#[

ORDER HISTORY

< retum o My account

Your ordery are dispinyed bolsw To view the detais of an Fitters ' Columns

Order or shaop from il, cick the Order #. To sort by a parliculer Filter Orders By:

m,mkth:cciwmhmd-m[mtnucolmmwnlw [mrwom ] S E— To|
OMersi

Order # lnvoice  Purchase Order # Order Date Method Status

22172017 - 3:55 PM WEB | Wakting approvad

* To view an order's total amount with tax, please click on the Order # link o open the order's detail page

W' SHOPPING CART ||




Return = .

Center = ] .
. Satectd List
® SHOP 2 SUPPORT | ©ORDERS | o ACCOUNT CENTER WFAVORITES coomse favomes sy

RETURN CENTER

1. Select Return Center from the | | TOMAXEARETURN: '
drop down under the Orders tab. '
Use the filter tool to help you find
the order you would like to place 101 ForScxwionalpfimetion, idess soa ow| ekl Pk
a return for.

W@
ptmom«mﬂeﬂmllem(a) ’k: Select "Additional ftems" to Expand Orders 03 Click "Retum ltem(s)" Bution to Continue

Fltters |
2. Click on Return Item(s) to process forder® Prss oo | Fommmddyy @ Tommddhyy @ Aogey s |
a return. Don't forget to print the [aodss ) '
return label at the last stgp of t'he 1 ro——— Sl e 1 STTBBO I —r ‘ ‘

return process and set aside with - : —

. . Hem Number Itemn Description UOM QTY ftem Price
product for your driver to pickup — ‘
-
neXt-day ‘ ni UNV21126 Top-Loadl Poly Sheet Protectors, Std Gauge, Nongiare, Clear, 50/Pack PK 4 $6.96 |

|




Delivery
Updates

After you place an order you can
easily check up on your delivery
status.

Delivery notifications will be
highlighted above the Orders tab. To
view updates, just click on the green
notification on your homepage.

i uASOn

[EERT A PR
2 SUPPORT © ORDERS o ACCOUNT CENTER ¥ FAVORITES

@ SHOP
OUT FOR DELIVERY
] Sales Order #: 5061667291 ”,52;‘53521‘#?533’1““ ¢

1]
Ul

bl

0=

tam #» Dascription

BLZH205G  Natural Spring Waler, 5-Gallon

CLO35418EA Mult-Surface Cleaner, 144 oz

MRCP720N '1‘!‘))0% R_recycled Hardwound Paper Towel, Natural, 1-Py, 7 7/8" x 350', 12

BWKA430EA  Antibacterial Liquid Soap, Floral Baisam, 1gal Bottie

SUN6B7374  Glass Cleaner with Ammonla-D, 32 oz. Trigger Bottie

ADDITIONAL ITEMS v

@75 SHOPPING CART
0 Hems $0.00

[ quick oaer || cneckouT |

II'.|.-. Lo
1

e tnd Ligh

Grnnte Fapocies Lints

Order Placed: 3/1/2018 |

UOM QTjf Dellvery Status

EA 6 ©On The Truek
EA 1 On The Truck
cT 1 On The Truck
EA 1 On The Truck
EA 1 ©On The Truck




Thank You

Thank you for choosing W.B. Mason
for your office supply needs. We
appreciate your loyalty to our family
owned business. If you have any
questions, please do not hesitate to
reach out to us. We are always happy
to help!

- The WB Mason Team

ALRS wehderful!

Competitive & | One Order,
custom pricing with One Delivery,
perpetual contracting - One Invoice
il W
WBMASON.COM
Local, dedicated account Easy, flexible online ordering,
management, customer integrated and customized for
service, and distribution your organization
: mm
The largest selection of the A Brand
branded products you want at | you can trust
low prices you’ll love! since 1898
1, SOLD. Star
/YA EREYER]

Guaranteed Next Day
delivered by a uniformed WB
Mason driverl|



