
 

 

 

 

 

 

 

 

 

  

  

 

  

  

  

   

 

  

Review & Checkout 

Order summary 

ltem5(3) 

Total 

V Shipping 

Ship To(Plant) ' 

S122.04 

$122.04 

ShipTo(Plant) (ADBuyer78144707 (Sharon Lee)) 

I ADBuyer78144707 (Sharon Lee) 

200 Prospect Street East Stroudsburg. PA 18301 United 
States 

Need-by Date CD 

I February 9, 2024 ffi I 

~ .er.inLCM ~ etint_Q~ 

Delivery to: ~~ 

E@MHII& 

Deliver To • 

I Sharon Lee 

Purchase Group 

1300 (East Stroudsburg) 

NEW PAPER ORDERING INSTRUCTIONS 

Log into ESS 

Go to Source Point -Guided Buying 

Select Shop Company Catalog 

Select the Staples Catalog’ 

Please use the Staples catalog on Source Point 

Click on Buy From Supplier and then continue 

Select item number 461757 

Enter number of cases (or reams) that you need. 

Add to cart 

Review and check out 

Go to view cart when reverted back to Source Point. 

Once you submit your order you need to change the delivery destination. 

Please enter your building and room number 

Staples will deliver directly to your office. 



     

 

 

     

 

Alliic:hments 

Approval Flow 

0··········· ·········· ·········· ··· ·········· ··· ·0··········· ·········· ········· · ········· · ·······0 ...... , Auto JpptOWO 

----------------, 

0 Success X 

Your requisition has been sent for approval. 

- [ View requisition 

rk Standard Yield Toner Quantity Price 

L-----------~- - ,e.a.c.u_ .. __________ ~ ....,ITT,h72 SD,------~ 

Approval process before order is submitted: 

After hitting submit for the order: 



 

 

   

 

 

         

 

  

Submitted 

Approval Flow 

C!)>-----------~0 -···· ············ ····· ···················· ······ 0 

comments 

' l w. .. y ... .,..,,... ... 

Altachments 

~ Orag and drop file here. or browse to upl011d 1hen dick ttle Add b1.1t1on 

M9HifrM 

~,. ,A..•, "$>...,, ,.,., .u ,,J .: ,ar ~i:. · (1.,1 ).1..,,) ,: "", .. .,__. , 111.,, . •1, c , ., ,,.._ • .,, 
:'Y.~\'-~• ""' ; 1, ., •N ,tt, ;i',':'! 

J 0 Shart .tin supfllillf 

,,I 

Once the paper is received: 

Update total received 

Then submit 




