
OFFICE SUPPLY PROGRAM
Getting Started – Private Label – Website Help



Private Labels

Savings Opportunities

– BUSINESS SOURCE

– COMPUCESSORY 

– LORELL

– NATURE SAVER 

– ELITE IMAGE 

– INTEGRA

– GENUINE JOE

Private Label
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Business Source (general supplies)

– BSN 

– Search hint: BSN binder, BSN folder

Integra (writing utensils)

– ITA 

– Search hint: ITA Marker, ITA pencil

Compucessory (technology supplies)

– CCS 

– Search hint: CCS CDR, CCS air (can air)

Genuine Joe (jan/san & breakroom)

– GJO 

– Search hint: GJO Towel, GJO sugar, GJO Fork

Elite Image (toner / ink)

– ELI 

Lorell (furniture)

– LLR

Nature Saver (recycled)

– NAT
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Private Label
Prefixes & Search Bar Help



WEB USER GUIDE
General Purchaser



Corporately Approved Products for each user to access: These items are 

viewed by all users. Items cannot be added or deleted from this list unless 

you are the administrator on the account.
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Company List



List of regularly used items that are managed by the individual  user.  

These items are only viewed by that particular user and items can be 

added and deleted at any time by each user.
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Custom Shopping List



Easily search for items by key word, product description, or SKU#.
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Search Center
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Deductively narrow down your search using product specific “categories” 

and drop down “features”.

Product Search Bar



Customize your search by choosing up to 50 results per page or filter by 

assorted category.
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Search Results



Compare up to four products side-by-side by checking the boxes located 

next to the product picture and then clicking “Compare”.
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Compare Products



Click on any item for a detailed description, packing levels, and the 

corresponding catalog page number.  
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Product Info Screen



If product specifications are desired, click on “Detail” Tab within the 

product information screen.  An extended overview of the product 

appears.
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Product Info Screen



Check inventory availability by clicking on the “Stock Check” link to avoid 

back orders.
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Inventory Availability



Add items to a shopping list from the product information screen by clicking 

on the “Add to shopping list” link. 

Note: Make sure the QTY box is “0” when adding to shopping list. 
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Add to Shopping List



Managing Shopping Lists

Delete items off the list by clicking on the         symbol.

Add items to another shopping list by clicking on the           symbol.
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While in the custom shopping list, users have the option of either adding 

an item to their cart and exiting to the checkout screen (add & view cart), 

or adding to their cart without exiting your shopping list (add to cart).
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Manage Shopping Cart
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To delete an item from your cart, click the red ‘X’ next to the item and 

then click update at the bottom of the screen. 

Manage Shopping Cart
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The message bar next to each item can be used for internal notes.  The 

information saved in the message bar will appear on the packing slip.

Manage Shopping Cart
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Accessing ePrint

Company Store
To Access the Company Store, Click on 

“Shop Now – Company Store” icon on the 

top right of the page.
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ePrint Store Instructions
The corporate approved categories customized for your 

company are listed with picture icons in the middle of 

the page. 

Once inside the icon – you can choose which item to

customize to your specific needs.
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ePrint Store Instructions
Create a new version of the item:

Fill in the variable information, including the drop down 

listing your location – then click “Save New Version”
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ePrint Store Instructions
After you create your version, you can “View PDF” to 
ensure all of the information is correct. After you have 
reviewed, you need to choose your quantity and confirm 
that the proof is approved. (Cannot continue without 
both of these filled out) – then click “Add to Cart”

You will then review all information, here you can “Submit” 

to Finish the Checkout process or can “Continue Shopping” 

where you can add additional personalized sets of cards.



Manage multiple location and department codes for shipping. 
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Ship To Locations
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Each location has a set Branch ID – in the system, this will be listed under “Cost

Center” on the checkout page. If the Cost Center is not pre-populated, you will 

click on the magnifying Glass to Add the Cost Center to the Order.

Charge Codes & Cost Centers



When ready to check out, simply click on the “Check Out” link where you 

can review your order before confirming. 
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Check Out



Review the order to ensure accuracy.  Once you are ready to confirm the 

order, select ‘Place Order’ at the bottom of the screen.
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Confirming Order
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1. Select ‘Return Request’ under the Admin Center found on the 

left side toolbar.  

2. Select the magnifying glass icon next to the ‘Order’ field to 

select which WO your item is part of.

3. Once you select the order, the details of that order will 

populate.  Enter the quantity for each item that needs to be 

returned. 

4. Select ‘Submit Request’ Regency’s customer service takes it 

from there.

Note: When returning an item, do not send back with courier. Wait 2-3 business  

days to receive an RA number for return after completed online return form. 
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4

The Return Process
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The Order History menu selection allows users to access  quotes as well as  

previously placed orders in any of these statuses: pending approval, 

confirmed, shipped, or rejected.

Order History Toolbar


