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Quick Guide for Users

Product Search
& Ordering

User Sign In

» Type HiTouchBusinessServices.com
in your browser

* Click “Shop Now” to enter your
login information

« If you forget your Account Number
or User ID, click on “Forgot your
Account Number or User ID?*

« If you forget your Password click on
“Forgot your Password?” to reset

Header Navigation

Search

Home Page

Products
Reorder

Account
Connect

Cart

Operating systems & browsers

Use Google Chrome for the best experience.

>4

CSHiTouch@HiTouchBusinessServices.com

@ 866-HITOUCH

R HiTouchBusinessServices.com

Reorder Quick

Online
Invoices

Account

Tools Management

Hilouch

PRODUCTS

WELCOME TO THE NEW

Hilouch

New updates and features.
Same quality service.

CSHiTouch@HiTouchBusinessServices.com

Got questions?

Contact us! 866-HITOUCH

HiTouchBusinessServices.com
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Approve Orders
If a user is set up for approvals, order details will
display to modify, decline or approve.

Orders

Active orders are presented with the date it was
placed, number of items, shipping information
and expected delivery date. If orders have all
delivered, most recent orders will show.

Lists
Up to 3 active shopping lists display with the
ability to create a new list.

Montefiore Hilouch

SINMEILS ZERVICESR



Montefiore Hilouch

ElLaIYNz%% SERYVICES

Product Search & Ordering

Product Search Reorder Quick Account Online
& Ordering Tools Management Invoices

Search Products

When you search for a product by name in the search
bar, autosuggest terms populate to assist you. Or
search for products by category, product, industry,
brand, eco & diversity products.

Home Page

HiTouch

Ink & Toner Finder

Access the Ink & toner finder under Products

+ Search by cartridge model number, printer model
number, Past Purchases, popular brands or Add My
Printer to quickly find the compatible ink and toner

"shredder® i iem: faund)

oo = N Product Page
9: : . E ﬁ i ' Access the product page by browsing categories or

through a search.

Sheedder Cut Type ' Th AED™ 100-Sneet Mirs

| ‘ o + Ability to add an item to your cart from search
At Fasd Srudiing e saves time

TRUBED 16 Shee st Comert ek - * To view product details, specifications and
reviews, click View Full Product Details

i = o + To add an item to your cart, enter quantity and
click Add, Review & Checkout or Continue
Shopping
e _ + To check the expected delivery date, enter the

' B quantity you want and click Check Delivery Date

Media Destroyer ~

Your Shopping Cart

Review your order before you click Submit

=] . + View expected delivery date for items in your cart
. or select a custom delivery date up to 15 days in

the future by clicking on Custom Delivery Date,

pick a date and save

« Change quantities, add a packing slip note or
remove an item

ems for Detvery + Click Save for Later if you don’t want to purchase
SR now but want to easily purchase an item at
e another time

« Click Submit Order to complete your transaction
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HiTouch

My Cart
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Product Search & Ordering

Product Search Reorder Quick Account Online
& Ordering Tools Management Invoices

Frequently Purchased

Home Page

Hiouch -
Easily reorder items by viewing your Frequently
s e i - .... Purchased items from the Reorder navigation
Py e T T + Click Frequently Purchased
- :  Easily sort and filter items by order date or
category

+ Even add an item to your shopping list by clicking
DRI on the heart icon

Shopping Lists

Create shopping lists for fast ordering from the
Reorder navigation, product search results, product
pages or your home page:

* Click Lists and then “Create List” or click the heart
icon on an item to create a list

Create a name for your list

Select personal or shared

] Determine if it should be a favorite
Add items and click Create List

Create List

List's mame (up 10 40 characters

Privacy Settings

TRU RED™ 16-Sheet Cross-Cut )
Commercial Shredder (TR- Make this list your favorite
1/EA @ no

Add an item to your list

\\/ 1 Add to cart

HiTouch : —_— = Quick Order

|
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Quick order up to 50 items at a time using the Quick
Order under the Reorder navigation

Quick Order

E « Enter the item numbers of the products you want

IS to purchase, add to cart and submit
|1

HHBL

Auto Restock

Hilouch = Set up items to automatically deliver - pause, skip or
cancel anytime. If an item is available to Auto
Restock, it will be presented on the product page as
another purchasing option or you can go to Reorder
Auto Restock, Just ike that. in the header navigation and click on Auto Restock

(1)Pick products  (2)Set monthly delivery date 3)Confirm shipping & payment

1. Pick roducts » Pick products
rcomoosron s o & ] + Set monthly delivery date
My Auto Restock Order i

= + Confirm shipping & payment

% K % .
o Montefiore Hilouch
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My Auto Restock
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Product Search & Ordering

Reorder Quick Account Online
Tools Management Invoices

Product Search
& Ordering

Home Page

Approvals & Viewal Orders € o 2 Lists

Jr— — | S Displays up to 3 recent orders placed and/or delivered
sumson o || memanz e = and the ability to View All orders on the orders detail
Cha Ji-Hun i =

123456789 e f’“PF“’d -] rﬂ% page

» View orders in progress on the delivery tracker or
details on orders that have delivered

» Click View All to see additional orders and to go to
the order details page

Orders

By onder number

B N Order Status & Tracking
o i Order status and order search are all on one page with
advanced search

v mmmm cwe mm e ewms e ) * Go to Account and click Orders

. - E « Search and filter by Order #, Ship to, Ordered by,
Date Range, Total, Accounting Info or Item

» Review up to 2 years of order history

Order Details

« Click on View Tracking to see details at the
summary level as well as the shipment level

+ View delivery progress on the delivery tracker
with the number of items in a box

» Easily reorder or make a return by clicking on
Return an Item or Duplicate Order

+ View order summary with accounting information,
payment method and billing

soce
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Messages (0) Ship To Location: BDC

oA -
Nl N e Profile & Password Changes

Welcome back Test User |f you need to update your proflle or Change yOUI’
password, click on these areas under “Profile” in the
MANAGE ORDERS “Account” naVigation.

Orders

ACCOUNT NUMBER: 1846373

FINANCIALS

Online Invoices

PROFILE

e Montetiore Hilouch

Change Password
ELSIYZLG VICEER

OTHER

Sign Out
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Product Search & Ordering

Product Search

Home Page & Ordering

Messages (0)

>

Reorder

Ship To Location: BDC

()

Connect

o
~—

Account

Welcome back
ACCOUNT NUMBER:
MANAGE ORDERS
Orders

FINANCIALS

Online Invoices h

PROFILE

Reorder Quick
Tools

Edit My Profile v H
Change Password MY lnvDICES
(e oot J3THTE

OTHER

LLARE B PN RIET

ACTIVITY & STATEMENTS

Sign Out

o maka payTrenta onbre, you reed o setep af let o bank scoownt.
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Online
INnvoices

Account
Management

Viewing Invoices & Selling Up Payment

See your invoices, view pending charges, and make

payments through the “Online Invoices” area

+ Click the Account navigation

* Choose “Online Invoices” under Financials

+ Set up a bank account for making payments on the
next screen

Account & Invoice Detalils

Home / My Account

My invoices

Credit account: 392878

MAKE A PAYMENT

ACTIVITY & STATEMENTS

My account balance

The transactions on this page show how we have calculated your current Account Balance.
Mote that any pending charges that have been deducted from your Available Balance may not et be reflected in your Account Balance.

CURRENT ACCOUNT BALANCE @

B Transactdatew Order # Transaction type PO Budget center Invoiced amount Payment amount

0 of 0 selected

R

Total ac

2 &b = Under “Activity & Statements you can
see your account balance and
R pending charges.
Credit available
$59,959.65 L]

A summary is provided on the right

Account balance
$0.00

* You can choose the transactions you
wish to pay, you can download the

Pending charges *
$40.35

Mot yet included in account
balance

information, and you can make a
Sa0000 payment
Last statement View

Have questions, need help with how to
read your invoice or pay online?

Contact HTBSCredit
Phone: 888-431-2088
Email: help@HTBSCredit.com

» Choose “Settings” in the top right
corner to set up AutoPay and adjust
notifications

Montefiore Hilouch
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