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BUSINESS SOLUTIONS

How to Place an Order Online

Step One: Visit our Website & Log In to your Account

Navigate to our website at: shop.gopalace.com

-
Home  Quick Order InkAnd Toner « My Accounts o Live Chav"-dine

User Name

Password

@ Customer support: (831) 476-38 =

Enter Keywords of tlem # w 0 items : $0.00

BROWSE BY CA7 SGORY FEATURED ITEMS

seen it e e e Click to chat live with us!
YET? m o M-F 8:00am-5:00pm PST

HAVEYOU 72a. 7L A— Need Help?
Chat

4 ' >
X Laladals
RSVP Slick

e Login by entering your User Name and Password into the fields .

in the upper righthand area of the screen or by clicking the Please et Name

Login link. Note: login information is case sensitive.

Password

e You can change your password and security question after you

login the first time with your Palace provided username and

password.
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Step Two: Select your department

Once you log in, you will be directed to your account’s main page and be asked to select your

department.
Click on the dropdown arrow and hit space bar to view all available departments.

Choose the department or PO (if applicable) you would like to place the order under.

Home  Quik Order Ik And Tonet Favorites My Accoumls ' v Chat Onling

ECLRE LSOO Orders Pending Appeowal: §

@ Customer support: (831) 476-3815
Frter keypwords or item # u 0items : 30.00

BUSINESS SOLUTIONS

Walcame back, Shopdot New Usar Damo | ng Ol Acct: 11225H0PD0T NEW USFROEMD | Dept: 1-POR 122456783 DEMO | Available Budget: $Hoxl (1)

BROWSE BY CATEGORY W FEATURED ITEMS

= [T —

Current AccounuDepartment

Account: 11225 - SHOPDOT NEW USER DEMO

Department: 1 - PO# 12343675% DEMO
EnarGel- X

Retraciadle Rofler Gel
Pen, Smm Black
Barral/ Ink, Dozen

§16,99 / Dozen

Attantion;  Blank Aticnion

Cance Continue
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Step Three: Shop!

Hom. Ouick Order  Ink And Torar . Favantas / Accounts . . Live Chat Online

o

SO LR Ordons Pending Apprwal: 1
@ Customer support: (831) 476-3815
1 Enter keywords of em # Search p u 0 items : $0.00

BUSINESS SOLUTIONS

Welcome hock, Shopdot New Uaer Demo |59 Out Acet: 11223-SHOPDOT NEW USER OPWO Dept: 1-POX 123456755 DEMD | Available Budget: $500 00

BROWSE BY CATEGORY w FEATURED ITEMS

Office *| Batterles & Etectrical Supplies Index Dividers

Technology ’| Binders & Binding Supplies Label Makers and Supplies

Janitorial & Sanitation *| Breakroom Supplles Labels & Stickers

Fumiture *| Calendars, Planners & Personal Organizers Mouse Pads & Wrist Rests

Food Service *| Casrying Cases Pack & Ship

Industrial *| Cash Handling Paper & Printable Media

Power Tools | Classroom Teaching & Leaining Matesials Presentation/Display & Scheduling Boasds ?“
Crafts & Recreation Room Products Room Accessories C;
Cutting & Measuring Devices Safety & Security ;74
Desk Accessories & Workspace Organlzers Shredders & Accessorles s
Envelopes, Mailers & Shipping Supplies Stamps & Stamp Supplies
File & Storage Cabinets Staplers & Punches
File Folders, Portable & Storage Box Files Tags & Tickats .
Forms, Recordkeeping & Relerence Materials Tape, Adhesives & Fasteners
General Office Accessories Writing & Correction Supplies
Identification Badges

[ Talal lale q )
R:SV.F. Stck

Cnlimmint Sre Tose

You can shop four different ways:

1. Traditional Search: Type in a specific search term, like Post It Notes or Printer Ink, into the
search bar and click search or hit the enter/return key.

2. Browse: Mouse over “Browse by Category” to open a dropdown menu of categories and browse
for the items you’re looking for.

3. Quick Order: Already know the item number? Select the Quick Order option and enter the item
number there.

4. Favorites: Select Favorites to build lists of frequently ordered items.
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Refine your search
Filter your search results using the options in the left-hand column, including by brand, keyword,
category, and even green products.

You can also enter additional search terms in the Search These Results field to narrow down the

original results.

Boluce

BUSINESS SOLUTIONS

. Live Chat Onfine

ink And Taner Favoritas

My Accounts

Home  Quick Order

@ Customer support: (831) 476-3815

0 items : $0.00

Enter keyworos of item #

Search P

tnf

Acct: 112253-SHOPDOT NEW USER DEMO | Deptr 1.PO® 123456785 OEMO | Avadiahie Budget: S50000

Welcome back, Shopdat New User Demo Log Cur

FEATURED ITEMS

BRZWSE BY L\TEGORY W

188 items found Showing Iteens 11010 0f 188 Strt by | Best Maxen [v]
Search These Results:
| | Salect Ak to Cart Adidl ta Faverites Compaen Items per page -13_;'_7” Harn
You've selectad: 2 . "
Postit Pop-up Notes - il =
® Keyword post il notes “ MMMRIR AT < (5] )
Onginat Pop- up Refill, 3 ¥ 3, Assorted Jaipar Colors, ]
100. Sheet, 10/ Pack n Stock R
Filter Search Resuits: + Seit- stick ramovable noles S3CK secursly anc remove p—— i 100% Recyced End
CATEGORY == clsnly 1 <l Tab Folders
+ Dmsvtnn Supphes Orgarizers ‘. AL:arman-::yh nates pop up one after anather 4 Qly Rgﬂmced Tab, Lellsr
m Cuick Vi SO, o HICRr o e Size, Manda, 100V Box
« Baper Fadsiots Fads (18) + Cammants [ Add to Cart | $39.59 / Box
* Sof Stk Psd Dispaneses [20) o 0
o Sef SEck Pads (148) Acd 0 Favorias
BRAND
* Pt Epscd Pacs (16) — it Pop.up Note: 3 Y $20.78 | Pack
» p;:m Motes (48) o 2y a2 . Super Scky & MMMRA3I3I255C
£ o Pop up 3 x 3 Nots Refill, Canary Yellow, B0 Notes/ Y
« Fost-a8 Notes Super Sticky y y Patl, 12 P/ Pack
(E3) i X I Stock
o o ~ Supse Sticky nolas hokd Jorer and stonger than
< ;”“; g“’"’: :‘“‘" (22 cognal notes, yet ramaove pst es cieandy 1 2|
* Posts up Notes Sy ~ram— b
Ssck (.,7?9 7 etes Supet * Aczomhon. styls notes pop up one sfler snother Sor
oo b Sk sy €83y, ONG- NONGEE FHPONSING Qty
Seo Moee gl
GREEN - pr—
* No (160}
. Yesi28)
= Post it® Notes < f“’:'j‘:\‘“‘“ x
i Oviginal Pada in Marssilis Colors, 3 x 3, 100- Sheet, 2
l . 12/ Pack In Steck
’ + Seif- stick remavable notes s3ck securely, remave 1 = |
3 chasnly - =
+ Foat- it Notes are the tnusted nate for mesanges and Qty
remindars around the cMee
Gk Yo + Comments
a P Acd o Favcibus
O Post-iti> Notes ) 414D Pk
= g MMMEIDES®
Onginal Pads i Canary Yellow. 3 x ), Limed, 100-
i o Paass A2 ( Sred
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Step Four: Fill Your Cart

] Post-it® Greener Notes ) 0an/Pen
_— MMMB53RPA
Recycled Note Pads, 1 1/ 2 x 2, Assorted Helsinki _

") Colors, 100- Sheet, 12/ Pack 1 ” N

~ - Made using plant- based adhesive and recycled paper.

) v r
- Removable notes stick securely and remove cleanly Qty

Commenis
Quick View - ‘ Add to Cart
'For Joanne
T 4 Add to Favorites
o & A2 3

1. Quantity: Select the desired quantity for each item you need to purchase and click Add to Cart.
Text above this field will tell you if the item is in stock or not.

2. Comments: Keep track of who gets what on a shared order or make a reminder for yourself by
adding a comment to each individual item. To add a comment, click on the plus sign (+) next to
Comments underneath the item description. A text box will open for you to type in and your notes
will be printed on your packing slip.

3. Item Details: Small icons located below the comments field identify categories that the product
falls into including:
e Recycled €3

e Shippable =
e Best Value <
e Non-Returnable items @’

4. Favorites: Love this item and want to order it often? Select Add to Favorites to add it to your list
of favorite products, accessible from the top navigation of the website.

When you are ready to review your shopping cart and finalize

your purchase, click on the shopping cart icon. If you'd like to w 1 items : $10.88
review your cart, hover over View Cart to see the last 5 items
you added. View Cart Checkout
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Step Five: Review Your Cart

Review all the items in your cart and double check the quantities and notes you have selected. You can
make any necessary changes to each individual item from this screen. To continue shopping, click the
Continue Shopping button on the upper left of the items list.

: P
Shopping Cart -
1 Continue Shopping Item Total: $38.05 3
Empty Cant Save Order = Expand A} — Collspse All
v 1-POF 123456739 DEMO 3 Mems : $38.05
ftem = Your Price Quantity Packaging Ext Price  Hemove
SANESETIPP $3.05 ) Pack - 2iPank 338 ”®
n Stock =
Refill for uni- ball Gel IMPACT RT Roller Bafl Pens, Bold, Black, 2/ Pack
Cumramner
Jept
SUSE
20742 €263.95 ) Each |, - | 12 Eachitiox 515 EQ ®

n Slock

Slant- Ring Economy View Binder, 1" Capacity, White

mments. |

Oept

[GX

MMME53IRPA €:80.20/ Pack |, - 1 PackBox 51540 A
n Siock =
-
) Recycled Note Pads, 1 1/ 2 x 2, Assorted Helsinki Colors, 100. Sheet, 12/ Pack
» PRI r —
4 - Lomments. |rer Joanne

6ot

(X S

G ~

mpty Carl + Expand A Collapsey All

Continue Shopping Item Total: $38.05

From your Shopping Cart you can take any of three action items:

1. Continue Shopping: Realize you missed something? No problem. Select Continue Shopping to
browse and select more items to purchase. You can always easily return to your cart at any time.

2. Save Order: If you're not quite ready to process your order or you would like to use this order as
a template for future orders, you can select the Save Order option. This is explained further in
Step Seven.

3. Checkout: Everything looks good and you’re ready to move forward? Checkout.
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Step Six: Checkout

, . Item Total: $47.76
¢ Once you've reviewed your cart and are ready to purchase,
+ Expand Al Colispse All

click on the Checkout button — on the top or bottom right of
your shopping cart.

e The first step of the checkout process helps us understand who the order is for and if you have
any special instructions, i.e. a specific delivery location at your school or business.

e Please complete the Attention field with your name or department.

¢ If you are using a Purchase Order Number, enter it in the Short PO field, otherwise enter your
name or department. If you have shipping or delivery instructions for us, please include them in
the Special Instructions field. This includes deliveries for holidays or closed days. Please note —
if you need to change the shipping address, please contact your Customer Care
Representative. This cannot be done online.

¢ Click Update Changes to continue to the Review Order Details screen.

. Live Chat Onine.  Lag Out

P Checkout - Edit Order Details

BUSINESS SOLUTIONS

Edit Order Detzils Depl: 1 PO 123456788 DEMO

Shipping Method

Aceount SHOPDQT NEW USER DEMO

Shipping Instructions

Spedial Instructons

Purchase Ordors Long PO
adrens - 2506 CHANTH A
Addrens 2806 CHANTICLEER AVE +/ Shoet PO
Chty SANTACRIUZ CA .- 20085
Shipping Address ~ Paymeomnt £ Charpe 10 my account
Enter credt card information
Nk SHOPOOT NEW USER DENG Carg Typa i)
Address 2606 CHANTICLEER AVE Number
Cly. SANTACRUZ.CA - 95085 Expirabon 1 v 1
Continue Shopping Update Changes
About Us Contact Us Help Privacy Policy

Powersd by ECi Software Solutions € 2008-2015 {v. 12.0.0)
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Step Seven: Review Order Details

You can view and verify the details you entered on the previous screen. You will also see your order
total including tax on the right side of the screen.

Your product item list displays at the bottom of the screen.

Next, you choose to Save Order, proceed to Place Order, or Continue Shopping.

Botnce

BUSINESS SOLUTIONS

Review Order Details

Acsount
Department
Anention

Billing Address

LINDA GH0.CASH SALE ACCOUNT
roUs

10.CASH SAE ACCOUNT

Linga Ghio

Shipping Methed
Stipping Instuctons
Special Instructions

Flease oshier  main oo

Checkout - Order Review

oy el m

item Total: SETTE
Shpping: So.02
Subtotal: SLLTS

Nare  LNDA GHIDCASH SALE ACTOLNT Sheat 20
Addmes A0S CRANTICLEER AVE Payment CTharge %o my aecoun: Place Order
Cry  SANTAGRUT CA- 3504
Spping Address your eder, aod Tan chek Place Urder
Hare LTNDA CHIO CAZH SALE ACCOUNT
Addws  TEOE CHANTICLEZER AVE QUENS for assistange
Gay SANTALCIUZ CA- 35028
Coalmec Shopping
Your ltems Edix Cort items
Mom @ Your Price Packaging Qty Ext. Price
MIINR23DAF (':: S10.39 ¢ Pozk 24-FockiCorton 2 5207e
% 2% 3, Morsele, 100V Poa. & Pads! Pack
€55308 ) Pach &Pk B s208
Ref® $o¢ b 2ol Gol IMPACT RT Roler Soll Pera Boly, Bleh 2 Poe
Comment: Kinn
X LS {Each 12-Fas o 4 a4
} Ring Viow Fé | wely Whi
Comment: Moo of

Yo A2 e Continga Shopping Place Order

Abourt Us Comactls Help Privacy ®

Powered 3y £CI Sofware Soitons @ 2006-201S (v 12.0.0)
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Step Eight: Place Order

Once your order is ready to be placed, click the Place Order button. This is important! Your order is
not placed until you click on Place Order. There are two buttons to choose from, one in the upper
righthand corner of your screen and one at the bottom righthand corner of your screen. Your order will
be sent to your Palace Customer Care representative who will then release the order for fulfillment.

P Chackout - Order Review

BUSINESS SOLUTIONS

Review Order Details EGL Account Detaiis Edit Dider Details Order Summary

Iteo= Yotal 54T 78
Account LINDE GHOCASH SALE ACCOUNT  Shipping Mothed Frea Shipping Shippang: 000
Department Shupping Instructions Sublotal: 54TT0
1+ LINOA GHIO-CASH SALE ACCOUNT Special InstucSons Floxse delver 4o man offics Tax €% 04

55

Attention Linda Ghia
Bilfing Addrezs Short PO Linda Grio

Narie UNCE GHIO-CASH SALE ACCOUNT
Address 005 CHANTIOLEER A
Coy. SANTACRUZ, GA - 26085

Fayment Crmge to my aeoount

Shipping Address
Nome LUNDAGHIC CASH SALE ACCOUNT
Address 2000 CHANTICLEER AVS

Ciy SANTACRU2, CA - 05085 $awe Oraer Continue Shopping

Your items £t Cartimms
Item ¥ Your Price Packaging Qty Ext. Price |
WAR3E32AR S}S:E 30/ Fasx 24-PasiCanon 2 §20.78
Pap- Up Note Hatsy, ) 43, Marsade, 100/ Pag, 8 Pads) Pack
Comment. For Sam n reom
SANS3TIPP €:55.20 ) B B ack Box 1 £3.20

Rete for uod-0ad Gel APATT RT Roser Bai Fens. Scid, Black 2 Pook

Communt. Mary mom &
NVI0F42 -.,"_.‘55’3.“ Fach 12-EachBos= 4 82372
Ezoncany 2. Ring Viw 3inder, 1" Copacty, \Whis

Coammemt Man office

About Us Contact Us Help Privacy Polcy

Paweres oy ECt Software Solutions & 2005-201S (v 1200)
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Step Nine: Confirmation

Once the order has been placed, you will see an Order Confirmation Screen where you can Print your
order, Continue Shopping, or return to the main page.

Notes:

Checkout - Order Confirmation

Botuce

BUSINESS SOLUTIONS
Thank you for your order!

V Reference Number: 318065-0. Subimitted.

Order Detalls Order Sumemary

e Total 847.78
Acooum LINDA GHIOCASH GALE ACCOUNT Shipping Methad Free Shppid Shipping: 50
Departmant Shipping fnstruoctions Subsotal s4T. TR
L Lo SHIOCAS X
2 domadyiik: Spevial Instrustions Srsme Setew 3 Tin Bce Tax ania
Aflenbon
B Ak Total! $51.70
) e5s
0 Shont PO ot G
Nares CUNT I:J Print
porm Fayment Conmge 4oty AMSOoUnt
£33 p? Co 479.35 1% for acastance
Shipping Atldreas -
Narr
Addw
Your items
Iteim = Your Price Packaging Qty Ext, Price
MAWAR33TAP (,}'3‘: 30 1 Pack 24.Pac/Conto 2 §20.76
- i
Cout
Al €522 Pute Pac/B 3
n r Gov P
nt A
<, Eac 12- Fy
= x Ein 17 Caomd
Continue Shopping

Most accounts have a Palace Administrator who releases orders for fulfillment. The Palace
Administrator simply checks for delivery notes and to ensure all the needed information has
been provided. After your order has been released by the Palace Administrator, you will receive
a confirmation email with your confirmation reference numbers aka invoice number.

Some accounts have intermediate approvers, who must first approve the order before it is sent
to Palace.

Most items will be delivered the next day. If you need your order held, please call 831-
476-3815.
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Additional Information: Navigating Your Account & Customer Service

Homa  Cusck Order Ink And Tonet Favodies + My Azocounts - Live Chat Online

3 Saved Onders: 1 Cenied Orders; 0

, I\.» Customer support: (831)476-3815
Enter keywords or dem 4 tnf 1items: $18.00
BUSINESS SOLUTIONS Checkout

Vieew Cant
Weicomae back, Julle Log Oul Acct; 112Z3.SHOPOOT NEW USER DEMO Dopk: 1-PO¥ 123466785 DEMO | Available Budget. 550000
OFFICE SUPPLIES TECHNOLOGY FURNITURE MAINTENANCE & BREAKROOM SHOP ALL CATEGORIES FEATURED ITEMS

WVEYW %, TS| Need Help?  cywe | TR

sf‘EhT‘; 'ﬁﬂ V Sttt ) Click to chat live with us! Chat
s BT M-F B:00am-5:00pm PST

Have a Question or Concern? Thank you!
Please feel free to contactus: (831) 476-3815 We appreciate your business!
Site Navigation 5 Contact Info Our Membership
* Returns 4 Corporate Office & Warehouse Pt
* Office Inleniors 2606 Chanticleer Avenue & © aadte
» Policies and Terms Sana Cruz. CA95065 ‘é
* Quick Tip L, 831) 4753315 e

* Rebate Center

* Carcers

$ (831)476-4036 Card & Payments 6

B helpdgopaiace com W; VISA -B %

About Us Contact Us Help Privacy Policy

The header and footer of the website, located at the very top and very bottom of each screen, allow you
to access important pages of the site at any time. Here are a few features of note:

1. Customer Support: Call our office anytime to speak with a customer service representative. Our
office is open Monday through Friday from 8:00 am to 5:00 pm.

2. Live Chat: Click on Live Chat to speak with our online customer support during regular business
hours.

3. My Accounts: Access your account details: update your profile, view your order history, check
the status of orders, etc.

4. Returns: Review our return policy and submit a Return Request.

5. Contact Info: How to reach the corporate office and warehouse via email, phone, and our
physical address.

6. Cards & Payments: Palace Business Solutions accepts Discover, Visa, Mastercard, and
American Express.
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