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CONNECT TO ENVOY SOLUTIONS ONLINE
FOR FASTER, EASIER ORDERING!

You can access all the information you need to stay connected with Envoy Solutions through

our easy-to-use eCommerce platform. Browse the Envoy Solutions product catalog, access Safety Data
Sheets, look up prices, create your own custom order guide, manage your employees and budgets, place
orders and receive confirmation — all via a convenient and quick interface.

Reduce transaction costs. Start ordering online today with these simple steps!

SELECT YOUR SHOPPING EXPERIENCE

DESKTOP QUICK REFERENCE GUIDE

shopthe WO
NEW Site

Shop the )
NEW Site

row with Easter shopoing.
& pasier checkouts!
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Logging In & Selecting
a Ship-To Address

Launch your web browser and type
in the address:
https://shop.envoysolutions.com

Every customer will already have
an account setup; however, you will
need to reset your password. Click
on ‘Forgot Password’ and enter
the email address you used in the
previous eCommerce platform to
reset and create a new password.

Once you are logged in, you will
see at the top of your screen which
company you are logged in as, and
the ability to change the ship-to via
drop down (if your company has
multiple ship-to locations). You can
also search within this field if there
are more ship-to locations than are
shown in the initial drop down.

TIP

Add this page to your browser Favorites
or Bookmarks for quick access.

CLEAN RIGHT

with our NEW KleenLine handwash!

SHOP KLEENLINE

ENVOY

SIGN IN OR REGISTER

Facity Care: Packaging Foodsandce Avcut Us

Gur Companies

For existing customers:

For new customars:

Facstty Care Frackaging Foodservice About U

ACCOUNT RETRIEVAL

Forgotten your password?

Ouw Comparies
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Browsing

Categories

Envoy Solution’s Online Catalog

contains thousands of items. These : ESSEN]
items are grouped into categories and Jping & easier ches ENVOY | Meet your food

subcategories to help narrow your
search based on the type of product or
its application.

LEARN MORE

From the Home Page:

» Go to the home page by selecting
the Envoy Solutions banner in the top
left-hand corner of the screen or by
simply going to
https://shop.envoysolutions.com

» Select the desired category by
choosing one the 3 main categories
in the header.

CONTAINERS

0 541 Aasm Suves  §8ouve
Categories ~

iiaskels

From the Shop by Category Menu:
» Clicking on ‘Shop by Category’ will
open a drop down that shows the P

same 3 main categories; clicking - ‘

PART 1188 PART SEBESI0.CF BEY PART CAOTABK

. Col %
each will expand further down the e :
Cam 12 &in Tal Fluted Dama 2nd Base for Gin ANCHOR PACKAGING BLACK BASKET 5-2876"x |- 307 BLACK
category tree to select from. ; MGEDTME OUTcAsp PLASTIC
o ; UCASE
...u_.‘ TBD TBD
» You can also scroll down the Teo
home page to the ‘Featured Brad x SRR e
Categories’ section, which will ﬁ 8676
show a visual representation of our
main categories. dikibie .
Morg
- o . 000 .. 0

TIP

You can also select category title above
the subcategory list to view all items that
are in a category.

© 2023 Envoy Solutions
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Searching for ltems

Enter the phrase, product type,
product category, manufacturer item
number, or existing item number in
the ‘What would you like to find?’ box
at the top of every page.

If your search returns results, you
will be able to filter them further by
selecting a more specific category or
a filterable attribute (size, brand, etc.)
from the left-hand menu.

While viewing products in the results,
you will be able to quickly add
quantities and items to your cart, to a
list, or create a new list to add it to.

4

Product Details Page

Find the desired item by navigating
through categories, searching, or
viewing featured products on the
home page.

Click on the product to be taken to
the product details page.

Here you can view all of the product
information, including images,
descriptions, specifications, and SDS
or related documents

From this page, you can also add the
quantity and item to the cart or add
the item to a shopping list.

ESSENTIAL 8

Meet your foodservice solutions

LEARN MORE

CONTAINERS

. 545 F
Categories

Color

$189.29

Brand

$94.73

PACTIV EVERGREEN 5 OZ. LARGE PAPER FRY CARTON,
BASKETWEAVE RED AND WHITE, 1,000 CT.
$281.54

) T ©

T Gy TN st 355 s R
) oo

Q:; e 8 Grastien et s et

PRODUCT DETAILS RESOURCES
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Quick Order
At the top of the site in the header, QUIC;K ééoER
there is an orange button titled e
‘Quick Order’, if you click this you will e T

be able to quickly add items on the
next screen.

Panig Quasity Part# Quantity Partg Quantity Parts Guantsty

You will be able to enter the phrase,

manufacturer item number, or existing
item number and the autocomplete RS oo vore mars
will pull up the item.

You will be able to select the quantity
for each line item.

You will be able to enter in as many
quick order items on this page and
then add all to cart.

6

Employee Management

To manage your employees, you can
click into ‘My Account’ in the header
of the page, and be taken to the
customer portal.

From here, you will be able to click
into ‘Employees’ on the left-hand
side menu.

0O o= 0O

From this screen you can manage
existing employees by clicking

the right arrow next to their name,
including their budgets, purchasing
power, and roles (if accessing from a
manager account).

You can also deactivate an employee
from within this menu if you choose.

© 2023 Envoy Solutions
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Shopping Lists

i o

Select ‘Saved Lists’ from the top of
the header to be taken to your
shopping list.

Clicking this will take you to the
customer portal with the default
view looking at your company
shopping lists.

From this screen, you are able to
view all the lists that are assigned to
your account.

To view items within a list, click the
arrow on the far right associated to
the list you wish to view.

From here, you can select all or
some of the products you wish to
order. You can select quantity, and
after selecting items, you can click
‘Start Order’ in the top right corner of
the screen, and you will be taken to
the cart page.

O

Creating New

Nonranros Cnden Gausche A0, 1130 AM A0 118 A 1} >
I e . il

nazau 2 3
i

Q

e

Shopping Lists
While browsing the website, you will
be able to add to and create new
shopping lists. T
On search and navigation results 5IN TALL FLUTED DOME AND BASE FOR 9IN
pages, there will be a button to ‘Add = i
to List” and upon clicking, you can ¥im

add items to an existing list or create 7 z m @, e
and add to a new list. -

On the Product Details Page, there
will be a button to ‘Add to List’ and
upon clicking, you can add items to
an existing list or create and add to a
new list.

PRODUCT DETAILS RESOURCES

FULL DETARS

© 2023 Envoy Solutions
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9 Our Companies Order Guide

Viewing Your NPL/
Order Guides

Test Order Guid
Find by hovering over ‘Order Guide' in est Urder Luide

the header menu and clicking on the Flu Season
corresponding guide.

Once clicked only the items on this
quide will show up. 24 Resuilts = List View =

If you are on a restricted NPL/guide,
you will only be able to order items

. ITEM # 0234-06-BCE01PS | ITEM # 170058 i ITEM # 170059
that are shown on these list(s). |
When browsing the general catalog,
anything that is restricted will display
a restricted message on the product
(see screen shot).
WAXIE HP DISINFECTANT CLEANER WAXIE SOLSTA 730 HP
GL 4/CS i DISINFECTANT CLEANER 3L 4/CS

If you want to add or remove items

from your NPL/Guide please reach | DIH DIE

THIS ITEM IS RESTRICTED ON YOUR ACCOUNT.

OUt to your Sales rep | PLEASE CONTACT YOUR SALES REP FOR

MORE INFORMATION

@ ':.-.'j_ & My Account  Logout

Spend Management Budget Activity: $0 of $496.82 PP L ARECLRE IR

ADD TO LIST ~ ADD TO LIST ~

If your account is setup to use Spend
Management/Budgets, you will see
this at the top of every page.

You will see your current limit based
on the time period it is set for, and the r Companies  Order Guide
amount you have purchased against it
in that period.

If you have multiple ship-to locations,
and they each have different budgets,
these will change as you select

different locations from the top menu.

This budget will update regardless of
where the order was placed (online,
offline, etc.).

If you want to update your current
spend management amounts or time
period, please reach out to your
sales rep.

© 2023 Envoy Solutions
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Cart

View your cart by clicking on ‘Cart’ in
the top of the screen.

From here, you can view all items
you currently have in your cart, )
including quantity, and price. D i

1+ REMOVE

Price:  §
Totk  $1050

You can change quantity, remove

items, or clear the cart a|tOgether 1-ROLL JUMBO JR. HIGH-CAPACITY TOILET PAPER DISPENSER BY GP PRO e Al
(GEORGIA-PACIFIC), SMOKE, 1 DISPENSER fiepd
from this screen. - e

You can add line-item notes for each
item within the cart, or you can add
an order note at the very bottom of
the screen.

@

Checkout

Billing information will be shown on the R
2nd part of the checkout process. i ©

The billing information, most of the
time, will be locked and not edited
(this is information that is in our ERP
and established when you become a
customer with us).

The shipping information can change if
you have multiple ship-to locations. A
ship-to can be changed by searching for
a new location within the checkout page
“search for a shipping address” function,
or the information will pre-populate
based on your selection chosen above
the header.

On the 3rd and final screen of the
checkout process, you will see subtotals

S1B.18
.00

for your order, and information related e -
to shipping and delivery, as well as the s e e i et e s e
ability to enter a PO if you have one for G T
that order. [ Peace onoen. |

When you are ready to place the order,
click ‘Place Order’ and you will be
taken to an order confirmation screen
andreceive a copy in your email for the
account you are logged in as.

© 2023 Envoy Solutions
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Order History

To view order history, click into ‘My
Account’ at the top of the screen or
into ‘Order History’ at the top of the
screen to view order history of up to
2 years (regardless if the orders were
placed via ecommerce).

From here you will be able to
re-order or print prior orders.

14

Save Orders for Later

If you are on the first step of the
checkout process reviewing your
cart, you can save all items for later.

Do this by clicking ‘Save for Later’ at
the bottom of the cart.

Once clicked, the order will be saved
within the customer portal within ‘My
Account’ with a corresponding ID
given.

Go to ‘My Account’ or click directly
into ‘Order History’ to view your
orders, where you will see your
saved order with corresponding 1D
listed.

From here you can continue the
order by clicking into the right arrow
on the right of the order line and click
‘Edit Order’ if you wish to change
quantities or remove items, or click
‘Reorder’ which will take you to the
same screen.

© 2023 Envoy Solutions
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Logging In & Selecting
a Ship-To Address

Launch your web browser and type in SIGN IN OR REGISTER
the address:

. Sign In
https://shop.envoysolutions.com

Usemame

Every customer will already have
an account setup; however, you will
need to reset your password. Click
on ‘Forgot Password’ and enter
the email address you used in the
previous eCommerce platform to [ sonm |
reset and create a new password.

Passwaord

GET STARTED Remembar Me

Forgat passward?

Welcome to the shapping portal
for Envoy Solutions!

Once you are logged in, you can
click the hamburger menu in the B e e
top left corner of the screen to see FEATURED PRODUCTS you

navigation options and the ability to
change the ship-to via drop down (if
your company has multiple ship-to
locations). You can also search within
this field if there are more ship-to
locations than are shown in the initial
drop down.

For existing customers:

& shop.anvoysslutions com &

(i} A

TIP

Add this page to your browser Favorites
or Bookmarks for quick access.

© 2023 Envoy Solutions



http://shop.envoysolutions.com
https://shop.envoysolutions.com

shop.envoysolutions.com

Browsing
Categories

Envoy Solution’s Online Catalog CONTAINERS
contains thousands of items. These o

items are grouped into categories and
subcategories to help narrow your 545 Aesuits
search based on the type of product or
its application.

| FILTER

PART 214132

From the Home Page: :
Go to the home page by selecting xcilly Gare -
the Envoy Solutions banner in the top :
left corner of the screen or by simply Sin Tall Flutad Dome and Bass for 9in
going to:
https://shop.envoysolutions.com TBD

Click into the hamburger menu in HIERE
the top left corner of your screen to

be shown the categories available
underneath ‘Shop by Category’.

& chop.anvoysolutions.com [ Al & shop.anvoysolutions com [

b @ & m o

You can also scroll down the

home page to the ‘Featured
Categories’ section, which will
show a visual representation of our
main categories.

© 2023 Envoy Solutions
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Searching for ltems

Enter the phrase, product type,

. CONTAINERS
product category, manufacturer item il
number, or existing item number in [ S
the ‘Search’ box at the top of every '
page 545 Rusults

PART 314132

If your search returns results, you
will be able to filter them further by

selecting a more specific category or -

a filterable attribute (size, brand, etc.)

from the ‘Filter’ menu at the top of 5IN TALL FLUTED DOME AND BASE
the page Sin Tall Fluted Dome and Base for 9in ::?:I:)

While viewing products in the results, TBD

you will be able to quickly add

quantity and items to your cart, to a l ; ;

list, or create a new list to add it to. ah & chopenvoysolutions.com () & shop.envoysolutions com

4 @m © bh @ o

While viewing the items in the
search results page, you can quickly
add items to cart by adjusting the
Quantity (QTY) you would like to
purchase and selecting the Add to
Cart button underneath the product
summary of each item.

4

Product Details Page

Find the desired item by navigating
through categories, searching, or
viewing featured products on the
home page.

Click on the product to be taken to
the product details page.

Here you can view all of the product
information, including images,
descriptions, specifications, and SDS
or related documents.

From this page, you can also add the
quantity and item to the cart or add
the item to a list/order guide.

© 2023 Envoy Solutions
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Quick Order
Within the hamburger menu in the .
top left corner of the screen will be a %CK CROER
link to ‘Quick Order’. If you click thiS, Enter the part number and quantity for the items to be
you will be able to quickly add items SERASRE
on the next screen. ik

ADD MORE PARTS
You will be able to enter the phrase,
manufacturer item number, or existing . . Samnty
item number and the autocomplete : =
will pull up the item.

Quantity

1

You will be able to select the quantity Guantity

for each line item. i
Quantity

You will be able to enter in as many -|
quick order items on this page and Part# Guantity
then add all to cart..

& shop.anvoysalutions. com

t o

Employee Management : > : s
To manage your employees, you can = SR G
click into ‘My Account’ from within B e
the hamburger menu in the top left
corner of the screen, and be taken to PTS—
the customer portal. : -

jon. hackbarth+2 Gy ...
From here, you will be able to click ! ! E————
into ‘Employees’ on the left-hand side s R——
menu. e lelfrey Sitie@envoysalut..

From this screen you can manage
existing employees by clicking

the right arrow next to their name,
including their budgets, purchasing
power, and roles (if accessing from a
manager account).

You can also deactivate an employee
from within this menu if you choose.

& shop.anvoysalutions.com & shop.envoysolutions.com [

M m M m O

© 2023 Envoy Solutions
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w F0E

Shopping Lists/
Order Guides

Within the hamburger menu in the
top left corner of the screen, select
‘Saved Lists’ to be taken to your lists/ S
order guides. Tasts

Nutriserve Order Guide:

Clicking this will take you to the
customer portal with the default view
looking at your company lists.

From this screen, you are able to
view all lists that are assigned to
your account.

To view items within a list, click the
arrow on the far right associated with
the list you wish to view.

& shop.anvoysalutions.com & shop.anvoysalutions.com &

From here, you can select all or U K i a8 D
some of the products you wish to
order. You can select quantity, and
after selecting items, you can click
‘Start Order’ in the top right corner of
the screen, and you will be taken to
the cart page.

O

Creating New Lists/

F2501M Norpak Quie # [

Order Guides Nisgasa? opss-ore [
Hisga1a3 ns0sRe £ 0

While browsing the website, you e Fioiea 1]
will be able to add to and create sss16 mwscMa #
new lists. ) mercae 5
BLEFCL LMERCAKE T

On search and navigation results w22 weroLe & O
pages, there will be a button to ‘Add sag6 weroLe: F 0
to List’ and upon clicking, you can FI0B-PJ-FRESH CELIFOUCH o ]
add items to an existing list or create BELIPUP-FRESH Fontspalc kel ' T3
and add to a new list. ez PaciErane o D
YEIBO Pactlv Evern & [

On the Product Details Page, there BrLz2 Pactiv B &

will be a button to ‘Add to List” and
upon clicking, you can add items to
an existing list or create and add to a
new list.

& shop.envoysolutions.com [

m

© 2023 Envoy Solutions
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Cart

View your cart by clicking on the ‘Cart’
icon in the top right corner of the screen.

2:18

SHOPPING CART

. ) Your Qrdar
From here, you can view all items you * Review your prodcts

currently have in your cart, including o Locaton
quantity and price. Cr e —

You can change quantity, remove items, or e R I
. i illing ress
clear the cart altogether from this screen. ik -

Search for a billng address

You can add line-item notes for each item s
within the cart, or you can add an order ' v Company
note at the very bottom of the screen. ‘ NUTRISERVE FOGD MANAGEMENT

REMOVE
First Nama

Subtotal:  $189.29 il

Lal NLwrnee
rcir Mol {ap oraly
Hackbanh
ah & shop.anveysalutions.com
. k —)

Checkout 5

Billing information will be shown on the 2nd
part of the checkout process.

The billing information, most of the time, will
be locked and not editable (this is information
that is in our ERP and established when you
become a customer with us).

The shipping information can change if you
have multiple ship-to locations. A ship-to can
be changed by searching for a new location
within the checkout page “search for a
shipping address” function, or the information
will pre-populate based on your selection
chosen within the hamburger menu in the top
left corner of the screen.

On the 3rd and final screen of the checkout
process, you will see subtotals for your order,
and information related to shipping and
delivery, as well as the ability to enter a PO if
you have one for that order.

When you are ready to place the order, click
‘Place Order’ and you will be taken to an
order confirmation screen with all of your
details, as well as receive a copy in your
email for the account you are logged in as.

© 2023 Envoy Solutions
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Order History

To view order history, click into ‘My
Account’ at the top of the screen or
into ‘Order History’ at the top of the
screen to view order history of up to
2 years (regardless if the orders were
placed via ecommerce)

SO-1048878 1

|z 80-1047638.) d

14851 S0-10479871_d

RLEx] S0O-1046674 1.4

14330 S0-1046573 1.d

From here you will be able to
re-order or print prior orders.

@

Save O rd e rS for Later ab & shop.anvoysolutione.com

t m

14526 S0-1045553.0.d
2 S0-1048582.1.d
14492 S0-1D48308_1_d
14184 SO-DAE356_1_d
14480 SC-1046306_1_1
1386 S50-1096478 1.d

14388 S0-1046441_1_d

OO O0ODODDOQODDODODODOOoN

LLER] S0-1046390_1.d

14358 $0-1048321.1.d

| a

If you are on the first step of the
checkout process reviewing your
cart, you can save all items for later.

Do this by clicking ‘Save for Later’ at
the bottom of the cart.

Once clicked, the order will be saved
within the customer portal within ‘My
Account’ with a corresponding ID
given.

Go to ‘My Account’ or click directly
into ‘Order History’ to view your
orders, where you will see your
saved order with corresponding 1D
listed.

From here you can continue the
order by clicking into the right arrow
on the right of the order line and click
‘Edit Order’ if you wish to change
quantities or remove items, or click
‘Reorder’ which will take you to the
same screen.

© 2023 Envoy Solutions



http://shop.envoysolutions.com

T m—
envoysolutions.com

Unleashing the Strength of a National Platform

Envoy Solutions is a specialized distributor and solution provider serving the US market through a family of the nation’s

best regional distributors. We specialize in facility care, foodservice, packaging, and marketing execution. We're way more
than a catalog or website—we’re people who listen, roll up our sleeves, and do the heavy lifting. We offer a broad catalog
of top brands and products, along with deep expertise and advice, to help our client-partners succeed. We are driven to
make facilities cleaner and more sustainable, people safer, and operations more productive, every day.

For more information on Envoy Solutions, visit www.envoysolutions.com

- Available through Envoy Solutions and our Regional Distribution Brands

E N v OY www.envoysolutions.com | (800) 995-4466
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