
 

 
 
 

 
 
 

 
 

 
  Online Ordering Guide 

Username: (Your e-mail address) 
 

Password: Password 
 

Upon log-in you will be asked to update your password. 



 

 
 
 

How to Order Online 
 

• Go to www.offess.com 
 

• Enter your Username (your e-mail address) and your password (not case sensitive) 
o Tip: Should you forget your password please email customer service for 

assistance 
 

How To Place An Order 
 
There are several ways to place an order (Part numbers must include the Manufacturer prefix+ 
part number; no spaces).   
 

 
 

1. Quick Order (top tool bar): If you know the part number you want to order - Use in 
conjunction with the catalog. Note: Pricing indicated is your pricing.  

 
2. Search (magnifying glass): Type in keyword(s). Refine results by subcategory, brand, 

type, color, recycled content, etc. Then sort by best match, brand, price, etc. (ex. Black 
Sharpie) 

 
3. Browse: By Product Category & then drill down by Sub-Category. Refine results as 

previously outlined. (ex. Desks and Workstations) (ex. Chairs) 
 

http://www.offess.com/


 

 
 
 

Favorites Lists 
 
Favorites lists allow you to save your most commonly ordered items on a convenient list 
located in the top navigation bar of our site. Items can be easily added to your favorites list. 
See below. 
 

 
 



 

 
 
 

 

Additional “How to” Information 
 
The My Account section has several features:   
 

• View and reprint invoices.  

• Customer Purchase History. This is a living automatic shopping list of all items 
bought by your store location making it easy to find and reorder previously ordered 
items.  

• Quick Search feature to pull up recent orders or invoices.  

 
 
 
 



 

 
 
 

Saved Orders  
 
Saved orders allow you to build multiple orders over time and then place the orders when 
you’re ready. You can switch between the orders and work on them individually.  
 
Tip: If you only have one order to build up over time, you do not need to save it. You can just 
leave it in your cart and continue adding to it each time you log in.  
 
To save an order, view your cart, and then click the Save Cart link in the grey header bar. 
This will clear your cart and save the order under the Saved Orders tab.  
 
To retrieve a Saved Order, or see orders that are on hold Pending Approval by your 
approver, click on the Saved Orders link in the red header at the top of the page. 
 
When you click Make Active, if you have items in your cart currently, you have several options 
as follows: 
 

 

 
 

Request a Return  
 
Click on the “My Account” tab at the top of the web site, then click “Lookup Orders, Invoices & 
Quotes” under the first section on the resulting page. Then follow these steps:  
 

1. Click on the “Invoices” button to show invoiced orders.  

2. Mouse over the Invoice number and choose “Request a Return”.  
 
After following these steps, you’ll be greeted with the Request Item Return page. You can 
either Return All items, or enter quantities and select a reason for the items you do wish to 
return. When ready, click on “Submit” to complete your request. 



 

 
 
 

Once your request has been submitted please have your item(s) for return available for the OE 
driver to pick up within the next two business days. Once your item(s) has been picked up it 
will be processed and you will receive a credit to your account (you can find this credit online 
under Order History). 

Order History  
 
To look up your order history, click on the “My Account” tab at the top of the web site. On the 
My Account page, click on “Lookup Orders, Invoices & Quotes”. You can select what to search 
for in the first box.  
 
Description of Order Types:  
 

• Sales Orders: These are all orders you have placed. The status column will provide 
more information as to whether it is completed and invoiced. When you click on the 
sales order number to view the detail, you can also find a link on that page to the 
invoice that was created.  

 

• Invoices: These are all your invoices for completed orders. You can reprint invoices 
and request returns from this page. To reprint an invoice, click on the invoice 
number, then choose Printable View.  

 

• Sales Quotes: These are quotes that have been entered for your review.  

 

• Purchased Items: This option allows you to search all your past orders for a 
product.  

 

Checkout 
 
When your order is complete, review your shopping cart, and adjust quantities if necessary. If 
you are not ready to checkout select the “Save Cart” feature. 

 
If you’re ready to place your order, proceed to “Checkout” 
 

1. Confirm your delivery address 
2. Confirm your order information 
3. Enter your Purchase Order # 
4. Review and submit! 

 



 

 
 
 

 
 
 
 
 
 

 

Questions 
• For product questions, deliveries or returns, contact Customer Service at 866-251-9802 

ext. 1 or customerservice@offess.com  
 

• For special quotes, new user set up or program questions, contact Jim Landholt at 866-
251-9802 ext. 204 or jlandholt@offess.com 
 


