
M O H A V E  E D U C A T I O N A L  S E R V I C E S  C O O P E R A T I V E  I N C .
( 9 2 8 )  7 5 3 - 6 9 4 5  K I N G M A N  

W W W . M E S C . O R G
R E V  4 / 1 8 / 1 8 M S C

Staples Contract and Commercial LLC, 
operating as 

Staples Business Advantage (Staples)
Office Supplies, and Toner – Direct Online Order

18H-STAPLES-0615

vendor version

http://www.mesc.org


General Information
• Member may obtain Mohave contract prices through the Staples Advantage 

account created for Mohave Cooperative members.

• Contact Heather Munstermann at heather.Munstermann@staples.com to get 
your Organizations account set up (details on next page).

• Each member will have an assigned local Staples Territory Account 
Manager that will be your one POC once your account is set up.

• Include MESC Contract 18H-STAPLES-0615 on the purchase order. 

• Orders will be shipped to each specified member location, ordered online 
and can be picked up at local store (where available).  

• Member will address order concerns (missing items, damaged items, 
returns, substitutions, etc.) directly with Customer Service and all other 
account needs, special quotes, reporting etc. with their Account Manager.

• Member may use Pcards or Budget/Cost center codes, GL codes etc. 

• Mohave’s 1% admin fee is included in contract prices.

• Staples will remit admin fees to Mohave.

Contact Customer Service:
support@staplesadvantage.com or 877-826-7755
M-F 8am - 8pm ET

mailto:heather.Munstermann@staples.com
mailto:support@staplesadvantage.com


Registering for an Online Ordering Account

Contact Customer Service:
support@staplesadvantage.com or 877-826-7755
M-F 8am - 8pm ET

To register for an online account, please 
contact Heather Munstermann at; 
heather.Munstermann@staples.com. Heather 
will work with each member to set up their 
account under the Mohave Cooperative.  
Information Heather will need includes:

List of end users/buyers, any approval 
routings, ship-to locations, billing and invoice 
preferences.

Once your account is set up, the Staples team 
will provide an overview of the online 
ordering site, helping your end users become 
familiar with Staples Business Advantage.

Your end users will receive a welcome email 
with their account login information. Please 
click the password link to change your 
password.

Please view the Customer Service page to find 
Quick Reference Guides to learn how it is to 
navigate the site and place orders.

There are also more in-depth User Guides 
HERE. (link to Mohave page)

mailto:support@staplesadvantage.com
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Ordering Overview (Direct On-Line Order)
• Member logs on to StaplesAdvantage.com using the username and 

password for your organization.  If using a purchase order:

• Member creates purchase order for products.

• Include MESC Contract # 18H-STAPLES-0615 on the purchase order. 

• Member creates order or an on-line quote for products.  

• Orders will be shipped to the specified location.  If special shipping 
instructions (expedited shipping, multiple ship-to locations) are 
required, contact your Staples Account Manager.

• Member will address order concerns (missing items, damaged items, 
returns, substitutions, etc.) directly on StaplesAdvantage.com or by 
contacting Staples Customer Service.

• Member may use Pcards. 

• Mohave’s 1% admin fee is included in contract prices.

• Staples will remit admin fees to Mohave.

Contact Customer Service:
support@staplesadvantage.com or 877-826-7755
M-F 8am - 8pm ET

mailto:support@staplesadvantage.com


Buy Online, Pick-Up in Store (if applicable)

For any same day emergency needs:
Find the Buy Online, Pick Up In Store document under 
the Pricing & Docs tab of the Staples Business 
Advantage vendor page on the Mohave Cooperative 
website:
http://service.mesc.org/PVF/detail.php?contract=18
H-STAPLES-0615

http://service.mesc.org/PVF/detail.php?contract=18H-STAPLES-0615


Blanket Purchase Orders (if applicable)

• Members may use blanket purchase orders under 
the contract.

• Each blanket purchase order should specify...
• The period it can be used
• The product or products to be purchased
• Any excluded products 
• The maximum amount available to be spent
• The authorized user or users

• Members must monitor blanket purchase order 
expenditures to avoid exceeding the maximum 
purchase amount.



Questions & Contacts

• For Mohave questions, contact Michael Carter, CPPB at
michael@mec.org or (928) 718-3222

• To get set up on the StaplesAdvanatge Mohave account, please
contact Heather Munstermann at
heather.Munstermann@staples.com

• or call Heather’s direct line at: 360-989-7422

• Upon working with Heather to get your account set up, you will
be assigned a local Account Manger that supports other Staples
customers within your zip code. For Staples questions related to
Quotes and Orders, reporting and business reviews, managing
end-users or other account needs you will contact your Assigned
Account Manager.
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