MOHAVE

RFP 19A-0214
Janitorial Supplies, Equipment and
Services — Direct Online Order
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Direct Order Process

Managing your custodial purchases just got a whole lot easier!
Introducing the latest B2B online ordering site through hillyard.com

Mohave customers can order Hillyard contract items through a web-based ordering
system.

For quick, easy and accurate ordering follow the steps in this user guide.

ABOUT US MARKETS SYSTEMS SOLUTIONS PRODUCTS MEDIA CENTER

BTRIDENT.

Better Bullt. Better Equipment.
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Other Order Options

Hillyard Contact Information

Mesa/Phoenix Location
Alyssa Moll, phoenixcs@hillyard.com
PH. 480.833.5711/800.950.4570
FX. 480.820.0001

Tucson Location
Alyssa Moll, tucsoncs@hillyard.com
PH. 520.624.7436/800.362.4965
FX. 520.620.1248

Flagstaff Location
Judy Patterson, flagstaffcs@hillyard.com

PH. 928.526.2277/800.289.4195
FX. 928-526-4247

Fax or Email Purchase Order

** If you choose not to use the Direct
Order Process please either Fax or
Email your purchase order to one of
the contacts listed to the left so we can
process your order.
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Logging in and out

To register for an account, contact your local Hillyard Representative

Go to: www.hillyard.com
Click the Log-In link at the upper right of the screen.

Type in user name and click login

1s | My location Hutchinson (change) | SDS |

o search.... n

B2B Overview Video
https://youtu.be/X3n6pewUfb8

11 Jdn -
===|Log|n

HILLYARD
I

Usermame

Help, forgot my password

Trouble logging in, contact our helpdesk
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How to Place an Order

There are many ways to order on the B2B ordering site

1. Re-order from 18t month ordering history
2. Browse Product Catalog

3. Order from a quote

4. Order from a template
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Reorder from 18 month order History

To order a material that you have previously purchased click the Reorder My Products link.

Contact Us | Hillyard Location Hufchinson | SDS | gsss B2BUser ~ |
AXIS COMMERCIAL REALTY INC. ¥ | Reorder My Producis ¥ | My Account ¥ |

€8s , ’ Type to search n
ReOrder Template
\d Search Oroer Mistory — L 18 month Order h|St0ry iS
- i{ displayed
oo ;;m p = Create templates including these
— DUST CLOTH MASSLINN HD 36X24 YW 250CS Price: S28.47 PAC itemS
= Remove items from order history
m = Choose from these items to add to
F_,7‘ EET:I;ZER?P:':J_RHELL IHS NXT 1000ML 8 CS ::;:% s1 ::‘:-E Shoppl ng Cart .
5\ = Use search or sort features to find
Remove | Add To Tempiate itemS quickly
SANITIZER PURELL IHS 120Z PUMP BOTTLE Price: $68.35 CS

e HILLYARD
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Browse Product Catalog

Product Catalog- follow drill down prompts to get to the desired product. Select either
Hillyard Branded products or any product Hillyard sells

Search bar- plug in a product number or search word to go directly to a specific product

Type to search.... n

SOLUTIONS PRODUCTS MEUAA BENIER Browse for products
- e through search bar or
through product catalog

31, Hillyard Branded — ‘ :

selections
All Products :

Y
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Product Catalog

Display

Product Detail Page

Gives a detailed product
description, available sizes,
specifications, and related products.

Price, Unit of Measure (UOM) and
Case Quantity are displayed to
assist the user in making the
correct selection.

Fill in desired quantity and click the
BUY button.

Assurance®

Hidden Buy Option

There may be products that DO
NOT show an option to BUY.

The BUY option is hidden if the
user is set up for Approved
Products, and the product is not on
their approved list.

If no product in that category was
on the list, a message will display
saying the product isn't sold in that
area.

® Availability Specifications Related Products

@ Availability Specificatio Related Products
-
he p uctto a *
sting templa m
& |
-



*  Orderitems from a quote created by
your Hillyard Sales Representative.

e Click on the Quotes option in the
“My Account” link and select a
quote.

e Click the view button to open and
review quote.

Order from a quote

PHOENIX UNION H3SD 210 ¥ | Build Reorder List ¥

My Account

Type to search..

PNS PRODUCTS MEDIA CH

Hillyard/Phoenix

Account Activity

Create New Template

Document Typesm - ‘
S~———

Accounts: | All Customers - ‘

Search Type:| Select a Search Type - ‘

3 documents found

Doc Number Doc Type Date v
»n @ 0100510873 Quotation 08/10/2018
> @ 0100510673 Quotation 08/09/2015
- @ 0100509819 Quotation 08/03/2018

Total

532582

$7.495.99

50.00

1755 South Extension Rd.
em MESAAZ 85210

AON 09 CTFA4

Status: | Al - |

Date: | Current Month - |

PO Number Valid To

14A-HILL-0530 09/24/2018 @
14A-HILL-0530 09/23/2018 m
PICK UP 09/17/2018

Approved Products

Account Activity
Quotes (3)

Manage My Account

Reports

Contacts

Manage Approval

Change
Change

Change
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Order from a Template

Order Templates can be used as a short cut to quickly place an order that is a regularly repeating order containing
similar product and quantity.

To order from a template, use the My Account Link and select Templates

B2B reorder pad * Features

® You can create an order pad for your
most commonly used products.

= Quickly and easily reorder your core

B janitorial product list.

P———— Tr—— * |nsert a quantity with the frequently

ot ' ordered product list to order your

desired quantities.

ARSENAL 1 SUPER SHINE-ALL 52972 EA = After the frequently ordered product

ey G ’ list is saved you can reorder your

products by pressing the “Add all to

ARSENAL 1 TOP CLEAN

SEALM1 eSS0 TR cart” button:.
o Change your order templates
throughout the year as the cleaning
tome oz - L needs in your facility change. :\I:I:_:I_%:IE:.I%

o oo




Approved Products

Mohave accounts are preset with products approved for order.,
Approved products will display in 2 ways:

PHOENIX UNION HSD 210 ¥ | Build ReorderList ¥  MyAccount ¥

e /ooroved Product
1. Click on the My Account Link and Ype 10 SeaTe, / pproved Products n

Account Activity
select Approved Products to go

. . .. B Quotes (3)
directly to a list of eligible products. = PRl s -

Manage My Account

Reports
Hillyard/Phoenix
1755 South Extension Rd. Contacts
et MESAAZ 85210 Manage Approval
Hidden Buy Option
® There may be products that DO - o .
NOT ShUW an Option tO BUY ® Availability Specifications Related Products 2 Browse Product Cata|0g (as descrlbed on

m The BUY option is hidden if the slides 7-8).

user is set up for Approved Eligible products will display with a BUY button
Products, and the product is not on & P play &

their approved list. Add o Tempie O next to them....
m If no product in that category was R taL00e0c0s Prce: 5600 Non eligible products will not.

on the list, a message will display = a0ty 4-F" Sy 1 Gallon Coniainers H IL LYA R D
saying the product isn’t sold in that e e
area.




Approved Products

From the Approved Products link, users can select
items to add to the shopping cart for purchase. Approved Products

Add Selected To Cart Sort By | Name
l "= | Click here to add the

Name Reset Go
Product Number I—I \—I

Search Order History

ltems per page [15 ¥ item to the shopping cart (Pages)
25
12 3 |s0 fGWmme. 7 & 9 10 11 12 | 13 14 15 16 17 | 18 18 20 20 22 23 24 25 26 2T 28 2
Al - . . .
31 32 33 | 24 35 326 Choose how manyitems } 45 46 a7 48 49 s0 51 s2 53 54 55 56 57 Prod ucts W||| d|sp|ay W|th a
oo e i .o __ |todisplay per page _ _ _ -
59 60 61 62 63 B4 65 73 74 75 76 77 | 78 79 80 | 81 82 83 84 85

default sort by PRODUCT #

a7 ag 89 90 91 92 93 93 96 ar 98 99 100 101 102 103 104 105 106 107 108 109 110 M

13 | M4 | 15 | 16 17 18 119 | 120 121 122 | 123 124 125 | 126 127 128 | 129 130 131 | 132 | 133 134 135 bUt can also be arranged by
137 138 139 140 141 | 142 143 144 | 145 146 147 145 143 180 151 152 153 154 | 155 186 157 156 159 prOdUCt Categoryor prOdUCt
161 162 | 163 164 165 | 166 167 168
|:| name.
Liquid Laundry Bleach Price: $69.51
ltem # ANDPYL0002
aQt 1 rL B
Category: Bleach Y

Select an item
fo add to cart
erepdlid Swabby® Il
] Iltem # HILOD10404
Category: Bowl Cleaners

Price: $2.62

Or plug in a quantity and
hit buy

1 ar

Item #: HILOD46907
Qt 1 rL JEM
Category: Food Service Cleaner v -

Liquid Trap Shooter® Price: $10563 H I L LYA R D
e et e




Shopping Cart

Contact Us | Hillyard Locations | Hutchinson | SDS | &= _B28B User x l-_l
[

Approve Orders | AXIS COMMERCIAL REALTY INC. ¥ | Reorder My Products ¥ | My Account W

Options Type to search n
Clear items from the cart, continue

shopping by adding more products, or

print the cart. Shopping Cart nder Summary
At the line item level you can remove Print | Gloar Gt | Add Products - B
items, add items to a template, view PO Number
related items, change quantities and view E
the unit price as well as line item total [} Ligud swanoyon o 96 ar =
price e T Delivery Information
On the right side of the screen you can .
Remove | Add To Template | Related Products

view your order summary, add a PO
number, view delivery information,
shipping instructions, and payment

Super Shine-All® lea
525
ity Awailable: 18 EA

infor‘m ation Remove | Add To Tempiate | Related Products Pa?’;‘?m“lnm
The yellow buttons “Checkout” and Nutra-Rinse® o [ 15
“Express Checkout” will guide you through = T '

the checkout process




Shopping Cart

Print | Clear Cart | Add Products

4 Step Checkout Process
B Shipping

B Payment
B Review
m Complete

M_Payment 2 Review 3 Complete 4

Features
Each page of the checkout process will
allow you to make specific changes to the
order
Adding a PO number
Changing the delivery address
Adding delivery instructions
Changing the form of payment

Check Out Step 1- Shipping

I Shipping Payment Review

Shipping

B Select the location where the items will be shipped to

B Leave specific delivery instructions
B Edit a shipping address

Delivery To:

BLDG 101 (0000436883)\

AXIS COMMERCIAL REALTY
INC. (0000200400) 2NDS

s | Change Shipping Ad

\

Delivery Instructions Delivery To
B Leave specific notes regarding the [ ————

delivery Su Mo Tu We Th Fr S-a
m Select a desired delivery date R

m Select options for only complete

orders or to pick the order up in B
person . Delivery Date:
m If you are picking up in person, fill owcompew®
in name of person picking it up deiay the defvery if some tems are out of stock. N
W SAVE o e o s e G T



Check Out Step 2-

Payment

Shipping

M Review Complete

Payment

®m Choose Invoice or select card to pay with.

B Manage multiple credit cards to allow several departments to save their
preferred form of payment. (**We are using the latest in internet encryptio
software and are PCI compliant to ensure credit card numbers are safe)

Manage Credit Cards

Add a new card
Select a card to delete
Select a card to edit

Select a card to set as the default

Manage Payment Options

Add New Card | Delete Selected Card

Modify Selected Card

Invoice

Vi | VISA XOUOD0-3T 36

wisA | VISA ooexxxex-1111

J

Payment Method: Manage Cards

Invoice \

V58 VISA xoooo0ox-1111

O Cardholder Name: Test Card

HILLYARD
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Shipping Payment M Complete

Review Check Out Step 3-
B Review the order. REVieW

B Grand total of invoice will display along will all other details selected during
the purchase and checkout process.

m Option to continue shopping

Order Summa Please review your order Continue Shopping
Y % PO Number

Liquid Swabby® Il Qty 9% HFD22333%5VDS E3
tem #: HILOO10404 & 14

Quantity Available: 85

Delivery Information
Super Shine-All®

Ship To Address
AXIS COMMERCIAL REA

ftem # HILOOB0825 I A TY INC
i Quantiy Availabie: 38 EA Total Price :
= otal Pric
Sain
G
Instructions
. Ryan- please get a signature for a
Nutra-Rinse® Qty 16 deliveries -
tem # HIL0021906 J ' N
_— Quantity Available: 150 GA

Payment Information

VISA xoooocoooo-1111

HILLYARD




Shipping Payment

Review |[TTTE

Order 21624849

Thank you for your order = -

Add Selected To Cart | Add All To Cart

Windo-Clean®+
Item #: HILOOS0225

Category: Window, Hard Surface

Windo-Clean®+
Item #. HILOOS0225

Category Window, Hard Surface

Re-Juv-Nal®
ltem # HILODS1625

Category: Disinfectants, Sanit

i d i

R
n En

v o
&

Order Summary

tems:  $141

PO Number

DONMA TESTING

Delivery Information

Ship To Address
DONMNA TESTING

Payment Information

Invoice

Total Information
Net Amount: $131.30
Tax Amount  $10.57
Shipping Charge: _ $0.00

Grand Total: $141.87

Check out step 4-
Complete

Once the complete button is selected
an order number will be produced
and a thank you message will display.

User or users associated with the

order will receive an email
confirmation of the order

HILLYARD
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Direct Order Benefits

Fast Response Time, Simple, Secure

Order Accuracy

Product catalog customization

Provides valuable product information
Avallable 24 /7 / 365

Order history and usage information available

HILLYARD
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Automatic E-Mall
S

Sentlo

Additional Options

User Place
Order

‘L,JQ

Mail
Multiple-User Approver
Approval Process \/

Workflow

)

Order Management and Approval
= Multiple locations
= Budget Control
» Automated Notifications

HILLYARD
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Need Help?

= Watch our B2B overview video using the below link
https://youtu.be/X3n6pewUfb8
= Click on the B2b training button on the website menu bar

B2B Training B2B Login | Contact Us | Hillyard Locations | My location Phoenix (change) | SDS |
Approve Orders | .. ~~NIXUNION HSD 210 ¥ | Build ReorderList ¥ | MyAccount ¥ |

= Contact your local Hillyard Sales Representative or Branch location

Wood Sports Floor Care From The Company That Invented It!



https://protect-us.mimecast.com/s/Kd1AC4xVNpsk51ZHNaO2Y

