
 

Quick access 
to some of 
our popular 

departments 

Enter 
Account 
Number, 

User 
Name 
and 

Password 
to access 



 

Search Option 
- Enter 

manufacturer 
part number 
or key words 
to find your 

selection Search option - 
Choose a category  

Search 
Option - 

Quick access 
to some of 
our popular 

departments 



 

Quick access to 
some of  the 

favorite features 



 

Locate previously 
ordered supplies 
within “Reorder 

from History” 



 You can choose 
to order from 

one of the SAVE 
lists already 

created for you. 

You can create 
your own 

favorite items 
list, or see 

below. 



 In this case we choose 
envelopes and we see the 

items displayed below. 

Mesa-SAVE is a core item and Mesa-SAVE 
NC means non-core item. All the items are 

part of the contract.  



 

Enter  any name, click Create 
List and you’re ready to begin 

adding your items. 

Here we chose to 
“Click Here To 

Create List”  and 
the “Create A New 

List” screen will 
appear.   



 
Enter  a word 

or part 
number and 
you can add 

items to your 
list. 



 

Once you located 
the item you want 
to add choose the 
Add to a list, and 
the item will be 

added to you list.  



 

Choose a saved 
cart. 



 

Choose a different 
cost center or 

location to deliver 
supplies. If available 

to you. 



 

Narrow  your selection by using  filters 



 

Check out here after you 
have submitted to cart. 



 

Enter a 
message  if 

you like 

Finished? Go ahead  
and checkout 

Change quantity 

Delete a line 



 

Another opportunity 
to edit cart at 

checkout 



 

Add additional 
information as 

needed 

Check out and you’re 
finished. A 

confirmation will 
appear next. 


