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Log in

To access Buckeye's Ecommerce website, go to https://www.buckeye.biz
Enter your username and password on the homepage to login.

Login

LUsarnamre

_—

Ecommerce ot

Dt hurew an account? Contact yous local
Buckeye Cleaning Center 1o set up anline
ordareng

If you do not have an account or do not know your login
information, contact your local Buckeye Cleaning Center
to set up online ordering.
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Searching for Products

On the homepage, you have the option to choose between programs and product groups
in the main navigation bar at the top of the screen or select programs as you scroll down the
homepage.

Bu.ﬂkeqa Enter kayword or part number g ‘

Ecommerce MY ACCOUNT

DILUTION CONTROL FLOOR CARE REFLECTIONS  S5YMMETRY  ALLIED OTHER

A
BUCKEYE CLEANING CENTERS

Buckeye Cleaning Centers offer an extensive line of high-quality cleaning and maintenance products, equipment, and a wide assortment of custodial
supplios fora fuII-Fal:iqur selution in any rmarket, We have 30 Eu:lmrn Cl-u.'lning. Coenters nationwide.

Dur centors provide serdce-arionted, markat spm:ific mepresantatives, spacialized I:rainmg programs that help standardize clnamng procoduras in s
facility, and multiple ordering cptions that include meeting with local Buckeye representatives or ordering online.

Buckeye Hard Floor Care Program Symmetry® Hand Hygiene Program

The Buckeye Hard Floor Care Program i built on standardieed procedures The Symmetry Hand Hygiene Program offers a complete line of hand
and the highast quality products that are proven o increase ol'ﬁn'annql. hygiene preducts and dispensers, awareness, aducation and behavior
produce encellent results, and save you monay. medification tooks, ard training for your specific necds.
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Searching for Products

Select a program or product group to further refine your search.

B [

Ecommerce -

FLOOR CARE

HOME ) FLODR CARE
SHOP BY

80 Froducts - Page 1 of 5
FLOOR CARE s
EMHAMCERS AND RESTOR n 2 3 4 5 Nt

CEALERS i F
w 4 ﬁ
T | Eﬂ!-_w". 4
| |
Liquid Shovel®, 4 ga 1 Liquid Shovel®, 5 Liquid Shovel®, 55 Penetrate™, 4 ea 1
gallon bottles gallon Action Pac® gallon drum gallon bottles

(50221000} (50225000} (50228000) (50231000}

B0 =0 B0 (=]=

|
Panetrate™, § gallon Panetrata™, 30 gallon Penetrate™, 55 gallon Ripsaw™, 4 &a 1
Action Pac® drum (50237000) drum (50238000) gallon bottles
(50235000) B— 4 oy (50251000)
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Searching for Products

To search for a specific product, enter the new SAP number, the old Buckeye product number,
or the name of the product into the search bar at the top of the screen.

B N I

Ecommerce

DILUTION CORROL FLO:OR CARE REFLECTIONS SYMMETRY ALLIED OTHER

SEARCH RESULTS FOR - “51311000"

1 Products - Page 1 of 1

|

=

Clarion 25, 4 ea 1 gal
bettles (51311000
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Purchaser/Approver Program

With Buckeye's Purchaser/Approver program, you will be given the option to select purchaser or approver roles.
Purchaser and approver accounts are linked under the same customer name.

Purchaser Role

The “Purchaser” role serves as an account for users to
place orders that will be submitted to the “Approver”
role for approval before they are finally submitted to
Buckeye. For information on adding products to your
shopping list or shopping cart and submitting an order,
check the Shopping Cart and Shopping List sections of
this guide.

Approver Role

Once a "“Purchaser” submits an order, notification emails
are sent to the "Approver” and “Purchaser” that the
order has been submitted to the “Approver”. The email will
contain the full product order. The “Approver” will then log
into their account and select “Approve Orders” from the
drop-down menu under My Account. This tab is not available
to "Purchaser” accounts.

“Approvers” can review and approve the order by clicking
“Approve”. They also have the option to modify orders before
approving them. Once the order has been approved it will be
placed and the “Purchaser” will receive a confirmation email.
Approvers can also export a PDF of the order.

YOUR ORDER ITEMS

Order Date:9/3/2019

Created By: Purchasar

Bill Te: REGIONAL ONE HEALTH
Shipped To: REGIONAL ONE HEALTH
Total: $417.33

MNotes: Testing out the notes

VIEW ACCOUNT
APPROVE ORDERS

CSV ORDER %
ORDER HISTORY

VIEW PAYMENT
HISTORY

SHOPPING LIST

(1) ANTIMICROBIAL FOAM, SYMMETRY 12X550 x §120.72 = 120.72
(1) HAND SANITIZER FOAM, SYMMETRY 12X550 x §181.48 = 181.68
(1) CITATION AP x $90.93 = 90.93

ACTION

PO Number
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Purchaser/Approver Program

Approver Role

The “Approver” role also has the option to view payment
history. Choose to view invoices from the past month, 2
months, 6 months, and all time.

VIEW ACCOUNT
APPROVE ORDERS
CSV ORDER
ORDER HISTORY
BUDGET REPORT

VIEW PAYMENT

HISTORY %

SHOPPING LIST

LOGOUT
Payment History
VIEW INVOICES ORDER #: PO NUMBER:
the past 6 months. - Q, SEARCH
Invoice Date: 2018-08-06 *Note - In order to view invoices you need to have Adobe Acrobat

Invoice # 90057897 Reader installed. You can download it here.

Amount: $0.00
Dowmnload Invoice

Invoice Date: 2018-10-29 *Note - In order to view invoices you need to have Adobe Acrobat

Invoice & 90080002 Reader installed. You can download it here.

Amount: $985.00
Download Invoice

High Approver Role

Multiple “Purchaser” and “Approver” roles can be created
for each account. A “"High Approver” role is also available.
This role functions similarly to the “Approver” role. Once
an order has been submitted, it must be approved by both
the “Approver” and the “High Approver.”
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Shopping Cart

Adding Products to Your Cart

Add products to your cart from collections pages by clicking the shopping cart displayed
beneath the product

FLOOR CARE

HOME »  FLOOR CARE

SHOP BY

80 Produscts - Page 1of 5
FLOOR CARE hd

SE RS !'I

S [ [ Sk B

= =)
Liquid Shovel®, 4 ea 1 Liquid Shovel®, 5 gallon Liquid Shovel®, 55 Penetrate™, 4 ea 1

gallon bottles Action Pac® (50225000) gallen drum (S0228000) gallen battles

[50221000) _ . (50231000}
e | -

Eﬂm‘nrﬂ l |
,_-_._;_._,4...

o — g
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Penatrate™, 5 gallon Penetrate™, 30 gallon Penetrate™, 55 gallon Ripsaw™, 4 ea 1 gallon

Action Pac® (50235000) drum (50237000 drum (50238000) bottles (50251000)
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Shopping Cart

Adding Products to Your Cart (CONTINUED)

To increase the quantity of the product added to your shopping cart, click on the product name.

This will take you to the product page. There, you can

increase the quantity and add to cart.
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bottles
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Shopping Cart

Managing Your Cart
To access your cart, click the Shopping Cart button at the top of the page.

Buckuye _

WY ACCOUNT

Ecommerce

DAILLITION CONTROL FLOOHR CARE EEFLECTIONS SYMMETIY ALLIED OTHER

In the shopping cart you can adjust quantity or remove items. If you choose to change the quantity,
click update so your cart will reflect your new total.

SHOPFING CART SHIFFING ORDER SUMMARY ORDER COMPFLETE

ADDED ITEMS ary PRICE TOTAL ACTION

XREMOVE

LIGUID SHOVEL 4X1 (Casa)

Broduct d: 50321500 1 587.48 per case LET.A8

MREMOVE
CLARION 25 4X1 (Caza)

'_:" Product #: 51311000 ! $75.44 per case s1a.as UPDATE

™ CONTINUE SHOPPING SUBTOTAL: $163.12

Once you are ready to checkout, click Checkout.

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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Shopping Cart

Shipping Options

On the Shipping screen, select your ship-to location from the drop-down box. This will auto-fill
the necessary shipping information. You also have the option to add a Purchase Order # to your
order. Then Click Preview Order to review your order.

SHOPPNG CART m CRDER SUMMARY ORDER COMPLETL

SHER-TO-LEST oy PURCHASE ORDER & [MAX 20 CHARACTERS)
15T FinARNCIAL FEDERAL (1232 WENTDVILLE WENTIVILLE Parchare Ordur Mambar
SHIF TO NAME STATE'REGION
15T FiNANCLAL FECERAL e
STREET ADDRESS ZIF/POSTAL CODE
1238 WENTIVILLE PRWY G3385
BACK TO CART
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Shopping List

Adding Products to Your Shopping List

Add products to your shopping list from product collection pages by clicking the list icon
underneath each product.

FLOOR CARE

HOME % FLOOR CARE )

SHOP BY

B0 Products - Page 1 of §
FLOOR CARE b
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Liquid Shovel®, 4 ea 1 Liquid Shovel®, 5 gallen Liquid Shovel®, 55 Penetrate™, 4 ea 1
gallon bottles Action Pac® (50225000) gallon drum (50228000) gallon bottles
(50221000} . ) (50231000)
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— | |
2 .. -
Penetrate™, 5 gallon Penetrate™, 30 gallon Penetrate™, 55 gallon Ripsaw™, 4 ea 1 gallon
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B0 (=] = (= ]= (=] =
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Shopping List

Managing Your Shopping List

To access your shopping list, click on the My Account icon in the
upper right-hand corner of the screen and select Shopping List

from the drop-down form. VIEW ACCOUNT

APPROVE ORDERS
CSV ORDER
ORDER HISTORY
BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST K

LOGOUT

Individual and Account Shopping Lists

Each user has access to an account-wide shopping list. This is the default list for every
user. Any edits made to this list will change the list for all users. The only account role that
cannot edit shopping lists is the “Purchaser” role.

Shopping List

Edt thea alar s Al ersing B when brawing prod.cs
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T B Artricokial Handwah Foarg: Srmmery 19883 LT O -
S N Z50 i I
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Shopping List

Individual and Account Shopping Lists (CONTINUED)

Users also have access to a personal shopping list. To make edits to your personal shopping list, select it
from the drop-down menu at the top of the shopping list page. Once you have made edits to your personal
shopping list, this will become your default shopping list.

Shopping List

Edt thea alar s Al ersing B when brawing prod.cs

FROCACT PRICE DATE ADDED
- TALMTIY
tiama: Action Leck 0 Puglo LEIT [T ol -
S, Troduct B 216470 ;
: Masactectieer 8 1 ACESE 1P o
Hoarer Aten Lock B ey 1% L Cuansity: -
. POkt B AITLAY30 i
Wil actuawr ) B ACENLUGY ‘n’
e Arnrirolan Handhvih Fowming - Symmiery FRRE N [t bl ey '!F
12 850mi :
Frewhioy it FG0050 P
Mascsfactuser §. B AOG0S
T Monrws, Artiricoukial Handwash Fuaming: Synmety 9083 DA O -
- S § 250l 1 I
| Predwr g B
Mascifurtuser §, B 90001 120
e Hinwdl Safitiies Fodering - Syvratny 12 2 550 F7d.B8 [ e Dty !
m 1
il Prosduen § 72000050 ﬂ-

iaceFacturer 8 B SOOSD0SG

All products on your shopping list will appear on the page. To narrow down your selection products,
choose a product category from the drop-down menu on the left side of the page.

Once you have located a product on your list, you can decide to add it to your shopping cart or delete
it. If you choose to add the product to your shopping cart, you can also input the quantity.
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Managing the Budget

For users who have been set up to manage and view budget
reports, you can do so by selecting Budget Report in the My
Account drop-down menu.

VIEW ACCOUNT

APPROVE ORDERS

CSV ORDER

ORDER HISTORY

BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST

LOGOUT

A report will appear for whichever month or quarter you select from the drop-down menus. The pie chart to the left
of the screen will detail the budget for the entire account, breaking spending down by product category.

Budget Report

Repaort for Maonth: Report for Quarter:

Saptembaer 2019 -

o

Used: $633.43 / $1333.00 (47.52%)

Dilution
Cantral

Flaar Care

. Reflectians

Symmetry

Remaining

Budget

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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Managing the Budget

On the right side of the screen, see individual budgets for each account user.
Here, you also have the option to Manage the Budget.

Approvern craditmanager:
$777.321 $1,333.00 30,00/ 3%1,335.00
{SE%) (0%
hgarcia@buckeyeintema. .. purchaser:
£0.00 / $1,333.00 $0.00 / $1,333.00
(0% (0%)
regrmed: teat]23:
$0.00/ 51,333.00 $0.00/%$1,333.00
{15 [0%)

When managing your budget, set both the company budget and user budgets. Note: User budgets are completely
separate from the company budget and do not need to equal the company budget. Click Save once your budgets
have been set.

Manage Budget

sty Mamibly Rere0dvineg Bodkgen
0000

User Budgets
Username Budget

5ot tn Dlermpty bo use

oy sk
P 133300
= 131200
i el 133300
il bucheyenie ranona Loom a0
1123 133308
I — 133500

ﬁm
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Managing the Budget

You can also make manual budget adjustments on the Budget Report page. Manual budget adjustments allow
you to account for purchases made outside of the Buckeye International system. Just enter the amount spent,
purchaser, date, and notes about the purchase. Click Save to save the order.

Manual budget adjustments allow you to account for purchases made outside of the Buckeye International system. To
assign an existing Buckeye International order to a spacific user for budget purposes, please find the order in the section
below this one and change the oniginating user there.

Adjustment (expénses Mo Uiser - Adjustment Date
Comment
Amount Date User Comment Edit

At the bottom of the budget report, view or download a CSV of your order history.

Order History
EETEniT E=E

Here you can also assign a user to an order that was not placed on the ecommerce website via a drop-down menu.

NOT SHIPPED ITEMS NOT YET SHIPPED

Order Date: #/3/201% 1 ECO FLOOR CLEANER, E33 4X1.25L (60331400)
Chrderdt; 1042564

Originating user:

O o

Shipping To: REGIOMNAL OME HEALTH
Oradar (2 an eraait held

Dawnload invaice

ORDER DETAIL

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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Accessing Product Resources

(SDS and Product Literature)

On each product page, find resources related to that product. Download SDS and Product
Literature by clicking the icons in the Resource box.

Eco All Purpose Cleaner -
4x1.25L pouches

Praduwct No. 60117400
- / Mfg No. B.ECOETT

’,ﬁ' oo All Purpods Cladnas - 135 Litas pinachas & oschis par bax
T B

Resources

Clivk o & roscurce below' o awedodd & FOF

= E =

OF - ENGILTS 308 - SANTEH SO - CANATRAN
El E =
L ]
» i . 1
Bk - Find RCE C AR s« DU P u’m
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View Account

To edit your profile settings, click My Account in

the upper right-hand corner of your screen and

select View Account in the drop-down menu.

VIEW ACCOUNT K

APPROVE ORDERS
CSV ORDER
ORDER HISTORY
BUDGET REPORT

VIEW PAYMENT
HISTORY

Edit Profile

Username: jackieappeover
Passwond: Update

Mlama

Jackie

Here, you can edit the name and email of your account. You can also add
a second and third email address. Click Edit Profile Settings and fill in your
updated information. Remember to save your changes by clicking save.

MY ACCOUNT

Name: Jackie
Email: jscharenberg@buckeyeinternational.com
Username: jackieapprover

Password « kkkkkkkkkk

Edit Profile Settings
A

4

Erruil
[peharentanySbuckeyeiniemational.com

2nd Email

Jed Email:

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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Order History

To see order history, select Order History from
the My Account drop-down menu in the upper
right-hand corner of your screen.

VIEW ACCOUNT
APPROVE ORDERS
CSV ORDER

ORDER HISTORY %
BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST

LOGOUT

Here you can download a CSV of your order history. From the drop-down menu, choose between viewing
orders for the past month, two months, six months, or all time. View details of each order. You can also
download invoices, CSVs, or reorder an individual order.

Order History

Only orders placed after October 23, 2007 will display

VIEWY ORDERS IN; | The past month. =

NOT SHIPFED ITEMS NOT YET SHIFPED
Order Date; /372019 1 ECO FLOOR CLEANER, E33 4X1.25L
Order®: 104245

Shipping To: REGIOMAL OME HEALTH
Ovglpr i3 o gt ol

DPownload Invaice Download C5V

Reorder

1 HAMND SANTIZER FOAM, SYMMETRY 124550

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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CSV Order

To make a purchase for multiple shipping destinations
simultaneously or easily repeat similar orders, download an
older CSV file via the Order History page or download the
CSV template on the CSV order upload page. Select CSV
Orders from the My Account drop-down menu.

VIEW ACCOUNT

APPROVE ORDERS

CSV ORDER

ORDER HISTORY

BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST

LOGOUT

Download the CSV template by clicking the link below. Then upload with the upload button

at the bottom of the screen.

CSV Order Upload

Using this form, you can make purchases for multiple shipping destinations simultaneously or easily repeat similar orders. You can download an older order
as a T8V file via the Order Histery page, optionally modify it or combing it with other such files, and upload it here to make a new order.

Alternatively, you ca.rl download the TV template here, |

Once you have a C5V file with the desired products, quantities, and ship-to numbsers, simply upload it using the button below. You will be shown subtotals

and errors and given an opportunity to make changes before checkout.

Upload

W

BUCKEYE ECOMMERCE WEBSITE QUICK REFERENCE GUIDE
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Payment History

To see payment history, select View Payment History

from the My Account drop-down menu in the upper

right-hand corner of your screen.

VIEW ACCOUNT

APPROVE ORDERS

CSV ORDER

ORDER HISTORY

BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST

LOGOUT

Access invoices from the past month, 2 months, 6 months, or all time form the
drop-down menu. You can also search by order number or PO number.

Faturn o By ACCRURT page

Payment History
WIEW INVCICES ORDER & PO NUNEER
S Z [ seancs |

Once you have located the correct invoice, click Download Invoice to view a
PDF of your invoice.

Payment History

WIEW ENVOHOES ORDER # PO NLMBER:

. .

THOLE - I Orcler 10w Fe0loRs YOU Aeed B0 have Adobe Acrobat Header
naied. You can doweioad 1t here.

Inveles Dwte: 2018-12-20
fvoice W PHI92363
Aot §385.00

e i e Dowslsad fvoice

it - b grcke b e Benkoes you reedl fo haee Adobe Aombet Breds
instalied. Yow can downioad it heve,

Invelce Date; 2018-10-29
Frvobes B HNRO0G7

et §735 00
o n
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Logout

Logout by clicking the logout button under the My Account drop-down menu.

VIEW ACCOUNT

APPROVE ORDERS

CSV ORDER

ORDER HISTORY

BUDGET REPORT

VIEW PAYMENT
HISTORY

SHOPPING LIST

LOGOUT R
W
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Buckeye International, Inc.
2700 Wagner Place, Maryland Heights, MO 63043

800.321.2583
www.buckeyerinternational.com






