PayLess Office Products personal purchases
PayLess Office Products is offering the same discount and contract item structure to the entire Creighton community for personal purchases.  This includes staff, faculty, alumni and students.

Go to the PayLess Office Products web-site. http://www.paylessoffice.com/
Click on the red “Customer Login” button.
Your sign-in name is “Creighton”
Your password is “personal”
· You will be able to browse the catalog, order anything and receive the University pricing.

· Your best pricing can found under the “Popular Items” tab in the left margin.

· Simply select the items you want and add them to the cart.
· When you are done shopping click on the “check out” link.

· You will see your order and the billing and shipping information.
· It is important that you update the ship-to information to replace the “personal purchases” wording with your Department Name and your name.  Use your name for the required PO number.
· Enter your credit card information (this is the only way to order) and click submit order or hold order if you are not done.  
· You will see your order confirmation with the order number. Keep this information just in case there are questions later.  Your order should be delivered the next day.
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