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I. Logging In/ Account Options

A. Logging In
Click the “Log In” link on the homepage, then enter — ewsi adaress:|
your Email Address and Password to enter Password: |
Imagestar.com. Login | Clear | sorues pacewra
B. Changing your Password _

About 351 Cedificales

To change your password, log in and click the “My
Account” link located at the top of the page.

EMail Address: TOME:segroun.com

Current Password I

The new password must be at least 6 characters and New Passwares |
may contain only letters and numbers. Contirm New Passwore |

Passwords must be &t lesst 6 characters and may contain only letters and numbers!

II. Address Maintenance
Click “Address Maintenance” in the left navigation Q Lok Up Saved Addresses
menu. This will allow you to add a new shipping
address or edit an existing address. You cannot Default shipping address
change your default shipping address from the Image Star
. 345 Philtmack Dr.
WebSIte. Middletown, CT 06457
A—dd an Address Attention Line :I
Enter the shipping address in the default form “Company Hame : and
click the Add button. ‘Streot 1|
Update an Address Streztnil
Click the “Look Up Saved Addresses” link - _
above the Default shipping address. All of swe:| x| i |
your saved shipping addresses may be —
viewed by clicking on the appropriate tab or ( *recuired fieds )

searching for the address on the “All” tab.

Click on the Company Name of the address you would like to edit to bring the address into the
form. Make any necessary changes to the address and click the Update button to save your
changes.



lll. Searching For Product

There are three methods available to search for product: Quick Search, Advanced Search and
Availability/Speed Order. Appendix A contains search tips which are also available by clicking on the
“Search Tips” link to the left of the Shopping Cart Viewer in Search Results.

A. Quick Search

Quick Search allows you to search for product using a single search pattern. This

search will attempt to find an exact match for the information you enter in the field pEEEREEELIEN
at the top of the left navigation menu. Enter a product number or model number
for the best results. Supply Type

B. Advanced Search Supply Manufacturer

Advanced Search provides multiple fields to narrow your search. Click Machine Manufacturer
“Advanced Search” in the left navigation menu to reveal the ]

or Enter

This search will only return results that match all of the information provided. ]

Part Number

See the Search Tips for help with using the Advanced Search. ]

Machine Model Number

Description

‘Go

C. Search Results

T_he Search _Results will only SRR (1) SHOPPING CART VIEWER
display the first 40 results from I

your search. You can click on a Click on & suppiy manufacturer 1o fiter resutts . e Humber _— !uanm‘-."
Hewlett Packard Premium Compatible Uttra Premium Compatible Economy Compatible Remanufactured
supply manufacturer at the top of ELE R
the results to display only results i
play only I T T TR T [
from that manufacturer. If youare = = = P ] o Elle 5 Premium LC515.07T
havi ng difficu |ty findi ng a parti cular Mo, 094 Microfine Black Toner Cartridge Laserlet 551, S5, SSIX, 5000 Series
i & i ” CEI0GNHEY  Hewlett Packard EA 15323 37 & Add
product, click on the “Search Tips
. . Mo. 093 High Yield Toner Cartriciae HP LagerJet S=i, 3000 Seties (36Pallet)
link to the left of the Sho ppl ng 39098, CPT Premium Compatisle EA 3537 124 & Add
Cart VleWe r. Elite: 3 Premium Compatible Black Toner Cartridge LaserJet 531, 53X, SSIMX, 000 Series
C30094MICR, CPT  Premium Compatible EA T4 60 20 D sdd
. Elite 3 Premium Compatible MICR Black Toner Cartridge LaserJet 551, S3IMX, SSINX, 8000 Series
Add an Item to the Shopping Cart .o prmiumconpae B owm 5[] O
E nter th e d es | red q uant]ty Elite 3 Premium Compatible High Yield Toner Cartridge HP LaserJet 55i, 8000 Series
in the Order Qty field and C39094; PRM Ultra Premium Compatible EA 4921 53 D Add
. . Elite 3 ULTRA Premium Compstible Black Toner Cartridos LaserJst 531, 53X, SSIMX, 8000 Series
click the Add button in the C30094ECO  Economy Compaliole E4, 243 20 1 © add
Ad d to Cart COI umn. See Elite 3 Econoimy Compatible Black Toner Cartridge Laserdet 551, SSIMK, SSINK, 8000 Serizs
C39094R; REM Remanufactured EA 31.90 8 D Add

IV. Shopping Cart for

Remanufactured Black Toner Cartridue Laserdet 551, 5SIMK, 55N, 8000 Series

more Informatlon . CEO09AREREM  Remanufactured EA 3347 22 O add
Economy Remanufactured Black Toner Cartridge HP LaserJdet 551, SSIMX, S3INX, 8000 Series
C30094RMREM  Remanufactured E&. 61.92 4 © add

MICR Remanufactured Black Toner Cartridge LaserJet 551, 55IMX SN, 8000 Series
12

Page 1 of 2 Total Hems: 11



D. Item Detail

Click on a Part Number to view the Item Detail. Clicking on the tabs at the bottom of the detail will display
the appropriate information for Associated Items, Compatible Items, Item Availability, MSDS Sheets and
the Return Policy.

WA
BE83

L]
EE-

14010080

MCS312, 3008, 3013, 1RED0 PS L L 1R800 J, L B0
PS (M4T1), L PRO (MSE50], L 0 &0, L 5310
(ME258), LASERWRITER PRC) 700, M26804 (LASERWRITER 16£00), MESTO- 230V (LW PRO €30,
L2, L Y200, ML 1250 00, ML 1260 £, ML 1200 EDX_ ML 1250 £, ML 1260 659, ML 100 ME, P
1260 NTF, ML Y280 FLUS, ML 1250 5, ML 1260, ML TE00, ML 1560 D0, ML THB0E, ML THEU N, ML
2080, HL B6D, ©C1. 1200, LASER SHOT A43 , L. 1 260 (R71.5084-500), LEP-1280 £, LBA
1260 PLUS, LEPASD, LBP.6 V_LBP.S60, LBP.EX_LBP.TX (APPLE LSRWRTR 18800} P 270, P
43), SEREC & (EPEEX), SERIES 44 (EPEEX), SERES 4M (EPEEX), SERIES M+ (EPEEX), SERES
AL [EPLEY), SERES ARLLES (EPLEX), SERES 5 (EPLEX), SERES SM (LPLEX), SERES 5N
(EFEAX), SERES SSE (EPFEAX), DECLASEN 5700 BPPM (LNOIS.CA), LN 09 SPPM

5100), 1S.883.4C, TR, TR121, 5080, IV, IV M, IV M PLU, IV PLUIS, LATERET 4 BPPM (C20014),
LASERJET & FLUS BPPM (CH03TA), LASERJET 4M BPPM [C2021A), LASERLET 4M PLUS 12P6M
(C2035A), LASERIET 51 9PM (CT1GA), LASERIET 5041 J9PM (39174, LASERJET 54 1 9
(CTRS2A), LASERET S5 1359M [CREIZA), SIRES 4, SERIES & PLUS, SERES 4M, SERES 84
PLUS, SERES SN, 15-502, EXPRESS 0116, S621, 521.F10, 4621 P15, 8675, ACCEL AVITER
LH

Dwscrpfion Mo BRA Mcrufiem Pricd Cartrickgn B Lissrm el 4, 4M, 4+, 4M», 5, SN, S Sem

Maruitactirm Hewiedt Packard

Assoclated Ttems | (R oBl (item Avallabllity | [MSDS Sheets | [Return Pallcy

art & Description
TA0THEA LEX Lasar Tofer Cartrioge P Laser et §, 4M, 4+, 8k, 5, 54, 5M, San

TMBSLE Black Tormr Covlrickgs HP Lt ot 4, 84, 4+ 5, 5M, B, Sen (SBax)
TAAEAEE Estrn Laer Toner Covtrice HP Liseret 4, 8, 4+, 8444, 5 5N,
530 P Lazeriet 4o, e, 5, , o,
Lat e . Y s N /

~

E. Availability/Speed Order

Availability / Speed Order allows you to quickly check your price and item availability in addition to
simultaneously adding up to 10 items to your Shopping Cart.

Check Price and Availability
Enter exact part numbers in the Item field. Click

Quantity Price Availability Est. Due Date Add to Cart

the “Check Availability” button to display the Price = - o
and Availability. After checking availability, enter a T om o
Quantity and check the corresponding “Add to O
Cart” box on the far right. Click the “Add to Cart” S
button to add the items to your Shopping Cart and T om0
begin the order process. I I O

| o = o

| | n o ]



IV. Shopping Cart

Shopping Cart

Shopping Cart

Value Priced Options

Oty oty Est. Ext.
Part # ord B0 Due Price  Price ol Price
> Usasizeer 11 A2EM0E BBO5 $6B0S
Delete Checked tems Update Quantities Subtctal:  $66.95 ‘alue Priced Savings Potertial $.00

The Shopping Cart provides you with a summary of your order and gives you a final opportunity to select
any Value Priced Options prior to final Checkout.

Update Cart

To change the order quantity, edit the quantity in the Qty Ord field to the right of the Part Number
and click the “Update Quantities” link. To delete an item from the Shopping Cart, check the box
to the left of the part number and click the “Delete Checked Items” link.

Value Priced Options

Value Priced

Options are compatible products that offer significant savings over OEM products.

If an item has a Value Priced Option, it will be displayed to the right of the item in the Value
Priced Options section. To replace the item in your cart with a Value Priced Option, click the
Replace icon to the right of the item. Click on the Add icon to add a single Value Priced Option to
your cart without replacing any of the items currently in your cart.

When you are finished editing your Shopping Cart, click the Checkout button to advance to this
shipping options.

V. Submitting Orders/Payment Process

A. Shipping Information

Shipping Address

Enter a new shipping address for your order in
the fields provided or use a previously saved
address by clicking on the “Look Up Saved

Shogsing Cart = Shipping Informetion

Addresses” link.

Q, LookUp Saved Addresses

You can save a hew shipping address by * Company Name : [MAGE STAR
checking the box next to “Save to Address “street1: ]38 PHILMACK DRt

” . . . Street 2:
Book” before clicking the Continue button. BN e —

Purchase Order Information

‘State:|CT x| +zip: |06457 ™ Save to Address Book

Enter your Purchase Order information.

Please note that your PO Number will be used , “"P:“thj;j;?;
as the Drop Ship PO Number if one is not e
provided . [E’;:Z:r‘j;sn(‘::szgn:‘h;ap‘gfp ship PO, your PO will

Shipping Information
Shipping Address

Purchase Order Information

( * reruired fislds )

Please verify your information before clicking the Continue button.

(6]



B. Shipping Charge

Select a carrier and service combination from the
Change Freight drop down menu. Click the link
below the drop down menu to view freight weight
restrictions and cut-off times.

C. Order Review

Order Review displays a summary of the order as it
will be submitted. You can click the links above the
blue Order Review tab to edit your order.

Please verify the order information before clicking

the Submit Order button. Clicking the Submit Order
button will submit your order.

D. Order Payment & Completion

PO #1250

e T
Welaht Restriction and I resaht Cut 07 emes
Product Total BESs
Fruigit B35
Trdal $7530
Total Wesght 5

Order Review

part & oty b - -
e 1 1 1201 06 695 $66.95
Order Todal
Product Tutal 8585
Fraight B35
Total Wil
oo
A FOR TOM
MAGE STAR AGE STAR
5 PHLMACK ¥ 35 PHLMACK DR
MCOLETCMAN CT 05457 MCCLETOWN.CT 08457
PO 1ZM5ETED [k R

You may be prompted for payment information, depending on the terms of your account with Image Star.
Your order number will be displayed once the order is submitted. An email confirming your order will be

sent to your login address.

THANK YOU FOR YOUR ORDER

Al orders placed before freight cut-off times will be shipped the same day.
&n email confirmation has been sert to: TOM@xsegroup.com

Your order number is: 1216896



VI. Order Search

Order Search allows you to search for any orders placed on your account.
Click on Order Search in the left navigation menu to display the available
search criteria. Tip: Enter as much information as possible for a quicker
search.

Order Search Results

1216896 123456789 7530 05008 Open IMAGE STAR 123456789

A. Order Detail

Order Detail

123456723

Order Humber

Invoice Humber

Ship to Hame

Ship to PO

Clicking on any Order Number throughout the
website will bring you to the Order Detail. From
here, you can click on an active link (Part I
Number, Shipment Number or Invoice Number)  iisser o
to view the corresponding Detail page.

Order Date: 1012/
Freight Service: hext Day

Order Humber: 833553
Freight Carrier. DHL

Ship To;

Oty Ord UOM Oty Ship Oty B0

PO Humber: 1011204
Payment Method: CC

Ship to PO

Order Total

Product Total 13395
Freight 1008
Total $140.04

Shipment# Inuoice # ShipDate  UnitPrice ExtAmt Status

727057

BA32602;MNL 1 = 1 0

B. Invoice Detail

757002 10M204 13885  $13885 Shipped

Clicking on any Invoice Number throughout the website will bring you to the Invoice Detail. Like in the
Order Detail, clicking on any active link will bring you to the corresponding Detail page.

Imsoice Detail

Image Star Invoice

Remit To: )

P.O. Box 18183

Bridgeport, CT 06601 -2953 PO # 1011204

Phone: (858) 632-5515 Orcler # 536559

Fax  (B86) 635-7479 Invoice Dats:  10/12004
Terms: Met 30

Customer #7793
Drop Ship PO .

y Ship To:
Bill Ta:
IMAGE STAR IEthF‘?LEMiTCAKRDR
I3 PILMACK DR MIDDLE TOWWN, CT 08457

M\DDLETOVVN,C.T 05457
PO #1011204

ATTH FOR TOM
PO #1011204

Unit Price
13885

Ext. Amt
$13595

Order Total

Product Total 13595
Freight 1009
Total F1d9.04

Shipment #
727057

Ship Date
10/ 2104

Part Humber Oty Shipped  UOM
E32602 ML 1 T

Printable Format Popug



C. Order Tracking

Clicking on any Shipment Number will bring you to the Order Tracking screen. To see the shipment
status your order, click on the Tracking Number.

Order Tracking
Order Humber: 0545706 Order Date: 0551 2106 PO Humber: 7560457 Ship To PO: 1116357
Ship To:
Image Star Product Total: 7769
35 Philmack Dr. Freight Charge: ]
Middletawn, CT 06437 Order Total: §77.69
ATTH Etic

The following items were in this order:
em Number Quantity Shipped UOM Ship Date Shipment Number
FOS0mD; SHR 1 E& 051 2106 7346006

Thiz order was shipped on these tracking numbers. Click on any of the numbers for detailed delivery information.
IShipment Number Tracking Number Carrier Weight
7546008 11163571156 ABX 20

VII. Requesting a Return Authorization

¥ Request R4

Click Request RA from the left navigation menu to enter a request.
Enter the order number in question and click the Go button. @rder Humber

All qualifying items on the order will be displayed.

You may select an item by checking the box to the
Return tem Shipped Oty Return Oty Reason for Request tem Received in Error

left of the part number. Enter the quantity to be E—— TR
returned in the Return Qty field. This quantity may zommerte: ey

not exceed the Shipped Qty. Select a reason for vawfzgnu:kgg B
your return request from the “Reason for Request” . -
drop down menu. Finally, add a detailed
description of the pr0b|em in the “Comments” field If you have any auestions, pleass e-mail us st CustomerService@imacestar.com

below the order line items.

Click the Submit button after verifying your request information. An email will be sent to your login
address with your return details.

VIIl. Backorder Report

To view a summary of all backordered items on your account, click Backorder Report from the left
navigation menu.

Backorder Summarny

Order Customer Drop Ship Date Order BiQ

Humber PO PO Ordered Itermn Humber oM Gty Oty Unit Price
1216896 123456759 123456789 05010006 LUG33135,CPT 1 B6 .85 1205106

Quitput to Excel@

You can view and save the Backorder Report in Microsoft Excel by clicking the “Output to Excel” link on
the right, just under the report.

IX. Account Summary



The Account Summary (shown below) contains your company’s account details. Only the Administrator
and users with the Finance or All role can view this information.

The line items in the Account Summary only include open invoices. You can search for any paid invoices
using the Order Search.

Note: All Account Summary information is accurate as of the previous business day. The information
does not include any of the current day’s activities (orders, etc.).

Account Summary

Account Humber: 95765 Account Hame: IMAGE STAR
Credit Limit: 100,000 00 Credit Available: (1 094.39) Terms: Met
Aged Trial Balance - DaysPastDue 000000
Total Due Current 1-30 31-60 61-90 91+
101,094.38 (7.34473) oo 40,793 34 63,530.64 351514

Information current &= of May 09, 2006

Innice: 990728 110205 120205 243,64 24364 1116392 TOM 159
Credit 1015813 12109105 120805 (15.38) [1538) 1146384 TOM 0
1

Page 1 of 1 Total kems: 2

Cutput o Excel ]

Appendix A. Search Tips



If your search results do not contain the item you are searching for, try adding or removing spaces,
dashes and other punctuation.

Add a space: ‘970 CXI’ instead of ‘970CXI’

Add a keyword: ‘LaserJet 1200’ instead of ‘1200’
Remove a dash: ‘KXCL500’ instead of ‘KX-CL500’
Remove a period: ‘No 56’ instead of ‘No. 56

Quick Search

The Quick Search function will attempt to match your criteria against the following groups in the order
they appear: Part Number, Part Description, Supply Manufacturer, Machine Manufacturer, Machine Model
Number, and Supply Type.

If your criteria return any results from the first group, it will not search the second group and so on.

Here is an example of refining a search for the LaserJet 1200:

Enter 1200 in the Quick Search field. Your search results will only include items with 1200 in the
part number, such as 016201200;TKT. Since your criteria returned results from the Part Number
group, the search ended and displayed the available results. To return results for the LaserJet
1200, enter ‘LaserJet 1200’ in the Quick Search field.

If the Quick Search function does not display the item you are looking for, try the Advanced Search.

Advanced Search

The Advanced Search allows you to perform a refined search based upon specific criteria. In order for a
part number to qualify as a result, it must satisfy all criterion requirements.

For example, entering 51644 in Part Number will return 51644C;HEW, 51644M;HEW and
51644Y;HEW, which are cyan, magenta and yellow cartridges, respectively. All three parts
match the Part Number criterion and are displayed in the Search Results. However, if you enter
51644 in Part Number and ‘cyan’ in Description, 51644C;HEW will be the only result because it is
the only part of the three that matches both the Part Number and Description criteria.

Machine Manufacturer may either be chosen from the drop down list or entered in the field below the drop
down list. The text field always takes precedence over the drop down list in a search.

Availability/Speed Order
Availability/Speed Order attempts to match the entire part number.

For example, entering UG3313 will return UG3313;PAN. However, entering UG331 will return a
Not Found message. If you do not know the entire part number, you should refine your search
with Quick Search or Advanced Search.
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