Instructions for Setting up and Using Economy Paper Company’s Shopping Cart.
Setting up your account

If you are currently a Customer of Economy Paper Company this will be a quick process.

First go to www.economypaper.com and click on the words “Contact Us” fill out the online form with a request for a login and password. A User Id, login and password will be sent to you via e-mail. Once you have this, continue to the “ordering on line” tab on our web site and click on the link for the “Online Shopping Cart”. You may then enter your User ID, Login and Password.
If you are not a current Customer, go to the Ordering Online Page of the Economy Paper Company web site and download our credit application and Federal ID form and fill them out. Please do not forget that the application and the personal guarantee must be signed by an Officer of the Company.

If you plan to pay by credit card, it cannot be processed on our site at this current time. However we can process your credit card by contacting us at 1-585-482-5340 and providing us your credit card information so that when you place an order on line, we can then process your order efficiently.

Using the Shopping Cart
Once you have logged into your account, navigation and placement of orders is made simple, but there are a couple things to keep in mind. 
You may click on “My Account” and pick from the pull down menu “Change Password”. This will allow you to personalize your own Login and Password.

NOTE! If you are the administrator of your site for your Company, you may send us a list of user’s e-mail addresses that will be purchasing online, this way when they place orders not only will that person receive a confirmation but you will also receive an e-mail confirmation of the order being placed. 
To start shopping click on “Find a Product”, a dropdown menu appears and you can pick from any of the following:
Search: This allows the User to input parameters to locate a specific product category in our system and search by size, weight, ETC.
Quick Search: If you have our product code you may select this, put in the code and you will be taken directly to the correct product.
Favorites: This is a page that all of our Customers should use. After you have located a product that you would like to order, you may select the product code next to the small file folder located on the left side of your screen; this item will then be added to your Favorites. That way the next time you want to order that item you can find your product instantly by selecting it from your Favorites page.
Ordering your Product 
Once you have located the product that you would like to order, pick the quantity and unit of measure from the right side of your screen and click “Order”.

Note! In the order description field you will notice an “Inventory Available” label and below that the quantity available from our warehouse. This quantity is subject to change 3 times per day to give you the most up to date information available through our system. PLEASE CALL US if this area shows zero inventory, it may be that the product is either in transit or just may not be received into our inventory yet.
Checking Out

After Clicking on “Order” you will notice at the top of the page your shopping cart will show the number of items that you have ordered where it displays the “View Cart” link. If you then want to check out, just click on that link and you will be taken to the checkout page. From here you can update or remove items in your cart. Once you are finished you then click on “Checkout” or “Continue Shopping”.
Once on the checkout page you will be able to change your information, such as company name, contact person and e-mail address for sending confirmations of your orders. You may also enter PO numbers and delivery requirements, there is also a field for you to enter any special instructions. You may then either select “Continue Shopping” or “Done”. If you select “Done” then your order will be processed and a confirmation will then be sent to your e-mail address. 
During Beta Testing    
Please e-mail or call us with any issues that you may run into while using our site. Also, let us know of any suggestions you may have that may help to improve our site in the future. 
When calling ask for either, Todd Ingraham or Lynn Cullen.
