SeTEJAS

OFFICE PRODUCTS, INC.

Instructions for Adding Credit Card Information to
Tejas Ordering Site

Step 1: Log into My Account.

{713)864-5004 Contact Us
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Hello, how can | help you today?

COFFEE & BREAKROOM SUPPLIES PROMOTIONAL PRODUCTS & OFFICE FURNITURE, DESIGN AND FACILITY & SAFETY SOLUTIONS
PRINTING FURNISHINGS
From premium coffee to healthy snacks, cold Keep your facility clean, safe, and efficient with the
Firineasss: anedansanient orah and s e ae From custom apparel to unique giveaways, our Tejas has the expertise and resources to carry your o I e e

Step 2: Add items to your shopping cart and proceed to Checkout.

(713) 864-6004 Contact Us
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Shopping Cart

The text entered into the Comments will appear on your invoice, and Order History.

Product(s) Price Qty. SubTotal Items: $1.99
Round-Ring View Binder, 1/2, letter 8.5x 11, 125-sheet capacity, 2 interior packets, polypropylene, black, EA Shipping & Handling: $0.00
BSNO9950
% Tax: $0.00
$1.99 /EA 1 $1.99 Total: $1.99
Comments: Remove Add tm
l_‘?'- CLEAR SHOPPING CART 0 ADD CART TO SHOPPING LIST

Top Off Your Cart!

GREAT DEALS TO ORDER TODAY

Step 3: Click on Save New Card

3 https:/ftejasoffice.com/checkout

*‘%%T EJAS Checkout )

"} OFFICE PRODUCTS, INC.

Quote Ready PLACE ORDER

Your quate hasbeen prepared.

Clickthe "Place Order” button ta send the punch outgquoteor click "Back To Cart" button to continue shopping, Order summary
[tems: $7.17
Payment
Shipping & Handling: $0.00
Payment method: Save Mew Card g
: Tax: 0.00
Card ending in 6284 v Process One-ime Card

Total: $7.17

Additional Information

Phaone:

+1 713-743-3184)



Step 4: Add P-Card Information

Add New Card

Billing Information

* Required field

First Name *

Last Name *

Address Line 1*

Address Line 2

Country/Region *

Zip/Postal Code *

* First Name
* Last Name
* Billing Address (not shipping address)

 City
 Country

« Zip

* Email
 CardType

 Card Number
* Expiration Month

* Expiration Year
* CVN Code

Step 5: Add Phone Number before Clicking on Place Order

3 https:/ftejasoffice.comfcheckout

SeTEJAS Checkout

Quote Ready — PLACE ORDER

Yourquote has been prepared.

Clickthe "Place Order" button to send the punch outquotear click "Back To Cart" button to continue shopping. Ondersummary
Items: $7.17
Payment
Shipping & Handling: $0.00
Payment method: Save Mew Card $
) Tax: 0.00
Card ending in 6284 e Process One-time Card
Total: $7.17

Additional Information

Phone:

® Important

The screenshots in this guide are provided for training and instructional purposes only. They are
intended as examples to demonstrate the process. Your screen may appear slightly different depending
on your account or system configuration.
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