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Overview

Welcome to ipage, Ingram'’s total online solution for your Direct Fulfillment and Inbound
Shipment Notification needs. On ipage, you can manage your account by adding users and
assigning roles for access. This manual will provide instructions on how to access, use and
troubleshoot ipage. It will guide to you to additional resources.
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Accessing Your Account

Login

To login to ipage:

1. Go to ipage.ingramcontent.com.
Enter your User ID and password.

2. Click the Login button.

LOGIN

[[] Remember my User |D & password

Login Help | Cancel Auto-Login | Forgot Your U

serlD or Password?

User ID field
Password field (case sensitive)

Remember my User ID and password box

Cancel Auto-Login
Forgot User ID or Password

O

If you do not have a UserID, contact

your organization’s ipage account

administrator to create an account.

Support Tip

Quick Tip

Your password
is case-sensitive.
Your password
must be different
from your User ID.
It must be at least
six characters long
and contain one
number and
one letter.



Login Troubleshooting

INGRAM . | ipage

Please create a password that is different from your username or old password (or their reverse) and is at least 6 characters long ang

contains one number and one letter.

Reset Password

jdoe

Quick Tip

When logging in
to ipage for the
first time, you will
be prompted
to accept the

Terms & Conditions.

O

Support Tip

If you do not remember your UserlD:
1. Click Forgot Your User ID or Password link.
2. Enter the email address associated with your ipage account.

3. You will receive an email with a link to click to view your UserlD and/or
to change your password.

1. Click the link in the email. You will be taken to the Reset Password page.
2. You will see your UserID in the top field.

Note: If you do not want to reset your password, close the Reset screen to
return to the ipage Login page.

If you do not remember your password, in the Reset Password page:

1. Enter your new password into the Password field. Your password must
be different from your User ID. It must be at least six characters long
and contain one number and one letter.

2. Enter the new password into the Confirm Password field.

3. Click the Reset button to complete the password change.

4. You will be redirected to the ipage Login page.

If you have more than one User ID to login, please make sure that you
do not select “remember my User ID.” If you are having trouble logging
into one of your accounts, check “Cancel Auto-Login" to start your login
process with a new User ID.



How to Navigate inipage

Search Toolbar

Use the Search Toolbar to look up individual titles or subject
categories. These parameters can be customized by selecting
from the menu or setting them as your default in your Account

Management screen.

:
INGRAM | ipage | -
User |D: applewpc
Cnange User
Muliple Products | > || Preduct Name (Keyword) v |_| Ingram Publisher Services ¥
Search o\

User ID field

Password field (case sensitive)

Remember my User ID and password box

Cancel Auto-Login

If you will be searching for products in addition to books, you

can select more than one.

Multiple Products | ¥ || Product Name (Keyword) E Ingram Active E|

Book Ses

earch
Gift q'
[] Music Turn Search Options OFF
[F] Video
[F] Video Game
[7] Used Textbooks

ﬁ ﬁéléﬁion .Us.ts

Sign Up for The Ingram Wire

- New York Times Hardcover Fiction

Quick Tip

For best search
result, change your
second field (B) to
“Keywords"” and
third field (C) to
“Ingram Publisher

Services.”



To Search, type in Keywords, you can enter Title, Author or EAN.

Click the search icon to see the results.

»|Ingram Publisher Services » Book » Search for 'applewood
SEARCH WITHIN
YOUR RESULTS save search | list/order options
Search Results 1 to 25 of 3127 Products
Hext>  Last>» Sorted by: Display:
SEARCH FILTERS Page 10f12623456782910>> Ingram Demand ¥ Simple View v
Hide Compilations Hide Product Images
Hide Reproductions
EAN/
e Author ISBN Publisher |PubDate |SRP
REEILI;E;“U“ Constitution of the United States (Litle  Founding 0781557091055 Hardcover Applewood 04/01/1995 $9.05
STOCK Bocks of Wisdom) - IPS Eathers 1557091056 Books
CHECK
Availability =
My Warehouse(s) George Washington's Rules of Civility Vashingten, 9781557091031 Hardcover A 08/01/1989 $0.95
(2454%) Al and Decent Behav iour (Little Books of George 155709103X
ERELE. Wisdom) - IPS
Update Maore..
Gospel of Wealth (Little Books of Carnegie, 0781557094711 Hardcover Applewood 05/01/1998 $9.95
Age Group ~ Wisdom (Applewsad)) - IPS Andrew 1557094713 Books
Adult (2790)
Juvenile (336)
Ages 6to 9(312) Universal Declaration of Human Rights - B 9781557094531 Hardcover Applewood 05/01/2001 $9.95
Update e IPS Eleano 1557064557 Books
Binding ~
The American Flag: 4 Handbook of Applewaod 9781557090713 Hardcover Applewood 02/26/2013 $9.95
History & Etiquerte (Little Books of Books 1557090718 Books
Paperback [2473) Wisdom) - IPS DooRs
Hardcover (616)
Novelty (16)
Update More.. Davy Crockett: His Own Story: A Crockett, 9781557092182 Paperback Applewood 11/01/1993 $14.95
R : hél rrative of the Life of David Crockett-  David 1557082184 B
" Publication Date ~ e
Search Filters
Stock Check hover over N/
~ —~
~ ~
d Ay
-
. . L] L]
Using the left tool bar, you can filter your results. Quick Tip

To view a title’s full details, click the cover image or title.

This will take you to title information page.

To see additional
books distributed by
IPS for an author, click
on the author name
link



Stock Check

\ o/
- - To check stock levels on titles from this screen you simply
= \ hover the mouse over the stock check button and a pop up
Quick Tip will appear.
The stock shown in M
this image is a masked IyFE w
tity which i — - .
q“ha: ! yr“" b t's ] Book Constitution of
what is shown to = .
tailers for true stock STOCK the United
retailers for true stoc
g LHELK States (Books
levels please utilize IQ .
: . of American
reporting or the Title .
Information Page. Wisdom) - IPS
Hide Compilations
Hide Reproductions
REFINE YOUR
Book snstitution of  Foyr
RESULTS o - e St
l““'l"“l? X OnHand | On Order
Update More, Gt
CA 0 0
Available Currency ™~
1B ]
UsD (g2 :
AUD (112) OR 0 200 - - |
GBP (233)
Undate More. PA-A 0 0 o
] Show Less a ad
Age Group L — T ST —




Title Page

The Title Page displays the title's metadata provided by the publisher.

Product Detail {1 of 042}
ot b list | nest product in lises

Constitution of the United States | Books of American Wisdom ) -ies
Contributar(sl founding Fathars (Crasted by

ISEN: 153 EAN: 0721257
Publisher: gl Buoks Wiy Publober's Titks)
US SR 85,53 U5 =

vinding: Herdzoer
Pub Date: Apnl U1, 1935
Copyright pate:

hiaricuser gilt edition,

Bardouar Mere Handever = 095

View &1 Farmats

Thiz itam s Returnable

Additional Infarmation

BISAC Catege

LE Subjecte:

OCLE Numbeer: OCLC213023350
Duwey: 34275

Serles:
i

Wiattiry

Fentures: racian, érice on Fraduc
23 ] 3E g

Carten Quanting 120

o o
H o o
an [ 06 7
P o a
Show Less
CoreSource’

Avalbile Lnuugh Surssaure

B |Ps-Fublisher Diract
Cart

Applewood Books

IHGRAM
PUBLISHER
BERVIC!
o

Title Data
Stock Availability
Publisher Warehouse Stock Availability (Jackson)




Direct Fulfillment Ordering

As a distribution client you have the ability to place orders on behalf of your customers and
have Ingram fulfill those orders. You can use this method to ship your titles domestically,
internationally, and to military locations. Direct Fulfillment shipments can be used to fill any
of the following needs:

A. Sample Copy - including desk or review copies
B. Inventory Transfers - to home office, trade shows, etc

C. Standard Transactions - publisher billed customer order

To start a Direct Fulfillment Order, you must assign a new role to the

existing ipage users. The new role is called Ingram Publisher Services Direct
% Fulfillment. Users assigned to this role can place orders for their customers
and check the status of those orders. The Administrator role
Support Tip will also have Direct Fulfillment ordering capabilities.

Please see information about adding new users in this document on pg. 32.



Place Direct Fulfillment Orders

To start the Direct Fulfillment process, there are six steps:
1. Click IPS tab

2. After selecting the Place Direct Fulfillment Orders link you
will arrive at the Direct Fulfillment Order Cart. Here you are
provided with four options to add titles to the cart.

Customer Search and Order Szatus
Direct Fulfillmens Orders

Duwrect Fulfillmens Order Scatus
Inbound Shipment Nesification

Q

View My Ticles

- Enter your EAN in the Enter Product Code field.
- Enter quantity if more than the default of 1.
- Click Add.

- The page will update to show your cart details and can
be edited before continuing.

O

Support Tip

If this link is not
present, contact
your Publisher
Administrator to
add this option.
See pg. 32



How to Edit Your Cart

You can make edits to the quantity and remove titles while in the cart. This page can be
accessed any time prior to submitting the order by hitting the back button.

- To update quantity, delete the current quantity and replace with the desired quantity.
- To remove atitle from the cart, click the check box under the Delete column.
- Once you have made the changes click the Update button to lock them in.

- When the cart is filled to your satisfaction, click Place Order.

Direct Fulfillment Cart

Add Items to Cart - title input options

Input product code and quantity below. When you click Add, these items are saved until you order or delete them. They are not added to an ipage Total Items in Cart: ‘
selection list. Once you've ordered the iterns in this cart, they are removed from the cart. —

Total Units in Cart: ‘
Enter Product Code:| 9781557090577] Q| 1 Total Retail Value*: $89.55

[T Empty Cart |

Total amount shown is based on suggested retail prices. If any title displays an "N/A" in the price field, this means that a price is not available, and the amount is not reflected in your total.

Results 1 to 3 of 3 Products C+ Reset & Download | | E Update Page L0 Place Order
Please be sure to click the Update Page button to save any changes made to the items in your cart prior to re-sorting, going to another page of cart items, or placing your order.

Sorted by: Display:
Page 1of1 COrder Entered ¥ Standard View v

-

0001 9781557091031 George Washington's Rules of Civility and Decent Behaviour Washington, George Hardcover Applewood Books — 08/01/158% 35885
9781557091031 -1ps
D
0005 9781557091420 trenugus Lif Roosevelr, Theodore  Hardcover Applewood Books 1002371982 38,95
9781557091420 -lps
(R
o003 | 9781557091055 Founding Fathers Hardcover Agplewood Books  04/01/1935 59,95
9781557081055
ERE
N Selecting Place Order does not submit the order. This will simply
S~ ~
- - progress you to the Order Details screen to continue the order
~ S~
: : submission process
-

Quick Tip



Quick Tip

Only active titles
can be ordered
through ipage.

All inactive titles

(out of print, out of
stock indefinitely)
must be ordered
through Business

Operations Support.

Direct Fulfillment Cart

- Select the Enter/Paste Product Codes selection in the

Title Input Options section.

Paste or type a list of EANs into the Enter/Paste Product
Codes box.

- The list should be a single column, not commas
or quantities.

- The cart will populate with a default quantity of 1.
-Click Add.

‘The page will update to show your cart details and can
be edited before continuing.

-Click Place Order to continue to the order detail screen.

e e e saved urisl you order or delte them. They are not added 10 an ipage selectian ist, Once TowlhemsinCors] 1]
cen Toi

-
Results 1to 1 of 1 Products s Reset £ Download [ date i Place Onder
Sortad by Display:

Page1of1

Page 101

Title Input Options

Title Input Methad:

Order Encered ¥ Standard View v

"
Standard View v
CrReset | [ ][ ] [® 1
) Enter/Paste Praduct Codes
Upload File
You may en in this box o copy from ancther source and paste them inta this box. Click Add to place your titles in the cart. A default quantity of

er
1" vill be assigned to each “‘.1 <dle.

Enter/Paste Product Codes:

Single Title Entry
Multiple Title Entry

Upload Multiple Title Entry



- Select the Upload File selection in the Title Input Options section.
- Click Choose File and select the file from your computer.

- The file should be separated into columns with the EAN's in the first column and
quantity in the second.

- File formats accepted include txt, .csv, xls and xIsx

9781557091420 3
9781557091031 10
ITBLSS 00 TT 11
OTE0918222803 1
aTE155T091741

ITE155TO4544 10
7TE155T0B41TY

- Click Add.
- The page will update to show your cart details and can be edited before continuing.

- Click Place Order to continue to the order detail screen.

Direct Fulfillment Cart

Addel Ibems to Cart - title input aptiony

nput srodues code and guantity Selew. Wien yeu slidk ASd these R e Sved untl you srder o Selete them Thay are rot sdded 1= 40 ipage selection iz, Onee you've crdered the itema in this cars thay are remoed frem
e car " c 20

$401.00)

Enear Procuct Code: el ! [ aa ]

Total #510unt Shawr it BaIed On JUEEEFIRG RS Briont. If any Sie SiasuyE an THIAT in the Brice fd, this maung RS 8 price 3 et avadable. and the amaunt @ rOT refeaed I your 1ot

Raachs | 2o 3 G067 Prdumcer [ rmman | [/ powming | [ updsts ragn | 5 Macs omer |
[Flaase Ba Sure e gick tha Update Page Bution 18 S 4ny SRAMPES Face 16 The M if your Cart BFSF 26 P-IArEAR, POIRg 10 ARather PAGE BF £ArL ilemd, o¢ PLALIAG yaLY arter

Sarted by Cizplay
Page 1of1 Orcer Entered ¥ Standard View '

oom 5781557080577

r caasiong of lohn £ _Kenngdhy Egnnedy jarn F Handcovar Agpigencd Sooky O7/01/2008 §5.55
SRENEEROSOSTY ;:E =

3001 5780918222593

Ergirig Tragie: Narcy Bargoiah Sames Papernaci Annignd Soouy 1000111588 51255
$780918222853 Ps

5781557051741

Trs Dach of tha Law Helrag Ciivur W 'R Hardeoar Aqrlevocd Bovis 09401/2006 55.55
$781557091 741 .

=l
]

2010 Waghingsze Gecrpy Hardeoar Aqnlenons oo 08/271558 EEE]

EE
0001 9781557084175 Ll Digsbadigncg Thorgiy, Heoey: Hardes Aanlensed Boouh Q30112000 5895

STRIESTO04NTE -Ies

BB

2084 Stores Washingion's Bules of iy and Decers: Rehavcour Waghingzon George Fpracouer fapienood Boois 080171569 5955
-
Cisplay
Page 1o 1 Stanclard View v

[t | [ Dowmiosd | [Titipdste fags | [0 Mace Smder |




-Select the Upload File selection in the Title Input

Options section.

-Check the Bulk Order Upload box.

-Click Choose File and select the file from your computer.
- The file used must be the pre-formatted template
provided with the required columns for PO and
EAN completed.

- File format accepted only includes xIs and .xIsx

- Click Add.

- The page will update to provide an Orders section.
- Each PO will have a separate line which can be
expanded to show the EANs associated with it.
- Each PO will have to be submitted separately.

The direct fulfillment cart will continue to hold your
additional PO lines until you submit or delete them.

- Click the Place Order icon on the PO line you first wish
to continue. This will take you to the order detail screen.

e | [ ) (Bt )

(o] -] (W]

e o | [ (S

Quick Tip

Click Here will
download a
pre-formatted
template to use for
order submission.

The spreadsheet
includes columns with
both Red (required)
and Black (optional)
titled columns to
indicate which fields
are required.

For more information
on spreadsheet

ordering, see pg. 12.



4. Details Screen and Shipment Details
This section will determine how the order will ship and how the direct fulfillment fees
will be charged.

- The Product Availability Snapshot will show the product code, product name,
format, and quantity requested for every item in the cart.

- The Quantity by DC will display the true on-hand quantity in each warehouse for
every item in the cart with the exception of Print-to-Order titles these will reflect a
virtual stock number.

Step: 1 - Order Details 2 - Address Details 3 - Order Summary 4 - Order Submitted

INGRAM
PUBLISHI
* SERVICE!

. an INGRAM branc
Brookings

Product Availability Snapshot

Qty by DC
Qry PA-| PA- TN—
Product Code | Product Name Requested OH|OR| A | C |TN
100 0 35

9780815732938 The Future of Work: Robots, Ai, and Automation dcover

Fields marked with * are required

Order Details

DF Ship-to Account:  BROOKINGS INSTITUTION PRESS (20W0837) ¥|x

Destination Type: Y %

Shipping Method: = Sclect Destination Type Above ¥
Shipment Type: vy °
Warehouse: LA

T - Backorder Cancel Date: (MM/DDAYYYY)

Backorder: |fyou choose backorder NO, any item not available will be cancelled from the order and the remaining items will be shipped
immediately. If you choose backorder YES, items will be shipped as they become available until the erder is 100% filled or at the
backerder cancel date. Depending on your order, YES can result in multiple shipments and subsequent multiple shipment
charges.

Shipment Details

Extended
Consumer
)rdered Title Author | Product Code | Binding US SRP | Price

West,
100 The Future of Work: Robots, Ai, and Automation Darrell 9780813732938 Hardcover 21
.

[ts]

.99 2199.00

Total Fees:

[ 4Back | [ C*Reset | [ » Continue |

Product Availability Snapshot
Quantity by DC (warehouse)



Complete the required fields in the Order Detail section.

- DF Ship-to account: This is the direct fulfillment account \\\ : /,/
that you want to submit the order on. - -
- Destination Type: You can choose Domestic, Military (APO/ -
FPO) International, or International Using Freight Forwarder. Quick Tip
DF Ship-to Account: APF’LEH:DUD BOOKS (20E6602) v = _ Best Way is the best
i o s i e traceable shipping

se warehouse chosen below.

method based upon

Warehouse:  CHAMEERSEURG, PA ¥ «

No v |+ Backorder Cancel Date: (MMDDAYYY)

Backorder: Ifyou choose backorder NC, any it fabhe vl becarcelied fra e the cemaining eres wil b shigped inmedianl.  you choote backoeder
YES, fvems wil be shipped as e e T 07 864 x o L e ccal s D o o e e
# Bes.

weight and delivery

location. This may

he ch
- Shipping Method: The available shipping methods in the not be the cheapest

dropdown box will differ by destination type. Below is an
overview of the available options. For detailed information
about each shipping option, please see page 36.

shipping method.

- Best Way - Expedited Mail

- Domestic 2nd Day Air - Ground Freight Forwarder
- Domestic 3 Day Select - LTL freight forwarder

- Domestic Ground - Next Day Air Sat. Delivery
- Domestic Next Day Air - USPS Priority InsuredX

- Domestic Will Pick Up
- Economy Mail

only provides one method - USPS Priority Mail

- Courier Express - LTL to Canada
- Ground parcel to Canada

- International Mail

- Intl Will Pick up

If you need to utilize a shipping

method not provided, or the order
6@ requires special processing details -
select Will Pick up and contact your

Support Tip Business Operations Specialist. See pg.
38 for more shipping tips.




The Shipment Type field allows you to select the type of Direct Fulfillment order. Options
include Sample Copy, Inventory Transfer and Standard Transaction.

Domestic Will Pick Up il

Shipping Method: By selecting this method your order will not begin processing until details are reviewed. If you have questions, please contact busopsips@ingramcontent.com

Will Pick Up orders must be picked up at the warehouse chosen below.

Examples. rruftc i

Additional Order and Packing Instructions:

Delivery Details:

- Warehouse: The Warehouse field allows you to choose which warehouse you

would like your order shipped from. You may only select one warehouse per order.

- Backorder: The Backorder options are “Yes" or “No”.

- Selecting No means that any item not available will be cancelled from the

order and the remaining items will be shipped immediately.

- Selecting Yes means that items will be shipped as they become available
until the order is 100% filled or the backorder cancelation date is reached.
Selecting Yes may result in multiple shipments and multiple shipment charges.

O Backorder Cancel Date is required if Yes is selected.

The Shipment Details screen provides an overview of the items on the order. This section

allows for adjustments to the Extended Consumer Price field dependent upon the

Shipment Type selection and adding any additional shipping fees.

Shipment Details

3 Civil Disobedience

11 George Washingron's Rules of Civility and Decent Behaviour

Ex 1cndcd
ed | Tide Author Product Cade | Binding Discount | LIS SRIP | Pric

Thereau,

9731557094179 Hardcover
Henry

Washingten, -
George 9781557091031 Hardcover REG 8.85 109.45

Total Fees:




\ 1/ When placing an order to transfer inventory or send out sample

- - copies, you will need update the shipment details to reflect the
~ T production value of the order.
Quick Tip There are two options to update pricing:
1. To apply a certain discount percentage to a title enter the
Make sure the Extended percentage in the Discount field. The site will then auto-

calculate the Extended Consumer Price based on the
discount that was entered and the total number of units
ordered for that tile.

Consumer Priceis
updated for every order.

When shipping
internationally, any order 2. To utilize net pricing simply clear out the Discount field and
flagged by customs then enter the Total cost (net price multiplied by the number
will be required to have of units) of each Title in the Extended Consumer Price field.
proof of value provided - Example if you want to reflect a production cost of
before they will release $5.00 per book and you have 3 in your cart-update
shipment for delivery. the field to $15.00

Shipment Details

3 Civil Dissbedience I"";:;a“ 9781557084179 Hardcaver

11 George Washington's Rules of Civility and Decent Behaviour 'g’:;:;:ﬁm"- 9781557091031 Hardcover 995 55.00

Total Fees:

You may add any additional fees such as shipping and handling in the Total Fees section if desired.

When placing a standard transaction order, you will need to update the shipment details to
reflect the order value - the amount billed to the customer. If an order is submitted in which
you will process the accounts receivable, the cost that will be charged to the purchaser
should be entered in the Extended Consumer Price field.

There are two options to update pricing:

1. To apply a certain discount percentage to a title just enter the percentage in the
Discount field. The site will then auto-calculate the Extended Consumer Price based
on the discount that was entered and the total number of units ordered for that title.

2. To utilize net pricing simply clear out the Discount field and then enter the Total cost
(net price multiplied by the number of units) of each Title in the Extended Consumer
Price field.

a. Example if you want to charge $5.00 per book and you have 3 in your cart-
update the field to $15.00



Customer PO Number
- Each order requires a unique purchase order number to be entered into the system. It will
provide a warning message if the purchase order number has ever been utilized previously.

Recipient PO
- This is an optional field should you need to reference a separate purchase order number
on behalf of your customer. This does not have to be unique.

Shipping Notification
- This field specifies whom will receive a shipping notification once the order ships. It will

default to the user’'s email address ; however, to add additional users separate each with
a comma.

Additional Order Details

Customer PO Number: L I o
Please use a new P.O. number for every order. If you reuse an old P.O. number, the order will be rejected.

Recipient PO Number: | ]

Email for Shipping Notification: | publisher.care@ingrampu | «

There are three options for completing the address fields

1. Utilizing the ipage address book
2. Manually entering in the information

3. Auto populating address entry

Domestic Shipping Informatian

Select Address

Customer Name: *
Company Name:

Address 1: b

Crvernight and two-day deliveries require a street address.

Address :
Address 3:

Ciry: *

State/Provinee: v

ZIP/Postal Code:
Countryz|  UNITED STATES M

Phone Number:




1. ipage Address Book: To utilize the ipage address book

which contains previously shipped or pre-loaded addresses, N/
click on Select Address. For information on how to pre- - -
. . ~ S~
load addresses into the address book please see pg. 35 in . .
additional features section. o
Quick Tip
Select Address Search...
ame ss i State Phone Added Co Select
: A phone number
Domestic Recipient 876 North Drive LosAngeles  CALIFORNIA 90001 213-587-9876 ipsdemo
My Freight Forwarder 123 Main Street Nashwille TENNESSEE 37203 6157935000  azbornik12 iS required for aII

orders and should

- To apply an address to the order, click on the select be someone at the
button to the right-hand side of the address. delivery location.

- You will then be redirected to the Address detalil
screen and the address will be pre-filled with the This is helpful should
address chosen. the carrier or customs

need to reach out
2. Manual address entry: To manually enter an address,

please ensure that all required fields marked with an asterisk
are completed.

to the end customer
regarding delivery.

When an address is entered manually you will be prompted Failure to provide a

to save to your address book before proceeding to the Order
Summary Page. If you wish to save the address for future
use, click OK.

valid phone number
could delay delivery.

3. Auto Populating: \When utilizing the bulk purchase order
upload function, the spreadsheet includes address information
fields. If the address is supplied in the spreadsheet, this section
will auto populate with the address provided.




If utilizing a freight forwarder to ship internationally, you will be required to complete two
address sections.

- Freight Forwarder Shipping Information - this is the domestic address for your freight
forwarder location.

Final Destination shipping information - this is the final international address provided
for delivery.

quire & r

Fiedds mariked with * are required




Quick Tip

You can add this
message to all
subsequent Direct
Fulfillment orders by
clicking the check box
mark next to Save this
message for use on
future orders.

This section allows you to submit any additional details related
to your order or request to omit the pricing information from the
packing slip.

To create an optional customized marketing message on behalf
of your organization, input up to 255 characters (including
punctuation and spaces) in the Marketing Message box.

You can also choose to have a gift message printed on the
packing slip.

Thank you for your purchase. We appreciate your  #
business!
Marketing Message on Packing Slip:

[J Save this message for use on future orders.

Gift Message on Packing Slip:

Omit Price Information

‘Omit Price from Recipient's Packing Slip :
mit Frice SSIpLants acking SNp (Uncheck if you want price information to appear on the packing slip included with the shipment.)

If would like to omit pricing from appearing on the packing slip
for samples or gift shipments

Click the Omit Price Information box

Click Continue to proceed to the Order Summary Page.




6. Order Summary Screen
This is your final opportunity to review your shipment details prior to submitting the order.

To make any updates, click the Back button until you come to the screen that needs
updating. After your changes have been made click the Continue button to proceed to
the confirmation screen.

Once the order information has been reviewed and confirmed, click Confirm Order to
submit the direct fulfillment order

Step: 1- Order Details 2 - Address Details 3 - Order Summary 4- Order Submitzed
INGRAM
ﬂ PUBLISHER
* SERVICES
Brookings - frend

Order Details
‘Warehouse: FT WAYNE, IN
Backorder: Mo
Customer PO Number: tesung
DF Ship-to ACCOUNE:  SHUUKINGD 1N 11T TIUN FREDS [LUVUS5/)

Email for Shipping Netification: pussupport@ingramcentent.com

Domestic Shipping Information
Shipping Method: Best\Way
Name: Eurospan/Brookings

Company Name: _.. .. coon romn

Address :

Phone Number:

Estimated Shipping Cost: wv.ou

Additional Information
Marketing Message:

Omit Price Information: Price will be omitted from packing slip.

Shipment Summary

xt
Qty
Product Code
West,

100 The Future of Work: Robats, A, and Automation Darr;\\ 9780815732938 Hardcover REG 2199 2199.00
M

Total:| 2,199.00]

Total Fees: 0.00

An order confirmation email will be received within 30 minutes.
Please review for order accuracy.

B - For domestic shipments, an estimated shipping cost will be

included in the shipping information section.

Quick Tip



Order Status and Tracking

ipage can help you manage your submitted orders and locate
tracking details.

- Click IPS tab

- Click Direct Fulfillment Order Status in the dropdown menu

This will direct to Direct Fulfillment Order Status Easy Clicks
screen. You will see the Open Purchase Order Summary screen
in addition to the Easy Clicks Menu. This section reflects any
open orders that have not yet been invoiced.

Direct Fulfillment Order Status Easy Clicks.
- Al Qpan hams - Backordered kams -

- Qeen Purchase Order Summary - Becently Shigped Orders -image Order History
Open Purchase Order Summary

Page 10f1

Shipn

APPLEWOQD BOOKS I - " m n
(20E6602) 365930 0372012018
APPLEWOOD BOOKS 156 156 (]
(20E6602) El-h 0372012018
APPLEWOOD BOOKS . 57 57 ]
(20E6602) 365028 0372012018

Page 1of 1

To locate previously submitted order confirmation, click the
ipage Order History link. The Order History screen provides an
overview of an order’s confirmation status.
- Order Confirmed indicates that all items shipped and the
order was submitted successfully
- Some Items confirmed is an indication that some or no
items shipped. When this status is listed, the confirmation
should be reviewed to confirm there were no errors
- To view the full order confirmation in detail click
confirmation next to the date and time and it will display
the full the order details.

ipage Order History

This informatian is pested for 13 manths,

Mext>  Lasta>
Page1ofd234

Confirmation Status

Order confirmed

km031418a Susan Lacke Kara Mannix
03/13/2018 06:02 PM - Order confirmed 313188 Sergeant McGr Dave Trendiar
03/12/2018 01:54 PM Order confirmed 312128 Greg Amundson Dave Trendier
03/09/2018 11:18 AM Order contirmed <3510 MWW Dove Trendler
03/08/2018 04:56 PM Order confirmed k030818 Andres Lomen Kara Mo
03/08/2018 02:38 PM -Confirmation Order confirmed km030818s Maja Gorie Kara Mannix
03/08/2018 09:56 AM -Confirmarion Order confirmed VPO3082018 dndy Read
03/07/2018 06:07 PM -Conf n Order confirmed dx3718a Alicia DiFablo Dave Trendisr
03/07/2018 04:28 PM -Conflrmarion Order confirmed km030718a Peter Glassf Kara Mannix

03/07/2018 11:56 AM -Confirmation Order confirmed cb_0307188 Bense Jacgine
03/06/2018 02:30 PM -Confirmaien Sarme irems not confirmed k030618 Joe Frie: Kaca Maonix

Quick Tip

If you ever see an
order status of
Problem with Input
Data in the detailed
Order Confirmation,
your order was
rejected and you will
need to review prior
to resubmitting to
determine the error.

If you are unable to
determine the error,
you can reach out to
Business Operations

for assistance.



To locate tracking and shipping details on a recently shipped purchase order select
Recently Shipped by PO.

INGRAM
{ " ﬂ PUBLISHER
SERVICES

Applewood Books

Direct Fulfillment Order Status Easy Clicks

- Al Open ltams - Backorderad Izams - Reganthy Shipgad by BO
- Qoen Purchase Order Summary - Becencly Shigped Grders - inage Order History

Open Purchase Order Summary

Page 10f1
s [POMumber |DaisQudered Total Units Open

E%FEIEE:-,‘.QECOD BOOKS 365030 03/20/2018 4 24 0
f‘zpa"zﬁfgﬁ% Boois 263020 0372042018 156 156 °
?";’Lf;g?’” Backs 368028 03202018 57 57 [
Page 10f 1 [ = print version |

This page defaults to the last 14 days and the option to extend to 90 days is provided. Scroll
down to view all the recent order submissions. To view more details, click the PO Number.

Utilizing the Purchase order search field, you can enter in a purchase order number into the
PO Number field and press search. This field is case sensitive, so the purchase order number
will need to be keyed exactly as it was entered.

Search within Recently Shipped Orders by PO

PO Number

Recently Shipped Orders by PO - Last 14 Days (View last 20 days)

Hext®  Last®»
Page 1ofd4234

PO Mumber: 33673

VELOPRESS 031272018 CTEPE 1 S241906000535513289277
[20PF052)

PO Number: 33027
VELOPRESS 03/08/2018 CTOx5L 1 805481476
{20P7052)

PO Number: 23240
VELOPRESS 03/14/2018 CTTG31 1 G241006000535513207043
{20PF052)




Inbound Shipment Notifications

Entering an Inbound Shipment Notification on ipage alerts of incoming shipments and
allows them to confirm that the quantity shipped matches the quantity received at Ingram
Warehouses. The delivery notification numbers (quantity shipped) appear as the on-order
quantity in the Current Stock field on ipage and assures customers that a title is in route.

- Customers are more likely to place a backorder for a title if they see that a new shipment
is on its way.

- The information populates I1Q reporting
- Providing notifications controls the accuracy of the on-sale dates at national accounts

- Baker & Taylor -Titles may appear as out of stock indefinitely and unavailable for
ordering if the book misses its announced date

- Baker & Taylor - Library accounts expect books two weeks before the on-sale
date. If on-sale dates are inaccurate, orders are sometimes cancelled as money is
allocated to books that are available

- Amazon and BN.com - buy buttons may be removed if the book arrives later
than announced

- Barnes & Noble - late titles can mean the loss of a promotion slot if the book
was in promotion

% Account Manager privileges must be assigned for submitting inbound
shipment notifications. If unable to enter a notification, please contact

Support Tip your ipage Administrator to provide permissions.



ipage allows you to submit a shipment notification quickly and easily. There are two ways to
submit an Inbound shipment notification - manually or by upload.

- Click the IPS tab

- Select Inbound Shipment Notification

Customer Search and Order Status
Direct Fulfillmens Orders

Direct Fulfillmers Order Szatus
Inbound Shipment Nozificstion

iQ

View My Tisles

- Enter a unique Purchase Order #, Order Date and Estimated Date of Arrival.

- Click Add to proceed to the title entry screen.

Inbound Shipment Notification

Fields marked with * are reguired.
Add Purchase Order
Whenever you schedule a delivery to Ingram, you should enter the delivery information about the order on this screen. Ingram will use this information to receive your inventory. If you need to edit already submitted information, please contact

your Ingram Publisher Services representative.
*

Purchase Order #:
Purchase Order Date: * (mm/dddyyyy)
Estimated Date of Arrival: [ mmrddiyyyy)

To enter the titles manually:
- Enter the EAN in the Product Code field
- Enter the quantity being shipped in the anticipated Receipt Qty by DC Field.

- This will default to your primary receiving DC, but if you have made other
arrangements to ship to an alternate DC, click Show Other Warehouses to choose
other locations.

- Click Add Product Code to continue your notification submission.

Purchase Order #: IPAGEGUIDE (06/29/2020)

¥ou must enter each e in the purchase order individually. Afeer entering information below for one otle, select Add Product Code. You will then be given the oppartunity to add infarmation for anocher tde. Keep selecting Add Product Code undl all tides fior this
purchase order have been added. When finished, select Submit Purchase Order. If you have entered an incorrect purchase order number or date, select Cancel to start again.

"
Product Code (EAN/UPC only): Add Titles via Uplosd
Estimated Date of Amival 07/31/2020

Anticipated Receipt Quy by DC:| Jackson, Tennessee: o Show Qther Show sigrial Worehgyss:




Review your details and click Submit Purchase Order to finalize.

Fields marked with * are required.

[ Ecancel | [ [ Submit Purchase Order |

Purchase Order #: WINTERLAKE JULY (07/27/2012)
You must enter each title in the purchase order individually, After entering information below for one tide, select Add Product Code, You will then be given the opportunity to add
information for another title. Keep selecting Add Preduct Code until all titles fer this purchase order have been added. When finished, select Submic Purchase Order. [f you have

entered an incorrect purchase order number or date, select Cancel to start again,
*

Product Code (EAN/UPC only): Add Tides vi
Anticipated Ship Date: 08/01/2012

Chambersburg, Pennsylvania: [ EI.‘L Hida Other Warshouses

Fort Wayne, Indiana:

Anticipated Receipt Qty by DC: - .
La Vergne, Tennessee:

Roseburg, Oregon:

C+Reset [} Add Product Code

Product Codes for this Purchase Order (1 Total Products)
Anticipated Receipt Quy by DC

Anticipated

Ship Date Edit/Delete

Chambersburg, FortWayne, La Vergne, Roseburg
Pennsylvania Indiana Tennessee Oregon

Product Code (Title, Binding)
1500 2 [Tedn | [Hoetete |

WINTERLAKE L ODGE CKBE EXBANDED, )

/adod s 24
[l Cancel [-2 Submit Purchase Order

The final page will let you know that the information was submitted successfully. You may

print the confirmation for your records.

The delivery notification is not accessible once submitted. If you realize
changes need to be made, please notify your Business Operations

Support Tip Support Team for assistance.

INGRAM | ipage o mioon

% AERNEAN Ty — = s
a T
InBand Shipment NeLTEtsn S
=' ............... ey R et F— e e

Pure e Gedder 8 G0LDSRAR T/ 781 0 11 Foasd Prosecn




- Create and save a file as a csv. or .txt file per the parameters below.

- The .txt file must contain EANs or UPCs, a two-character warehouse code
(where the product will be delivered - see chart below), and quantities. Please
format the file so that each data element is separated by a comma and each
item is on a separate line. The same product code delivered to more than one
warehouse must be on separate lines. For example:

9789502851181,HH 2500
9789502851181,Cl,1000

- Enter the quantity being shipped in the anticipated Receipt Qty by DC Field.

- This will default to primary receiving DC Jackson, TN, but if you have made
other arrangements to ship to an alternate DC, click Show Other Warehouses to
choose other locations.

- Click Add Product Code to continue your notification submission.

- Select add Titles Via Upload on the Title entry screen which update the page to allow
file uploading.

- Click on Choose File and select to upload your file.
- Title will then populate to the entry screen

- Click Add Items to review your upload details and confirm its accuracy.

Add Titles via Upload . ABack | | [7 Add tenms

The .ot file must contain EANs or UPCs, a two-character warehouse code (where the product will be delivered - see chart below), and quantities. Please format the file so that each data elemens is separated by a comma and each item is
on 2 separate line. The same product code delivered te more than one warehouse must be on separate lines. For example

G789502851181,01,2500
4785502851181, NV, 1000

File Upload: | Choose File | Mo file chosen

Warehouse Codes

Charmbersburg, PA=CI Fresno, CA= ]|
Ereinigsville, PA = BB Lavergne, TH = NV
Fairfield, OH = FF Reseburg OR = EE
Faor: Wayne, IN = DD

- Verify your information, if needed you can edit or delete by utilizing the boxes.

- Click Submit Purchase Order to complete.




LE&:{G@)

In addition to the instructions provided previously, You will find more details

related to shipping options, updating your address book, adding users, etc..



Account Functions & Support Tools

IPAGE TEST ACCOUNT
Account Number: 20D3235
User ID: qascripts

Change User

Near the top right of each page, you will see the name of your account, account number,
and User ID. Additionally, there are some functions available here:

- Click on the Account Number link to switch to other accounts to which you have access.
Access to multiple accounts is granted by your organization's ipage administrator.

- Clicking the Change User link will log you out of the current session and return you to
the Login screen where you can log in as a different ipage user, as needed.

Use the My Account menu option to manage information about your account and submit
inbound shipment notifications for you titles.

The Administrator for the account can add a new user by:
- Click My Account from the toolbar.
- Click User Administration.

- You will see the list of users set up on your ipage account. Input a new UserlID of your
choosing in the blank field and click Add New User button.

- If ipage already has a user with the name you have entered - even if it belongs to

another account - it will not accept the requested UserID. You will need to create
a different UserID to continue.

- On the User Details screen you can you create the profile for the new user.

- Type in the user's first and last names, phone number, and email address.
The email address is critical, as the new ipage UserID and password will be
emailed to that address.

- On the same page, elect what kind of information the user can see and what kind of
activities allowed within the account. We call this ‘assigning access rights!

- To see the description for each role, click the role name. A box with the description
will appear. Close the box to return to the previous screen. If you would like to view
the descriptions for all the roles at once, click the View All Role Descriptions link.



Assigning User Roles

To assign a role that allows the user to place direct fulfillment order click on the role name
Ingram Publisher Services Direct Fulfillment. Users assigned to this role can place orders for
your customers and check the status of those orders. The Administrator role will also have
Direct Fulfillment ordering capabilities.

User Details

User Details Easy Clicks

Fields maried with * are required <Baryrn (o List
el T betate User
First Name: Email: ) .

Kara kmanni@gocketoutdoorme =
Last Name: Phone:
Mannix | 3032452104

First Login: 02/23/2017  Last Login: 03/14/2012  Date Added: 02/23/2017  Added By: direndler

Assign Access Righes

Please select the level of security aceess you with o give each new ipage user in your arganization. These users will enly have access to this information for the accaunts you specify. To view the functions/tasks permitted for each role,
click the role name below. Please check all that apply.

_| Adrmini r « Cperasions #! Ingram Publisher Services/pubsourcs Contens Manager
| Aggount Manager +# Product Manager _| Ingram Publisher Senvices/pubsource Customer Orders
1 Publi ices Dirast Fulfill

Account Access List

- Click the Add User button near the bottom of the screen to save our changes




Administrator

Administrators can add, change, or delete users; see & edit account addresses; submit
inbound shipment notifications. They can also search and review titles in our database. They
can view existing product information for titles and imprints under their accounts. Ingram
Publisher Services clients can place direct fulfillment orders for their customers and check
the status of these orders.

Account Manager

Account Managers can see & edit account addresses; view general information about
Ingram; submit inbound shipment notifications. They can also search and review titles in
our database.

Ingram Publisher Services Direct Fulfillment
Users with the Ingram Publisher Services Direct Fulfillment role can place direct fulfillment
orders for their customers and check the status of these orders.

Operations
Users are "read-only” users with permissions to obtain general information about Ingram.
They can also search and review titles in our database.

Product Manager

Product Management contacts can view existing product information for titles and imprints
under their accounts. Like all ipage users, they also can obtain general information about
Ingram, and search & review titles in our database.

Ingram Publisher Services/pubsource Content Manager

Ingram Publisher Services/pubsource Content Managers can create or edit content for their
pubsource Home Page (if they are a pubsource publisher) or their Ingram Publisher Services
Marketing Page (if they are an IPS client).

Ingram Publisher Services/pubsource Customer Orders

Users with the Ingram Publisher Services/pubsource Customer Orders role can place orders
on behalf of their customers. They can lookup Ingram customer account numbers and have
visibility to a particular customer’s open IPS orders if the orders contain titles belonging to
that client.



How to Update the ipage Direct Fulfillment Address Books

- Click My Account from the toolbar.

- Click Customer Address Info located under the My Settings to proceed to the DIRECT
FULLFILMENT (DF) Customer Address screen.

DIRECT FULLFILMENT (DF) Customer Address List
Search.
Edit / Delate

ca [C3gEan]
Barfry Fiat 5801 Nicholson Lane Rackuile
Frederick jones 1336 Hiawatha Minot [T |
Gary Rosinsan 430 Raystomn Road Everert
Gary Rebingan 430 Raystonn R Everett [SEan |
Inzernational Guy 123 Warld Street Paris
Joel B. Bussell 5815 North Washington Blv Indianapalis TSTEar |
Maria Kwong, JANN 100 N. Centrel Avenue Los angeles
Whilitary Guy 123 Military Base AFO [SEan |
Paula Themgson 1830 Astor Sireer Orange Park [SEan |
Faula Thamgsan 1930 Astor StrEs Drangs Park
Peter Baldwin 13 Woadhill Drive Bow
Peter Baldwin 13 Woadhill Drive Bow CSlEar |
Renecca Clay JETE1175N Ogden [CEan |
Test Address 123 Test Strest Nashwille [T |
Tadd Mitchell 58 Prazo Park Drive Missouri Ciey
Click here to download semple excel e, | ChDose File | rio fle chosen

You can add addresses to you Address books via two methods.
A. To add an address manually:
- Click the Add button in the lower right-hand side of the screen.
- Once the pop up appears enter the new address information.
- Click Save to add the new address to your address book.
B. To add multiple addresses via an upload:

- Access the provided template by selecting Click Here in the bottom left hand corner. Fields
in Red are the minimum requirement to add.

- Complete fields as specified and Save to your computer.

- Click the Choose File button in the lower left-hand side of the screen.

- Once the pop up appears select the appropriate file.

- Click Submit to upload the file and add the new address to your address book.

- To Edit an existing address:
Customer Name: -
Gl - Click edit next to the desired address.
Customer Order Type: @ Standard () Milisary (internatisnal
Customes Address ; - Once Pop Up appears make

necessary changes

Customer City :

e o - Click Save to Save the changes
m“:: ‘ - To Delete an existing address

- Click Delete next to the address no
longer needed.



Additional Shipping Details

Domestic Shipping Methods Description

Best Way - Allows Ingram to choose the most efficient, and traceable way to
ship based upon the weight and delivery location.

Domestic 2nd Day Air - Delivery to most addresses in all 50 states in the U.S. and Puerto
Rico by the end of the second business day after shipment date
(shipments to certain locations in Alaska and Hawaii require
additional time in transit).

- Shipments are traceable.

- PO. Boxes and Military Addresses cannot be used as a Ship To Address.

Domestic 3-Day Select - Delivery to most addresses in the 48 contiguous states in the U.S.
within 3 days of shipment date.

- Shipments are traceable.

- PO. Boxes and Military Addresses cannot be used as a Ship To Address.

Domestic Ground - Delivery to most addresses in the 48 contiguous states in the U.S.
within 1 to 6 days of shipment date, based on the location of the
Ship To address.

- Shipments are traceable.

- PO. Boxes and Military Addresses cannot be used as a Ship To Address.

Domestic Next Day Air - Delivery to most addresses in the 48 contiguous states in the U.S. and
Puerto Rico by 10:30am the next business day, after shipment date.

- Shipments are traceable.

- P.O. Boxes and Military Addresses cannot be used as a
Ship To Address.

Domestic Will Pick Up - The Will Pick Up method is recommended when the client is
utilizing their own, or the final customer's, carrier account (i.e. UPS
Collect/Third Party Billing). All account information for the carrier
should be provided in the Delivery Details section.

- Will Pick Up should also be selected if the client is planning on
picking up at the chosen distribution center, contact information
for pick up should be provided in Delivery Details.

- Will Pick Up should be selected if the publisher is needing
additional order or packing.



Economy Mall

Expedited Mail

USPS Priority Insured

UPS Next Day Air Saturday Delivery

Ground Freight Forwarder

LTL Freight Forwarder

Delivery to all 50 states, Puerto Rico and the U.S. Virgin Islands
in approximately 7 to 10 days of shipment date, based on the
location of the Ship To address.

Limited or no trackability.

Not recommended for carton shipments.

- Shipment cannot be insured.

Publisher assumes all risk of damage or loss.

Delivery to all 50 states, Puerto Rico and the U.S. Virgin Islands in
approximately 2 to 5 days of shipment date, based on the location
of the Ship To address.

Limited or no trackability.

Not recommended for carton shipments.

- Shipment cannot be insured.

Publisher assumes all risk of damage or loss.

Delivery to all 50 states, Puerto Rico and the U.S. Virgin Islands in
approximately 2 to 5 days of shipment date, based on the location
of the Ship To address.

Limited or no trackability.

Not recommended for carton shipments.

Delivery to most addresses in the 48 contiguous states in the U.S.
and Puerto Rico by 10:30am the next business day, after shipment
date.

- Shipments are traceable.

P.O. Boxes and Military Addresses cannot be used as a

- Ship To Address.

For orders where you or your final customer has a domestic

entity that will handle the freight forwarding of the product
received from Ingram. The Freight Forwarder would file all the
necessary export documentation and handle shipment to the final
destination.

Ingram'’s responsibility ends once delivery is completed at the
Freight Forwarder's location

For Less than Truckload orders where you or your final customer
has a domestic entity that will handle the freight forwarding of the
product received from Ingram. The Freight Forwarder would file all
the necessary export documentation and handle shipment to the
final destination.

Ingram's responsibility ends once delivery is completed at the
Freight Forwarder's location.



International Shipping Methods Description

Courier Express - Delivery to most addresses within 1 to 3 days of shipment date,
based on the location of the Ship To address.

- Shipments are traceable.

P.O. Boxes cannot be used as a Ship To Address.

Ground Parcel to Canada - Delivery to most addresses in the 10 provinces of Canada within 3 to
7 days of shipment date, based on the location of the Ship To address.

- Shipments are traceable.

P.O. Boxes cannot be used as a Ship To Address.

International Mail - Delivery to most countries and territories to the destination
country's mail system.

- Shipment times and reliability vary based on the destination
country’s mail system.

- These shipments are not traceable.
P.O. Boxes cannot be used as a Ship To Address.

- This shipping method, in exchange for lower shipping cost, does
not offer damage insurance or shipment tracking to the ultimate
recipient. When you select this method of international shipment,
you waive all liability against IPS, or the carrier, for damage or loss
of the shipment.

International Will Pick Up - The Will Pick Up method is recommended when the client is utilizing
their own, or the final customer's, carrier account (i.e. UPS Collect/Third
Party Billing). All account information for the carrier should be provided
in the Delivery Details.

- Will Pick Up should also be selected if the client is planning on picking
up at the chosen distribution center, contact information should be
included | Delivery Details

- When utilizing a Freight Forwarder in the U.S. for export you must enter
the final destination’s address in the Shipping Information section.

LTL Canada - Less than Truckload shipments. This option is typically reserved for
large/multi carton shipments.



Domestic
- When utilizing your own or final customer’s UPS or Fed Ex Account select Domestic
Will Pick Up or International Customer Pick up and the following information will need
to be entered into the Delivery Details section.

- Click edit next to the desired address.
- Is this to be shipped Collect or Third-Party Billing?

- If shipping collect for UPS please provide the UPS account number. If shipping
Collect on Fed Ex please confirm that the customer has Fed Ex scannable placard
at the end destination.

- If shipping Third Party please provide the account number and the billing address
for the UPS or Fed Ex account.

- When a customer wishes to have a product picked up by their preferred carrier please
select Domestic Will Pick Up or International Customer Pick up and enter the a contact
name, carrier name, phone number, and email address for the carrier into the Delivery
Details section. Once the shipment is ready a member of our transportation team will
contact the carrier to arrange a pick appointment.

If a carrier arrives to pick up a shipment without an appointment they may be turned away.

- When shipping large shipments that will not go via a parcel carrier such as UPS or
Fed Ex and will need to be routed through a LTL (Less than Truckload carrier) please
provide Business Operations Support with the following information regarding the
delivery location

- Is this a residential or business location?
- Do you wish to go ship via Ingram Carrier or provide Name and contact of your own?

- Is a loading dock available or will a lift gate or pallet jack be required to offload
the freight?

- If lift gate and pallet jack are required, does the customer have a doorway
large enough for the pallet jack to fit through or will the product need to be
left outside?

- Is a delivery appointment required?
- Hours available for deliver

- Contact name, phone number and email of someone at the delivery location.



The ipage Menu Bar appears at the top of each page. Each tab on the Menu Board has
a pull-down menu with several options. however only a few of these are beneficial to
distributed clients.

Browse Search | Purchase Orders | Reports | IPS | My Account

Account Number 5086
User I0: velopresspe
Change User

INGRAM | ipage

Muldiple Products | = || Product Name (Keyword) ¥ || Ingram Extended v

Suarcwo\

The Purchase Orders and Reports tabs do not apply to IPS publishers. IPS publishers can
access reports from the |Q platform at https://ig.ingramcontent.com/users/sign_in.

The IPS tab allows you to submit Inbound Shipping Notifications, track, and review order
status on Direct Fulfillment orders, and locate an overview of Customers orders. You can also
access a rep tool that enables you to place orders on behalf of your customers.

The My Account tab opens the menu for customizing and managing your ipage account
and settings.. Some of the items to note in this menu are:

- User Adminstration- Add, Edit, and Delete Users

- Customer Address Info- Add, Edit, or Delete addresses from your Direct Fullfillment
Address book

- Special Offer Set up-see promotion codes that have been set up for title(s)

ADMINWSTRATOR S8 TTINGS FIRANCLLL INFORMAT ION

e & s AL Buh A

Comppesy Cortacsy b i=loerrana s Eareas m =i o

o e B B Crargetecas
W SLTTINGS DECENATION MANGDIRINT

Cra=gw Tampy R P TR ST
Acemn @ D®erwer Actourt Dmzsurt ko m o5 Cam 5¥ Tecw
leesa I let

Lo mie, iipdah * [T L R e

INGREM SERVIES

[Ere——

e L L]




Alerts will provide any notices or shipping delays provided by our carriers.

I Direct to Home# Shipping Updates

View All (1)

Home will take you to the ipage Home screen.

Help provides additional resources links.

Clicking the Logout will end your ipage session.

% Always log out of the site instead of

closing the browser window.

Support Tip



INGRAM

www.ingramcontent.com




