Hummel’s Office Plus DForce On-line Ordering System
QOuick Tips

Placing an order

1. Go to www.hummelsop.com (For future convenience, please bookmark this site to your favorites)

2. A new screen will open. Located in the upper right hand corner of the screen you will see the My Account/ Login Box.
Click on My Account and this will bring you to the Landing Page where you will enter your Username and Password
and then click GO. The top of the screen is for DFORCE 1 and the bottom of the screen is for DFORCE 2.
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Open an Account: Online Ordering

Hummel's is proud to offer various Internet ordering systems to fulfill
your online ordering needs.

All of our systems are built to ensure your security and require you to login before placing orders.
Please enter your Username and Password in the boxes below the page you normally see when
ordering online.
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Hummel's Online Ordering (pre 2009)

Home. Contact Us

About Us. Help
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HUMMELS TEST ACCOUNT - DO NOT FILL™

HUMMEL'S OFFICE PLUS "D-FORCE"
Online Ordering System.
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This system is customized to your em snd lst us know if you hs

Welcome to D-FORCE, the Hummel's Office Plus Online Ordering System. Every order placed on
our system is input into our database server instantaneously. It does not matter if the order is on-
Learning Center hold, being built, or just submitted. If you should experience any troubles please feel free to contact
il —

us.

If for some reason you are logged off D-FORCE, Within 15 minutes the server will save your order
to a hold status for easy retrieval from the D-FORCE home page the next time vou login. If for
some reason this does not happen correctly then please call us at 800-763-4866.

Also, Please put all orders On-held that vou are not going to complete immediately. D-FORCE is
designed to log any user off the system that has not inputted an item in the last 20 minutes. It is
important that when vou are done placing an order vou go to the Check Out screen and click on the
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QuickSearch Home My Account My Orders  Shopping  Featured Items
L Co Welcome to Hummel's Enhanced Online Ordering System

Try Advanced Search Products {Help )

Browse for what you need by selecting a category below. When your mouse moves over a category, we'll
QuickQOrder display any subcategories it contains, to maks your browsing fast and convenient.

All Categories

Furniture Inks, Toners & Consumables Janitorial & Breakroom

MyAccount Bookcases & Shelving Appliances

Carts, Stands, & Accessories

Login D Chairs

Brezkroom Supplies
Cleaning Supplies

Computer Workcenters Fax Supplies Food Service & Kitchen
Help File Cabinets Inkjet Inks Supplies
More... Mare... Janitorial Supplies
: More...
MmyShoppingCart - - - -
Medical Supplies Office Supplies Technology
@ I CRLiE First Aid Arts & Educational Tools Audio Systems
Subtotal: $0.00 Medical Apparel Batteries & Battery Chargers  Audio/Visual Eguipment &
View ) CEED Medical Room Eguipment & Binders & Binder Accessories  Accessories
: Supplies Boards & Easals Cameras & Films
Briefcases & Travel Computer Accessaries
MyFavorites Mare. Computer Media
More...
Choose One... -
(0 { Shop |

Username:
Password:
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Click on the “Quick Order” tab on the left hand side of the screen if you know all of the item numbers you want.
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HUMMEL DISTRIBUTIOH CTR. - CUSTOMER SERVICE

HUMMEL'S OFFICE PLUS "D-FORCE"
Online Ordering System. UPDATE MY INFO

This system is customized to your needs. Feel frez to use the system and |2t us know if you have any questions.

QRDER INFO
Welcome to D-FORCE, the Humnel's Office Plus Online Ordermg System. Every order placed on our ORDER HISTORY
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Total
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Enter the three-digit prefix under “Prefix:’, which is the first three digits of the item number. Tab to “Item #:” and
enter the rest of the item number. Don’t use any dashes, slashes or spaces when typing the item number. Tab to
“Qty:” and enter the quantity desired (make sure to look carefully at the unit of measure and order accordingly). No
comments are needed in the comment section.
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You can either add to the cart each item as you go or\after your order is complete, then/left click on “Add to Cart”. If
you ““add to cart” as you go, you will see all of the alternates that will be spggested aftef each item and you can quickly
and easily choose then. Your Shopping Cart on the right will show a Reference number along with the Total number

of Items on order and the Pre-Tax dollars.

To view your order at any point in time, simply click on “VIEW’”on the right hand side of the screen under your
shopping cart. It will list all of your items you have added to the cart. At this point you have several options. You
can return to the catalog, place your order on hold, delete your whole order or a single item on the order, check out



(which will be the screen where you submit your order), or print your order. If you are ready to submit your order

click on “Check Out”.

At the “Check Out” page,
double check to make sure
your items are correct, then
click on the “Submit Order”
button, your orderis now
placed. You will get a
message saying that your
order has been submitted. I
is important to see this
message to know your order
has gone through. Your
merchandise is now on its
way to you. At this point you
may print out a copy of the
order by left clicking on
“PRINT THIS ORDER”.
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HUMMEL'S DISTRIBUTION CENTER - CINDY MOSHER

Reference Humber: 238587-0

If you have & coupon of certificate, please erter the code here: l:l
BILLING INFORMATICH SHIPPING INFORMATION
Company: HUMWEL'S DISTRIBLTION CENTER Company: HUMMEL DISTRIBUTION CTR

Suite: Suite: EXECUTIVE ASISTANT
Addr: 25 CANAL ST Addr: CIMDY MCSHER

City: MOHEWH City: MOHAK

State: NY Zip: 13047 State: MY Zip: 13407

Requisition Z: l:l Purchase Order 2 (Long PO): I:I

Phone: ‘ |En.: | |

At lame:

PAYMENT INFORMATION
Credit Card Info Secured

Payment / Credit Card Type:
Credit Card Humber: I:I
Expiration Date:
Hame on Credit Card: l:l

By: Cindy Mosher

SKU: Description: Price: Oty: SubTotal:
Comments:
HUR 24 FADMNOTE STICKY 1.5X2 YWA20L $087 12 DOZEN | §11 64

HUMHANGINGTS FOLDER HANGING LETTER.1/3.GH B4.78 | 1 BOX $4.78
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Corrozion-resistant clip provides dependsable gripping of
notes, papers, and records. Durable Brown hardwood.

If you know the part number, product name, or manufacturer, you can simply enter the item you are looking for in the
QUICK SEARCH text box, then hit enter or search now. The box is located in the upper left hand corner, next to the

Hummel’s Logo.



Search Continued

TIP: when entering an item number, DO NOT add “/”’ or “-¢

Example:
The Hummel Catalog Entry: Hum Hanging-1/5
Should be typed like this: Hum Hanging15

Example 2:

If you are looking for pens, you don’t want to just enter pens in the search field. You will get way too many choices. You

want to pinpoint your search more closely.

If you are looking for blue gel pens, you can enter into the search center the most generic part of your search first such as
pens, then leave a space, type gel next, leave a space and then type blue. Then click search now. It will bring up a new list
of categories to click on such as pens and refills. Click on pens. It will bring up another list and then choose gel ink pens.

You will see all of the selections you have to choose from.

Browse Catalog - If you don’t know the items you want, you can browse our catalog. You can browse our catalog by
clicking on BROWSE CATALOG in the order center located on the left hand side of the browser. You can search by:

keyword, manufacturer, item number or product category.
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My favorites — Provides an easy way for you to access the items you order most often and order from your list(s).

To place items in your favorites as you go: Whenever you are placing an order and see the tab “Add to favorites’ you are
able to add this particular item to your favorites by clicking on the tab. In this case it would be a “build as you go”
scenario whereby your items are added to Your Favorites as you are placing an order. If you want to add all of the items
at once you can follow the steps below:
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ZIP ORDER This system is customized to your needs. Feel free to use the system and let us know if you hawve any questions.

e _ . . . ORDER INFO
- Welcome to D-FORCE, the Hunmel's Office Plus Online Ordering System. Every ORDER HISTORY

CUSTOMER SPECIFIC order placed on our system is input into our database server nstantaneously. It does not

ITEMS LIST . ) . . ; . . HELD ORDERS

matter if the order is on-hold, being built, or just submitted. I you should expenence any .
MACHIHE MATCHING troubles please feel free to contact us.
ToOL
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[orera s ] o] 5275 o 2 prompt el

Have your item numbers ready to enter
Under Favorites on the left hand side of the screen, click the GO tab

On the next screen that comes up, click the MANAGE tab

Type your list name in the white box at the top and click the ADD LIST tab
Now click on the list name under the title “DEFAULT” and clicK the view tab
Enter all your items into your list. Fill in prefix, item # and Qty,.
You can skip the comments section. Click on add to favorites 2
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d continue through all the items until you’re done.
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NOTE: You have other options in the drop down menu of the favorites list such as remove selected items, add selected
items to cart and buy selected items now.



Held Orders - Offers a way for the user to hold an order you are processing so you can come back to it at a later date.
Often times you will get logged out of the system if you move away from your computer for 15-20 minutes. You can put
your order on HOLD by clicking on VIEW under shopping cart and then on HOLD ORDER above the items listed. You
can also put your order on HOLD in the CHECK OUT screen. Your order cah be retrieved in HELD ORDERS on the

right hand side of the main screen under ORDER INFO. You can then contifiue your order and check out when you have
finished.

To view HELD ORDERS click on HELD ORDERS under ORDER IN,
that you want to process and it will then be added to your shopping

O on the right panel. Click on the order number
cart. You can continue shopping or check out.
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