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Premium Copy Paper
FriendsO�ce™ Premium Copy Paper is designed to run through all printing
equipment. This high quality sheet has the brightness and opacity to produce
documents that are sharp and clear, copy after copy after copy. 
You’ll want to keep plenty of this versatile paper on hand. 

New Look,
Same Great

Product!

 Size Weight Bright Sheets

 8.5 x 11” 20 92 5000

Item No. FRICOPY811

• Great everyday paper

• Compatible with all 
   printing devices

• Produces crisp images

• Carton contains 10
   500 sheet reams

• Made in U.S.A.

• SFI® certified

Corporate Headquarters
2300 Bright Road
Findlay, OH 45840
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Inroduction

Thank you for ordering with Friends Business Source. This guide will help you order your supplies on-line at  
www.friendsoffice.com. 

Procedures

Credit Return Policy
Friends is proud to have a no hassle return policy that makes ordering office supplies easier for everyone.  Please review the conditions of 
this policy:  
• All returns must be in their original packaging and in the same condition they were purchased in.  If a box has been torn or even

written on, this may prohibit you from receiving full credit for the item. 
• Returns must be made within 30 days of purchase for full-credit to be given.  After 30 days, you will be subject to a restocking fee.
• Short ships must be claimed within 5 days of the shortage.  Friends will credit you for the original item shorted and re-order a new 

one for you.
• Defective items should be reported as soon as the defect is found.  Full credit will be given unless the item is still covered by a

manufacturer’s warranty. 
• Miss-fills must be eported in 30 days for full credit to be given.  A miss fill o curs when the product shipped is not what was ordered.

Credit will be issued on the original invoice and re-billed on a new invoice number for tracking purposes.
• Special orders, custom products, business machines and furniture are excluded from our return policy unless there is an error or defect 

in the product.
• The general rule for returns is that the items must be re-sellable to another customer.  Please ask yourself, "Would I be satisfied if I 

received this item from Friends in this condition?"
• Credits are issued on the original invoice if no product is reordered. If a product was mis-shipped or short shipped, correct product will 

be sent on a NO CHARGE ticket and the original invoice will remain complete.

Delivery

All orders will be desktop delivery unless otherwise noted. Orders must be placed by 5:00 PM to guarantee next day desktop delivery.  
Orders placed outside of Friends service area will not guarantee desktop delivery.

www.friendsoffice.com.



At Friends, we truly do offer everything for the workplace. If you scroll through our menu items, you’ll see that we sell office supplies, office 
furniture, maintenance products, breakroom items, technology supplies and educational supplies online. 

If you’re interested in promotional products, please visit our promotional site by clicking "Promotional Products" from the main menu.
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For all other products, log in at the top right side of friendsoffice.com. 

If you don’t have an account with us, you can get started by clicking “Register” located under the login box.  Fill out the form and click  
“submit.”  Your request will be processed within 24 hours. You’ll receive an email that confirms your account has been set-up.

In the meantime, if you’d like to browse our online catalog, you can continue as a guest shopper by clicking here. Please note that if you buy 
an item as a guest shopper, you will need to prepay by credit card. Once you are registered with us, you will have other payment options as a 
purchaser for your company.
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e-Source Home Page
The following sections create a user-friendly navigation for order entry.

Navigation Menu Bar Quick Search Quick Order My Account Shopping CartFavoritesInk and Toner

Once logged in, you will be taken to our eCommerce site, where you have access to 35,000 next-day items.  If at any time you have a 
question or need help placing an order, click on the “Live Chat Online” button at the top of the page. 

You will be asked to fill out the ompany you represent, your name, and your question. After you fill in the equired info, select “Start Chat” 
and you will be connected to one of our customer service representatives. To exit the chat, simply close the window at any time. You can also 
contact your sales representative if you have any further questions.

FRIENDS BUSINESS SOURCE
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Before we begin, let’s take a look around the site. If you’re logged in, you will see your user name and account number located near 
the upper right hand corner of the website.

Help

Contact Us

The help link will take you to an online directory of frequently asked questions. It also features an online manual that outlines every 
aspect of the website’s functionality. If you have any questions about the website, this help link is a great tool to utilize. 

You can also click “contact us” to send us a direct message with any questions or comments you may have while ordering.

WEB ORDER HELP GUIDE
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At the bottom of the page, you will see 4 different links. Each of these links will take you to the corresponding page.
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The main navigation menu has several drop down menus. To see these submenus, hover your mouse over any of the menu names and you will see 
multiple pages. 

Your Friends eCommerce site features several microsites. When selected, a separate window will pop up that is fully integrated with our ordering 
site. For instance, our HON® Microsite features items that are available from HON®, such as chairs, desks, tables, and storage. 

FRIENDS BUSINESS SOURCE
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Another microsite that is really useful is our custom stamp creator. You can access our Custom Stamp creator under “Featured Items”.  Select 
“Custom Rubber Stamps, Signs, Name Badges & Sales” and you will be taken to the corresponding microsite. 

Once the microsite loads, click the “4 easy steps” button near the middle of the page. 

 First select your shape and template. Click next to create your design. 
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Select your design and click next again. 

Finally, select your stamp and hit next. 
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Review your stamp and hit checkout. You will then be taken back to the homepage of the site. Your shopping cart will automatically 
update with the stamp you just created.
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You’ll also notice special promotions in the home slider and along the right side column of the website. Click any of these images to learn 
more about a particular rebate or offer from our manufacturer partners.

The top header is where you search for items and quickly manage your shopping needs.
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If you already know the item number for the product you need, you can use the "Quick Order" Option loacted in the header.

Type in the item number and quantity, then hit “enter” on your keyboard. Your Quick Order Subtotal will be tallied instantly. You can save the order 
to your cart, add to your favorites, or clear your Quick Order to remove any items.
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If you don’t know the item number of a product you need, you can search keywords in the Quick Search Box located in the middle 
of the header.

Let’s say you want to see a list of all staplers that we offer. Simply type  “staplers” in the search box and click “Search.” 

FRIENDS BUSINESS SOURCE

12
www.friendsoffice.com

11



Next, you will see all the items that relate to your search. Here, you can sort the items by relevance to your query or by price to help streamline your 
results. You can also tailor your search to include or exclude brand name, color and more.

Each item has multiple options. You can instantly add an item to your cart or add it to your favorites, which will store the item in your account. If 
you wish to add a product to a favorites list, simply click the “Add to Favorites” link below the "Add to Cart" button.

WEB ORDER HELP GUIDE
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Please Note:
The Sort By Price function 
is only available when 
there is less than 500 
results for your inquiry.

You can narrow down 
your results by using the 
category filters along the 
left hand side of the 
page. Once you've 
filtered down to under 
500 results, you will see 
the Sort By Price option.
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You then have the option of categorizing the item into an existing favorites list. If you don’t have any lists, you can create a title for a new 
Favorites list, check the"Add to" box and click "Add to Favorites Lists."

Once you’ve selected which list to add the item to, you’ll be taken to the Favorites Lists Management page, where you will see the new list you 
just created.
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One convenient tool while shopping is the “Quick View” option. Each product has a quick view link, which gives you a more detailed look at the 
product, without sending you to a separate page. From here, you can also “add to cart” or “add to favorites” too.

You’ll also notice small icons under each item’s description. These icons represent different features for each product. You can hover your mouse over 
each individual icon to see what it represents. For example, a truck icon means a product is shippable; a star means it’s a popular product. 
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Some products also have clickable links to manufacturer rebates. Just click the orange text to learn more or to redeem the rebate.

Are you searching for a janitorial or breakroom cleaning product? Once you’ve found the chemical you’re interested in, you can review the 
Material Safety Data Sheet for that item. SDS icons, when clicked, take you to a printable copy that you can download to your computer. 

FRIENDS BUSINESS SOURCE
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Adding items to your cart: 

When you’re on the cart page, you will be shown all of the items currently in your cart. From this page, you can continue shopping for more 
items, empty your cart, or “print and save” your  order. If you’re ready to complete your order, select “Checkout”. If you wish to continue shopping 
click  the “Continue Shopping” button.

Shopping Cart Detailed View

The Shopping Cart Detailed view provides the user with a comprehensive order. The user has five options:

PrintEmpty Cart         Save Order Check Out 
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Continue Shopping
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After  you  click  "Checkout",  you  will  be  asked  to  review  your  order.  If  you  have  a  coupon  or  promo  code,  enter  it  in  the  Promotion  code  box  and 
hit  "Apply."  Your  order  will  automatically  update  with  the  discount. 
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If the promo code cannot be found, you will get a message that says the website cannot find that code. Please contact a live customer service 
rep via the online chat if you’re having trouble redeeming a promo code.

FRIENDS BUSINESS SOURCE
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Some orders are subject to an approval process because of the settings desired by your company’s purchasing manager. 

 After clicking “PLACE MY ORDER”, you will see a screen that informs you of the process.
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Your company’s purchase approver will receive your request via email, upon which they will review your order and finalize it. Because 
you placed the order, you will both receive an approval email that looks like this.

To track your orders, you can click on “ORDER HISTORY” under “MY ACCOUNTS” in the top right side of the header.

FRIENDS BUSINESS SOURCE
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Here you will see a list of orders. To view an order’s status, you can hover your mouse over the icon in the “STAT” column.  To see an order’s 
complete details, click on the lower case “i” icon in the “VIEW” column. This screen will show you the complete details for your order. To return to 
the full list of orders, just click “back.” If you need to print a particular order, click a box in the print column and select “PRINT”.

WEB ORDER HELP GUIDE
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In the top navigation bar, you’ll also see many other options. Click on any category from the drop down menus and follow the prompts on the 
next screen. If you need to pay an invoice, hover your mouse cursor over “MY ACCOUNTS” from the navigation menu. Select “PAY INVOICES”. Here, 
you will find your outstanding balance and a list of invoices. 

To pay an invoice, simply select one by clicking a box from the left side column, scroll down and click “PAY BY CREDIT CARD”. You can also print 
the invoices by selecting one and clicking “PRINT”.
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Another useful tool for your company is the CXintelligence report that you can view when logged in. To access this reporting, select 
“CXintelligence” under “My Accounts” from the top navigation bar.

Here you can review analytics from all of your purchases by department. You can categorize your spending trends in a variety of ways from the 
drop down menu. To look at last month’s spending, select "Last Month" and your report will shift. 
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If you need to redeem reward points, hover your mouse over “My Accounts” in the top navigation bar. Click on “Rewards” and you will be redirected 
to our online Rewards product catalog and redemption center.

To see a list of all available reward products, click each plus (+) sign to expand the reward product categories. Once you’ve made a 
selection, click “continue” at the bottom of the page. *Please note your available reward points.
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If you need to redeem reward points, hover your mouse over “My Accounts” in the top navigation bar. Click on “Rewards” and you will be redirected 
to our online Rewards product catalog and redemption center.

To see a list of all available reward products, click each plus (+) sign to expand the reward product categories. Once you’ve made a 
selection, click “continue” at the bottom of the page. *Please note your available reward points.
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If you don’t qualify for a reward, you will see a message that tells you that you don’t have enough points for that particular reward.

Our goal is for you to have a seamless online shopping experience. Thank you for choosing Friends Business Source for your company’s 
office needs. Call 800.427.1704 with any additional questions.
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You will need to review the information and click “continue” again to finalize your reward redemption. When your reward order goes 
through, please leave time for our rewards center to confirm that your invoices are paid for points redeemed, that you have not made any 
returns on the points earned, and that the product you have requested has shipped to your attention.

Our goal is for you to have a seamless online shopping experience. Thank you for choosing FriendsOffice for your company’s 
office needs. Call 800.427.1704 with any additional questions.




