How to Use the StaplesLink Service

Setting Up Your StaplesLink Account
StaplesLink is now available for business use by UTD departmental representatives. We are able to offer this online tool through our contract with the partnership of Staples and Worthington Paper. This online link will allow you access to thousands of office supplies via the UTD internet site.  You can get started in three easy steps!
Step 1: Complete the StaplesLink Access Request form, making certain to include a Default Account number and get your supervisor’s signature.  Once it’s filled out and signed, send it to Central Stores at SB11.

Step 2: Katie Simpson will then create your StaplesLink account with your username (which will be your UTD NetID) and a temporary password.  Katie will then email you to let you know your account is ready.
Step 3: Log on to http://www.stapleslink.com/ and enter your username and your temporary password of TEMP.  You will also need UTD’s Company ID: 1020945DAL.  The website will ask you to confirm your ship-to address.  If it’s incorrect, contact Katie Simpson at 972-883-2318 or katies@utdallas.edu and ensure it is corrected before you begin placing orders.
That’s it!

Placing Orders in StaplesLink

Most people with previous experience in online shopping should be able to navigate the StaplesLink site without any trouble.  There is a training video available from inside the website, also: once you’ve logged in, click on “Customer Service”, and a link to the video should be near the top of the page (make sure your speakers are on!).  Procurement Management will also attempt to secure a computer lab for hands-on training in the near future.
PLEASE NOTE:  Your StaplesLink order does not go directly to Staples when you’ve completed it.  First, it will be routed via email to your supervisor for approval.  After your supervisor has approved the order, it will be routed to Katie Simpson, who will check your UTD account for sufficient funds before releasing the order to Staples.

Once Staples has received your order, you should get a confirmation email which will give you an estimated date and time that your order will reach Central Receiving.  Central Receiving will then deliver your order directly to your office.

Tips for Power Users
Shopping Lists are a great way to speed up future orders by linking directly to the items your department uses most!  Just find the items you need, and then click “Add To Shopping List”.  You will be prompted to give your new shopping list a name, or to select another shopping list you’ve previously created.

When it’s time to place your next order, you’ll find the links to all your shopping lists on the left side of the page, near the bottom.  Select your shopping list, type in the quantities of the items you’d like to re-order, and select “Add to Cart”.  It’s that simple!
(UTD has already set up a shopping list titled “Copy Paper”, to link you directly to our most popular recycled paper from Worthington Papers.  You cannot modify this shopping list, but once you are linked to the paper, you can add it to your own shopping list!)
If you need to order more of something that’s already in your office and wish to be absolutely certain you’re getting more of the exact same item, you can also search the Staples catalog by SKU number.  Try typing “470490” into the “Quick Search” box and see what happens!

LOG OFF WHEN YOU ARE FINISHED!  If you simply close your browser window instead, you may need to log in twice next time you visit the StaplesLink website, as a security precaution.


PLEASE REMEMBER: When you create a StaplesLink account, your supervisor is also given a supervisory account.  When you submit your order via StaplesLink, a notice is sent to your supervisor via email, and your supervisor will need to log in to StaplesLink and approve the order before it can reach Staples and Worthington Paper for processing.  If your supervisor is not prone to regularly checking his/her email, you may need to alert him/her via other means to make sure your order gets approved and sent on for fulfillment.








