IRYAN

L Business Systems, Inc.

entering supply orders

Meter readings are required in order for supplies to be shipped. Please include them with your order!

1 ° Business Systems,Inc.
Logging In

Go to http://service.ryanbusiness.com /—7

« Enter your email address(as username). //

« Enter your company’s assigned password/
« Click [Login] button

INYAIN

Business Systems,Inc.

ZJ Select an Account

If you have access to more than one account or shipping
location, a list will appear. Choose the address you would
like to order from.

« DO NOT SELECT “MASTER ACCOUNT".

« You will be taken to your home page.
3 If you know ID# =1 .- |

Go to the “Search” tile:
- Type in ID# and click the [magnifying glass] icon./ - -

Business Systems,inc.

(continued on next page)
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entering supply orders ...

4) Select the Eq ID#

You will be brought to the “Equipment” Page.

SJ Click on“Supplies” RY/S\N

() FER) @)

A screen(pop up) should appear with available supplies.
- Enter the quantity of the item you would like to order.
« Click [OK] button.

Don't see your toner or staples listed?
Email supplies@ryanbusiness.com and let us know.

6JTo Order for Additional

Equipment

Meter Readings are Required for supplies to be shipped!

If you need to order for additional equipment:
« Click the “Add Items” button.
To see a list of all devices at your location thiek
“Equipment’, or select “searching” to search by ID#
« Repeat the previous process.

- Verify bill to/ship to are correct.
- Click Save. Confirmation number appears.

Need Help?

Call the RYAN service line at 800.842.1916
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