










Reference guide.
For EWay.com users.

Orders
Order Status and Delivery Confi rmation
To view or print Order Status and Delivery Confi rmation information, 
complete these steps:

 1. On the Orders page, click the Submitted tab.
 2. Locate the order you want to check.
 3.  Click on the order number hyperlink. 

This will open a new window containing all the order information.
 4.  Click the Delivery Information button. T

This will take you to the information for each carton.
 5.  To view only one carton at a time, click on the carton 

number hyperlink.
You can print this page for your records using the Print button, 
or use your browser’s Print function.

Returning an Order U

Using the Submitted tab under Orders, you can chose to return an entire 
order at once, or return only selected items.

Locate the order that needs to be returned by using the scroll bar 
or by fi ltering the orders.

Click the Returns button at the end of the row.

Section 1—The Request for Return form will open and auto-populate 
fi elds based on the order selected.

To return an entire order:
Section 2—Click on the radio button next to: I wish to return the 
entire order.

To return part of an order:
Section 2—Click on the radio button next to: I am returning a partial 
order.

Click the check box next to the item for return and enter a quantity in the 
Return Qty fi eld.

Enter a reason for return.

Section 3—Use the radio buttons to select the pickup location.
Section 4—Indicate a method of contact: email, phone or fax.
Section 5—Enter any comments.

Click the Submit button.

Approvals
Orders that require approval will generate an email notifi cation 
automatically that will be delivered to the appropriate approver. 
An approver will use the Approvals screen to manage this process.

To access this screen, click on the Approvals button on the EWay menu.

View Orders Awaiting Approval
To view orders awaiting your approval:
 1.  Click the Approvals button in the EWay menu. The Approvals 

window will display, containing a list of all orders awaiting your 
approval.

 2. Click the Order Number link of the order you need to review.

Approve or Deny an Order
To approve or deny an order, complete the following steps:
 1.  Click the radio button to the left of the order you need 

to approve or deny.

 2.  Click the Approve Selected Order button or the 
Deny Selected Order button at the top of the screen.

Support V

You can get Fast Answers to your questions right in EWay or you can 
submit an online form to Corporate Express to request assistance. 
To access these, click the Support link on the EWay menu.

Look for helpful information on the Fast Answers tab.

Find the right phone number to call when you have questions on the 
Contact Us tab.

To send an email to a Customer Service representative, 
click on the Customer Service button.

To submit a request for Technical Assistance, 
click on the Technical Help button.

To complete a Survey about your experience using EWay, 
click on the Satisfaction Survey button.

For assistance with Special Orders, 
click on the Special Orders button.

To Return an order, click the Returns button.

Important Numbers
You may contact the Customer Experience Center at 1-888-238-6329 
with any question you have about EWay.
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