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How To Guide – Stationery Shopping 
and order tracking 

22 June 2022 

1. Exploring the Stationery tab 

To open a list of your invoices: 

 click on the My BSS tab 
 select the Stationery Catalogue menu item as shown in the image 

below: 

 
 
Choose the product you want from the product description tiles 
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If you chose the wrong item, click on the bin to delete. 
 
If you only want the one product, click ‘Checkout’. 
 
If you need some other products, select what you need from the tiles on 
the left again. Repeat as necessary. 
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Once happy you have selected everything you need, 
‘Checkout’. 

 

You get one more opportunity to check and review 
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2. Your order notification email 
An automated email is sent to you when you confirm your order. 

 
 

3. Layout of the order 

To view the progress of your order, please change screen to ‘My Orders’ 

 
 

Helpful hack: List views in the community can be organised by clicking 
on the column headers click once for ordering the list a-z /1-100/oldest-
newest 
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To open the order you wish to view, click on the relevant order number 
name. 

 

All the usual details are available, including the status of the order in the 
‘Stage’ field 

If the order isn’t ‘Completed’, you have a final opportunity to change 
quantities, remove or add products. 

 


