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Welcome to Staples Advantage
Staples Advantage is pleased to announce a Partnership with 
the BC Government designed to demonstrate value for 
money, quality products, predictable pricing and enhance 
service delivery for all your office product needs. 
At Staples Advantage, we will be offering a customized on‐
line shopping cart, www.eway.ca providing ministries and 
broader public sector customers with competitive pricing, 
next day delivery (in most areas) and full customer support.

As Staples Advantage is strictly an on line business model, all 
ministry purchases must be made with a government 
purchasing card (Pcard), effective January 2, 2015.  For 
further information in obtaining a purchasing card, please 
contact your ministry’s Purchasing Card Coordinator 
http://www.pss.gov.bc.ca/psb/. 

Please note: Staples Advantage has no direct affiliation with 
Staples.ca, Staples.com or any Staples’ retail outlets. The 
negotiated pricing and service delivery model is only 
available through www.eway.ca,  

As part of the negotiated agreement between the BC 
Government and Staples Advantage, not all products 
advertised through Staples Advantage catalogue will be 
available for purchase by ministry customers.  

Government users who have not received a user ID and 
password (including new employees) can register at 
https://www.surveymonkey.com/s/MinistryEmployee. 
You will be notified of your new user ID and password within 
24 ‐ 48 hours. 

Staples Advantage also offers other benefits such as: 
• Fast Internet ordering through www.eway.ca
• Toll‐free Customer Care support at 1.877.272.2121
• Efficient reporting tools 
• No delivery charge for orders over $50.00 

We look forward to working with you!



Product Offering

Through the negotiated contract with the BC Government, 
Staples Advantage will be providing a range of office products 
previously provided through the Distribution Centre Victoria.   
From pens to pencils, to toners and shredders, we have you 
covered.

Recycled products.  Help sustain the environment without 
sacrificing quality.  Look for the recycled symbol on more than 
1,500 products at Staples Advantage. 

Staples® brand. We build guaranteed quality and exceptional 
value into more than 1,200 products.  Each is designed to make 
things easier, and to save your company money, too.  

Ink and Toner Recycling.  Our program couldn’t be simpler.  Just 
ask your account manager for details.

Recycling used toner cartridges helps keep your toner costs 
down while benefiting the environment. 
Please return your used toner cartridges to Staples Advantage.  
All brands are accepted in the program. 
Used toner cartridges may be recycled two ways: 

1.Simply inform your delivery driver that you 
have empty toner to be picked up; or 
2.Contact your Staples Advantage Customer Care 
Team to have a pick‐up scheduled and return 
authorization number issued. 

You may call, fax or email your request. 
Please protect the used cartridge during transit by placing it in 
the box from the new cartridge.  This will ensure the cartridge 
gets recycled! 

Staples Advantage drivers will also accept return of Staples 
Advantage Boxes. Recycling our cardboard boxes helps reduce 
costs and benefits the environment. Please collapse the boxes 
and leave in a designated area for pick up.



Here are some things to keep in mind to help 
make the ordering process quick and easy…

1. Make sure that all the information in your order (including 
name, phone number, department #, and shipping address) 
is correct before you submit your order.

2. If you need an order the following day, make sure to place 
the order before 4pm local time.

3. Be sure that the quantities and units‐of‐measure are 
accurate on your orders before submitting (orders cannot be 
modified or cancelled through E‐way once they have been 
submitted). 

If you can’t find a product you are looking for, please contact 
DCV Customer Service at DCVCustomerSer@gov.bc.ca for 
assistance.

Here are some eway features that will help 
make your online shopping experience a 
pleasant one…

Advanced Search Filters 
‐ can greatly reduce the number of results a search will 

yield, making it much easier to find a specific product.

The “Item Note” Field 
‐ can be used to help organize each item in your order. For 

example, enter the person’s name for whom the item is 
being ordered. This information will appear on your 
packing slip for easy reference when the order arrives.

Recently Viewed Items 
‐ allows you to quickly refer back to your most searched 

items instead of having to start your search over again.

Access to all past orders 
‐ allows you to search for specific items you purchased in the 
past.



Online ordering

The eway.ca Home Page gives you access to the Province of BC customized online 
catalog, as well as other features that help you quickly and easily find what you need –
all from one page.

Get Started

A ‐eway.ca  Online Tutorial Got a 
minute? Take our brief online 
tutorial and get yourself up to 
speed quickly. Click “Support” 
Select “Online Tutorial”. 

Time Savers 
B ‐ Search 
Find products quickly by entering 
a keyword or item number. 
C ‐Ink & Toner Finder 
Never (ever) make a mistake. Get 
the right ink or toner every time, 
just by knowing your machine’s 
make and model. Click “Ink, 
Toner & Ribbons” Click the 
banner for support Select brand 
and model 
D‐Quick Order
Add an item immediately to your 
order. 
E ‐Enter Several Items
Enter up to 20 different items at 
once. 
F‐Shopping Lists 
Why do something over and over 
(and over) again? Create a 
shopping list and save it – then 
add to it whenever you want to. 
Shopping List Tip: 
Find “Shopping” Click “Shopping 
Lists” 
Select the existing list you want 
or 
Click “New List” 

Many customers take advantage of eway.ca to place 
orders online quickly and easily. More than 75% of 
Staples Advantage customers are placing orders through 
eway.ca



Ordering (continued)

Easy Order Management

G‐Custom Stamps 
Instant access to create your own 
stamps and daters. Look under 
“Categories” Select “Custom 
Stamps”. 
H‐ Save Partial Orders 
Build up to the grand finale one 
step at a time. Log off after adding 
items incrementally to your order, 
and then submit it once you’re 
ready. 
• Build a new order. 
• Log off when you’re done adding 
new items. 
• Your order is automatically saved 
for when you log back on later. 
• Add additional items. 

I‐ View Cart Details & Submit View 
full details of your order cart and/ 
or submit your order for processing. 

J‐ Returns
Process returns online for orders 
placed. 

K‐Product Details 
Find the right products easily with 
enhanced images, detailed product 
descriptions, specifications and 
product tours where available. 

L‐Your Price 
The price you see is your company’s 
negotiated price.







Once you have placed your 
order…

Order Tracking

For a selected list of sites in the greater Victoria area, we have 
retained the services of BC Mail to continue delivering your 
products.
Other areas will be serviced by either Staples Advantage 
Dedicated Delivery service or a 3rd party courier.

Mobile Proof of Delivery. This technology allows us to track each 
package on the truck, and used in conjunction with Global 
Positioning (GPS), we can advise customers exactly where their 
order is, and when they can expect it. Upon delivery, the 
electronic signature is captured, and ultimately uploaded back into 
our back end systems for proof of delivery.

You may track orders by contacting Staples Advantage Customer 
Care at 1.877.272.2121

Backorders
• Item availability is noted in eway when you place your order. 
• Customer Care can make recommendations on alternative 
items. 
• Backorders will be noted on your Pack Slip. 
• Backorders are normally delivered within 1-5 business days. 
• Backorders will automatically ship as soon as the product 
becomes available. 
• There is no need to reorder. 
• Backorders are never billed before they ship. 
• If an item will be unavailable for an extended period of time, you 
will be contacted by Customer Care for appropriate action.

In the unlikely event that you have not received your 
backordered item within five business days, contact 
Staples Advantage Customer Care at 1.877.272.2121 
for backorder status.

Urgent or Emergency Orders
If you absolutely need a product overnight (i.e. last minute 
presentation or unexpected project due yesterday), you 
should always call Customer Care to check on product 
availability. If we don’t have the product, we can work to find it 
or suggest an acceptable alternate solution.

Missing Items
• Inspect your order carefully against Pack Slip upon arrival.
• Review order to see if item is actually missing or has just 
been backordered or the part number has changed.
• Contact your Customer Care Team by phone or by email; 
they will ensure the problem is corrected.
• Report Order #, Item # and Quantity from packing list.
• Report the item received in place of your missing item, if 
any.



Staples Advantage offers a fast and efficient return process…

Staples Advantage offers a fast and efficient return process… 
Staples Advantage has implemented Pick‐to‐Voice Technology to 
enhance our state‐of‐the art distribution centres. This new 
methodology will drive our quality to new accuracy levels and reduce 
returns. However should you have a requirement to process a return 
you may do so by… 
• If you are an eway user, returns may be requested on‐line at 
www.eway.ca 
• You may contact your Staples Advantage Customer Care Specialist 
at 1.877.272.2121 to request a return by phone. 
Please provide: 
• Order number • Customer account number • Reason for your 
return 
• Items to return • Contact information 
• A Return Authorization number will be provided for each return 
request 
• Your return will be picked up within 1‐3 business days 
Staples Advantage has a clear and consistent return policy to support 
your needs… 
• Please return products in re‐saleable condition (original, 
unmarked, sealed package) within 90 days of receipt of your order. 
• Please inform Staples Advantage of any shortages or damages as 
soon as possible. 
• Staples Advantage can only issue credit for items purchased from 
Staples Advantage. 
• Staples Advantage makes every effort to be fair and reasonable 
with regard to returns. If you have any questions, please contact 
your Staples Advantage Customer Care Specialist at 1.877.272.2121 
• Please do not write or mark on the product packaging.

Escalation Process     
In the event of an issue with the goods or services provided by 
Staples Advantage, please contact your Staples Advantage Customer 
Care Specialist at 1.877.272.2121.  If you are unable to have the 
issues resolved in this manner, please contact your Staples 
Advantage Account Representative for a resolution.  If, thereafter, 
your issue is still not resolved, please contact the Distribution Centre 
Victoria at DCVCustomerSer@gov.bc.ca



Fifty Green reduces the environmental cost of ordering

As a global company Staples Advantage takes our social responsibility 
and the environment seriously. We believe that we have a 
responsibility larger than profit maximization and job creation - to 
minimize the negative effects of our operations and strive to positively 
impact the environment. Order delivery is a significant source of our 
environmental impact, releasing, among other toxic chemicals, 
Nitrogen dioxide. Our Fifty Green programs encourages you, our 
customers, to help reduce your own impact on the environment.

By reducing the number of deliveries to your location through 
combining smaller orders we can improve our operational efficiencies. 
This allows us to provide you with better service and competitive 
prices, whilst also benefiting the environment with reduced packaging 
and toxic gas emissions.

The Fifty Green Programs
We have two options to assist you in reducing your environmental 
impact.

1. The Fifty Green Charge encourages you to combine your orders. 
Should your order remain less than $50 we will add a ($5) delivery 
charge. Half of the charge will be donated to Tree Canada to help plant 
trees in local communities across Canada, offsetting the environmental 
impact of a small order. The benefits include the ability to continue to 
create orders less than $50 with the assurance that the environmental 
impact of small orders is being reduced.

2. The Fifty Green Accelerator also encourages you to combine your 
orders to reach a minimum of $50. Should your order remain less than 
$50 we will save the order to allow you time to determine which 
additional items you would like to purchase. You can use eway.ca at 
any time to complete your selections, or alternatively, you can contact 
our customer care department who are happy to help. The benefits of 
this program include no additional delivery charges and 
environmentally sound purchasing practices.

What does it mean for you?
Regardless of how you participate in Fifty Green, you will continue to 
receive all of the great products you have come to expect from Staples 
Advantage. You will also have the knowledge that you have played an 
active role in helping to reduce our operational costs, therefore 
maintaining competitive pricing AND reducing our collective 
environmental impact.

For more information on how you can have a positive impact on 
the environment through our Fifty Green Programs, please 
speak to your Staples Advantage account representative today.



Shipping Label
Appears on the outside of each Staples Advantage 
package.

Pack List
Is included in the box with your order.

Invoice
Should you have any discrepancies with your invoice 
please contact your account manager to review.



Shipping Label
Staples Advantage is the world’s largest office products 
company. We’re committed to making it easy for our customers 
around the globe to buy a wide range of office products, 
including supplies, technology, furniture, and business services. 
With $27 billion in sales, Staples serves businesses of all sizes 
and consumers in 27 countries throughout North and South 
America, Europe, Asia and Australia.

Value-added service Canada offers:
• More than 7,500 products easily accessed via our Canadian 
Catalogue
• A dedicated sales representative
• Next business day delivery to most locations across Canada

Our Management Style & Support
As part of our commitment to quality, our management style 
entails the continuance of superior support in both a timely and 
cooperative manner. Our strong hierarchy of managers ensures 
that accessibility is at a prime, with no question or concern 
going unrequited. This dedication to seamless communication 
coupled with an apt for support is a win/win for both our 
managers and our businesses. By following a holistic approach 
to management and practicing good corporate citizenship, we 
bind a close connection between our financial success and our 
desire to have a positive impact on our associates, the 
communities we live in, and the environment.

Community
Giving back to the communities where our customers and 
associates live and work.

Environment
Operating our business to sustain natural resources and make 
it easy for our customers to make a difference.

Ethics
Acting with integrity in everything we do.

Diversity
Supporting diversity suppliers and embracing diversity of 
people, thought, and experience.



Frequently Asked Questions (FAQs)

How do I get a Staples Advantage Eway account?

A registration form is available on the DCV Shopping Cart.  Please allow 24 – 48 hours to receive your new account 
information (including user ID and password).

My account is set up with the wrong address when I first log on, what should I do?

All accounts have been set to a default “ship to” account.  When you log in, you will be required to update your 
current “ship to” location.

How do I go about getting new employees trained up on the Staples Advantage Eway site?

Pre‐recorded webinars will be available on both Eway.ca and the DCV Shopping Cart.  You can also call a Customer 
Care Representative at 1.877.272.2121 and ask for your local Staples Advantage Account Representative to request 
further training. 

How can I get a catalogue?

Catalogues will be shipped out with your first order.  Additional catalogues can be requested by calling a Customer 
Care Representative at 1.877.272.2121 and asking for your local Staples Advantage Account Representative. 

Is the price in the catalogue the price we pay?

No.  The actual price you pay is shown on the government’s customized Staples Advantage Eway.ca ordering site.  
The Staples Advantage Catalogue is only used as a product reference guide.

What if I cannot find a product in the Staples Advantage catalogue?  Who do I contact?

Please contact DCV Customer Service at DCVCustomerSer@gov.bc.ca for assistance.

Is there an escalation process to address any issues or concerns I have?

Yes.  In the event of an issue with the good or services provided by Staples Advantage, please contact your Staples 
Advantage Customer Care Specialist at 1.877.272.2121.  If you are unable to have the issues resolved in this 
manner, you will be forwarded to your Staples Advantage Account Representative for a resolution.  If, thereafter, 
your issue is still not resolved, please contact the Distribution Centre Victoria.

If I have a product on backorder that causes my order to be less than $50.00, will I be charged the “Fifty Green” 
$5.00 fee?

No.  The $5.00 fee only applies to full orders that are under $50.00.

Is there a charge to return products?  I see a 15% restocking fee noted in the User Guide?

There will be no restocking fee if goods are returned within 90 days of receipt and are in re‐salable condition.

Can I open an account and have an invoice sent monthly?

No.  The negotiated contract for “core government” specifies that all office products ordered must be ordered by 
way of credit card (purchasing card). 



I don’t have a purchasing card.  Can I use my supervisors’ purchasing card or share a card with a co‐worker?

Purchasing card holders are required to abide by the terms and conditions of the purchasing card, which prohibit 
the sharing of cards.

I don’t have a purchasing card.  How do I get one?

You will have to contact your Ministry’s Purchasing Card Coordinator to get obtain approval and access to a 
purchasing card.

I am an expense authority.  Will I lose control for sign‐offs of purchasing card expenditures?

No.  The process for sign‐off of purchasing card reconciliation will remain exactly as it is today.  All of the obligations 
of purchasing card authorities, qualified receivers, and expense authorities are unchanged.

Can I use my personal credit card to order office products for my office?

No.  Government policy (Core Policy and Procedures Manual ‐ B.2.3 core policy 4.3.9) requires that small purchases 
be made using the government purchasing card.

Is the credit card information stored on our accounts secure?

Yes.  The BC government has reviewed Staples Advantage encryption technology security standards – they comply 
with current industry standards.

Will there be an Employee Purchase program? 

Yes, Staples Advantage will be introducing an employee purchase program before the end of May 2015.

Where do I order government forms from now?

The DCV will continue to provide Forms Management Services for ministries.


















