Copy paper purchases are completed through UWS stores as follows:

Go to: https://www.uwsuper.edu/myehive/index.htm

Enter your user ID and password to sign in.
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https://www.uwsuper.edu/myehive/index.htm

Choose “Place Stores Order”.
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Enter a cost center then click the eye glass to see available envelopes and paper

products.
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*Cost Center:

Stores Request Humber: NEW

Name: Waksdahl Robert B

Instructions:

[1] Enter a valid cost center number (no spaces or dashes) [2] Enter item number or click
Spyglass icon then Lookup button to view catalog. [3] Clicking on itemn number will enter it to
order form. [4] Enter quantity for each item. [5] Use + and - icons to add or delete
rowsfitems. [6] Click Save button to process order. (msg cat# 20001,1)
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Please click Save to submit your request Grand Total:
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Click the item(s) you would like to purchase from the list.
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Enter a quantity and save to process your order.
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*Cost Center: Name: Waksdahl Robert B

Instructions:

[1] Enter a valid cost center number (no spaces or dashes) [2] Enter item number or click
Spyalass icon then Lookup button to view catalog. [3] Clicking on item number will enter it to
order form. [4] Enter quantity for each item. [5] Use + and - icons to add or delete
rowsfitemns. [6] Click Save button to process order. (msg cat# 20001.1)
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You will receive an email confirmation of your order.



