
Steps for Ordering with Staples Advantage 

1. You will log in with your Staples Advantage log in. This will be sent to your Wingate 

University email by Staples Advantage.  

2. You will use the following link and this window will appear. You will click sign in  

a. www.staplesadvantage.com 

 



3. On the next page you will enter in your log in credentials. Our account number is 1814887.  

 

4. Once you enter in your log in credentials you will be directed to the next window to verify your 

shipping address. Please verify that the shipping address is correct. If it is not please email the 

Business Office (Jenny Walden).  

 

 



5. Once you log in you will be directed to the main screen. Here you may search for your item(s).  

 

 

6. You will find the item in the search results and click-add to cart.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Once you have the item(s) in your cart you can proceed to checkout.  

 

 

8. When you proceed to check out you will be directed to the next window. Here you will enter in 

the following information.  

a. Budget Code  

b. Purchase Order #--- You will put PENDING in this field  

9. Make sure that your order says Invoice this account. DO NOT input credit card information on 

the Staples Advantage platform.  

10. Once you are ready to submit- Click Submit Order. The order will come through to the Business 

Office (Jenny Walden) for approval.  



11. Make sure that you have a minimum order of $35.00 to get free shipping. If you do not please 

hold the order until you have the minimum $35.00 amount or try purchasing on another 

purchasing platform account (Amazon or FSI).  

 


