
GPO Online Paper Store
Getting Started

From the GPO homepage 
click on the hyperlink 

“GPO Online Paper Store”
or type in 

www.gpo.gov/onlinepaper
store
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GPO Online Paper Store

New Customers 
may register by 
clicking  ‘New 

Customer 
Register Here’
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New Customer Registration

All fields 
with an 

asterisk are 
required
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Upon Registration
• You will receive an e‐mail summarizing you registration 

information

• BAC customers will receive a copy of form 2747 for 
completion and a fax number to send the completed 
form.

• Both BAC & Credit Card customers will have their billing 
information verified.

• Upon verification customers will receive their new 
Username & Password within 3 business days.
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Start Shopping!

The is your homepage. 
The key features of the 
site are on the left hand 

side of the page;
My Account, My Orders, 
My Easy Order Lists, My 
Invoices and My Reports
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My Account

This page 
displays your 

personal 
information 

(name, e-mail 
address, phone 
number…) along 
with basic setting 
for the site; You 
may update this 
information and 

save your 
updates. 
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My Orders

This page will 
display your orders 

from the last 30 
days; they are 

sorted by 3 
categories –

Internet Orders, 
Backorders and 
Open Orders. 
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My Easy Order Lists

You can create as 
many Order Lists 

as you’d like. 
From the list you 

may quickly 
create an order. 
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My Easy Order Lists

The Easy Order List 
contains the item 
number, quantity 

(which you control), 
Unit of Measure, 

Category (you also 
control) and 
Description

After placing a 
check mark next to 
the items you may 
add them to your 

cart.
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My Invoices

Search for and 
view invoices by 

Account 
number/date 

range, Purchase 
Order#, 

Invoice#, Sales 
Order# or 

Internet Order#
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My Invoices

Click on the hyperlink invoice 
number to open a PDF with line 

by line detail ready to print.
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My Reports

Generate a wide 
variety of reports 
by building your 

query from Internet 
Orders, Product 

Purchases or 
Invoices
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My Invoices

This is an example of an 
invoice report. By clicking the 

Download Report hyperlink the 
report will be available in 

Excel. 
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GPO Item Catalog

To access all of the GPO 
Online paper Store contract 

items choose the GPO 
Items catalog from the 
dropdown menu of the 

Products tab.
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GPO Items

Clicking on the 
category header 

will provide details 
for each item in 
the GPO Item 

catalog.
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GPO Items

Additional ‘drill down’
information is available on the 
left hand side of the page to 
help you narrow your search.
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GPO Items

Clicking on an 
individual item 
provides your 
contract price

You will also see 
availability on this 

screen 
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Cart Detail

At any time 
you may see 

your cart 
detail which 

includes, 
items, 

quantity, price 
and 

availability
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Checking Out – Placing your Order
The Check Out 

screen shows you 
where the product 
is shipping, and 

being billed.

You may also 
enter a PO#, 
choose your 

delivery method 
and credit card 
customers may 

enter their credit 
card information
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Additional Tools

There are PDF 
documents on the 

website for informational 
purposes – Current 

Contract Price List and 
Frequently asked 

questions

Instructions for 
notifying The GPO 
Online Paper Store 

of your special 
delivery 

instructions
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Your Order

• Your order will go Unisource customer service 
for processing

• You will receive both an e-mail Order Notification 
(the order has been placed) and Order 
Confirmation (has been processed for delivery)

• You may contact customer service at any time 
by using the Contact Us at the top of every page 
on the website
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