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 Work Instruction  
 

Vendor - CSI - Ordering  
 

Purpose 

Use this procedure to request a new user name, log on to, and order from the Color Solutions 
International web site. 
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Procedure 

1. Open the Color Solutions International Web Site. 

http://www.colorsolutionsinternational.com/ColorSolutionsInternational/Pages/Home.
aspx?P=Home - Microsoft Internet Explorer 

 

2. Click at the top of the screen. 
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CSI - Online Ordering / Home - Microsoft Internet Explorer 

 

3. Perform one of the following: 

If Go To 

You have not previously received or requested a user name for the 
web site. 

Step 4

You have a user name and password for the web site. Step 12
 

4. Click  . 
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CSI - Online Ordering / Home 

 

5. As required, complete/review the following fields in the Billing Information column: 

Field Name R/O/C Description 

Username R Requested user name for the new user. 

Password R Requested password for the new user. 

Confirm Password R Duplicate of the password requested in the previous field. 

Company R Company of the new user 

Address R Address of the new user. 

City R City of the new user. 

State/Province O State/Province of the new user. 

 If the new user is an overseas user, do not fill in this 
field. 
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Field Name R/O/C Description 

Country R Country of the new user 

Email R Email address of the new user. 
 

6. If the shipping information is the same as the information just entered, then click  in the 
Shipping Information column. 

7. If the shipping information is different that than in the Billing Information comments, then fill in 
the same fields as in step 5. 

8. Scroll to the bottom of the page. 
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CSI – Online ordering / Home 

 

9. Click  so that the option is selected. 

10. Click  to complete the request. 

 You will not be able to log on to the web site until you receive a confirmation email that 
your user name and password have been created. 

11. Go to step 35. 

12. Select Favorites  Add to Favorites.... 
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Add Favorite 

 

 

13. Click  . 

 Once you have created the Favorite, you can go directly to the log in screen by 
selecting Favorites  CSI – Online Ordering – Home in your web browser. 
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CSI - Online Ordering / Home 

 

14. As required, complete/review the following fields: 

Field Name R/O/C Description 

Username R Your user name for the web site. 
Example: szabo 

Password R Your password for the web site. 
Example: password 

 

15. Click  . 
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CSI - Online Ordering / Home 

 

16. Click  . 
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Microsoft Internet Explorer 

 

 

17. Click  . 

 



Title: Vendor - CSI - Ordering 
Category 1 :  

 Category 2 :  
 

 

 
File name: TAB8C - ORDERING 
INSTRUCTIONS - CSI REVISED 
Reference Number:  

Version: Not Started 
Last Modified: 7/24/2007 11:34 AM 

Work Instruction
Page 11 / 22

CSI - Online Ordering / Home 

 

18. As required, complete/review the following fields: 

Field Name R/O/C Description 

Retailer R The retailer from which you are ordering. 

 In the example used to create this document, a 
retailer other than Macy’s was selected.  Select 
Macy’s from the drop down list. 

Example: Macy’s 
 

19. Click  . 
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CSI – Online Ordering / Home 

 

20. As required, complete/review the following fields: 

Field Name R/O/C Description 

Choose a Division: R The division from which you are ordering. 

 In the example used to create this document, a 
division other than Macy’s was selected.  Select 
Macy’s from the drop down list. 

Example: Macy’s 

21. Click  . 
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CSI - Online Ordering / Home 

 

22. Click  . 

 In the example used to create this document, a sample division was selected.  You will 

select the appropriate season from the list that appears after the  button is 
clicked. 
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CSI - Online Ordering / Home 

 

23. As required, complete/review the following fields: 

Field Name R/O/C Description 

Quantity R The quantity of the color you are ordering. 

 The minimum order quantity is 3. 
Example: 3 

 
 

24. Scroll to the bottom of the screen. 
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CSI - Online Ordering / Home 

 

25. Click  . 
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CSI - Online Ordering / Home 

 

 Click the Continue Shopping button if you want to continue to add colors to the order. 

26. Click  . 
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CSI - Online Ordering / Home 

27. As required, complete/review the following fields: 

Field Name R/O/C Description 

Attention R The name of the person placing the order. 

Phone  R The phone number of the person placing the order. 
 

28. Scroll down to the bottom of the screen. 
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CSI - Online Ordering / Home 

29. As required, complete/review the following fields: 

Field Name R/O/C Description 

PO Number: R Description of the PO Number:. 
Example: 041807gsb 

30. Click  . 
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CSI - Online Ordering / Home 

 This screen should only appear the first time you place an order. 

31. As required, complete/review the following fields: 

Field Name R/O/C Description 

Are you satisfied with 
our shipping speed? 

R Description of the Are you satisfied with our shipping speed?. 
Example: Yes 

 

32. Click  . 
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CSI - Online Ordering / Home 

 

 Review the order for any changes.  If changes are required, click on  in the 
appropriate section. 

33. Scroll down to the bottom of the page. 
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CSI - Online Ordering / Home 

 

34. Click  . 

 



Title: Vendor - CSI - Ordering 
Category 1 :  

 Category 2 :  
 

 

 
File name: TAB8C - ORDERING 
INSTRUCTIONS - CSI REVISED 
Reference Number:  

Version: Not Started 
Last Modified: 7/24/2007 11:34 AM 

Work Instruction
Page 22 / 22

CSI - Online Ordering / Home 

 

 The system will display the a summary of the order.  The order number will appear at 
the top of the screen inside the yellow line. 

Example:  

35. You have completed this task. 

Result 

You have requested a new user name, logged on to, and ordered from the Color Solutions 
International web site. 

 


