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Support 
 
 

Customer Service 
Phone Number 877-895-6532 

Email info@tbstx.com 

(call this number to inquire about orders or to place returns) 

 
TBS Account Manager  
Juanita Garcia    
E: Juanita@todaysbusinesssolutions.com   
P:  713-861-8508 
M: 713-826-1238 
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Once you enter the Today’s Business Solutions punch-out site from UTHealth internal ordering system, you will search for your desired 
items, add the items to your cart and then transfer them back to the ordering site. 

 
 

WAYS TO SHOP 
 

1. Search by Keyword or Item# 
2. Order by Item # 
3. Category 
4. My Shopping Lists 
5. Ink & Toner 

 
 
 
 

Search by Keyword or Item# 
The search field allows you to shop for items 
by simply entering in a keyword or Part ID in 
the SEARCH field and selecting the search 
icon. 

Order by Item Number 
Located at the top of the screen is the “Order by Item #” feature which allows you to simply list the part ID and quantity of the item(s) 
you wish to add to your cart. 

Category 
By moving your mouse over the category headings, you can narrow your search by selecting your desired item category. 

Shopping List 
There are lists of items that are identified as frequently ordered that are already created. You may create your own shopping list to 
locate items you purchase frequently in one easy to find place. Selecting My Shopping Lists on the home page will allow you to create a 
new list or view previously created shopping lists. 

Ink & Toner 
This is where you can easily filter through various printing supplies to find the appropriate ink or toner for your machine. 



 

 
 
 

 
MY SHOPPING LISTS (You may create your own shopping list) 

 

To create a shopping list . . . 
• Locate the item that you would like to add to the shopping list 
• Select “Add to Shopping List” 
• A window will pop up. This window gives you the ability to create 

a new list or add the selected item to an existing shopping list. 
 

To add an item to an existing shopping list 
• Select the Shopping list name of where you want to add the item 

You will receive a pop up window that indicates your item was 
added successfully 

 
Create a new shopping list 

• Select “Create List” 
• Enter the name of your new shopping list and select SAVE 

 
 
 
 
 
 
 

 
You can access your shopping lists from the TODAY’s Business Solutions homepage 
under My Tools. Click on the appropriate Shopping Lists. 
Select the item(s) to add to your cart and adjust the quantity. 
Select “Add to Cart” to add the items into your shopping cart. 
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CHECKING OUT 
 

To complete your order select, CHECK OUT. All items added into the 
shopping cart will be displayed. 
Select Continue. Your items will be transferred from the 
TODAY’s Business Solutions punch-out back to UTHealth 
internal ordering system. 

 
 
 
 
 
 

 

Transferring your items from the TODAY’s Business Solutions shopping site to the UTHealth internal ordering site (homepage) will save 
your items in your shopping cart. The items will be saved in the cart until they are removed or the order is placed. 

 
Complete any required cart information for checkout. 
Once all required fields are populated, select Checkout to submit your order to UTHealth internal ordering site to become a purchase requisition. 
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ORDER TRACKING 
 

To track progress of your order, use the TODAY’s Business Solutions Order Tracking located in the  punch-out.  Enter the search criteria to 

locate your order. 
 


