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Quick Reference Guide 
Welcome to your new Mitchell Snow Supplier Plus site 

 

WAYS TO SHOP 

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

This is where you can easily filter through various printing supplies to find the appropriate ink or toner for your machine. 
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CHECKING OUT 
 
To complete your order, select: CHECKOUT.  All items added into the shopping cart will be displayed. 
Select Continue. Your items will be transferred from the catalog to the MitchellSnow Supplier Plus shopping cart. 
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ORDER TRACKING 
 
To locate your order in the catalog, use Order Tracking.  Enter the search criteria to locate your order. 

 

 

 

 

 

 

 

 

 
 
 
Status 

▪  All orders will be listed based on the criteria selecting showing the appropriate status. 
Reorder 

▪ Allows you to take a previous order and add all items to your cart. From this point you can modify the items if necessary. 
Cancellation 

▪ There is a very small window for canceling orders.  The window is less than 5 minutes from the time the order was created. 
▪ To cancel an order the field that states “Changeable” must be YES for that order.  Click on the order number and select cancel order. 

Return 
▪ Returns can be placed directly through the Mitchell Supplier Plus site, no need to call Customer Service. 
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REORDER 
 

 
 

▪ Locate your order in Order Tracking.  
▪ Click on your order number. 

▪ Scroll to the bottom of your order and select  
(All items will be added to your shopping cart) 

▪ You can add additional items, remove items or change quantities. 

▪ Follow the steps to checkout. 
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RETURNS 
 

• Locate your order in Order Tracking. 

• Click on your order to view in the “Order Details” screen. 

• Scroll to the bottom of your order and select “Begin Return”. 

• Follow steps 1 through 3 to submit your return. 

 
▪ Select Continue to begin the return process 
(The returnable items will be displayed) 
▪ Enter the quantity to return 
▪ Select the return action: Exchange or Return for Credit 
▪ Enter the number of boxes to be returned and select 
Continue 
(You will receive a return authorization number) 
▪ Print the page by selecting the “Print This Page” link and 
attach the return authorization document to your order 
to be returned. 

 
 

 
 
 
 


