HOW TO ORDER BRANDED GOODS

This document is a guide for AVANGRID companies’ employees to use for ordering branded goods
through the online Company Store.
To begin the ordering process, navigate here: http://avangrid.icostore.com/
If it is your first time visiting the store, you will need to create an account. To do so, click on the
words Create Account:

In the next window, you should see a section on the right for New Users, fill in the blanks and click
on the

button:

Once you have an account, you may begin shopping. You can browse from the main categories of
goods offered and may need to click on the

button to see all of your options:

Or, you can click on the

to search for something specific:

Once you have made your selection, take care to specify all of your preferred options, including
branding.
For this guide, we will walk through ordering an item of clothing. However, the process will be very
similar for any item. Select the item you would like to order.
In this example, the first option is to choose between the offered colors of White or Vivid Green:
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In this example, the next option is to choose the quantity of each size:

The next option is to choose your first brand & location. See your options by clicking on the dropdown lists.

In this example, you first need to choose the location for the brand to be applied, and then the logo
to be applied:

The next option is to choose the location for your second logo:

NOTE: Leave this blank if you DO NOT want a second logo. Adding it will increase cost.
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In the case of clothing, you may have the option to further personalize your item(s). Click
to see further options to customize your order:

EXAMPLE:

NOTE: Customizing options will differ depending on what kind of item you are ordering, and will
increase the cost of each item.
The above product customizing example should give you an idea of how to navigate around the site
and select your options to achieve appropriate branding of your item(s). If you do not see the logo or
graphic you need, please contact Branding at RenBranding@avangrid.com.
When you have made all of your selections and proofed every option, you can
on the button:

by clicking

and build your order by going through the selection process described above for any
additional items that will be included on your order:

When you have added all your items to your cart, click on
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.

At this point, your order has been compiled under your login, and will be held there until you either
remove the items, or place the order. You can see the total cost of the merchandise:

You can now go into SAP and follow the process to get a PO using these codes:
Vendor Code: 619536 iCoStore
Material Code: 11001570 Promotional Merchandise
Once you have the PO number, log back into the Company Store, and your account:

Once logged in, you can click on the
to see a summary of your cart. To return to your shopping
cart details, click on the
button:

Note that at the bottom of the shopping cart summary page, you can see the anticipated ship date
for your order:

To finish placing your order, click on the

button:
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After beginning the Check Out process, you need to specify your desired shipping and billing
details:

When you have finished with the shipping & billing address details, click on

to proceed.

On the next screen, select from the shipping methods offered, click on

to proceed.

On the next screen, your order details are presented for final review. There is a blank Notes field
that you can use to provide any communication applicable to your order:

,
Below the Notes field, enter the SAP purchase order number, then click on

to proceed.

The next screen will be your order confirmation, including the order status:

You can print this web page, or make a note of your order number, or refer to the confirming email
which will be sent to you:

QUESTIONS?
For brand-related questions (logo use, options, etc.), contact RenBranding@avangrid.com
For Company Store related questions, please contact our customer service representative, Preja
Tamang: preja@icostore.com, or (480) 621-4667.
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