
How to Place a Credit Card Order through Payless 

 

 
Log on to the Payless office website by going to http://www.paylessoffice.com  Contact the purchasing 
office for login information.  

http://www.paylessoffice.com/


 

 

Once you are logged in you can search for the item you wish to purchase by entering a keyword or part 
number in the search box.  

 

When you have found the item(s) you would like to purchase, type the quantity and add it to the cart. 

 

 



 

Verify everything that is in the cart is what you would like to purchase, and click checkout. 

 

In the attention to line type in your name and CC order (Your Name-cc order).  

In the purchase orders section you may type CC order for the long and short PO.  

Fill in your credit card information in the card type, number and expiration field.  



Click update changes. You will be able to view your entire order on the next screen. 

 

 

Once you have reviewed your order, click “place order”.  



 

To print your receipt, click the print option under the order summary.  A new tab will open and you will 
be able to print. 


