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1. Access the Internet 
Open your favorite web browser and click on the field labeled �Address�.  
Once your cursor is in the address field, please type Reliant�s web address 
www.rbp.com. 
 

2. Ordering System 
Reliant is transitioning from on old ordering system (ROLOS3) to a new system 
called ROLOS4.  Use the login form on our home page to access the ROLOS4 

system. 
 

 

Select the ROLOS 4 
option to login. 
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3. Alternate Login Page 

Use this page to login to ROLOS4 and/or retrieve a forgotten password.  To 
access this page you can select the Order link from the top menu bar. 
 

 
 

The �Order� 
link is here. 
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4. News Page / Change Department 

Depending on how your account is setup you could see the ROLOS4 News 
Page or Change Department Page after login.   
 
� News Page - This page will list any news that Reliant would like to relay to 

our clients.  You can begin placing orders by clicking on the �Browse 
Catalog� or �Quick Order� links.  These links can be found on the left side 
of the screen.  See image below. 

 
� Change Department � If you order for multiple departments or cost 

centers then the Change Department page will be the first thing you see 
after logging into ROLOS4.  Once you select and activate a department or 
cost center the screen will refresh and take you to the News Page.  
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Cart Contents 
 
On the right side of the web page you will find an area called �Shopping Cart�.  This 
area contains: 

 
• Reference / Invoice number  
o Used for tracking your order 

• Total Items  
o List of total line items on the order 

• Pre Tax  
o Cost of order before taxes have been added 
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Quick Order 
 
���� The Quick Order feature will allow you to input Manufacture Prefixes and Item 

Numbers directly into the system (if you know them). 
 

• You are not required to enter the entire Item #.  For example, Item Number 
51626A is the same as typing in HEW51626A. 

 

 
 
 
NOTE:  If you input an Item Number (i.e. 22200) and the database contains multiple 
items with that same stock number than you will receive the following: 

 
 

 
 

• Once you select �Click to order from list� a new window will open 
containing a list of item choices.  See image below: 

 

 
 

• Choose the item you want by selecting the �Add to Cart� button.  This will 
place the item on your order. 
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Browse Catalog 
 
� The search catalog feature gives you the ability to search our extensive database 

of over 25,000 office products.  Search by the following: 
 

• Product Categories     (Category Search Interface) 
• Item Number      (Manufacture prefixes and dashes are not needed) 
• Keywords      (i.e. �copy paper� or �binder clip�) 
• Manufacture name 

 
NOTE:  Use a combination of the search fields to narrow down the query response. 
 

 
 
Pricing Notification 
 
� As you search the catalog and build an order the following pricing information will 

be displayed. 
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View Product Information 
 
� At anytime during the ordering process you may click on the Item Number to gain 

access to the �View Product� page.  This page will give you: 
 

• Background information on the product and what it is used for 
• An extended Item Description 
• Catalog page numbers 
• Minority owned status 
• Recycled status 
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View Cart 
 
�  When you finish inputting an order you can review it by selecting the “View Cart” 

link on the left side of the page.  The “View Cart” page enables you to do the 
following: 

 
·  Use the quick add feature to add additional products 
·  View extended item description by clicking on stock number 
·  Delete a product if it was ordered by mistake 
·  Add products to your favorites list 
·  Change the quantity of a product 
·  Place order on HOLD (Save Order) 
·  Delete entire order 
·  Print the Order 
·  Check Out 

 
 

 


