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Staples 

FAMIS Portal Log In 

• Enter your FAMIS ID – the same FAMIS ID that you use to log into the DOE 

financial network. 

• Enter your Password – your password may be different from the password that you 

use to log into the DOE network. 

• Click Sign-In. 
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• Select Procurement Card from the Purchasing/Payments menu. 
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Staples Overview 

• The purpose of this section is to provide cardholders with information on how to 

access Staples Advantage. 

• Staples Advantage is the website provided by Staples to the Department of Education 

to place orders for supplies. 

• The benefits to using Staples are contract pricing and tax-free purchases. 

     
4 



Staples 

• Select Get Staples ID for each new card.    
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Get Staples ID 

• Select Become A Customer. 
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Get Staples ID 

• Select I NEED A LOG IN. 
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Get Staples ID  

• Complete all fields. 

Enter 1009541 in Customer 

Account # field and Mark Maciag 

in Sales Representative field. 

• Click Submit. 
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Staples  

• Select Login to Staples to log into Staples Advantage.   
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Logging into Staples 

• Click LOGIN.      
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Logging into Staples 

• Fill in all fields and click LOGIN.      
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If you have any questions, contact the P-Card Unit at:  

 

   (718)935-2939 or pcers@schools.nyc.gov.  
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