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http://www.bsc.usda.gov/about.htm


1. Access the Internet and type the following web address 
into address bar:  https://www.bsc.usda.gov/ 

2.   Click on Login (left side of the page) 
 

 

https://www.bsc.usda.gov/


3. Enter your E-Auth User ID and Password if you do not have a LincPass.  
Press Login. 
 

 
 

Enter E-Authentication 
User ID and Password 



4. Or click on Digital Signature or PIV and enter your PIN.  



5. Click on Create Sales Order to place orders or Click on Sample 
Paperclips Products to view products available from Paperclips. 



6. Click on Product Catalog and review the product lists available 
at MMSC. 

      Use Search function or Search Products dropdown 
menu. Product page will display items based on 
the search criteria as shown below, eg – Office 
Products to view Paperclips products 



7. You can search by SKU (item #) or keyword.  Enter item # or partial name of the 
product and click on search.  The item will appear at the mid-section of your 
screen as shown below. 

7(a).  Paperclips products have 3 types of categories. You can sort by either  
category. 

Sort based on 
category 1, 2 or 3 

Note: Category 1 – Represents the product type specific to search criteria. Based 
on above e.g.: Ink & toners 
Category 2 – represents parts or supplies for the products searched. e.g.: Printer 
Category 3 – represents family or domain of the product belongs to e.g.: Technology 



8. You can click on an item to view the details by clicking the link on item number. 

Click on Item 
Number 



9. Detail item view is visible and user can click on Add to Cart to select the item.  
Please note the unit of measure to ensure you order the desired quantity. 

Click on 
Add to Cart 



10. Item will be added to your Sales Order along with User details.  



11. User has option to edit details, like change mode of delivery from Best Way to 
FedEx by clicking on Edit button. 



12. You can view items added to Sales Order and you may edit details, such as 
quantity needed by clicking on Edit. 

13. You can add more items to Sales Order by clicking on New Sales Order Line. 

13 (a). If you try to order an item 
that is the same as a previous 
order, the system will give you an 
error notice.  Products can be 
reordered only after the previous 
Sales Order Status is 
“Completed” or “Closed”.  



14. On Sales Order Line Edit page, select Item # Look up and choose from the list 
of items to be added. 

15. User can also add more items 
to Sales Order by searching for 
more items using Item # Look up 
and update Quantity needed. 



16. Continue steps 13 to 15 until your entire order is ready to be submitted 
to the Materiel Management Service Center. 
17. Once your items are selected, enter the quantity that you need.   
 

18.  Click Submit Order. This would confirm your order with 
MMSC and send notification to Customer placing the order. 
 
 

Please be sure to look to the right of the 
item name and verify the unit of measure.  



20.You will receive a Pop-Up, asking you to confirm your Address and Customer 
ID. If the Customer ID and Address are not correct, you can Cancel and Edit 
the Customer ID to display the correct address.  
 

21. If the Customer ID and Address are correct, Click on OK and your order will 
be submitted.  

 
                                                         

  



22(a ).  You will then receive an order # confirmation, which begins with (SO-).  All 
orders “Processed from Paperclips” will be shipped directly from Paperclips Etc.   
 

22.  You may review Paperclips Order Number under Paperclips Information 
section, including updates on status and tracking. 
 



23.  A confirmation email will be sent with the Sales Order Number, Price and 
Total Items ordered (Sample Depicted Below).  Please reference this email for 
further communication with MMSC. 
 



Field Supply - Quick Ordering Facts 
 
• Your E-mail address and Account Number is used to identify you in the 

system.  
 
• To place an order, obtain the status of an order, or obtain return instructions, 

call 1-877-576-6329 or send an email to CFPDC@dm.usda.gov . 
 
• To confirm the order, obtain the status of an order, or obtain return 

instructions for Paperclips Orders, call 1-800-891-9295 or send an email to 
support@paperclipsetc.com . 

 
•  Written orders may be faxed to 301-394-0300.  

mailto:CFPDC@dm.usda.gov
mailto:support@paperclipsetc.com
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