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Creating your initial account for the first time



• Go to Thomson Reuters US Brand Store:  

https://us.brandstore.thomsonreuters.com/

• Click on ‘My Account’

https://us.brandstore.thomsonreuters.com/


• Click on ‘Get an account’ under New Customer?



• Fill in all required info on this page to register for an account

• Your email address is your user name

• Remember your username and password as you’ll need these every time you shop in the future

• Entering Numeric Portion of Employee ID is what drives your account to have budget dollars associated



• You can view ‘Your Balance’ for available budget dollars

• (Note budget names may differ pending the team you are on that are 

associated with your TR employee ID

• Click on ‘Continue Shopping’



• Click on the category of product you would like to shop

• Add items to cart

• When ready, click on the small cart in your upper right screen

• You will also notice your budget balance is noted above the search box



• At shopping cart overview, if your order is complete, click Checkout

• You will advance to Proceed to checkout where you can use your budget as payment  method

• Place order!

Note the no cost shipping at 

check out for ground shipping!!



After your account has already been created



• Go to Thomson Reuters US Brand Store:  

https://us.brandstore.thomsonreuters.com/

• Click on ‘My Account’

https://us.brandstore.thomsonreuters.com/


• Enter Username (your email) and Password to log in

• Shop, cart items and checkout per slides 7-8

• Available Balance can always be checked by logging in, clicking ‘My Account’



Directions for pre-existing users that are new to 
budget



• Go to Thomson Reuters US Brand Store:  

https://us.brandstore.thomsonreuters.com/

• Click on ‘My Account’

• Log in

• Click on ‘My Account’ to view balances or add employee ID for budget 

access

• HOVER over ‘Add/Edit Account Balances’ and Click

https://us.brandstore.thomsonreuters.com/


• Add your Employee ID number to the appropriate budget title

• In this example I am part of the Large Law and have added the numeric portion of my employee ID 

allowing the system to update my provide and provide balance to my account

• Click update profile



• For assistance setting up or troubleshooting your account 

contact: Joanna.Nero@staples.com

• For order specific questions (stock, tracking, order status, etc.) 

contact: sppthomsonreuters@staples.com

• For internal TR questions or specific budget questions, contact:

Commercial Excellence: leslie.gilbertson@thomsonreuters.com

Legal: debbie.wehrs@thomsonreuters.com

Customer Training: christina.vassey@thomsonreuters.com

Questions?

mailto:Joanna.Short@staples.com
mailto:sppthomsonreuters@staples.com
mailto:leslie.gilbertson@thomsonreuters.com
mailto:debbie.wehrs@thomsonreuters.com
mailto:christina.vassey@thomsonreuters.com


Thank you!
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