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What is Go2Paper? 
Go2Paper offers e-business solutions for paper users who wish to buy, sell, and manage their paper inventories.      
The company focuses on providing online tools for the printing and writing paper market servicing the buyers and 
sellers in the Retailing, Cataloging, Publishing, Distributing, Converting, and Commercial Printing Markets. 
The company offers four primary services.  These include:   
 Paper Marketplace—a source to buy and sell excess paper inventory with complete end-to-end  
 transaction capability   
 Paper Manager—an online solution to help paper buyers manage their paper orders with their  
 suppliers and printers  
 Private Web— an online solution for paper sellers to manage their own private site to sell paper; and  
 Professional Services— our team of developers can help build a custom solution 
The Company was founded by Paper Industry veterans and is very focused on continuing to provide paper users 
with the right tools to help them manage their business. 
 
How do I contact Go2Paper for support or sales? 
Go2Paper is based in Oakland, California.    Mailing Address:  6114 LaSalle Ave, #283, Oakland, CA 94611 
       Phone:  510-336-0602          Email:  support@go2paper.com 
 
What's the benefit for the Paper Buyer? 
There are a variety of benefits for the paper buyer. First, the service provides the buyer with a means to quickly find 
paper you need during crunch time. Ever fall short on your paper needs right before print time? Well, Go2Paper 
may have the stock you need to complete the job. Second, you can manage all your paper buying on the site via My 
Go2Paper or subscribe to the Paper Manager to manage all your paper orders. All your transactions are kept on 
your My Orders page for easy access 24 hours a day, seven days a week. Third, you can use our Reverse Auction to 
solicit bids from suppliers to get the best price and quality of the stock you need. You control the auction by setting 
the maximum price and the time frame. The sellers then make offers and the lowest offer wins. Forth, can't find the 
paper you need? We provide you with an RFP form for you to send out and manage all your RFP's. Everything is 
transacted via the site so you don't need to mix and match from a variety of spreadsheets or systems. 
 
What's the benefit for the Paper Seller? 
As a supplier, you have the ability to sell your inventory to the thousands of paper buyers on Go2Paper. Rather 
than just relying on a few sources, you can post your paper to sell and make it available to all the buyers. This way 
you increase your chances of selling your paper at the best possible price. You can also sell your paper via our 
auction format, which is controlled by you. You simply fill out the auction form, set the minimum bid and watch 
the buyers submit their bids. You can also keep track of all your listings on your My Listings page. Here, you can 
edit, delete, or add any new listings with ease. Using our system, you can post your paper listings in minutes. 
 
What will it cost me to participate? 
Registration is absolutely Free!  There is a transaction fee charged to the seller of 3% of the total transaction for 
rolls and 5% of the total transaction for sheets.  There is a minimum $100 transaction fee. It's free to post products 
and to use the service and we only make money when one of our buyers purchases your paper. If you wish to 
subscribe to our other services: Paper Manager or Private Web, there is a nominal monthly service charge and a set 
up fee may apply. Call us for details. 

mailto:support@go2paper.com
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Registration 
If you are not registered on Go2Paper you must do so prior to using the service. Go to www.go2paper.com, 
click the “register” link on the top of the home page, and take a moment to fill in the registration 
information.  
 

 
 

 
You will need to review and agree to the Membership Agreement by clicking “I Accept” at the bottom of 
the page prior to entering the site. The Membership Agreement includes our fees (3% transaction fee for 
rolls, 5% for sheets and a $100 minimum), which only apply to the seller once the paper is sold. There’s no 
fee to the buyer for using the marketplace.  Once you are registered, you will be able to post paper directly 
on the site. For Private Web customers, Go2Paper will need to assign you to your PW after you have 
registered and then you’ll be able to post products to your PW.   

http://www.go2paper.com/
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My Go2Paper Page 
Once registered, you enter the “My Go2Paper” page. This page is the control panel for all your transactions.   
1) My Profile allows you to edit your password, registration data, or email address book..  
2) My Paper Alert, for buyers this service will notify you via email when a paper is posted that matches 

your requirements. It also provides a quick way to view the inventory that matches your interest.  Just fill 
in the Paper Alerts, as many as you wish, and you will receive an email showing the listings that match 
your Paper Alert.   

3) My Orders, as a buyer, this page shows records all the orders placed by the buyer.   
4) My Listings, as a seller, this page shows all your listings posted in the MarketPlace. A seller can edit, 

delete, or add new listings from this page.   
5) My Bid Requests keeps track of any RFP’s sent or received.  
6) My Offers, for the buyer and seller, this page will keep track of all your offers and provide the current 

status. Once a buyer makes an offer, they can view their My Offers page to see if the seller has 
responded. See My Offers below for more detailed information. 

The logos on the right side of the page show the Private Webs. Click on a logo to view the inventory from 
that seller.  The MarketPlace has many other sellers, the Private Webs are for those companies that want to 
extra exposure for their inventory and they also enjoy other benefits. In most cases, listings that are in the 
Private Webs are also in the MarketPlace but that decision is up to the owner of the Private Web. There is a 
nominal set up fee for a Private Web. 
 

My Go2Paper 
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If You Are Selling Paper 
If you are selling paper, you have three options:   
1) MarketPlace—Post paper in the Go2Paper MarketPlace for all buyers to view and purchase. You have 

the option of setting a fixed price or setting a price and allow buyers to make offers on your paper.  
Click on the Sell Paper link on the top of the page to get started.   

2) Private Web—A seller can sign up for a Private Web and have all their paper listed in one location on 
Go2Paper. Plus, the Private Web provides additional branding and market exposure for your company 
since your logo is displayed on the front page of the web site and the customer is one click away from 
viewing your company information on a dedicated page. Companies with multiple locations or lots of 
inventory are ideally suited for a Private Web. Contact Go2Paper to get more information about a 
Private Web and to set up an account.  

3) Auction—A seller can also set up an auction where they set the minimum bid and the time frame and 
buyers bid on the stock. For the auction to be successful, the seller must inform potential buyers of the 
auction and have them bid on the stock. Click on the Auction link at the top of the page to get started. 

 
 
How do I post paper to sell? 
We provide a few options to post paper on the site.   
1) If you’re posting paper for the first time, click on the “sell paper” link on top of the My Go2Paper page.  

See illustration above.   
2) If you’ve already posted paper, use the My Listings page to add more stock by clicking a lot#, make 

modifications, and click “Add as a New Listing”.   
3) Using our inventory template spreadsheet, fill in all the required fields and email to 

sales@go2paper.com. We will upload the inventory to your account.  As a general rule, if you have over 
50 items then you may want to use the spreadsheet. Otherwise, it’s fairly quick and easy to use our 
online form and should take you less than a minute to list a single item. 

 
While filling out the information pay attention to a few key questions:   
1) Price/cwt? Fill in the price you are willing to sell the paper. Use only numeric values. 
2) Would you allow the buyer to purchase less than the entire lot? Unless you absolutely have to sell the entire 

lot as one transaction, you might be better off allowing potential buyers to purchase a smaller amount. This 
may attract more potential buyers. 

3) Is the stock Mill Prime? Buyers will want to know the quality of the stock so it’s important you provide them 
with as much information as possible. Include any additional information in the Comments section. 

4) Receive offers below list price? If you are willing to receive offers for your paper below the asking price, select 
yes and then select the percentage allowed below the asking price. Most sellers are selecting “Any Offer”. 

 
Once completed, your listing will be on Go2Paper for all buyers to view via the browse or search functions 
and will be located in “My Listings” for you to view, edit, or delete.   

mailto:sales@go2paper.com
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Sell Paper Form 
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How do I post additional items? 
1) When you use the “Sell Paper” button per the above and fill out the form, after you click “Add as a 

New Listing” you can use the previous form and make the required changes and then click “Add as a 
New Listing” again. This will add the other listing. 
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2) Once you add an item, your listings will be located on the My Listings page. Click on My Listings on the 

left side of the page. The My Listings page will show all the listings that you have on the site. Click on 
any of the column headings to sort by that column and quickly find the listing to edit or delete. To add 
additional items, click on a lot # to bring up the details for that lot#.   

 

 



Using Go2Paper  │  9 

  

 
Make the changes and click “Add as a new listing” on the bottom of the page. 
 

 
 
How do I edit or delete a listing? 
If you wish to edit or delete any items, use the same steps per above but click the “Update” button after 
you’ve made your changes to that listing or click the “Delete” button if you wish to delete a listing. 
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What do I do if a buyer makes an offer? 
If a potential buyer is interested in purchasing paper, they may make an offer if the seller selected that 
option while posting the paper. The seller will receive the offer via their registered email address and on 
their My Listings page along with another copy on their My Offers page. Click on the Offer(1) to view the 
offer on the My Offers Received page. 
 

My Listings Page 
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Or, go directly to My Offers and view the status under the status column. Click on the Lot# to make a 
counter offer, accept the offer, or to decline the offer. This page will also show if a PO has been received 
for a particular listing and the status as well. 
 

My Offers Received Page 
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If you wish to counter offer fill in the Offer Price field and click “Submit Counter Offer”. If you wish to 
accept or decline the offer click the appropriate button. In each case, an email will go out to the buyer with 
your reply and your status will be updated on the My Offers Received page. 
 

Offer Form 
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How do I view and accept/reject a Purchase Order? 
If the seller receives a Purchase Order it will be located on “My Listings” and be notified via email. Under 
the Purchase Order column on the “My Listings” page, if there’s a number next to the PO such as 
“POs(1)”, then a PO has been received. Click on the POs(1) and view the PO.   
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To view the details of the PO,  click on the PO #. 
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If the PO status is “Pending” then the seller needs to “Accept” or “Reject” the PO. Or, the seller can email 
a question to the buyer such as verifying credit.   
 

 
 
Once the seller makes a decision the buyer is notified via email and on their My Orders page of the status.  
A record of the PO is kept for the seller. If all the stock is purchased then that listing is taken off the site 
automatically.  Once accepted, the buyer and seller will then discuss any final shipping arrangements. 
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Can I email my Listings to potential buyers? 
You may use our email, marketing tool to help you sell your paper.  From your “My Listings” page, select 
“If you wish to send your listings out via email, click here.” Follow the four-step process to select your 
listings, your email addresses, and then write your email. You can send a sample copy to yourself first and 
then send your listings directly to your buyers, who will then be able to click on the listing to make an offer 
or purchase the paper.  
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How do I sell paper in an Auction? 
If you wish to sell paper via an auction format, you need to click on the Auction link on the top of the page. 
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Select “Create an English Auction” 
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Fill out the form and click “Add as a New Auction” at the bottom of the page. 
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If You Are Buying Paper 
 
How do I find paper in the MarketPlace? 
We provide three ways to find Paper. The buyer can either use the top tabs:  Uncoated Groundwood, 
Coated Groundwood, Uncoated Freesheet, Coated Freesheet. Click the “Buy Paper” button; or use the 
Power Search on the left side of the page. 
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If searching by category, click one of the tabs on the top of the page such as uncoated groundwood, then 
select the sub category such as SCA: 
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And, view all the SCA stock.  Sort any of the columns by clicking on the column heading.   
Click on the Lot# to show the details of the listing. 
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Can I ask the seller a question before making an offer? 
Yes. Click on “Ask Seller A Question” to email a question to the seller.  Or, you can email this listing to 
someone else by clicking “Send to a Friend”. The friend will receive an email with a link to this listing. 
 

 
How do I make an offer? 
If you find paper that you want, you can make an offer if the seller is accepting offers. Click the Make An 
Offer button to view the lot details and the make an offer form. Enter your offer price in the field provided 
along with the pounds you require and any additional comments. Then, click “Submit Offer”. Your offer 
will be sent via email to the seller and also be on their My Offers received page. 
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How do I view the status of my offer? 
To view the offer status, click on the My Offers link and make sure you are on My Offers Sent. Your offer 
will be listed here along with the status. Once the seller makes a decision, you will receive an email and the 
current status will be located here.   
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I received a counter offer what do I do? 
If you receive a counter offer, then click on the lot# on the My Offers Sent page. If you accept the counter 
offer, click the “Accept Counter Offer” button and you will proceed with the Purchase Order. The accepted 
price will automatically transfer to your Purchase Order. If you wish to submit another counter offer, enter 
the counter off in the field provided and click “Submit Modified Offer”. Your offer will be sent via email to 
the seller and the status will be updated on the My Offers page. 
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The seller accepted my offer, what do I do? 
Congratulations. The seller has accepted your offer. All you do now is click the “Continue To Buy” button 
and follow the steps to create your Purchase Order. The accepted price and pounds required will 
automatically transfer to the Purchase Order. 
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Can I add more than one lot to a Purchase Order? 
Yes. To purchase multiple lots from a seller and add them to your PO, click the “Add Multiple Lots” 
button, which will bring up the other listings from that seller per below. Click “Add” and the Lots will be 
added to your PO. 
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How do I create a Purchase Order? 
Once you have negotiated or found the stock you wish to purchase, click the “Continue To Buy” or the 
“Buy” for that lot number to begin the PO process. Select your Billing and Shipping Address and click 
“Continue To Buy”. If you are picking up the stock then select “FOB Sellers Dock under the Shipping 
Address.  
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Confirm the billing and shipping address, enter your PO Number, Due Date, and Terms and confirm the 
items being purchased and click “Continue” on the bottom of the page. 
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Review the Purchase Order and click “Submit Order” to send the PO directly to the seller. You may also 
print the PO or if you need to make changes click the “Back” button. 
 

 
 



Using Go2Paper  │  32 

  

 
 
How do I check the status of my Purchase Order? 
Once you submit the PO, the seller will receive an email and the PO will be located on the My Orders page 
for you to view and on the seller’s My Listings page for the seller to view. 
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Click on My Orders to view the status of your PO, which will be “Pending” if the seller has not made a 
decision, “Accepted” if the seller has accepted the PO, “Rejected” if the seller has rejected the PO, or 
“Cancelled” if you have cancelled the PO.  
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Click on the PO# to view the details of the PO. 
 

 
 
 
 
Can I edit or cancel my Purchase Order? 
Yes! To edit or cancel your Purchase Order, click on My Orders and select the PO you wish to edit or 
cancel. Click Edit to make the changes to the PO or click Cancel to cancel the PO. An email will be sent to 
the seller in either case. 
 


