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Technical support:  800-269-6888  (  Customer Services: 800.521.3939
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On the internet browser address bar, enter https://business.officedepot.com. 
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The landing page includes a bulletin board to keep you informed.  From this page all shopping features may be launched. 


Office Depot Business Solutions Division        



	Step 1    Logon on to https://business.officedepot.com using the unique user id and password provided by your designated approver.


	Step 2     Combine any of the following tools to build you order:  
· Catalog:  Click a category from the Product Navigation Bar and select the category or sub-category to view products.
· Search: type item Keyword or Item Number and click Search. A summary of matching categories and the top ranking items will appear. Choose a category or brand, or go directly to an item. Results can be resorted by: Best Value (Contract), Price and relevance. To filter search results by characteristics such as brand, size, color etc, click the desired characteristic listed on the left-side tool bar. 
· Order by Item #: Enter the Office Depot,  manufacturer, or custom product code numbers, then quantity and click 
Click the “Show Images” check box to view product images and details.  Enter up to 20 items at once.

	· [image: image1.jpg]


 Quick Entry:   Add a single item to order by entering Office Depot part #  manufacturer# , or custom product code numbers, quantity then 
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My Lists.  Select Default or any  Add preselected lists. To add an item to your shopping cart:  enter the quantity desired, make sure the select box is checked, and then click Add to Cart.   Hint:  If the shopping list quantities are preset to “0”, simply click “Select all” and populate a quantity only on the desired items. If you create a shopping list on the generic teacher login, please use your name as your shopping list name.
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 Shopping Cart to review your selections, view Office Depot recommended savings opportunities, share your cart with another user,  save items for later, or add to  custom shopping lists. 


	
Step 4      eckout - Review selected items and shipping address and accounting field requirements; modify as needed. Your shipping address is already defaulted for you. Note: In the required field NAME, please put your first and last name.
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Please verify all of your order information below and choose one of the options at the bottom of the page to submit your order.
User Information Shipping Information
User Name: BERKMAR MIDDLE Enim BERKMAR MS
BERKMAR MIDDLE
70382300 325 ANRENGEVILLE Huy N
: oo o VAN OFFIGE
noreply¢ com LILBURN,

GA 200473420 USA
Email Options

Shipment Summary

Send an email confirmation to another contact:
Additional Email Address:

Shipment 1 Order # 732998954-001 Estimated Arival By: 10/02/2014

Account Information

+ NAME

[ Make these my defaut values, f permitted

BERKMAR MIDDLE

(770 )638 -2300 Ext
‘These comments are for your information only,they are not
ulized by our Delivery Carrers.

Comment:

Comment:

Comment:





Your payment information is already defaulted for your login so you will not need to enter any information. You will be able to view your Estimated Delivery Date for your order(s). 
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Payment Information
Creat cara

Redeem a Gift or Merchandise Card

Card Number: PN
Delivery Options
For Standard Delivery: For Future Delivery:
Ifyou are not avaiable toreceive tis order on the date below, then To place an order for FUTURE delivery, (dsivered n no less than 21
select a different delivery date (date request applies to stocked items, days and no greater than 180 days) Click Here

any items shipped directly from the vendor will e delivered as
previously indicated)

Selecta desired delivery date:

Thu, Oct2,14 [+

Shopping Cart Hide Images
Estimated Delivery Date: 10/02/2014 ‘Order Number: 732998954-001
Description ‘Your Pricelunit [ Available BIO® Total Remove item

PAPER, COPY, 10.REAMSICA, WHITE san44icase 2 20 56088 Ial 2





Review your selected items in your cart. If you change quantities or remove items from your order, please make sure you click UPDATE CART to save your selections. Then click PUT THIS ORDER ON HOLD.  Your order will then go on hold to the designated approver. If the order is released by 5:00 p.m. by the designated approver it will be processed for next available day delivery unless it is a special order or coming directly from the vendor.
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@ PAPER, COPY, 10-REAMSICA, WHITE $3044/case 2 2 0 $60.88 B
Sx o Item # 0488015
S Entered fom # 483015 Subscrive @
&
&
‘Smead® Manila File Folders, Letter Size, 1/3 Cut, Pack OF 100 $527/box 3 30 51581 B
item # 0315515
Entered fom # 315515 Subscrive @
»Ha
3 Recysed content
Avalable: $76.69
Backorder: @ $0.00
‘Subtotal: $76.69
Delvery Fee: FREE
Miscellaneous: $0.00
Taxes: $0.00
Total: $76.69
Back To Top Have you made changes to your cat or delivery option?

By submiting thi order, you agre 1o the Terms and Conditions

B PUTTHIS ORDER ONHOLD b

Continue Shopping
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Office Depot Business Solutions Division





Smart Guide for Users





User Login














Enter you user Name/ID 





Enter Password





Click Log in








�





“Automatic Login”


Check this box to by-pass the login page and connect to your account without rekeying credentials.  





Lost Login / Password assistance











Home








�My Account 


To view Account Profile, On line Reporting, Dashboard features





�Orders 


View order tracking, Orders waiting for approval, Future Order 


Recent orders





�Quick Entry: 


Add a single item to order or shopping cart with fewer clicks. 





�My Lists


Shopping Lists, manage lists and quick view default shopping lists





� Shopping Cart: value, details and current shipping address

















�





Help 


Live Chat, customer service links, User Guide and online Demos





Store Locator 





Order by Item # 


Key in up to 20 product #s for simultaneous entry into shopping cart.  








Search:


Type in product description: Office Depot or manufacturer product codes. Predictive search reduces keystrokes 





Click on Product Category to 


view product groupings. 


Ink & Toner Find refills and supplies for your business machines.  




















Building Your Order










