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Welcome to The Walt Disney Company Purchasing Program 
Getting started with the office supplies program is easy:
Once you are in the punch-out catalog you will see the Office Depot Home Page. 
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	Step 1     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.
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 Quick Entry:   Add a single item to order by entering Office Depot part #  manufacturer# , or custom product code numbers, quantity then 
·  [image: image2.jpg]


My Lists.  Select list.  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.  



	Step 2      **  [image: image3.jpg]


 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 3       eckout - Review selected items and shipping address and accounting field requirements; modify as needed. If the order is released by 5:00 PM (your local time) it will be processed for next available day delivery. 




Product Navigation Bar

Hover your cursor over Office Supplies.

Choose the category.

Choose the sub category.

Use the Filters on the left side of the page to narrow your results even further.
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Keyword/Item# Search
Type in your keywords, manufacturer# or item#

Use the Filters on the left side of the page to narrow your results even further.
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Order by Item#
Enter the Office Depot,  manufacturer, or custom product code numbers, then quantity and click add to cart.
Click the “Show Images” check box to view product images and details.  Enter up to 20 items at once.

Quick Entry

Add a single item to order by entering Office Depot part #  manufacturer# , or custom product code numbers, quantity then Click add to cart.  If you need to add this to your shopping list, click add to list.
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Shop using My Lists

Either click on the My List link above the search box or place your cursor over the My Lists icon.

Choose your Default list or Recently used list.

Update your quantity if needed and click on the check box next to the item you wish to add to your cart.  And then click Add to Cart.
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VIEW CART & CHECK OUT

CHECKING OUT

When finished shopping, click on the “View Cart” link or picture of the shopping cart.  You will have the opportunity to review your Shopping Cart.  

1. Review the items in the cart and when you are ready to proceed with your purchase, click the ‘Checkout’ button.

2. The Requisition is created in Ariba.

RETURN PROCEDURES
Call in returns directly to Customer Service:  1-866-207-1923
To ensure accurate credit and pick up, please have the following information available.  The information is located on your packing slip, internet (account history) or by calling the Customer Service 1-866-207-1923:

· Account number

· Original order number 

· Item (SKU) number of product being returned

· Reason for the return

· Contact Information for Customer Service Representative or the driver

RETURN POLICY

Please, use these guidelines to assist you in handling a return request.

· Returnable items include any products sold by Office Depot.

· Merchandise must be returned within 30 days of the original delivery date

· Items should be in their original packaging.

· Returns may be requested via phone, fax, or internet.

· Purchases made at an Office Depot retail store must be returned at a retail store.  

RETURN EXCEPTIONS

· Items not in the original packaging.

· Custom or imprinted items (unless produced incorrectly or delivered defective). 

· Special order items (unless received in error from the manufacturer).

· Dated items must be returned within 30 days of purchase.

Once your return request is processed, your Customer Service Representative will provide you with a RETURN AUTHORIZATION NUMBER and inform you of the process, which will take place to pick up the item and deliver a new item or process the credit due.

Deliveries
Deliveries to all major markets are scheduled for the next business day.  If your order is received by Office Depot by 5:00 p.m. in your local time, it will be delivered the next business day, unless otherwise noted by Office Depot.  
Upon receipt of your order
Verify that all items on the packing slip listed as shipped are in your order.  Any shortages or incorrect items should be reported immediately to the Office Depot Customer Service Desk at 1-866-207-1923.  Items on backorder will be noted on the packing slip.
NUMBERS TO KNOW:  Office Depot Inc.
· Global Accounts Customer Service  
P:  866-207-1923

M-F 
7am-8pm EST

· ONLINE / E-Commerce Support (for technical issues on the site)

P:  800-269-6888

M-F
7am-8pm EST  




�My Account 


To view Account Profile.  This will not be accurate as you are using a punch-out.





�Orders 


View order tracking and 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: Item details about your order.
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Help 


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








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
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