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Telephone: 602-425-8533
Email: Judithbarrett@officedepot.com

CLICK: BUSINESS.OFFICEDEPOT.COM CAEL: 888.2.0FFI'GE


mailto:Judithbarrett@officedepot.com

Account Information:

Your Office Depot Account #: 90298773

Web address: business.officedepot.com — Orders may be placed via the web only.

Your Office Depot Field Representative: Judi Barrett, Major Account Manager, Email:
Judith.Barrett@officedepot.com Telephone: 602-425-8533

Ordering Method:

To access your contract pricing:
Login Name: Your Current OfficeMax login
Initial Password: Current OfficeMax password

On-line Tutorials:

To review how to navigate through the Office Depot website please click on the Customer Service
words located at the top right of the screen. The User Guide and Web Demonstrations can be
accessed by scrolling down to General Help on the lower left side of the Customer Service page.

Deliveries:

Deliveries will be made the next business day, unless otherwise noted by Office DEPOT provided
your order has been approved and received BY 5:00 P.M. your local time via the internet.

Freight:

Orders will be delivered free of charge. Please consolidate your orders where possible. Ordering
in bulk is a simple way to reduce costs, waste, fuel and greenhouse gases. You will save on
paper, staff time and logistical costs while also reducing the product packaging waste & carbon
dioxide emissions associated with delivery of your office supplies.

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 to the Office Depot Customer Service Desk within 10 days of
delivery. Items on backorder will be noted on the packing slip.

BSD Customer Support:

You can connect immediately with a customer service representative, Monday—Friday 8:00 A.M.
to 8:00 P.M. (ET), using our Live Chat functionality or by calling us toll-free at 888.777.4044. For
technical support, our E-Commerce Support Desk is available via phone at 800.269.6888 or by
e-mail at ecsupport@officedepot.com.
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Quick Step Internet Ordering Instructions

Placing an Order

1
2)

3)
4)

5)
6)

7

8)

9)

10)

11)

12)

CLICK:

Use browser to access the Internet and type in http://business.officedepot.com

Type in your Login Name and Password

Click on LOGIN

If you know the item number(s) for the product(s) you wish to order select:

Order
by Item # ~

Gick Crder
Type in Office Depot Item #, quantity, and comment, if desired
If you do not know the item number(s) for the product(s) you wish to order, you can:

a. Search for product using key words or manufacturer part numbers by entering the
information in the space provided in the gray toolbar and then clicking Go

SEARCH |

fir H
b. Shop using our online catalog. Simply click on o in the upper left hand corner or
Yiewy All Products A-Z

in the grey toolbar and you will be directed to category
listings of the catalog

ADD TO CART

Select to add your desired product to your shopping cart

Zontinue Shopping Check Out

Select to continue or from the shopping cart in the top

left if you have finished shopping

Order
by Item # v
Zontinue Shoppin :
If you selected pRIng then click on Guick Oreler to add more items
Check Out

If you selected verify items in your cart and complete any required information

Please confirm your shipping information is correct , please fill in your (will provide customer

specific field information here once finalized)
You now have three options unless your orders route to an approver for all orders then only 2.

SAYE FOR LATER | PUTTHIS ORDER ON HOLD QoW ie e ciha:]

Click to submit wour order.

o ) PLACE ORDER
a. If you are satisfied with your order, select _— to complete the process
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b. If you would like to save the items in your cart and purchase at a later date, select

FUT THIS ORDER ON HOLD
. When placing an order on hold, your inventory will be held

for 24 hrs

c. If you would like to save the items in a list but not create the order select
SAWE FOR LATER

13) When you see “Thank you for your order,” and your number, your order has been
successfully completed.

Training:

Online training is available in the Customer Service section; select Customer Services.
SEE BELOW.
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Website demonstrations are also available online for your convenience. SEE BELOW.
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