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Technical Support: 800.269.6888 e National Customer Service: 888.777.4044

In your Internet browser address bar, type https://business.officedepot.com.

Enter your User Name/ID.
Enter your Password.

Click “LOG IN".

Check the “Keep me logged
in” box to by-pass the login
page and connect to your
account without rekeying
credentials on future visits.

Click here if you have forgotten
your User Name or Password.

Help
Access Live Chat, Customer

Service links, User Guide,
and Online Demos.

Store Locator
Find the store nearest you.

Order by ltem #
Key in up to 20 item #'s for

simultaneous entry you're
your Shopping Cart.

Search

Search using keywords, a
product description, or the
item #. Predictive search
reduces keystrokes.

Click on a “Product
Category” to view product s
in groupings, such as paper
or pens.

Ink & Toner
Find refills and supplies for

Office pEPOT.

BUSINESS SOLUTIONS

Registered Customer

Future Order

Made Personal

| ogin Name

you control your spend and

Password your business

I Kzep me logged in @ business succeed

START YOUR CONVERSATION

Monaay - Frida;
> LEARN MORE

Home Customer Service: 858.263.3423 (843-2-DFFICE)

Experience Business

Office Depot is dedicated to helping

Discover how our commitment to
personalized service can help your
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P2 s | with the most advanced, business - focused Customer Service: 633-2-0FFICE]
" | apps in the marketplace Techaical

grow

Tochnical Support: 800,260.6365

LIVE CUSTOMER SERVICE
Monday - Friday: 3am - 11 pm
EST

The landing page includes a bulletin board to keep you informed about specials and
changes to the site. You can launch all shopping features from this page.
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Office Supplies ~ Paper  Breakroom Ink & Toner ~ Cleaning  Technology ~ Furniture  School Supplies  Copy & Print

COPY=PRINT

got

posters, signs & banners /“

SHOP

Message

buy now. use forever. postage stamps

a big job?

News updates

Last update by PORTAL ADMIN

We are very ex.
shopping ex;

Please
POS Shopping

Need Help?
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WELCOME TO OFFICE DEPOT

ur POS Product business. Please see below for information to make your
cient.

Customer Service Team 855-337-6811

SHOP NOW »
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O My Account
View Account Profile, Online

Reporting, and Dashboard features.

iﬁQOrders

View Order Tracking, Orders Waiting
for Approval, Future Orders, and
Recent Orders.

ti'jQuick Entry:
Add a single item to your Shopping
Cart with fewer clicks.

‘= My Lists

View and manage your Shopping
Lists and quickly access your default
Shopping Lists.

-\.'.’ Shopping Cart:

See your Shopping Cart dollar value,
Order Details, and your current
Shipping Address.

your business machines. .
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Building Your Order

Step 1 LOGIN to https://business.officedepot.com using the unique User ID and Password provided to you by your
Office Depot representative. Your initial User ID is your email address and Welcome1 is your initial password.
You will see instructions on how to update your password when you first login.

Step 2 Combine any of the following tools to build your order:

- Catqlog_: select a category frqm the P rpduct - @ Quick Entry: add a single item to your order by
Navigation Bar and seqrch either within the category entering the Office Depot Item #, the Manufacturer
or any sub-category to view products. #, or Custom Product Code Numbers; then add the

quantity and click R

- Search: type item Keyword or Item # and click
“Search”. A summary of matching categories and the o

top ranking items will appear. Choose a category or - = My Lists: select the "POS Paper” or “POS
brand, or go directly to an item. Results can be re- Ribbons” List. To add an item to your Shopping

sorted by: Best Value (your contract pricing), Price, or Cart, enter the quantity desired, make Sw
Relevance. To filter search results by characteristics Select Box” is checked, and then click
such as brand, size, color, etc., click the desired

characteristic listed on the left-side tool bar. Hint: the shopping list quantities are preset to “0”,
simply click “Select All” and populate a quantity only
- Order by ltem #: enter the Office Depot #, on the desired items.

manufacturer #, or custom product code #; then the
quantity; and click w Click the “Show
Images” check box to view product images and
details. Enter up to 20 items at once.

Step3 Click -\-E! “Shopping Cart” to review your selections, view Office Depot’s recommended savings opportunities,
share your cart with another user, save items for later, or add them to custom Shopping Lists.

Step 4  Click [Eisizil to review your selected items, shipping address, and payment/billing information; modify as
needed. If your order is submitted by 5:00 PM (your local time), it will be processed for next day delivery on all in-
stock items.

YOUR OFFICE DEPOT ACCOUNT MANAGER:

Alexandra Horne, Inside Sales Representative
Phone: 512.831.6128
Email: Alexandra.Horne@OfficeDepot.com




