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Office Depot/OnePoint Business Purchsing Program Registration

1. Log in to www.onepointpurchasing.com website and click on the Office
Depot Logo.

2. You will then be directed to Office Depot’s registration page, where you
will sign up and begin receiving your discounts.
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Service
Contact info

.
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office Depot, Inc. aNd your affiliate organization have partnered to
provide exclusive savings on all of your business needs,
including deep discounts on:

» Office Essentials

= Cleaning and Breakroom Solutions
= Copy & Print Services

* Technology

= Furniture

Let Office Depot save you time and money! Whether you're

Online
Shopping
Registration

a company of five or 10,000 employees we can help!

Online Shopping
Registration

Contact info

CONTACTS 4 ADDITIONAL INFORMATION NATIONAL
Customer Service 1 * Program Benefits
Account Mgr ‘ ‘ 800 650 1222 Q/ * Contraat Prics Lici c< COMMERCE

Edward Smith GROUP
Tamtory Devalopment Manager
Edward Smith2 @ officedepot.com

3. On this page you will find phone numbers for Office Depot’s customer
service, and your Office Depot Representatives.

4. Next click on “Online Shopping Registration.” Where you will be directed
to the following page so you can create your account and begin shopping
online so orders can be delivered to you. After you have registered and
created your online account, there will be further instructions on how to
request a Store Purchase Card (SPC) so you can go to your local Office
Depot Store to receive your discounts.
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5. Please enter your OnePoint Member ID, First Name, Last name in the
fields. The phone number should be ten characters including the area
code. Order confirmations will be emailed to the email address entered in
the Email Address field. Enter Company Information w/Ste. #’s if
applicable.
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Login and Password Information:

The Login Name and Password are what you will enter each time you
order products from Office Depot online. By Default we will use your nine
(9) digit OnePoint Member ID as your login, and provide a temporary
password, if that login is already in use we will use the email address
provided as your login, if that too is in use then a representative of Office
Depot will contact you to resolve.

When you login to the Office Depot site for the first time you will then be
able to change your password to one of your choosing. Passwords are a
minimum of 6 characters and a maximum of 10 characters and may either
be alpha, numeric, or a combination of both. You must type the same
password in both boxes. Remember to keep your Login Name and
Password in a safe place for security purposes.

(Note, once you are registered, and your login info is received and
updated, you will be able to access Office Depot Business Solutions site
at the web address below, please bookmark or add to your favorites for
faster access): Website: https://business.officedepot.com/

Shipping Info: (required)

Please provide valid shipping information which consists of the street
address, city, state, and Zip/Postal Code. The first line of the street
address must be a valid physical delivery address “NO POST OFFICE
BOX NUMBERS (P.O. Boxes)” and must match the U.S. Postal Service
database. Please be sure to include “Street, Avenue, Drive, Way, etc.
when typing your street address and enter floor, suite, room, or building on
the second address line.

If you are having difficulty with the street address you can verify your
address on the “US Postal Service Zip +4 Code Look-up site” by clicking
on this link: http://www.usps.com/ncsc/lookups/lookup_zip+4.html. Or you
can browse to http://www.usps.com and click the “Find a Zip Code” link in
the upper left corner.

Payment Info:

Upon placing your first Online order, at time of checkout, you will be
asked to enter your credit card information. The Credit Card information
entered in this area should be typed without spaces or dashes. We
accept, Visa, MasterCard and American Express.



https://business.officedepot.com/
http://www.usps.com/ncsc/lookups/lookup_zip+4.html
http://www.usps.com/
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Office Depot’s Store Purchasing Card (SPC)

Choose how and where you want to shop, by using your Office Depot
Store Purchasing Card (SPC), you will receive your OnePoint Business
Purchasing program pricing in any of our 1,100 locations.

1. Once you have registered your online account profile a Store Purchasing

Card will be sent to you automatically to your address on file within 2-3
business weeks.

2. Your Office Depot Store Purchasing Card is not a credit card, it reflects
your OnePoint Business Purchasing, member discounted pricing, and
relevant account information. Payment method accepted for purchases
are credit card, cash, or check.

3. Instructions for Mobile SPC Number - Click on the “My Account”
button in the upper right hand corner. Once you have clicked on “My
Account” you will be re-directed to the page below.

l Logout

office Order by item Number tin Board | b 3 L = Q i; é "=' '\'E! Zomm
DEPOT ’*| My Account > Ordars»  Quick Enry « Cart

Mylists > Cart
Office Supplies Paper  Breakroom Ink & Toner Cleaning Copy & Print  School Supplies
Home

Manage Account
Create and store your information for easy access.

Order Tracking

My Recent Orders Search By: ty e ) Future Orders
Status: e x

Orders Pending Approval

No orders found pending Date Range: |

approval Min: Max:
Doliar Range:

Approver: [

= + Go to Future Orders
My Profile ‘SEARCH DADERS.
v

-y
* Sel

My Shopping Lists

Select an existing list Create a new list
i List Name: « [
Online Reporting Comment:
forvermd aaleyaiisoth VewLsT
Our new Online Reporting ¥ S o rouminclens o yokumel Type:

Online Reporting

Need Help?

* Emai Assstance
. FAQs

Site into Customer Service Company Info Specials Customer Tools.

Copyright & 2014 by Office Depot, Inc. All rights reserved.
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4. Once on this page you will need to direct your attention to the left hand
side of the page and click on the button “Store Purchasing Card.” You
will then land on the following page, so you can sign up for the Mobile
Store Purchasing Card Application for your smart phone. (Please note

this app is only compatible for

Home

cab
Order by ltem Number | Sulle

Android and Apple devices).
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My Account» Orders~ Quick Entry v MyLists » Cart »

Office Supplies Paper Breakroom Ink & Toner Cleaning Techneology  Fumniture Copy & Print  School Supplies
Home / My Account

My Account
Manage Account

Create and store your information for easy access.

* Manage Contacts -
* Manage Shp To Order Tracking
* Manage MEMBER#
My Recent Orders SearchBy: [goo o ) Future Orders
Manage Users o crders witin he (owmramte KB
* Acd New Users 2 IR %
* Edit Active Users Orders Pending Approval — 2 &
* Activednactive Users No arders found pending DateRange: ()R E—
* Tiered Approvals apprivel .
* Procurement Card Min: Flu; .
Registration Doltar Range: ) 4 GREAT 180
Approver: [ 2 Seloct Approver s 7
* Go to Future Orders
My Profile

* My Profie Overview
* Select Ship To

* Select Contacts

* Select MEMBERY

q:

Online Reporting

My Shopping Lists

My Proxy Agprover

Stoee Purchasing Card Select an

[Bindars

Online Reporting

» Go to Online Reporting

Need Help?

* Emai Asastance

* FAQs
Talk with a
Aepresentative
Chat Now

existing list Create a new list
3  ListName: - |
C
Type: O company-wide
© Personal List

CREATE LIST

Company Info
Affifate Pri

Copyright & 2014 by Office Depot, Inc. All rights
subject to change. All use of the site is ) the
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¥ - n ne, KEVIN ADMIN | A
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DEPOT. ‘ O\] My Accounts Orders~ Quick Entry v MyLlists» Cart + ”

Office Supplies Paper Breakroom Ink & Toner Cleaning Technolegy  Furniture Copy & Print  Scheol Supplies

114 - Logout

Home / Profile Overview

Manage Account A
v Save time & money
* Manage Ship To - o
* Manage MEMBER# Go mobile and request your Store
Purchasing Card today.

Manage Users
- £t A Csers Office pEPOT B RS
* Activeinactive Usors BUSINESS SOLUTIONS o ﬁ. ] &
* Tiered Approvals // A
* Procurement Card i

Registration
My Profile Store Purchasing Card allows you to receive the lower of the retail store price
= My Profle Overview or your custom business account pricing when you shop in our retail stores. You
* Select Ship Tc . agte . ap
. s::, c';'.‘,’,,‘; may pay by cash, check, credit card or account billing (if you have account billing
* Select MEMBER¥ s 7 4 5
= My Proxy Approver on your business account.) Any single transaction may not exceed $1,000. Daily

* Store Purchasing Card
Transactions are limited to 5 per day and may not exceed a total of $2,000.

Need Help? To request different payment options or transaction limits, please contact
® E As:
£ Do Asdatance your account manager.
% Talk with a
Aepresantativ
C:n:‘::w g - Required Information
Cardholder Name
KEVIN ADMIN

Company Name
Phone

Email

kevin her®@ otficedepot.com

Ship To
4 MAMPTON GROVE LN
DARDENNE PRAIRIE MO 633608267  USA

Change Ship T

Cost Center

[ Please mail a Printed Card

C Terms & Conditions
By signing here you acknowledge that
you have read and agree to the Store
Purchasing Card Terms and Conditions.

5. You will need to complete all fields on this page insuring you check the
boxes labeled “Please mail a printed card” and “Terms and Conditions.”
Once you have checked the two boxes you will need click the “Next”
button. After you click next you will land on the following page.
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Save time & money

Go mobile and request your Store
Purchasing Card today.

Office pEPOT
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Please confirm your information below.

Cardholder Name Phone Ship To
TEST USER 5814281282 2200 OLD GERMANTOWN RD
DELRAY BEACH FL 224458222 USA
Email
tammy.troy@cffioedecot. com
Company Name Printed Card
ALLY_CO NC

e

6. This is the Mobile SPC confirmation page and you will need click the
confirm button in order to process your request. Finally, after clicking
confirm you will receive a Thank you page as seen below.

Save time & money p—

Go mobile and request your Store
Purchasing Card today.

Office pEPOT = -

\
\
BUSINESS SOLUTIONS = ﬁ- { 'A e
Thank you
You should recsive a notification within the next 24 hours to sllow you to print 8 temporary card
Go Mobile
You csn now view =nd use your Store Purchasing Card on your mobile > GEY IV ON Available on the
Sevios. > LEARN MORE P C soogle play D App Store

7. Please note on this page it informs you that you will receive an email
notification within 24 hours allowing you to print a temporary card. The
“Hard” card will deliver within the next few weeks. In addition, if you prefer
to “Go Mobile”, this page provides instructions on how to download your
SPC onto a mobile app from your Android or Apple phone/device.



Office

DEPOT Max

ONEPOINT

Once you have received confirmation that their SPC Card is available, they can
login to the BSD Mobile App and start shopping! Note: The BSD Mobile App is
only available for Android and Apple phones.
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6393 820 0039
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Login Screen

User accesses BSD mobile
app from their mobile device
and successfully logs in.

Home Page

User accesses home screen
and swipes to page two

Page 2- SPC Icon

User accesses page two
and clicks purchasing card
icon

Mobile SPC card

User accesses SPC card.
SPC card renders 2D bar
code as well as account
number in order to
accommodate POS systems
that cannot scan barcode




