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CUSTOMER SUPPORT

Hours of operation:

Monday — Friday, 8:00 A.M — 8:00 P.M. (Eastern Time)

Live Chat:

For immediate support, chat in real time with an online representative

E-Commerce Support Desk:

For customer service and technical support Call 800.269.6888
or e-mail ECsupport@officedepot.com

SHIPPING AND DELIVERY SCHEDULE

Delivery schedule:

Monday — Friday. Order by 5:00 P.M. local time, and your order will be
delivered the next business day (between 8:30 A.M. and 5:00 P.M.) in
our local delivery areas. Some furniture, technology and special order
items are excluded. Deliveries outside our local delivery areas will be
assessed a delivery charge based on total order weight (minimum
charge of $9.95).

©Copyright 2009 by Office Depot, Inc. All rights reserved.Office Depot is a registered trademark of Office Depot, Inc.
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1 TIMESAVING FEATURES

Office Depot’s Business Solutions Division has enhanced its website with more intuitive,

time saving features for your convenience. We have added expandable menus to help you

navigate the site even faster. Popular tools such as “Order by Item Number” and “Ink & Toner

Finder”, are all accessible on the homepage. You can also quickly manage your Shopping

Lists and keep track of your orders, making your online purchasing experience better and

more efficient than ever.

_(Find items faster & with fewer clicks
kW/fh Enhanced Drop-Down Menus

Keep track of your selections and your subtotal with
our Shopping Cart preview that appears on every page

Access new tools like Recent Orders, Shopping
Lists and Order Tracking, right from the homepage

Wk, IS0 RECERGN VSRR o OFTCE DEPOT TEST ACTOLANT | Legea

-

[T — F-e—— A Trw | Faper | COpTE TR | T Degm | W e
Eant Gupos i & R e ]

G Puboes, Favaiwsl  Ple Foilers. Bavn Bowiies "R 8.7 u-z Visi Se Vap

BT MnGE s [y e

Bhsiaige Pt & My

Bioen Order o a0 | Drmmnt | VBT LI | S S

Office pEroT Locmer s oy Pama
o e ieny Moty v P pp—
s, A0 RADALEIn AN of OGS CHRCT TRIT ACEOUNT » Lageus

e — o | VenMPFOLAsAE B Wi P GordPrer  TemDac B Bes

P Al ED B GeH ad Kk m ©F @R BT WD ViSRS Mg
- . o P Eatres
s ey ey Ry
ra—— [ — [rmi i
iyl o ey e —
premy e vy npneert [
s S fratiossll vy - st bn
Nuirzom Cosamon Mgrc Pocee & Foc oo Nza Coe.
sy et e Rms Gz
P [rimpa e, [—
jreeiy iy . [en
iy Mia Fekion Mhgoly Mg Souma Pade P Surce
=y vou Orpinam v
i Ak Prdets L) LI b | G
reit e Snnats Bup
[T —

S

-
—>'E 3 item(s): $79.65 v FREE shipping
- Stare Crder ~ Wisw Cart | Chack Out | My Shopping Lists | ~ My Shipto
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Welcome, BSD REDESIGN USER of OFFICE DEPCT TEST ACCOUNT - Logout

ou have items saved for later” VIEW SAVED ITEMS Hy Orders

Edit , = My Recent Orders

= Qrder Tracking <&
= Orders Pending Approval

My Tools

= My Shopping Lists
= Qrder by ltem# <

= My Profile Cverview
= Online Reporting
= Propri Items

Enjoy catalog shopping convenience Use the ‘Order by Item Number’ tool and the product images and
with expandable A-Z index descriptions are automatically displayed as you enter them.

TIME SAVING FEATURES

https://business.officedepot.com
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2 GETTING STARTED

LOGIN

FORGOT YOUR LOGIN
NAME/PASSWORD?

ORDERS FOR FUTURE
DELIVERY

Point your browser to https://business.officedepot.com

At the login screen, type the Login Name and Password (not case sensitive).
Your Account Manager or Super User will provide this information.

PLEASE NOTE: You will be given four opportunities to type the correct Login Name
and Password. After the 4th attempt you will be locked out. If you are locked out,
you will be instructed to contact Office Depot’'s E-Commerce Support Desk for
further assistance.

Office pEPOT
[T Arr—

Sign my eompany up Absut Office Depat | Learn Absut BSD Lagin FAQs

WE PROVIDE SMART SOLUTIONS THAT
HELF YOU TAKE CARE OF BUSINESS.

» ABOUT BSD

Busi & Solutions

T e R
* Home Business Plase enler your Iogin Nama and passward. ¥B pIOvie Bveryday OTiCH e15entals ANd SOAIKONS 10 Feip
= Smal Business i Lk cavn of busingss. Clich Sign Up lo learm mere.
 pao e wgnrwne ([ ] {SEHE
- Largs Businass L J
- MasonaiGR0al Eim Basomond Customar Service: §58 363 3423 (888-3-0FFICE)

Forges v g name . Technical Suppen: B00.250.6860

i et
-'GM"“ = S harastam a7 s i
+ Edusation Sehifons {Cookies s e kg )
= Diveraity Sohaions

Copryngre C2000 Ly Ofce Dupod. It AL Pl fikirve

At Office Depot, we take security seriously. If you have forgotten your password
click on the ‘Forgot your login name/password?’ link. With this feature, you

can access the BSD website by providing the secret question and answer you
previously selected. You may also call the E-Commerce Support Desk directly
(800.269.6888 M-F, 8:00 a.m.-8:00 p.m. EST).

You can place advanced seasonal or school orders and have it delivered at a future
date of your choosing (no sooner than 21 days and no greater than 180 days). To
place an order for future delivery, click on ‘Place Future Order’ right on the login
page or, if you're already logged in, go to Our Services in the top navigation bar
and then click on ‘Future Orders’. This will take you to our Future Orders website
where you can shop and then select your desired delivery date.

PLEASE NOTE: Your Login Name and Password will be necessary to access this site.

http://business.officedepot.com GETTING STARTED
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BULLETIN BOARD The first page after login displays a Bulletin Board that can be used by your
Company to communicate with end users. Your company’s logo can be displayed
on the Bulletin Board and messages can be updated as often as necessary.

( N

Bulletin Board

Last update by: BSD REDESIGN USER

“**¥ou have items saved for later**” | VIEW SAVED ITEMS

Your Messages Edit

BUSINESS

Office pEPOT soLuTions
DIVISION

Click_here for Custom Stationery Online.
bsdloge.gif
05-Gileadwebpic.JPG

Click here to reqister for a Store Discount Card

Messages From Office Depot
You are Invited!

Cffice Depot has redesigned the Business Seluticns Division (BSD) website to better help you and your company take care of business.
‘We are excited about the launch of our new site and, as one of our select customers, we are cordially inviting you to begin using the site
prior to its official launch later this year. During this preview, you will be able to use both the existing and redesigned Business Sclutions
Division websites so that you can become familiar with the new site's enhanced features. Once your three-week preview pericd ends, you
will be officially transitioned onto the new website.

The URL for the new website is hitps.//business.officedepot.com. Yeur Login Name and Password are the same.If you experience difficulty
connecting to this site, please notify your |T department of this new website address.

Learn More

Link to the New Office Depot Website

Your comments and feedback about the new site are very important to us and we'd like to hear about your experience. We welcome you to
begin using this site immediately and to share feedback on your experience by email by clicking here.

Office pEroT

+ Amazing selection and great value on everything your workplace needs for cleaning & breakroom. Features 1,600 items and
more than 1,000 new products

GETTING STARTED https://business.officedepot.com




EDITING THE BULLETIN
BOARD (Under the
Bulletin Board tab)

http://business.officedepot.com
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The Business Solutions Division catalog
is available now!

To receive your new BSD catalog, simply add tha
appropriate SKU to your next order.

= BSD Solutions Big Book = SKU 283-510

= Education Edition - SKU 277-138

= Government Edition - SKU 277-102

The Bulletin Board is divided into three sections for three separate avenues of
communication: Super Users to Account Users, Office Depot to Account Specific
Users, and Office Depot to all BSD Users. To proceed to the homepage, just click
on the ‘Continue’ button.

Bulletin Board Administration
Bulletin Board Options

Logo Image
{Fila nama must ba all lowarcase and may not includa spacas.)
Filename: bsdlogo.gif (aif or Jng)
Text Color
@ Color Name: Black [

O Color Hex Value:
Bulletin Board Text

Maximum 4000 character

[TXT TR UPDATE |

Super Users can edit and insert their company’s logo onto the Bulletin Board. Click
on the ‘Edit’ button that is located on the right-hand side of the Bulletin Board.

You are able to enter up to 4000 alphanumeric characters. The Bulletin Board also
accepts HTML code — please contact your IT department for assistance. Always

click ‘Update’ at the bottom of the page to save changes.

To place your company’s logo onto the Bulletin Board, or change an existing logo,
e-mail either a .GIF or .JPG formatted graphic, by clicking on the ‘Email Image’
button (to automatically send an e-mail to ecaccounts@officedepot.com). The
E-Commerce Support Desk will confirm the integrity of the image and notify the
sender when the image will be available for an upload on the Bulletin Board.

PLEASE NOTE: All viewable company logos submitted by 12 P.M. EST on
Wednesday will be available by 12 P.M. EST on Friday.

GETTING STARTED
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i § ORDER ENTRY

SEARCHING THE
CATALOG

CATEGORY SEARCH

VIEW ALL
PRODUCTS A-Z

ORDER ENTRY

You can search for products by Keyword, Office Depot Item Number, Manufacturer
Number, Customer Item Number, Category, or View all Products A-Z. Searching by

Item Number displays only one item while searching by Keyword might yield a page
or more of results.

For your shopping convenience, the Search feature appears on every page on
the site.

Select a category to browse from the homepage by placing your cursor on a
product group, like Office Supplies, Furniture or Technology. The screen will
expand to show a list of all categories available. Select a category to view. Next, the
screen displays a list of subcategories, which you can select to view a list of all the
items available.

Click on ‘View all Products A-Z’ to search by categories in the index. Place your
cursor on the letters to view a list of categories. Next, a list of subcategories will
appear. Make your selection to see a list of subcategories or items.

( B smmi sss FREE shipping
- Store Crder o Vaw Cs | ChechiOut | My Shosping Ligls | ~ My Shioks
Office pEPOT Locmior~ by hem v
Faliimg orw of Barciney Fred 8 Sicre Cuich Grdast ALCOUnN! B 1E1TRIS
Welcom, BED REDESIGN USER of GFFICE DEPOT TEST AGCOUNT - Logout
Office Supplies Fumiture Technology Our Services My Account
seageH [ [ Vi ATPROQUSIS AZ | Ink S Tonor | Papht | CopyA Prat | Toch ol | Bulétn Baar
A'B  G.D  E<F G led KL m 0.P GQ.R 8T U.2 Visit Sits Map
Mesning Mesas Waigeren Hema Bpages.
Meching Pager Rl M Wongy Harding Hemegieng
Mesing Sungs Messhanicsl Ponsiy Menasr Produss Negking
Megriling Losos Media Menisory esworking Equlmeni
Meilers Media Latsid INcearial Mscerd Bocks
Meiing Tutes Medis Encrage Moy Plasnary Nerarial Bogls & Sramps
Mo Beeipman Mama Pagar & Bace Mep G C3nte
Musinaim Supsisol Mesags Faas Msthrrional e Dagarso
Maragemost Mesars ang Scaios Miourring Proaucs HRLADOG, COTaUET
Maragbial Mibage Focards. Meuds: [y
Maria Fio Foisars Moz Fang Meute Pade b S1amps
Mip Moo Drpanizers Multiod
Murkons Moo Prcsaml Malimesia Click to Livi Chag
Masiing Tape Modoms Mutimedia Sxmge:
e I e CRAScheddls
Canfinue Shepping m

PLEASE NOTE: On the search results screen each line item displays an ‘Add To
Cart’ and an ‘Add to List’ button. ‘Add to Cart’ adds the item to your Shopping Cart
and ‘Add to List’ adds the item to a Saved List.

You can narrow you search by clicking on the search modifiers located on the left
side of the screen.

https://business.officedepot.com
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ORDER BY ITEM # Our ‘Order by Item #’ feature allows you to add items directly to your Shopping

(top of the homepage) Cart or Shopping List. Simply enter the item numbers, tab to see pictures and
descriptions. Enter your desired quantities, then click ‘Add to Cart’ or ‘Add
to List.
4 )

Order By Iltem Number

Enter ltem Number(s) & Quantities

Enter the 6 or 9-digit item number and guantity
for each item you would like to arder in the
appropriate fields below. Example Item Number:
910-348-037 or 940650

Where do | find this?

Item Number Qty
1
Office Depot® Brand Recycled File Folders, 113 54 99
Cut, 8 1/2" x 11", Manila, Pack Of 100{315515) Your P.rice
box
Remaove
Comments

Enter more items [+]

ADD TO CART

ADD TOLIST
Go To Comparison Genter
Go to Shopping Cart
Go to Order Tracking
Go To My Shopping List

R ———————————

http://business.officedepot.com ORDER ENTRY




Office Depot e business.officedepot.com User Guide

INSUFFICIENT
QUANTITIES

MY SHOPPING LISTS

10

ORDER ENTRY

Ordering online from Office Depot’s website gives you access to live inventory.
If Office Depot does not have the quantity of the item you request available, an
‘Insufficient Quantity’ screen will appear.

( )
Home > Find Your Product

Q Insufficient Stock

The item you requested was not added o your cart.
You requested 10, however, only 4 are available at this time.

List Price Your Pricefunit
= $13.09 $11.69 f each (3 Order 4 now and backorder & for
. Wausau® Extra-Heavyweight Exact® Index Card Stock, 110 Lb., 8 172" x 11", %’“(';e rdd e'[;"e“'l‘
| = Grey, Pack Of 250 Sheets er 4 only
© T Rem#424134 Entered ltem # 424134 O Do not acd to cart

Alternate ltems

Enter quantities to erder alternate itermn(s)
Unit of measure of alternate items may differ from that of the unavailable item
Alternates are not Intended for coupon offer substitution
Your

List Price Pricaiunit
AERO%
Hitetiat $21.78 $9.53 1
e ream
[ e Xerox® 110-Lb Index Card Stock, Gray, 8 1/2" x 11", Ream Of 250 Sheets
S liem # 4562446
- $13.99 $9.39/ each
E" Wausau® Extra-Heavywelght Exact® Index Card Stock, 110 Lb., 8 1/2" x 11", Canary, Pack
1= Of 250 Sheets
ltem # 424116

Continue Shopping SHOPPING CART

- “Order 4 now and backorder 6 for future delivery”: Orders the quantity available
and places a backorder for the remaining quantity.

- “Order 4 only”: Orders only the quantity available.

- “Do not add to cart”: Allows the user to select an alternate item for this order. Item
will not be backordered.

If no message appears and the item(s) are added to your cart, your items are in
stock and will be shipped to you on the next delivery day.

There are two different types of ‘Shopping Lists’ for fast and efficient ordering.

= ‘Company Wide' lists are created and maintained by your Company Program
Administrator or ‘Super User’, but can be used for ordering by all users.

= A‘Personal’ list is only accessible for the user who created it.

To begin working with a Shopping List, select ‘My Shopping Lists’ on the Shopping
Cart view at the top of the screen or under My Account. The ‘My Shopping Lists’
page appears with an index of currently available shopping lists. Once you opened
the list you want you can change the item quantities if needed, checkmark the box
next to each item to select (or click ‘Select All" at the top to buy all items on the list),
and click ‘Add to Cart’ at the bottom of the page.

https://business.officedepot.com
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Please note: You can also click on ‘Create New List” and the ‘Create a New
Shopping List’ page will appear.

-
My Shopping List Details
My Shopping List Contents

Rename: |Carla Reminder: Select Start Date 08/11/2009 | {mm/ddiyyyy)
Comment: Reminder Freguency: [ Cancel/None B:
() Company-Wide List m
Type: ® Personal List
Rename or edit comments in the cormesponding fields and Emall Address:
click *Update" to save changes.
noreply@oficedepot.com
—— cHavoe
Your Select
Description e Pricel aty. o S
unit =
Zebra® Z-Grip™ Retractable Ballpoint Pens, 1.0 $6.84 $584/ [p UPDATE $0.00 =]
mm, Medium Point, Clear Barrel, Blue Ink, Pack Of dozen
12

Item Number 288587 Entered Item # 288587
Manufacturer # 22220
*» Mot on GSA Contract

Category Ballpoint Retractable Pens Group

Paper Mate® Comfortmate™ Retractable Ballpoint  $0.87 $0.34/ o UPDATE $0.00
Pen, 0.7 mm, Medium Point, Blue Barrel, Blue Ink each
ltem Mumber 328809 Entered [tem # 328809
Manufacturer # 631-01EA
+ Not on GSA Contract

O

Category Ballpoint Retractable Pens Group

Remove | Move

Subtotal: $0.00

My Account | View All Lists | Delgte this List | Shopping Cart

ADD TO CART

For more information on how to add items to a Shopping List or how to modify a
saved one, click on ‘How to use and create lists’ on the My Shopping Lists page.

Our Ink & Toner Finder provides a hassle free way of replenishing your printing
supplies, perfectly matched to your machine. Simply select the ‘Ink & Toner’ option
on the Home page.

Select the brand, printer and model from the drop-down lists and click ‘GO’. When
the results appear you can save your search, so that it's all right there every time you
have to order additional supplies.

P
Ink Depot

Shop Ink & Toner

Search by brand name and model or simply enter your cartridge number

Find by printer

[ Hewlett-Packard H“]
Wiew all brands ‘ Search Tip: SAVE THIS PRINTER
[ laser printer/fax I—:—i Save .
your printer to your ; &
[ F 14250 l"*‘] account and avoid using My saved printers (edit)
aserje L 2 the finder menus. Instantly [ Choose a saved printer l—:-i
view all the cartridges
OR available for your model.
Find by keyword

[I

http://business.officedepot.com ORDER ENTRY 11
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PLEASE NOTE: The top ten printer manufacturers are listed at the top of the
Manufacturer drop-down list for your convenience.

CUSTOM PRINTING This feature allows you to design and order your own customized stamps, business
stationery, business cards, forms, etc. There are three ways to access the Custom
Printing homepage: under Our Services, by clicking on Copy & Print, or by typing
in a keyword.

Once you enter the Custom Printing page, choose one of the categories, select and
design the item, then add it to your shopping cart. Once you add the item to your
cart, you will be taken back to the BSD website.

(" 3\
SEARCH | |m View All Products AZ © | In  Tech Depot . | TechDepot | Bulletin Board
Copy & Print
Customer Servi
A-B| €-D| |E-F| G-H| | 1-J | K-L| M-N||O-P| € Gciomprining Visit Site Map

Future Orders
Home = Office Supplies > Custom Printing

All Categories = Email Assistance
Badges & Luggage Tags (30} Green Products (39} = FAQs

Bags & Travel (4) Greeting Cards (32) Talk with a
Banners (7) Hollday Cards & Accessories (237) Representative
BIC Writing Instruments (10} Hollday Gifts (9) Chat Now
Business & Desk (1) Labels (41}

Business Cards (31) Letterhead & Envelopes (39)

Business Envelopes (62) Magnetic Slgns (8)

Calendars & Planners (T2} Memo Pads & Post-it® Notes (10)

Checks & Forms (367) Notepads & Cubes (2}

Custom Forms (86) Postcards (2)

Custom Stamps (162} Presentation Folders & Binders (18}

Custom Stationery Online (4231) Promotional (6)

Embossers & Corporate Kits (45} Raffle Tickets (3}

Engraved Desk & Wall Slgns (116} Stamps & Daters (167)

PLEASE NOTE:

= Custom Printing orders will be given a separate order # which may also be
viewed/tracked on the Order Tracking page.

= Custom Printing orders are considered special order items that are sent via UPS,
are non-refundable/returnable, and may take 7-10 business days for delivery.

12 ORDER ENTRY https://business.officedepot.com
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PRODUCT COMPARISON When searching for items you will see a compare box under each item image.
To compare the different product features of up to four items, check the compare
box under each and hit the ‘Compare Selected ltems’ button to go to the Product
Comparison screen. Remove an item from the Comparison by clicking ‘Remove’
just above the image.
-
Product Comparison true Shospng ping Cart 1 GoTo " " el
Comparing 4 Products.
- K Raemove Rard.e Rercie
— t This Page p—
o -
- /f ﬁ
7 &
Papér Mate® Ballpoint Stck Papeér Mate® Balipoint S3¢k BIC® Round Stic Grip™ BIC® Soft Feed® Retraclable
Pens, 1.0 mm, Medium Pens, 1.0 mm, Medium Batpoint Pens, 1.0 mm, Balipoint Pens, 1.0 mm,
Point, Baack Barrel, Black inik, Point, Blue Barrel, Blue Ink, Macwm Point, Claar Barrel, Medium Point, Biack Barrel,
Pack 0112 Pack Of12 Bige Ink, Pack 0112 Black Ink, Pack 0712
Rem # 161554 tem # 18157 tom # 11226 tem & 655255
Rating: + Rating: Rating:
oy [~ oy [ oy R oy D
ADD TO SHOPPING LIETY ADD TO SHOFPFING LSY ADD TO SHOPPING LIST ALD TO SHOPPING LIST
Yous Price $0.69 $069 $206 $11 40
List Price $4.14 $4.14 $4.20 $11.40
Rem # 181594 181578 112266 655266
Uit Of Beasure dozen dozen dozen dozen
Barrel Color Black Blue Clear Black
B and Name Paper Mate Paper Mate BIC BIC
Giip Type nbbed nubberzed
ink Color Black Blue Blue Black

You can add an item to your cart from the Product Comparison page by entering
the quantity and clicking on the ‘Add to Cart’ button. You can also add the item to a
shopping list. You can delete all items that appear on the My Comparisons screen
by clicking on the ‘Remove All’ link.

http://business.officedepot.com
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P heckour

Each item you select is placed in your cart. When ready, click on ‘Check Out’ in the
Shopping Cart view at the top of the screen to go to your one page order review
and placement.

Ve

Checkout
Prlesiri vitfy a0 O your order Informeation balow and chooss o of thi oplions Al I Bomom of i Bage 10 Sulsiil your orer, Neod Help?
= Emnal Agsistance
User Infermation Ehipping Informatien = Fids
T with &
User Name: USER
Phone: (513 p0MC0I0 w Ghat Now
Address: | oo ﬁ‘
I
Email Optiens =
V0 o3 Ik e sl CONTEMALIGR BoE This e,
B60d a0 emal CONTIABEN 10 AT Sontact:
Order Information
* Requred Iatormacn
Cost Cartter [Burbank
 Desktop | NIKOW
[ Miskon Bt rry il vishuas, f periltied
“Gontaot: BSD REDESIGN LSER ]
Contast Phone: ([513])[315]-[a0ee] s
l IWWMW
COMEnents ane ot uilkned by
Commant: | | —

O Payment Panding
(& Crodit ard

“Credl Card Number: Mo e or dissies (Le. BO0000BI000)
~Eapiration Dt = (= greitryyn)

Redeam a Gift, Merchandise or Reward Card
Card Nurnber: Pi:
r-'—'—'__”__| APPLY GIFTREWARD CARD |

Delivary Options

For Standard Delbeery: For Puture Delivery:

i you aew not avalable 0 recalve this oder on Te daie bekow, hen  To place an onder for FUTURE delvery, (delivensd in no less than
selieel @ Oeron] dotvary ol [Gate requesl applies 1 socked 27 g% aned 1o groaled Wiin 180 dinyd) Clok Mo

e, any Rers Shipped dirscty from M wengor will B Suivensd

BE pREVICUSYY Indicaled].

Select a desired delivery dabe:

Th, Qe 6,09 k&

Shopping Cart

CHECKOUT REQUIRED Required fields are identified with a red asterisk and will have a ‘Select’ button next
FIELDS to it if there are multiple selections/options.

The Payment Information section displays your payment method, or provides the
option of Credit Card or Account billing.

The E-mail Options section allows you to cancel your email order confirmation,
and/or enter the e-mail address of another individual who needs to receive a
confirmation or alert of the order being placed.

14 CHECKOUT https://business.officedepot.com
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fH
Commant:
COMBGIES B HOE

Commant: | | o Eivary Cosmiers.

Payment Infermation
* Requined Inlormaticn

() Payment Pending
%) Cradit Carg

= Cingit Garg Numbor: ity S0008S O dashes (L. DOD00GD0000)
“Expiration Diate: (= )

Redeem a Gift, Merchandise or Reward Card
y Nurnber: PN
F!P I _mmuunl
Delivery Options
For Standard Deilvery: Far Future Deliveny:
W you ddw ol avallable b recih this order on e dile bilow, Ben  To place an order for FUTURE I o> e i

[ e —
S0t & Offernei! Goivery DA [G8 QUASL ADORS 10 S90CkAD 21 OayS a0 na GROAIN! han 180 Qi) Chok Her
mwmmmmmuwuum

s praviously
Sedeot a desined delivery dabe:
Shopping Cart Hics images
Essimated Dulivery Dte: 10/08/2008
Description YourPrice! Ofy. Backorder Totsl Remows
umit
mwmmmmmm
3 aw:m;.q;mm 250 Shasts
ham & 1. 5 !
] Erered e i E3414 4 | 0 ¥ a
551, List Prica 5 wech
= * P o 34 Corindt
Commants:
Subiniak: 5
Dedvary Fee: 5
Digcount: $ )
A s %
Ak §
Total: §

Have you made changes o yor card or delivery oplion? mun

LT B0
BAVE CARTTOLST | PUIT THIS ORDER DN HOLD.

ik 1 wvarms yoen orver

To radesen coupan(s), click butten to thi right. Afser filling cut forma, plaass click Placs Ovoer THAE BLIPaN
(bttan 3t the bottom of the page. (Mare
Infoemsation?)

If you are not available for next day delivery, the Delivery Options section allows you
to choose from a range of valid delivery dates.

SUBMITTING YOUR The bottom of the Check Out screen displays the items you selected. Verify that
ORDER this information is correct and click either the ‘Place Order’ or ‘Put this order on
hold’ button to finalize your order.

PLEASE NOTE: If your order is automatically placed on hold for approval, the ‘Place
Order’ button will not be available and the ‘Place this order on hold’ button must
be used.

Your order is not processed until you click the ‘Place Order’ or ‘Place this order
on hold’ button.
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ORDER CONFIRMATION When ‘Place Order’ is selected, the Order Confirmation screen will appear. This
confirms that your order has been successfully submitted to the Office Depot
system. Your order can now be tracked by using the order number displayed on
this page.

Thank you for your order! i PN Fos

Your Order Number: 481357474-001
Estimated Delivery Date: 10/08/2008 View Crder Details

You will receive an order confirmatien email shortly. Please save

this email for your records. Your Cash on Delivery will be charged
when the order ships.

My Account
Wiew Order Details for This Order
Print Order Use the links to the left to quickly access information about your
Wiew Your Order History account. You may check the status of your order, view the order's
Wiew Your Account Information details, change the information in your account, or view your
Reorder previous orders.
Order Info Shipping Information
Account #: 21217836 RR 1BOX 8
Your Order Number Is: 491357474-001 BETHANY,
Cost Center:BURBANK IL
Desktop:  NIKON 61914-9701
. Contact:BSD REDESIGN USER usaA
Contact: ) htact Phone:(513)319-4099
Comments i
Payment Info
Cash on Delivery
Order Date: 10/05/2009 Order Number: 481357474-001
Delivery Date: 10/06/2009 08:30 AM - 05:00 PM
Description Your Price / Qty. Backorder Total Comments
unit
Wausau® Extra-Heavyweight Exact® Index Card Stock, 110 Lb., 8 1/2" x 3 i 4 0 846.76
11", Grey, Pack Of 250 Sheets each

Entered Item # 424134
List Price $13.99

¥ Mot on GSA Contract

Subtotal: $
Delivery Fee: $
Discount: s )
Miscellaneous: $
Taxes: $
Total: 5

O

ORDER TRACKING The Order Tracking function, accessible under My Account, allows you to check
the history and view the details of orders. With this feature, users have the ability to
view all orders or to filter orders using specific search criteria.

PLEASE NOTE: Depending on user profile settings, users may modify an order
if the status is in the ‘Held by Customer,’ ‘Held for Review, or ‘Held for
Restrictions’ status.

16 CHECKOUT https://business.officedepot.com
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HELD ORDERS

ORDER TRACKING
SEARCH CRITERIA
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Vs
Processed Orders
sl 1+ 10 6f 116 Pag: 1 2 3 4 56 | Mexts Last
Order umbar Total OrdarDuin  Dulivery Dase Crangostds  Cost Comior  Status Contact Trpa
451333535001 FE 100000 ERN Mo Coreeling TEST USER Qe
AFTTVIBAS-001 STLET 10MEH008 BRI Mo Cannlind TEST LSER Ot
43113075001 BAT 42 104272000 TR Ha =] Canerbed HOLD A v
4FTIHI00-001 BET 48 102009 D0 e ooz Penging auhgrizaticn HOLD A e
AFWTETAT001 $X0.73 1000008 TR0 Few TS5 Pording auhoripalin BED UKER et
AR OTET1-001 S18.78 102000 BSAR00 Vs 53 Pending auikaritalion BS0USER Wit Wi
AFIOTaEI-001 T8 1009 D e A Pending authorization BEDUSER Dvder
AT AIET-000 $18.78 10AU08 TR0 Yeu L) Bondng auhoriaion HED USER i Wie
A00950313-001 LS 22 1001000 1BNaE00 Ve Pendng auibamizaion ALPINE ACCESS 3 Wit Wi
A08EG112-001 5.3 1000150008 Rl ] il Pendng auhorzaticn ALEX GilSON v

If your user profile allows the release of orders on the Order Tracking screen, you

will see a checkbox in the ‘Select’ column for orders that have a status of ‘Held by
Customer’ and ‘Held for Review.’ To release these orders, check the box for each
order, and then click the ‘Release Selected’ button at the bottom of the page. All
orders checked will be released.

PLEASE NOTE: The ‘Held for Restrictions’ orders require workflow approval.
To release, the approver has to click on the order to open it.

Ve

Orders froen B3/HA2008 o 100MDHES
CHCK an OFGe HUMDET Ty S48 T details of your Snder, of 10 vidw delivary tracking Information.
Qrders Pending Approval
Feeault 1 - 10ef 17 Page: 1 2 | Maat, Last
“‘E‘" Ondar Numbor Total Grdor Baic  Dolvory Bats  Ghangeable  Gost Genbar Status Eoninct Type
ANIIETATE-DON SEDED WRSTO0R  EOTASODE Yea BURBANK Heiel B Dgecniat BEQ MECESIGN USER Cndes
4030 ERET-001 5i543 WRS0P  H0UEZ00E Yes ADDTESTZ i For Deposit CARLABACHGALLIPI Ondor
O senmeason ST A8 WROG00R  PCEI00E oe Gt g e Pty HOLD A Crdor
ARTUIR 145000 AR AT OSIGO0R  TTSCN ed HhS fon' Dpialit PEPENG CHDOY Cnded
A0 EI2.001 1758 WSARO0N  10TSI008 Yes Heid R Bxgucniit BSD MECESIGN USER Crnder
A A-00 o EUR R Yas M o Dapatat S0 ROCESIGN WEER  Cndar
0 ssossasroo $12046 WDLGO0R VORS00 os =] Mok by Comtormed  SALES FORCE Orndor
[ 54433 WBAO0N  EOTRO0E Yes [NEW} <COSTCENTERS- Heidby Gttt ALPMNE ACCESS 3 Orndor
ARDRAE0-001 * B0 SR RGN Yag (W) <OCETCENTER S Mgty Catiomet  DONNIE BARDER Crdar
0 ssosrsers-n0 $TA8 (RORG00R  TOMNAI00R s ooy Ik oaf Pt HOUD A Wi Vit
Cancel Sl
* - Aavancsd Onoees e Futurs Delvery

Filter your Order Tracking by Dollar Amount, Order Number, Item Number, Cost
Center, PO Number, Release, Contact, Status, Ship To ID, and Date. Select the
search parameters to use and click the appropriate arrow. The Order Tracking

screen reappears with the orders listed by the search criteria you selected. Sort
these orders by clicking on any of the column headers.

-
Orders
Use one of the methods below 1o locate a specific order.

Find Yeur Order Search By: | Order Number  [§]

Search by ilem or order Status: [aL @)
number, order status, or order " "

date range rom: o

Date Range: m FH
Min; Max:
Dellar Range:
Approwver: Salect Approver
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ORDER DETAIL To view the details of an order, click on the order number in the Order Number
column of the Order Tracking screen. From there you can Modify Orders, Cancel
Orders, Release Orders, Reorder Items or Submit Returns.

Vs
Order Detail
Order Information
Order Numbser: 494085466-001 Tracking:
Order Date: 10/202000 Status: Delivered
Ordered By: NEWBSD Shipping Date View Carton Details and Prool
Last Modified By:  ALPINECSR Deboary :’ Delivery
10/20/2000 32008
LestModiled O (1002 DatelTime:  08:30 AM - 05:00PM
Comments:
Shipping Information Billing Information
Shipping Address: [Billing Contact:
T
‘OFFICE DEPOT TEST ACCOUNT (561)438-1111 Ext.0000 TEST USER Ea'mw IEE U=ER
4662 JEFFERSON TOWNSHIP L Cost Canter
ﬂéflETTR.GA 30066 P it Method:
Account Billing
Order Summary
Dascription Your Price [ unit Quantity Back Ordered Shipped Total
JWOD Metallic Pushpins, Box Of 100 tem # 661401 $2.150 fbox 25 o 0 553.75
* GSA Schedule
of +
& ”
Comments:
- Smead® Paly Color File Foldars, 1/3 Cut, 8 1727 x 117, £11.690 [ box 2 1] i} $23.38
Assorted Colors, Pack Of 25 ltem # 835478
* Nol o GSA Conlract
» HUB
Commants:
e (Mfice Depot® Brand Copy Paper, 8 12" x 11°,20Lb,  531.990 [ case 2 1] L] $63.98
ESESSSS Ream Of 500 Sheets, Case Of 10 Reams llom #
~ 348037
- BEST VALUE
* Not on GSA Contract
Cormnints:
Sublotal: $141.11
Dedivery Fea: $0.00
Miscellangous: $0.00
Tanes: $8.38
Discount (51.41)
Total: $148.08
My Account | Print Order | Back to Order Tracking | View Search Resuits Emad Us Add To List  REQRDER ITEMS
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ORDER RETURNS You may create a return request on line by following these steps:
= Open Order Tracking to view orders.
= Click on the desired Order Number to place a return.
= Click on ‘Submit Return’ from the Order Detail screen.

= Select the item or items you want to return, select a reason from the drop-down
list, and click ‘Continue’.

= Review the information for the return and hit ‘Submit Return’ at which point you will
get a Return Authorization Number for the return.

Return Form

Order Info
(oA Yo P iy PR Y BN S R Thed ©NEnal o BEkEpeg wilhin J0 days IMaSEIEEND gy iems withini 14 davs). All refuens rust be

In Wair original pacicaging. Whian retuming merchandse in schange Sr credit, you may ke asvantage of Macing a relum ond e For
QroeTIng ANCINEr 1B M RN, MCEMNG CREOT 108 YOUT OrD 87, Svir AMDMANDS OF 81y Shar IDe Of returr, PIeRE e COMIC YOUr

GRS ries Reshisentativa

iy Murmieen= 38481 223001 Pickup &dduess:

Order Dabec  DIFIN0T COLUBUS OEORDA

PO MURE S 1338 VETERANG FrWY

L MURBERELT COLUMBUS, 8 219003016 LGk
COSTCTRG C-HOME Courrt | SHARMAY

OF NUME CREATDT 1 [SERVRREELERRN=. ok R R

Ermall Adiyuss: &) an sriad@fta osl-loch comn
I Son am nm e ordes confmption for this ordert

Order Summary
Ouantity ta Return Ouasetity Ordoenod Raason for Retura Your Price Link of Msasimn
J Choase $ra4a it
Smuadl Recied 1Py Fie Folders, 16 Cut, 3 17 S
It 0315515 D"“"F:L':I"‘
Dadiveera -
T L L
(Cakalcg Descriplion Incomec
) Contuira Racychet Contant Recued Wiong iteen
o R R e Dot Wissrt It
L. Diefictovis N
e Ordered Wrong Rem

Spacify ramber oTEgms being picked up

cancgl e chanped my mind aboul returming ight now, please cancel this and contnue shopping
£k “Continue® b proceed wih vour returs [[RlR TS

PLEASE NOTE: If a return has already been placed on an order, the Submit Return
button will not be available.

= You may include instructions for an Office Depot or UPS driver.

= Your return pickup will be scheduled to coincide with your next delivery, or within
5 days if no orders are scheduled.

= You may return most items in their original packaging within 30 days (most
technology items within 14 days). All returns must be in their original packaging.

= You may submit only one online return request per order. Please contact
Customer Service if you need to return an additional item from the same order.
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oY MY PROFILE

For easy access to your account’s current settings, click on the My Account
option located on the top navigation bar. If your Account Manager or Super User
has restricted your defaults, you may have limited access to view and choose: Ship
to Locations, Cost Centers, PO Numbers, or Releases. Your Office Depot Account
Manager or your company’s Super User will assist you if necessary.

MY PROFILE OVERVIEW

20 MY PROFILE

Ve

Hom > My Adotant

i

= My Profile Overview
= Select Ship To
= Salect Contaets

Craate and stors your infermation for sasy sccess.
Order Tracking

Select an existing list
| oRzeoR B
[VewOeT)

AEARCH nEnrps [T

» G 16 Fuburs Orders

Creale a new list
List Hama:

Commant:

Trpe: O Compary-Wide Lint
3 Porsonal List

Order Tracking and My Shopping Lists are available from the My Account screen

My Profile Overview is a one-page summary of your user settings. This feature can
be accessed from the My Account page, by clicking on the ‘My Profile Overview’
link, giving you the ability to view your settings. Click on ‘View’ to see the details for
each particular setting. Depending on your permissions, you may be able to edit

these settings.

(o > Iy Areount

My Prfle Ovarviow

Please take & rmoment Lo verify the bekow informsason.

Yeour Usor Settings
Mar ur contact

User Infe
EST USER

Need Help?

= Emal Asssfance
= Pl

Aecounting Flelds/Shipte  Vew =

Talk with &
Anfeesentatng
Chat Now

Parmissions  View ¢

Custom Catalogs  View (©

Assoclations  View =

Subseriptions & Sstlings
» Edit Lisov il & Sutweription

ogin Inf & Lost Passwond
ot
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SELECT CONTACTS Find Contacts on your Ship To by choosing My Account and clicking ‘Select
Contacts’ in the My Profile box. Select the right Contact for your order in the Select
Contact screen. To go back to My Account, click on the ‘Return to my Account’ link
at the bottom of the page.

~
Select Contacts

Current Contact: TEST USER
(561) 438-1111
test@officedepot.com

Contacts for This Shipping Address

These contacts are associated with your current shipping address: (00827)
To view other contacts enter search criteria below:

Search for a Contact By: [_Last Name .

O Beginning With (@ Containing e

Select Contact name Default Phone Email Address
(S KELLEAN TAFFE CAMERON TAFFE (561) 438-0244 KELLEAN.TAFFE@OFFICEDEPOT.COM
O DEBBIE MARTIN {B18) 557-1700 x1765 DEBBIE.MARTIN@OFFICEDEPOT.COM
0 TEST USER (561) 438-1111 TEST@OFFICEDEPOT.COM
CANCEL Return to My Account

SELECT SHIP TO Find ‘Ship to’ locations by choosing My Account and clicking ‘Select Ship To’ from
LOCATIONS the My Profile box. Search for and update Current or Default Ship To Addresses in
the Select Ship To Information screen, depending on your profile settings.

-
Select a Ship To
Your Current Ship To: Your Default Ship To:
oosaT ooBzT
OFFICE DEPOT TEST ACCOUNT OFFICE DEPOT TEST ACCOUNT
4662 JEFFERSOM TOWNSHIF L 4862 JEFFERSON TOWNSHIF L
MARIETTA MARIETTA
GA GA
30066 IDDEE
USh usa

Select different current or default Ship To by searching or viewing the entire list:

To view other Ship To enter search critaria balow:

Search for a Ship Ta: m Wiew ondy yowr Ship To List
Nexi Page »
Current  Default 1D Hame Address City State Zip Code
C 0 00531 OFFICE DEPOT TEST ACCOUNT 2T1T HIGHWAY 3063 VINTON LA TOE68-602%
O () 00682 OFFICE DEPOT TEST ACCOUNT .:.::?"T'_?’::zm HOBE SOUND FL 33455

50 BRECKENRIDGE LN

O (3 00748 OFFICE DEFOT TEST ACCOUNT STE 220 LOWISVILLE KY 402075929
O () 0079 OFFICE DEPOT TEST ACCOUNT RR1BOX9 BETHANY L E1914.9701
O () 00819 OFFICE DEPOT TEST ACCOUNT 201E 1STST PLANKINTON S0 57368-2021
O ) 00821 207T0STUSER 2200 OLD GERMANTOWN RD DELRAY BEACH  FL 334458023
0 ) 00822 DESKREQ 2200 OLD GERMANTOWN RD DELRAY BEACH  FL  J3445-8223
8] () 00836 KJGJKGJHGH 2200 OLD GERMANTOWN RD DELRAY BEACH  FL  33446.8333
2] @ 00827 OFFICE DEPOT TEST ACCOUNT 4662 JEFFERSON TOWNSHIP L MARIETTA GA 0066

0 ) 0DB3IS MXXTEST 1525 W HARRIS BLVD CHARLOTTE NC  IB262-8522
8] () 00837 LIAS TEST 2200 OLD GERMANTOWH RD DELRAY BEACH 33445-8223
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SELECT DESKTOP, PO, Select the category you need by choosing My Account and clicking on the
DEPARTMENT AND/OR appropriate link from the My Profile box. You can search and update the Current
RELEASE or Default settings, depending on your profile permissions.

(Select a Desktop

Your Current Desktop: Default Desktop:
None selected Description:
Description Direclions:
Directions: Directions:
Directions:

Select different current or default Desktop by searching or viewing the entire list:

To view other Deskiop enter search criteria below:

Search for a Doskiop
Current Default Deskiop Descriglion Directions
O 0 1234 DEMO

SELECT CAMNCEL Return to My Account

USER INFORMATION You can update your User Information, Email Address, Email Format and

AND SUBSCRIPTIONS Subscription options by clicking on ‘My Profile Overview’ under My Profile.
Click on ‘Edit’ or the ‘User Information & Subscriptions’ link and then click the
‘Update’ button to save any changes.

Account Settings
My Contact Infermation:

* ndicates requined field

*Fiesl Namu: ESD REDESIGN

Middle knitial [_'
*Lasl Name: psen
*Phone: R TERE ERN T |
Fax El_ III_ G I_
*EmailAddress:  [NOREPLY@OFFICEDEPOT.COM
el Remat Test ] gror confiumation emails)
Mading Address: 4540 COOPER RD STE 100
CINCINNATI, OH
451425049

Select an Address

Subscriptions:
Please choose fiom thi options below Lo fecehe calalogs, promotions and sendces
Emaik Postal Maik Phone:
¥ wWeekly Prometions F Manthey Promobons F Telephone Marketing

P Annual BSD Catalog

CAMCEL | Rétum 1o My Attount

To go back to My Account, click on the ‘Return to my Account’ link at the bottom of
the page.
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YOUR LOGIN ID You can change your password, security question, or security question answer by
& PASSWORD clicking on the ‘Edit Login Info & Lost Password’ prompt under ‘My Profile Overview’
from the My Profile box. Click on the Update button to save any changes.

p
Login and Lost Password Information

Change Login Settings

Login Mame BSD REDESIGN USER
Ol Password I
*Negw Password |
*Confim Password.
Password Expiras: Mever Expires

™ Loame inaulomatically

(Conims must be enabled for wdo logn )

Update Security Question

*Secunty Question: {Chaose a quastion below
ANV [amas
*Confim Answar. |owne

m Return to My Actount

PAYMENT INFORMATION You can change your method of payment by clicking on ‘Payment Information’ under
My Profile, depending on your user permission. Select the method of payment and
click on the Update button to save any changes.

e

Payment View [ Payment Information
Manage your payment Credit card
preferences

Credit Card Number:

None Set

Expiration Date: None Set

EDIT PAYMENT INFORMATION

To go back to My Account, click on the Return to my Account at the bottom of
the page.

PROXY APPROVER INFO If you are an approver in a Tiered Approval setting and you will be out of the office,
you may assign a Proxy Approver to approve orders while you are out.

Choose a Proxy Approver by clicking on ‘My Proxy Approver’ in the My Profile box.
You can search by the Proxy Approver’s User Id or Name or you may select from a
list of all Proxy Approvers in the system.

Once selected, click the ‘Active’ radio button to begin sending Order Approval
emails to your Proxy Approver. Stop Order Approval emails from going to your
Proxy Approver by clicking on the ‘Inactive’ radio button. Click on the ‘Update’
button to save changes.
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(My Proxy Approver
Edit Proxy Approver

Please be sure of the following criteria:

1) The proxy approver must have permissions to "View All Orders". Contact your super user or account representative to make sure.
2) The selected proxy approver has not been assigned a proxy approver.

Your Account: NEWBSD

Your Proxy Approver:  NONE CHOSEN

Status: O Active (away from office) @ Inactive

Select different current or default by searching or viewing the entire list:

SearchBy: [USERID  [%] [ seaRcH |
Mext Page »

User ID User Name Select
i BSD USER Select
@A % A &) _+=-] QI[P TEST USER Select
ALEXG ALEX GIBSON Select
ALEXSUPER JOHN SMITH Select
ALPINECSR ALPINE ACCESS 64 Select
ANITAWS ANITAWILLIAMS Select
ANTHONY&7 ANTHOMY LAGAND Select
ANVE19 AMBER VAZQUEZ Select
APOSTROPHE O'USER TEST USER Select
APPROVER2 APPROVER2 A Select
APPROVER3 APPROVER3 A Select
APPROVER4 APPROVERS A Select
APPROVERS APPROVERS A Select
APPROVERG APPROVERS A Select
APPROVERT APPROVERT A Select

PLEASE NOTE: Before choosing a Proxy Approver, make sure that the user is able to
View all Orders and will be available for order approvals. To go back to My Account,

click on the ‘Return to my Account’ link at the bottom of the page.
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6 OTHER FEATURES

TECH DEPOT You can use Tech Depot, an Office Depot company, for all your technology
purchases. Shopping with Tech Depot offers many advantages including a big
selection of over 275,000 technology items — even those hard-to-find ones. You'll
also find competitive prices, fast delivery — with most items shipped same day — as
well as technical expertise and the total team advantage of pairing a Tech Depot
specialist with your Office Depot Account Manager. Click on the Tech Depot tab in
the grey navigation bar or Tech Depot link on the homepage to begin!

4 Home Usa m-g Pch ﬁ::ﬂ' mﬁaom \
TECHDEPOT. | ¢ l
usiness
by Office pEPOT. £00,628 0388

Flardo -mCr Ortac QW1 Advanced Seanch

SHOPPING TOOLE ! HAROWARE 20 ; | HETWORKING WLAGE :
8 Horrs In cart A v [ a
.00 el | L
»Saved Cans i 4 || 1
Nivw Cart' Chachout - | {
smantShopping. |} j : Your one stop shop
» Cur Tc.nsslkaﬂcs > /| f G T h I
* Yo AR
» Spucis Foabu o [ or Green Technology
v TachDipel Bl ] -,
et [ Solutions
» Business Senices | .
» Clracance ' g 3R
 Erveronment
Frocaemin;
My Orders
v Ceder Tragking
» Saved Cans
¥ Purchass Histony
» By Catalog
» My Account (
) My Orcacs ?:;‘ma the lateet How Sale it Your Security?
T e —— Depat Catalog Frem Shredders and
tlmc“ [ | Wiewour Cataleg Baekups 1o Reeyeling Hard Stretch your
E sl Klscrecs | =+ hare, Drives Tech Depot has you IT budgeq
P " = == e
whama Inizematon k . remanutac-
' B Fricen u
4 M:i#l.:-:nmumm A tured HP
Gontact Us Printers!
e °1 ___°] B | sy Now
Praduct Finders — ' o
» Wby Fndée & Save
» Suppiies Finder ‘Where Buziness Goes for Intelligent Technolagy Solutions
I’mﬁ""“’ A o Dapst by Ofice Dapat we are descated ie * Expar Accunt Management ams sa4cializing in
b Dwakings Pl mesing ihe ol your v sclstions for Buvmers
b Connecivty Wicards | BUSSSS. Taeh Dapal aives b mak your buying + UG, BESSS cuTiomi senics 6 Sppon
¥ Compars Canter Wumu m1wwm
wmmmmmmm kg eriatation ﬁ
and L NENETER PIYGrETE, MG ﬂ
CHECK OUT cur FEATURED STORES
| imwent

ONLINE REPORTING ‘Online Reporting’ is a tool used to run Usage and Billing reports based on your

company’s spending. It provides the ability to sort the history of your purchases by
Summary, Cost Center, or Ship To location.

( ( You can manage and control your company’s

My Account w . . . : .
office supplies spending simply and effectively
g”'lllm'“ﬂﬂoa"':‘ SAASE R by clicking on ‘Online Reporting’ from the drop
nline Reporting . 1 , .

My Account : Eff;:%:’:g:;‘m down list of the My Account tab or in the My
Order Tracking = My Profile Overview Tools box to begin.
Orders Pending Approval * Online Reporting
My Shopping Lists = Proprietary ltems
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Online Reporting

Bill Management

» Review account details
» Pay invgeces onling

® Initiate inndicé disputis
» Obtain copies of irices
» Ragquest Proof of defeany

Bill Management

How To use Bill Management

SAVE FOR LATER

i have upgraded our Systanms to gl you mord oplions o manage your OfMce Depol accound. ¥We éncourage vou 1o use thase oplions, If
you hawe anyquestions please contact our Technical Support Desk at 800,269 6386

Usage Reporting

+ [Run Summary or Delailed reports for the past 13 months.

» ol & Summanzé by Location, Cost Genter, PO, &1t

» Dewmioad usage dala ko Microsoft Excel o porform addibonal
analysis

Lzage Repoding

Save an item placed in the Shopping Cart by clicking on the arrow under ‘Save for

Later’. This time-saving feature allows items that are placed in the Cart to be saved

and placed at a later date.

Ve
Shopping Cart
= List
Description Price
== Office Depot® Brand Inkjet Paper, 8 172" x 14,24  $13.40
| Lb, 500 Sheets Per Ream
| tem # 751331 Entered tem # 751331
= et BEST VALUE
»{'} Cordains Recycled Content
» GSA Schodule
Paper Mate® Ballpoint Stick Pens, 1.0 mm, %414
Medium Point, Blue Barrel, Blue Ink, Pack Of 12
tem # 181578 Entered tem £ 181578
BEST WALUE
® Mot on ¢5A Contract
Contines Shopgang
Save for Later
List
Description Price
Jem Office Depot® Brand Copy Paper, 8 12" x 11,  $15.06
20 LYy, Ream Of 500 Sheets
= tom Mumber 841145 Entered tom 2 841195
=y Marufectrer 8 00841 1RM
5 » Mot on GSA Contrack
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Continue Shopping  Fe¥aw €s]1]]

Your
Priceiunit Qty. Backorder Total
$4.89 fream [1 UFDATE 0 $4.69
SAVE FOR LATER
Rerave
Cormments |
$0.69 fdozen h UPDATE 0 $0.69
SAYE FOR LATER
Remaove
Comments |
Upsiste Cart | Empty Cort | Save Cart CHECK OUT
Select
Your Oty Extended all
Price funit ¥ Price r
$4.49/ [1_ $4.49 r
ream
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7 USER PROFILES (Only Accessible to Super Users)

A Super User is a user with the ability to maintain user and account settings online.
A Super User is able to Add New Users, Edit User Profiles, and Modify User
Permissions and the Approval Processes. A Super User also has the ability to

add and modify Ship To locations, Cost Centers, PO Numbers, Release Numbers,
Desktop Locations, and Contacts on the account. To start managing user accounts,
simply go to the My Account page.

(" B om0 Addd §50 00 mern for FREE shippng
L] Store Order o View Can | Crmen Our | iy Enspeing Limtn | o My Shipis
Office pEPOT. Cocator~ by lem # ¥
Ealngs e o i Find a See Quai Cegter Aoooun! & 21217836

Welcome, TEST USER of OFFICE DEPOT TEST ACCOUNT - Logout

DOffice Supplies Furniture Technology Our Services My Account

SEARCH I: Vi Al Prosucts A-2 § ink & Toner | Paper | Copy & Print | Tach Dupot | Bullstin Board

Home > My Account

y Account

= Manage Contacts. Create and siors your inlormation fer sasy access.
= Manage Ship To
* Manage Dyskiop Order Tracking

= Manags PO Mumbar
Search By: | Oeder Number 8]

Saatus: | ALL
Manage Users 5
Feam: Toc
- - -
& Acte il Ui Orders Pending Approval Min: Max:
= Tiered Approvals & 001 V222009 Dallar Rangs: 1

= Procurement Cand 40484 15290-001 1VITIN00 L -
x 4B2810T16-001 10/1672009 Approver: Sadect Apgemver
m + G0 to Fubare Orders
= My Profis Crvaraen Shopping Lists
Select Ship To L g
= Sedect Contacts Select an existing lst Create & naw lisl
= Sebact -
» Sedect PO Nuwbar 082609 Bl Ust Name:
= Sndeci Cosl Contor Comment:
My Proxy Approves  viEw LisT |
Type: 0 Company-Wide List
Nead Help? © Porsonal List
= Ema Aspiance [ERERIN

ADD NEW USERS Once you are on the My Account page, you can add a new user to the account by
going to the Manage Users box and selecting ‘Add New Users.’

(" B Oikeming: 3000 Add S50 00 more kor FREE hgeeng
Store Order w View Canl | Chack Ol | My Shogping Lisi | w ey Shwpis
Office pErPoT Locatorv by Mem#
[P — T— Find s $ione Chick Deder Account & J1217838

Welcome, TEST USER of OFFICE DEFQT TEST ACCOUNT - Logout

Office Supplies Furnitura Technology Our Services My Account

mu:m Wiw All Products A2 Ik & Toned | Papae | Copy & Prst | TechDapot | Buletis Boand

Hams = Agd Mew Ly

ICESIYIR A ew Vs
Manags Contacts

. Asesunt Number. 21217638 Rt hes
* Manage 5np 7o

< Manage PO haamir Login Settings

* Manage Cost Center e A

Fassword Expration: | very 80 =

= Biw Piiiwend Muysi be o lpast § characiens

= Tibrind Approvalh

* Procursmant Card Fisset Q ¥ @ Aner
TR

My Profila User Information

& My Praifl Crirviie Iibeites ot e fskd

= Selest Ship To “Fiest Moy

e ey Weckte Inal:

= Solect PO Number *Last Hama:

= Surbeect Cont Conten — e - _—

& My Prasy Apgrinit Phana [ ) Ex

Fax i
Meed Help? ~Email Address
R ¥ Fioame oy emaids in HTME format

FACs
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LOGIN SETTINGS

USER INFORMATION

PATMENT INFORMATION

PERMISSIONS

28
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This screen prompts you to create a Login Name and Password for each new user.
You can also select the Password Expiration.

PLEASE NOTE: Login Names must be unique with regards to all other Office
Depot users. Passwords must be a minimum of 6 and a maximum of 10
alphanumeric characters.

Enter the name and phone number of the person associated with this new user
setup. To receive Order Confirmations, enter the email address of the user. If
you use Microsoft Outlook or Hotmail, you may choose to have the user’s email
confirmations sent in HTML format by checking the box.

Select the preferred method of payment for the user. If you choose ‘Credit Card’ you
can preset the user’s credit card number or allow the user to use different cards.

If Account Billing is used, selecting ‘Change Payment Type’ allows the user to use
Account Billing and/or a credit card for any order. (Selecting ‘Account Billing’ in the
Preset Type field, will result in Account Billing, but can be changed to credit card.)

You can set default values and permissions for a user by selecting the appropriate
permissions from the drop down menus and click on the ‘View List’ link next to

the default fields to populate a particular entry. Under the Order section you can
determine if the user can Query (view), or Modify orders. To give this new user the
ability to add and edit account and other users’ settings, check the box that says
‘Click here to make this user a Super User.’

You can determine the appropriate order permissions for the user:

1. Workflow Template:

If the user will be on a Tiered Approval, you must first setup a workflow template for
the user. (For more information on setting up workflow templates, please see the
section on Tiered Approvals on page 32.) Enter the template name in the blank next
to Workflow Template or click the ‘Search’ button choosing a template from the list
of workflows. Once you have entered a workflow template, click on the ‘Add User’
button at the bottom of the page.

2.Assign a Single Approver:

Enter the email address of the supervisor responsible for releasing this user’s
orders. Check the box ‘Send email in HTML format to receive approver email
confirmations in HTML.’

https://business.officedepot.com
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Where it says ‘This User:’ you can

= determine if the user can Place and Release Orders or Place Orders on
Hold Only.

= set restrictions for items by choosing from Cannot Override Restrictions, Can
Override Restrictions with Approval, or Can Override All Restrictions. If the
user is able to override restrictions with approval, the order will be placed on
hold pending approval. An email will be sent to the Order Approver at the email
address you filled in above.

= set spending limits for the user under Dollar Limits.

e
Permissions
* Required Information
[ Click here to make this user a Super User. What iz a Super User?
*Shipping [ — Please make a selection — ] “Set T wiwlist
Addresses: Defaul: create
* PO Mumber | —- Please make o selection — a Sel Defaul: i list
create
= Cost Center |_== Please make a selection == 5] Set Defaul: view list
Reparting: [No Reporting [
Orders: | Query Any Placed Brders T8l [ Modify Placed Orders )

Dont forget to set defauls for restricted permissions

Workflows/Approvals
Minirmam Order Vialue M Adhare to minimum order value
Enter a Workflow Search What is 8 Workflow
Ternplata: Templata?
OR
Azsign an Approver Assign a Single Approver
amail
) Send email in HTML format (
This User: | Can Place and Release Orders 1] Three options for limits:
| Cannot override restrictions ] ) ) ) )
Dllar Limits: Per Unit Price: w00 Per Unit Price: This option
Per Extended Lina ltem: .00 | determines the users limit
Per Order: (I per item.

— Per Extended Line ltem:

This option determines the
users extended line item
limit per line.

Per Order: This option
determines a user dollar
limit per order.

——

Once you have filled out all required fields, click on the ‘Create User’ button at the
bottom of the page.
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EDITING USER PROFILES To make modifications to existing user profiles, select ‘Edit Active Users’ from the
Manage Users section on the My Account page.

SELECT A USER Type the first few characters of a user name and click ‘Search’ for a list of valid

TO EDIT users or select from the complete list. Click on a User ID to modify a user’s profile.
Click on ‘View +' next to the settings you need to update. Once you have made
your modifications, click on the ‘Update’ button to go back to the user’s profile.

B o s0m0
> Store Dhrder wr W Can | Chasck Ot | My S
Office pEPOT Locatars by fem# =
e Findd @ Store [ ALcount & TIZITEME

Wiicoma, TEST USER of OFFICE DEFOT TEST ACCOUNT « Logout

Office Supplies Furnifure | Technology Dur Services My Account

seamcH | View Al Products A-Z 3 | ik Toner | Paper | Copy & Prit | Tech Depot | Bubstn Board

Hame = Mansge Users = Tired Approvals

Manage Account Profile Overview

* Manage Conticts _

= Manage $hip To User Id: APPROVER]
* Manage Desktop

= Munagh CoM Chrter Salcied Usei Serings

Subsciiptions & Senming:
o Frefererce

= Add Kew Ugirs
* Edit Actve Usaen
= Artvidinac e Uiars Accomnting Flelds Shipta  Viow =
« Thated Apgeovain G
= Presunamant Casd
Regiranon

My Profile

= My Profile Overdew
= Sulect Ship To

» Solect Contacts

= Salert Duskiap Custom Cataloge  View &
= Silect Cost Cindi

= My Prowy Apprower

Permivsioms Viow @ Workilows Approvals Vo =

Reseciatioms  View

MNeed Help?

= Ll Asgisnancs
s

RESET PASSWORD Select the user by typing the first few characters of their name and clicking ‘Search’
or select from the complete list. Click on the User ID and click on the ‘Login
Settings’ on the right side of the screen (under ‘Subscriptions & Settings); enter a
new password in the New Password and Confirm Password fields.

Once you have reset the password, click on the ‘Update’ button at the right of the
screen. This will take you back to the user’s Profile Overview screen.

Ve

Office Supplies Furniture Technology Dur Services My Account

e —1 e ASuAL 5 exa | P | Cop 85T | WO o

Heme » Edit Active Lintrs » Aecount » Login and Low Pausmerd indrmation

Login and Lost Password Information

L s login

* Maruge Commacts

* Maruge Ship To Login Settings

* Manage Deskiop

- Manage PO Humber R P———

* Maruge Cont Conter “Logn e NEWBSD

Pasdwerd Exgarabon: | Never Expires 18]
st Do B WASE & CAMCHS
Ritype yous password
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ACTIVE/INACTIVE Click on the Active/lnactive Users link from Manage Users to review all active and

USERS inactive users. If a user is Active, a checkmark will appear in the ‘Active’ checkbox.
To make a user Inactive, remove the checkmark from the ‘Active’ checkbox and
click on the ‘Update’ button at the bottom of the screen.

r 'E faeminy $0.00 Ada §53 D0 made kot FREE ahopng
L ] Stors Ordar v Wiew Can? | Check Ot | My Shopping Lista |« My Shigis
DEPOT Losator~ by HemB~
Kl ong Lavw of Borvomert Find a Siore Quen Qeoer Accoun! & 21217836

Wiskome. TEST USER of OFFICE DEPOT TEST ACCOUNT - Logout

Office Supplios Furniture Technology Our Services My Account

search [ |3 Virw AllProdects A-Z ® | Ik Taner | Paper | Copr & Prist | Toch Dupot | Bubssn Board

Home *Manage Users = Acivelinacie Users

Actvlnacive Users

» Govaad Assistance User for This Account
«FAGs
Tak win a
% S Artsate Of CoRcinAl A Use 1 this St bl by chacking the Comispondag bex and selocing Update
Chai K
A Search By | Userid 5 =

Next »

anage Account
Macigh Contacts

.
* Manage Ship To Active User Mame User la
:“""m"%'””l L B350 USER
* Lamage Cost Center TEST USER (MEW) <USERE>
0 JASON PHELPS .
o TEST USER o g L el T
ALEX O'HBSON ALEX OGIBSON
* Add New Usars L] ALEX GIBSON ALEXG
:“"““'"“'{:ﬂ L JOHN SMITH MEKSUPER
» Tigred Approvals - ALFIE WRIGHT ALFIE WRIGHT
* Procurement Card L] ALPINE KECRSS 04 APNECSR
Registration ANITAWILLIAMS. AT
w ANITAWILLIAMS. ANITAN
e P
] ANTHONY LAGAND ANTHONYE?
:mot‘:"'" [=] ANTOMNIO FAVELA ANTONS FANELA
= Sedect Contacts -] AMBER VAZOUED Avare
= Solect Dosiiop =] USER ANOID0000ATER-T
mgnm o usER ANDIDIOOTZIST
« iy Proy A ARLENE PARMER APARHER1
APRIL POWELL APISRAEL
El TEST USER AFOSTROPHE CTUSER
=] APRIL POWELL APOWELL@OFFICEDERDT COM
1 TEOM MCHINEY APPROVER TEST
(=] APPROVIR-SUPER APPROVER-SUPER
5] TEST APPROVER FOR UHS. WFPROVERAMS
o TEST 8Q APPROVER- 1044674

TIERED APPROVALS Create and edit Workflow Templates by clicking on ‘Tiered Approvals’ under
Manage Users.

r @ Mome Contomes Sorvces BEE T ORBECE (RES 03 3TN Techncal Sogport KOO 760 GERK

= Store Order i i Chat | Moy Shapoing L
Office pEPOT Coemor  bytem#~
Rl oo off Bovcieert Find a 5w Quick Oroes Account 8 21217836
Weicome. TEST USER of OFFICE DEPOT TEST ACCOUNT - Logowt

Office Supplies Furniture Technology

seamch [ B3 Viem AMProduce AZ 5| kit o | Pagar | Copy &P | Tch Dot | Bubetin B

Home = Manage Users = T Approvaly

Tiered Approva

= Wanage: Shi To
= bianage Desilop
= Manage PO Mumber Approver Workflows
= Marideph Cost Conter

Tris in & complate st of svainble wordiows, Selec & werkdiow b2 acil i satting
Manage Users

Workfaw Lawt Updated By Uner
:2:.’"'*‘-":":' [HEW) <TEMPLATE S T ALPINE ACCESS 82
& dleacitos Ly A BETA TEST itvi3 o1 30 RSO PHELPS:
= Thered Approvais A BTPASS 0R20% TOM MCKNEY
= Peocuremaont Card A JP TEST L2006 ou1aTe JASCH PHELPS.

Ragoeien A MAX TEER TEST ovives BSD USSR

A NEW LIST LTy ALPTNE ACCESS &4
My Profile A NEW LIST 2 120004 TE MCKMEY

A PHXE_0T s 4
iy Prolie Oveniew oMINEE D USE
= Salact Ship To A SUPERUSER AS APFROVER owmoT WELCOME NEW HIRES.
= Baboct Contacts. A TEST FLOW 10/14 LT ATLANTA TEST

A TEST FOR DOLLAR LimIT JASOM PHELIPS
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CREATING A WORKFLOW Click ‘Create a New Workflow’ and enter the name of the new template. (Required).

D Home Customer Senares BT OF FICE (888 260 M2 Tectecal Support 800 205 GAAR
'E 0 Bemin): $0.00 Add 55300 more for FREE shipping
* Store Order ~ Viewr Cant | Check D | by Shopping Lisis | e My Bivpes
Office pEPOT Tiorv  Dyltemav
] Find & Siore Cnsbcic Oeier Accoun ® TITITE

Welcome, TEST USER of OFFICE DEPOT TEST ACCOUNT - Logout
|

Office Supplies | Furnifure Technology Qur Services | My Account

SEARCH :m iew All Products A-Z ¥ | kA Toner  Paper | Copy & Primt | Tech Depot | Bubietn Board

Hame = Mansgs Usirs > Tared Approvals

* Manage Conlatls Create a Warkflow
= Manage Ship To
= Manage Deciop Vet bt Mot P oo fesenr] Wi aae Apgrtere (Houps

= Manage Coul Carler

Satedt one oftha Sming
= A Hgw LS © bightit ‘
= Bt Aeivo Usars iiplotni
= Artnrinactv LIdes
= Thited Approvals
= Pregunimand Cand

[T — § o Higha 21 Aot Bely?

wihates Seguen e 50 Hogha 2
RegiayIHn B e Aprur B wTINOU AP s! (OpUINaD

T Erypaad weiikhow 100 Dol COAERNING DA DORTICL taimd

My Profile
Agpeven Lawel Lo 000pp | siron Usen Harme Laradd o amp Baveawi

=y Profis Ovirios
= Sglect Ship To '
= Select Contacts "
= Salect Deskiop
= Salect Coml Corter ¥ ¥
= My Prisay At it
. ]
% l

Use the following steps to set up a workflow template.
= Select one of the following (Optional):

- Sequential Release: This will send an email to each of the approvers in
sequential order by dollar amount, lowest to highest.

- Highest Approver Only: This will require only the approver who has the
highest approval amount greater than the total order to approve.

= For maximum order totals without approval, enter dollar amount in the Max Order
Amount Without Approval field.

PLEASE NOTE: Any order that is placed and the dollar total is less than this amount
will not be subject to the workflow.

= Workflow templates include:
- Upto 10 approvers
- Assign the dollar amount each approver is authorized to approve
- Assign an override approver

= For orders containing only contract items, check the ‘Bypass Workflow’ box. This
option will allow for an order to bypass workflow settings if the placed order has
only contract items on it.

= Click the ‘Save Workflow’ button at the bottom of the page to save your changes.

Approvers can approve, disapprove, release orders, and add comments, which will
be forwarded via email to the order requester.
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Approvers using Outlook or Hotmail and receive HTML email notification have the
ability to approve the order directly from the email. To approve the order, type in

your login name and password in the appropriate fields and click on the Approve,
Disapprove, or Release button.
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8 MANAGE ACCOUNT FOR SUPER USERS

MANAGE CONTACTS Add or edit Contacts associated with your Ship To locations by choosing ‘Manage

Contacts’ under Manage Account.

( Manage Contacts )

Contacts for This Shipping Address

These contacts ane assocated with your current shipping address: (D0827) Select Diher
To view other conlacts enler search criteria below:

Search for a Contact By: [LaSTmAME 8]

) Beginning With ® Containing | search |

‘Contact nama Defauli Phone Email Address Daloie Contact?
KELLEAN TAFFE CAMERON TAFFE (561) 438-0244 KELLEAN.TAFFE@OFFICEDEPOT.COM

DEBBIE MARTIN {B18) 557-1T00 x 1765 DEBRIE MARTINGOFFICEDEPOT.COM

TEST USER (561) 438-1111 TEST@OFFICEDEPOTCOM

ADD CONTACTS Click the ‘Create a New Contact’ link from the Manage Contacts screen to add a

new Contact to your shipping address. Add the desired Contact and click on the
Add button.

EDIT CONTACTS Click on the Contact Name from the list under the Manage Contacts screen. Enter

changes to the contact information and click on the ‘Update button’.

MANAGE SHIP TO
LOCATIONS

Add, Edit, and Search for Ship To addresses by choosing ‘Manage Ship To’ under
Manage Account. To search, select criteria, and click the ‘Beginning With’ or
‘Containing’ radio buttons. Enter the information in the blank provided and click on
the ‘Search’ button. Now you can search for a Ship To by Business Name, Address
1, Address 2, City, State, Zip or ID.

-

Office Supplies Furniture

e —

Hama = Profils Shvordes

Technalogy

iew AN Progucts AZ F Ink& Toner ~ Faper | Copy & Frimt | Tech Depot | Bulietin Board

T —
= Mamage Ship To

= Marage Dusktop

& Mg PO Mursibir shlp To List

= Manage Cost Ceninr

Tis wiinm Gt Ship To enter sbarch criberia beow:
Manage Users

Search for a Shiptos By: [ BUSMNESS NAME (5]

8] wih

= Add New Users

= Edit Active Users

= Acthainactin Uers

= Tiared Anprovails @ Comaring
* Procunemant Card

Registradon
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Pepeil2 3 4 567 B B 10 1 1212 1415 15 17 18 19 20 21 22 2B 4 B B HF 2 I NN X W
My Profile (] Eusiineia Name Bl ity Swbe Zip Code
[T — LISA 13348 TESTING BUSINESSE HAME €400 M MILITARY TRL BOCA RATON FL 204862034
= Select Ship To DESK REQ A OFFICE €600 M MILITARY TRL BOGA RATON FL 234962034
* Salnct Conlacts DESK HID DESK HD E500 M MILITARY TRL FL & BOCA RATON FL  33496.2434
. - : W BY NORTHWEST
* Saluct PO Mok naZTA OFFICE DEF ?Tfmi Mo i HOUSTON TR TTMO-EMO
= Sainct Cost Cantar
* Myt Procy dgprover 1144 THISTLE GATE RATH

1244 GFFICE DEROT CANDO DEMO: edihilaplaslal LAWRENCENILLE GA  30048-54T1
MNeed Help? 1085 O CANDD DEMD ADDRESS ;i:::;‘gﬁms" R ORLANDD FL damram0ry
= Email Azsisiance diiph QFFICE DEPOT CANDO DEMO €304 WOODFDE CT 5TH 410 COLUMBIA WD JI4E-3316
= FACs. MO BACKORDERS  OFFICE DEPOT CANDD DEMO €600 N MILITARY TRL BOCA RATON FL 334963434
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EDIT CURRENT SHIPPING
ADDRESS

MANAGE DESKTOPS, PO
NUMBERS, RELEASES
AND COST CENTERS

ADD A DESKTOP, PO
NUMBER, RELEASE OR
COST CENTER

EDIT A DESKTOP, PO
NUMBER, RELEASE OR
COST CENTER
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Click the ‘Create a New Ship To' link from the ‘Manage Ship To’ screen to add a new
Ship To address. Add the desired shipping address and click on the ‘Add’ button.

Click on the address’ ID from the list to edit a Ship To location. Enter address
changes to your shipping information and click on the ‘Update’ button. To go back
to the Manage Ship To screen, click on the ‘Back to Ship To List’ link at the bottom
of the page.

You can Add, Edit, and Search for Desktops/PO Numbers/Releases/Cost Centers
on your account or associated to your Ship To locations by choosing either ‘Manage
Desktop’, ‘PO Number’, ‘Release’ or ‘Cost Center’ under Manage Account. Search
for any of these by entering the desktop in the blank provided and click on the
Search button.

(ﬂ: Hetuermy. Camtomes Servces 888 ¢ OFFICE (B84 263 342%) Techwwcal Support: 00 2646 6484 \
B iy 8000 Add $50 00 maes foe FREE shipping
- Store Order w VirwCan | Chaet O by ShoppingLints | o My SPepa
Office pEPOT. Cotter~  byRamis
VT S— Find n S Chuck Ovde Accsant 1 21217838

‘Welcoma, TEST USER of OFFICE DEPOT TEST ACCOUNT - Logaut

Furniture Our Services

Office Supplies

Technology

My Account

T | - | Vi AllPresiucts A2 ¥ | ok A Tonse | Paper | Copy & Prien | Tech Depot | Bubetin Bosnd
Homa » Profils Overyiew
Manage Deskiop

* Manage Contacts | cheate A wew oesxros |

= Manage Ship To

-me Desktops for This Shipping Add

il ress

* Manage Cast Canter =

Thiecsa Dasiein e BESSCINN Wih JEUr CUIRE BREOIng Badresi: (D0BZT) Solect Dthar
Manage Users

= Add Hew Users Saarch ter a Deskioy ==
= it ACEVE UISOS
= Activaingctive L
= Thewd Approvaty
¢ rpmam. Bl Deskiop Daseription Deeetians
Asgistration
124 =]

Retan 0 My Account
& My Profle Dt '

Once you are on the appropriate screen, click the ‘Create a New ...” link at the top of
the page. Add the desired information and click on the ‘Add’ button.

Click on the specific item you want to edit from the list. Enter changes to the
information and click on the ‘Update’ button.
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9 ASSISTANCE AND TRAINING

USING ONLINE TRAINING

HELP DESK

CUSTOMER SERVICE

FREQUENTLY ASKED
QUESTIONS (FAQ)

https://business.officedepot.com includes an Online Training option in the

Customer Services section of the navigation bar. Online Training provides
training topics on a variety of subjects.

Contact Office Depot’s E-Commerce Support Desk at (800) 269-6888 for technical
assistance. The E-Commerce Support Desk is open Monday through Friday, 8:00
A.M. —8:00 P.M. (EST).

Office Depot’s Customer Service Department is available to assist you with any
questions you may have concerning product, pricing, ordering, delivery, or support
services. Get immediate help with your online purchases by connecting instantly
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 888.263.3423.

Q: When is the latest | can order to receive my delivery tomorrow?

A: Orders received by 5:00 p.m. local time are processed for next day.

Q: Why do | get a message about “Certificate Authority has expired?”

A: Your browser’s certificate for access to secure sites has expired. Please
contact your IS department to have the certificate deleted, or to have the
browser upgraded.

Q: What is the difference between a cart & a list?

A: The Shopping Cart is used to make purchases right away. Use My Shopping
List to create lists of commonly ordered items for future reference.

Q: How do | search my Order Tracking by order number?

A: Click on My Account then ‘Order Tracking’ and type the Order Number in the
‘Search By’ blank.

Q: Why am | only able to see part of the screen on my monitor?

A: Settings in your browser control the way your screen is displayed. In Microsoft
Internet Explorer, change fonts under browser options: select View, select Fonts,
and select Smallest. In Netscape Navigator 6.0, change the fonts under browser
options: Options, select General Preferences, select Fonts tab, select Choose
Font for Proportional Font, select a font size of 10 or 11, select OK,
close remaining windows.
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Q: When printing an acknowledgment | am missing the right side of
the page, why?

A: Settings in your browser control the printing function. In Microsoft Internet
Explorer, change margins under browser printing options: select File, select
Page Setup, change Margins (inches), Left to .25”, right to .20”. If you would
like, you can change the Top and Bottom to .25".

Q: How do | obtain my login information?

A: Login Information is provided by either your Account Manager, or by a
designated “Super User” within your company. To reset a password, the
Electronic Commerce Support Desk can provide assistance in resetting
the password and/or providing the login name (after the caller’s identity is
verified). You can reach Electronic Commerce Support Monday through
Friday 7:00 A.M. to 8:30 P.M. (EST) at: 800-269-6888.

Q: Why do | have to change my password?

A: For security reasons, Office Depot gives you the option of changing your
password on a regular basis (30, 60 or 90days). Enter the password in the
‘New Password’ and ‘Confirm Password’ fields when prompted to change your
password. Contact your Office Depot Account Manager or Super to have your
password set to never expire.

Q: | put the items in my shopping cart, why haven’t you filled my order yet?

A: Putting an item into your shopping cart is only the first step. Click View Cart to
verify your items and click Checkout. Click the Place Order button to submit
your order.

Q: What is the difference between a Company Wide Shopping List and a
Personal Shopping List?

A: A Company Wide List allows all users on the account to view and select items for
purchase. A Personal List can only be viewed and modified under the login of
which it was created.

Q: How do | place future orders?

A: To go to the Future Orders website, you can click on ‘Future Orders’ on the initial
login screen, or if already logged in, you can find it under Our Services
on the red navigation bar or in the delivery section of the checkout screen.

Q: How do I find the number for my Customer Service Center?

A: Click on Customer Service Phone Support located at the bottom of every page.
This link provides all of Office Depot’s Customer Service numbers.

37 ASSISTANCE AND TRAINING https://business.officedepot.com




Office Depot e business.officedepot.com User Guide

Q: How do I find an Office Depot store in my area?

A: Click on the ‘Store Locator’ available on every page.

Q: How do | compare items on the website?

A: When searching for items you will see a compare box under each item image.
To compare the different product features of up to four items, check the compare
box under each and hit the ‘Compare Selected ltems’ button to go to the Product
Comparison screen.

Q: How do | access my shopping lists?

A: All shopping lists are located at the top right corner of the screen OR by clicking
on My Account and then ‘My Shopping Lists’.

Q: How do | setup a Tiered Approval on my account?

A: Super Users can click on User Profiles located under My Account. Create or
Modify a new Tiered workflow by clicking the Tiered Approvals button.

Q: Where on the website can | find Toner for my copy machine?

A: Located under the red navigation bar, click on Ink & Toner.

Q: What are the advantages of Tech Depot?
A: There are 5 key advantages of using Tech Depot.

= Big selection of over 275,000 technology-related items including
hard-to-find items.

= Competitive prices.
= Fast delivery with most items shipped same day.
= Technical expertise for before, during, and after the sale.

= Total team advantage of pairing a Tech Depot specialist with your Office
Depot Account Manager.

Q: What are the policy differences when placing an order with Tech Depot?

A: The following are the policy differences when making technology purchases
through Tech Depot.

= Tech Depot orders are billed and invoiced separately from Office
Depot orders

= All Tech Depot orders are shipped via common carrier (UPS or FedEx). Due
to the varying sizes, weight, and value of technology products, shipping
charges are calculated accordingly. Appropriate freight charges will apply.

= Merchandise returns are subject to policies as outlined in the Tech Depot
Returns Policy.
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