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ORDERING PROCESS 
 

     
 
 

 
 
 

     
 
 
 
 
 
 
 
 

After clicking on the ISC Solutions/ 
Office DEPOT link in Oracle, the landing 
page for ordering takes you to a Bulletin 
Board.  On this page, you will find details 
about your ordering process, how to 
contact ISC Solutions Customer Service. 
 
The link found on this page will bring you 
to the instructions on how to place and 
return orders along with Frequently Asked 
Questions. 

The RED bar going across the page has all 
the items that have been approved by 
Beaumont Purchasing.  
 
You can also access these same items by 
clicking on MY SHOPPING LISTS, found on 
the right hand side of the Bulletin Board 
Page. 
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Once you have located the item desired, 
please click in the Qty box and put the 
number of items that you want delivered. 
 
Continue this process until you have 
chosen all items that you would like for 
delivery. 

After you have added item to your 
shopping cart, you will see this page 
confirming the addition and price. 
 
Finally, click on Check Out in the upper 
right hand side of the page.  This will bring 
you back to the Beaumont Oracle system.  
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This is the Beaumont Check Out page. 
 
Please click on Checkout to finalize your 
order. 
 
Note:  If you click on the Blue Hyperlink on 
this page, you will receive the below 
warning. 

Warning Page: 
 
The supplier may allow you to edit the 
configuration details for this item on the 
supplier site.  However, your edits will not 
be saved on your requisitions.  To avoid 
discrepancies between your requisition and 
the supplier site, do not edit configuration 
details. 
 
Proceed to the supplier site? 
 
Please click NO.  If you click YES, then you 
will receive the following error message. 
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Error Message: 
 
Office Depot:  The connection to the 
supplier website cannot be established. 
 
When you get to this page, please click the 
back button to go back to your shopping 
cart and Checkout. 

This is the Checkout process in Oracle.  
Please follow the process to submit your 
order. 
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RETURN PROCESS 
    

                                                                                        
 
 
 
 
 

                                                                                         
                                                                                         
 
 
 
 
 
 

Click on Order Tracking.  This is found on 
the right hand side of the home page 
under My Orders. (Bulletin Board). 

Enter your order # in the Search By field. 
Then click on Search Orders. 
 
Your order will come up and then Click on 

the Blue Hyperlink Order #. 
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Once your order has come up, go down to 
the bottom of the screen and click Begin 
Return. 
 
You will be asked to confirm your pick up 
location.  If correct, click continue. 

Choose the item(s) you wish to return and 
the reason for the return. 
 
Enter the number of boxes that you will be 
returning to the driver. 
 
Choose the Return Action & Reason for the 
Return.  
 
Then click Continue. 
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Verify the items to return on last page and 
click Place your Return. 
 
You will be given a Return Authorization #.  
Please write that # on the outside of the 
box or tape a copy of the return to the 
product. 
 
Please leave merchandise in the location 
where product is dropped and ISC 
Solutions/Office Depot will retrieve the 
product. 
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FREQUENTLY ASKED QUESTIONS 

How do I place an order? 
All orders must be placed using the Beaumont Oracle System.  Click on the link to the ISC/Office Depot 
ordering site.   
  
Can I copy another order and re-submit it? 
No, all office supply orders have to be created using the Oracle link to ISC/Office Depot web site. 
  
What items should be ordered from ISC/Office Depot? 
All office supplies, paper, filing supplies and toners should be ordered from ISC/Office Depot.  
  
Are all office supply items available from ISC/Office Depot? 
No, only those items approved by the William Beaumont Management are available to order from 
ISC/Office Depot. 
 
What do I do when the item I need is not in the catalog? 
It is the goal of William Beaumont Hospital to maximize the cost reductions by utilizing this program.  
Please contact Celia McCaw with questions. 
  
How long should I keep the product packaging?  
You should keep the product packaging until you are sure that the product satisfies your requirements 
and you will not need to return it.  Returns can only be accepted when they are in the original 
packaging and are in re-saleable condition. 
  
I ordered the wrong item, how do I return it and get the correct item? 
Customer can return catalog product of any dollar value, within thirty (30) days of receipt and will not 
be subject to any restocking fees.  Non-catalog or custom product may not be returnable.  For further 
questions regarding return of product, please contact ISC Solutions Customer Service for assistance. 
  
You should place a separate order using the web site for the correct item. 
  
I received a damaged item and it needs to be replaced? 
Please follow the return process to return product as damaged. 
 
You should place a separate order using the web site for the replacement item. 
  
I was shorted an item in my order? 
Check the Packing Slip to be sure the item is not Back-Ordered.  Please call or email ISC Solutions 
Customer Service and report the shortage.  Report all shortages immediately to Customer Service. 
  
The shortage will be confirmed and the correct item will be shipped out at no charge. 
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FREQUENTLY ASKED QUESTIONS (continued) 

 
What if I need to complete a return but the item shows non-returnable? 
Please call or email ISC Solutions Customer Service for assistance.  They will make every attempt to 
return item for credit. 
 
What should I do with the Packing Slip that comes with the order? 
Retain it in your department for a period of 90 days.  Then you can dispose of them. 
 
How do I figure out what toner my printer takes? 
Type your manufacturer # into the search menu.  This should show the correct toner for your machine.  
If, after typing your manufacturer #, your toner does not appear, contact ISC Customer Service via 
email or phone. 
 
 
Bulletin Board Orders 
This is a fire safety issue and all boards must be fire resistant and have proper documentation.  The 
following is allowed and not allowed. The boards that are allowed are custom and are ordered as a non-
catalog order, so follow the non-catalog ordering procedure. 
 
Cork Boards (not allowed) 
The board itself is combustible and it is going to have combustibles hanging from it. 
 
Fabric covered boards (allowed) Custom 
-Supplier:  ISC/Office Depot 
-Description:  Dimensions of the board and color of fabric 
-Questions:  Contact your Purchasing Agent 
 
White/write boards magnet (allowed) Custom 
-Supplier:  ISC/Office Depot 
-Description:  Dimensions of the board  
-Questions:  Contact your Purchasing Agent 


