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Home

Customer Services: 888.777.4044

The landing page includes a bulletin board to keep you informed. From this page all
shopping features may be launched.
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Order by Item # l
Key in up to 20 product #s for

simultaneous entry into
shopping cart.

Search:

Type in product description:
Office Depot or manufacturer
product codes. Predictive
search reduces keystrokes

Click on Product Category to
view product groupings.
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Ink & Toner Find refills and
supplies for your business
machines.
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Welcome to Office Depot! Office Depot Account Number. 00416174

Discover Core List - Best Value et

Discover core/contract ilems are identified by the above Best Value icon. When shopping, your search results will automatically
r

<ort by BEST VALUE biinging your Distover core fams t the 10p of your st You cah ko cick HERE 1o view al of you
corelcontract items by category.
Headsets

Ciick HERE 10 view headset standards approved by your Discover Unified Communications Tesm

n flem on the restricted st call yout local

create a non.catalog Requisiton m

you need 0t found in the Arba

Arba. If the tem 15 not found m OfficeDepot com, contact Cusk 44 and they will assist in focating the
tem

Need Assistance?

Service at 888 777 4044 Hours are Monday.

ine web training
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] a My Account
To view account profile

@ o Orders

View order tracking and place
returns

{9 Quick Order:
Add a single item to order or
shopping cart with fewer clicks.

‘= My Lists

Create & manage personal shopping
lists and view Discover contract
shopping lists

-'E Cart: Shows items in cart and
order value.




Building Your Order

Step 1  Punchout from your Ariba purchase order application by clicking on the Office Depot “Buy from Supplier” tab

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

- Catalog: Click a category from the Product _ @ Quick Entry: Add a single item to cart by

Navigation Bar and select the category or sub- entering the Office Depot part # or Manufacturer #,
category to view products. enter the quantity and click RS

- Search: Type item Keyword or Item Number and

click Search. A summary of matching categories and s

the top-ranking items will appear. Choose a category — += My Lists: Select from Your Personal lists or Any

or brand, or go directly to an item. Results are Preloaded lists. To add an item to your shopping cart,
automatically sorted by Best Value (Discover contract). enter the quantity desired, check the select box and
To filter search results by characteristics such as click EELREE

brand, size, color etc., click the desired characteristic
listed on the left-side tool bar.

- Order by Item #: Enter the Office Depot # or
Manufacturer #, enter the quantity and click iR,
Click the “Show Images” check box to view product
images and details. Enter up to 20 items at once.

Step 3 « Click Shopping Cart icon to review your selections, view Office Depot recommended savings opportunities,
save items for later or add to personal shopping lists.

Step 4 sulsielll - Review your cart contents and click CHECKOUT when ready. The shopping cart items are returned to
your purchasing system and the Office Depot session ends. *Purchase orders received by Office Depot by 5:00

pm local time will be processed for next available day delivery
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Order Tracking & Online Returns

Store Locwzr
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Click L‘ﬁ Orders Icon
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Showeg All Orders  Copy & Print Degat

Select Order Tracking

Search By: Select desired
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|Cost Center
PO Number
Release
lltem Number
Ship To Id
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‘Orders Pending Approval
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search parameter OR search by
order status

Order history lists orders for the
past 12 months

Click ar| order number to see the detalls of your order, or to view dellvery tracking Information.

Showing Orders with a status of Shipped and created between 07/01/2016 and 02/06/2017

Result{1-8of 8

Order Number  Order Date Total Status Delivery / Pickup Date  Changeable PO Number
01/30/2017 511274 Delivered 01/31/2017 Mo JTFERG
B89240243%-001 01/05/2017 $21.35 Delivered 01/06/2017 Mo IE 3.28 RELEASE
B8%0041383-001  12/27/2016 %7460 Shipped 01/09/2017 Mo JTFERG
8%0041051-001  12/27/2016 35272 Delivered 12/28/2016 Mo JTFERG
BEE014322-001 12M16/2016 %4552 Delivered 12/19/2016 Mo MIA
B887893217-001 12115/2016 5211 Shipped 12/15/2016 Mo MAX-PO
B86389433-001 12/09/2016 323949 Delivered 1212/20186 Mo JTFERG
B863509454-001  05/09/2016 $10.85 Shipped 05/12/2016 Mo 123

My Account

Cost Center

USER1

ACHARLIEBROWN

USER1

USER1

USER1

MAX-CC

USER1

A

Release

NAA

17

N/A

A

NAA

RELEASE

NAA

A

Contact

JEFFERY FERGUSOMN
USER DEMO
JEFFERY FERGUSON
JEFFERY FERGUSON

JEFFERY FERGUSON

JEFFERY FERGUSON

CARRIE RUSSELL-USER

® Select the desired
order from the search
results by clicking on
the ORDER NUMBER

Type

Order
Order
Virt Whse
Order
Order
Order
Order

Order
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Office

Store Locator - Help - Account21217836  Hi, OFFICE DEPOT USER

Order By ltem | My Lists

a @ o ® = o 1items
DEPOT. Search by Keyword or ltemi Q ) - T sse99
. 3 My Account- Orders - Quick Order - MyLists - Cart -
Office Supplies Paper Breakroom Ink & Toner Cleaning Technology Furniture School Supplies Copy & Print MY OFFICE DEPOT .
Home / My Account £ Oraer List / Order Detail
Order Detail
Print This Page
7
Need Help B Talk witn 3 Reprasentative
=Email Assistance  opoe mow
“FAQs
Order & Budget Information
Order Numbar: 899045552001 Tracking: B9045552-001
Order Date: 01/30/2017 Status: Delivered
Qrdered By: Snipped Date: View Carton Details and Proof of
Last Modified By: Delivery
Last Modifizd On: 01/21/2017 Dalivary Wi
Dare/Time:
Comments:
Shipping Information Bllling Informatlon
Shipping Address: Bllling Contact: Desktop
MiA
|EFFERY FERGUSON |EFFERY FERGUSON
175 CHASTAIN MDWS. [770)420-2735Ext 0000 PO Number
cousT . |TFERG
KENNESAW, Payment Mechod: cost Center
GA Credit Card sERT
30144-3724 Credit Card Numper: Release

e T — /A
Amount:$11274

Order Summary

Hide Images
Description F";";'{lnit Quantity B“;{%’&j’e” Shipped Total Reorder Prica/ Unit Reorder Qty. Daeselactall ¥
= Avery® Removable Round $7.99 [ pack 8 0 a $63.52 $7.99/ pack 2
E Inkjet/Laser Multipurpose
Labels, 3/4" Diameter, White,
Pack OF1.008
lterm & 112433
» G5A SChEdUR
REVIEW THIS PRODUCT
Comments:
rd FORAY® Soft-Grip Retractable Gel 1061 4 0 4 54244 $10.61 f dozen E Ed
/ Pens, Medium Point, 0.7 mm, 1 dozen
Transparent Black Barrel, Black
Ink, Pack OF 12
Item & 510216
» Not on G5A Contract
W Conbact ltems
REVIEW THI'S PRODUCT
Comments:
Subtotal: £106.36
Delivery Fee: 50.00
IMiscelianeous 50.00
Taxes: 56.38
Total: 311274

Al selected items will be added to your shopping cart. UL

Back to Order Tracking
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ORDER DETAIL includes:

Order Number
Delivery Status
Tracking information
Order Originator
Order Last Modified
By

e Shipping address

e Order data such as
P.O. etc.

¢ Billing Information

Quantity shipped
Product description
Quantity & Price
Links to product
detall

o Notates icons such
as Best Value and
Restricted item (if
applicable)

RETURNS

Click Begin Return and
follow the step by step
instructions on the next
page.

The order status must be
DELIVERED to process a
return. If you still do not see
the Begin Return link,
please call Customer
Service for assistance.

REORDERS

To create a new
order with the same items.



Home 7 My Account / Orgers / REDUrn Form

Place Return (Step 1 of 3)

1. Verily Return Address 2 Select Your Items 3. Review Information

Return Address

STEP 1: Confirm the return address. You
can also choose a different address or create
a new address

Your address:

JEFFERY FERGUSON
175 CHASTAIN MDWS
COURT

KEMMES AW,

QA

20144-3724

usa

SELECT DIFFERENT ADDRESS CREATE A NEW ADDRESS

CONTINUE

Place Return (Step 2 of 3)
STEP 2: Populate the quantity of the item to be

select the Itemy(s) you would ke to return by providing the rollowing detalls: retu rned .
- Quantity to return
« Return for Credit or Even Exchange

+ Reason for return Indicate if item is to be returned for credit or
» Mumber of boxes to return
exchange. Select your reason for return.
Returnable [tems

Select a reason... v
Cart ltems Price/Unic Quantity Ordered Returnable Quantity Quantity To Return
Select a reason...
z Avery® Removable Round $7.990 / nack B B
Inkjet/Laser Multipurpose Da I'I'IagEd [tem
n Labels, 374" Dlameter, White, F
Pack Of 1,008 Item # 0112433 Delvered Late

= Return actlon: ) Sxchangs @ Return for Credlc Eatalu::g DE’SEFIFIEIEIH Incorrect

= Reason for your return: | Don't Wart ltem v Received Wrong ltemn
J FORAY® Soft-Grip Retractable 510,610 / dezen 4 4 |:| Dion't Want leemn
Gel Pens, Medium Point, 0.7 i
/ mm, Transparent Black Barrel, DE‘FECEI"-'E Item
Black Ink, Pack OF 12 Iterm =
0510216 Ordered Wrong ltem
- Return actlon: ) Sxchange ) Return for Credlt Mo |EIFIgEF nesded

* Mumber of boxes to return.

Wiy IS this Impartant?

Click CONTINUE

Place Return (Step 3 of 3)

1. Veriry Return Address 2 Select Your Items 3. Review Information

Please review your return Information. If you need to edit your Informatien, select the "Modify Return” link at the bottom of
the page. You may print this page as a reference but your return Is not complete untill you click "Place Your Return”.

Return Information

Return Order Number:

901216001-001
Return Reyuest Date:
02/08/2017
orlginal Order Number:
BIO043552-001
cart Items Price/unit Quantity To Return credit
’ Avery® Removable Round $7.99 / pack 1 137.99) .
H‘ Inkjet/Laser Multipurpose STEP 3: Review your return
Labels, 3/4" Dlameter, White, . . . .
Pack Of 1,008 —* information and if accurate, click

Entered ltem # 112433

PLACE YOUR RETURN button

Return action: Retumn ror Credit
Reason for your recurm: Don't Want leem

You've chosen to return your Item In 1 box.

subtatal: ($7.99)

Taxes: (30.48)

Miscellaneous $0.00

Total Credit: (58.47)
v

Modify Retam LSl PLACE YOUR RETURN
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Contact Information & Assistance

NEED ASSISTANCE?
We are here to help! Please utilize the below methods to contact us.

PHONE
Call us toll-free at 888.777.4044. Customer Service is available to assist with questions regarding products,
orders, tracking and delivery. Customer Service is available Monday-Friday 8:00 A.M to 8:00 P.M (ET).

LIVE CHAT
Live Chat is available Monday-Friday 8:00 A.M. to 11:00 P.M. (ET)

PROGRAM QUESTIONS
If you have specific program questions or need to escalate an issue, please contact Jillian Johnson at
855.337.6811 x 12695 or Jillian.Johnson@officedepot.com.

RESTRICTED ITEMS @ Restricted Item
Restricted items can only be ordered by a member of the Facilities team. If you need an item on the restricted list, call your local

Facility contact or fill out a MyFacilities request which can be found on the DLife Applications Page.

DISCOVER CONTRACTED ITEMS (BEST VALUE) sestvae
Discover core/contracted items are identified by the above Best Value icon. When shopping online, your search
results will automatically sort by BEST VALUE thus bringing the Discover core items to the top of your list.

RETURNS
Process your returns by calling Customer Service at 888.777.4044 or placing your return online by going to Order Tracking and
locating the related order. Open the order and click on the “Begin Return” link located at the bottom of the order.

If you are dissatisfied with your purchase for any reason, you may return most items in their original packaging within 30 days of
purchase for a replacement or full refund. Please be sure and have your order number ready. NOTE: Special Order Products
may not be returned or exchanged unless damaged or defective upon arrival. This includes items that are not stocked in one of
our warehouses and/or are indicated as SPECIAL ORDER.

BACKORERS

All catalog items are in-stock, diminishing the chance of backorders. Backorders for stocked product be automatically be filled
from automatic replenishment of inventory and a re-order is not necessary. Your packing slip will identify backordered items. The
Internet ordering system notifies you immediately of any possible low-stock condition. Additionally, Customer service can update
you on the status of a backorder at any time or you may track your order online using the Order Tracking function under the My
Account menu.

NON/CATALOG - SPECIAL ORDERS

If the item you need to order is not found in the Ariba punch-out, visit OfficeDepot.com and create a non-catalog Requisition in
Ariba. If the item is not found in OfficeDepot.com, contact Customer Service at 888-777-4044 and they will assist in locating the
item. NOTE: Technology items cannot be ordered through the punch-out catalog. Contact corporatepurchasing@discover.com
for technology ordering instructions.

TRAINING SUPPORT
Watch the full web training session held for Discover associates by clicking HERE.

PERSONAL PURCHASES

Office Depot offers an employee program for Discover associates to receive a discount on PERSONAL items such as back to
school, holiday etc. Please note, this is to be used for personal purchases only. If ordering online, orders must ship to a home
address and not a Discover address. Orders must be paid for using your personal credit card.

To participate in this program, click on the below link to register. Additional instructions on how to shop will be provided after
registering. Click HERE to register.

SHARE YOUR FEEDBACK
Tell us what you like and how we can better serve you. Click HERE to share your feedback!
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mailto:Jillian.Johnson@officedepot.com
mailto:corporatepurchasing@discover.com
https://community.officedepot.com/GPOHome?id=1801718
https://app.smartsheet.com/b/form/b64a8d737785416db87fbe45932e5496

NEED FURTHER ASSISTANCE?
Didn’t find what you were looking for above? To request further assistance, please click HERE. Your request will be sent to your
Office Depot account management team for assistance.

Thank you for shopping with Office Depot OfficeMax!
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