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Quick Start

Guide for Users
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Enter you user Name/ID

Enter Password

Click Log in

“Keep Me Logged on”

Check this box to by-pass the
login page and connect to
your account without
rekeying credentials.

Lost Login / Password
assistance

Technical support: 800-269-6888 e Customer Services: 888.263.3423

On the internet browser address bar, enter https://business.officedepot.com.

Taking care of business

Office

ChatNow ContactUs v
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Welcome to the Business Solutions Division

Registered Customers

You take care of business.
We take care of you.

Keep me logged in

Not a customer? LET'S GET STARTED»

Forgot your login name/pas

Need Help Logging In?

Industry Solutions Quality Products Business Services
Credit Card Processing, Clover
POS Solutions and a host of other
financial solutions to help keep

your business viable.

Get support tailored to your
business and industry, from
education to government and
much more.

Find all the essential items you
need to keep your business
running as efficiently as possible.

Services & Support

From print & copy to procurement
and payment solutions, we help
you save time and money.

Sustainability Programs

Get involved with Office Depot's
many efforts to support diversity
to your community and our

environment.




_ The landing page includes a bulletin board to keep you informed. From this page all shopping features may be launched.
Home

Order by ltem #
Key in up to 20
product #s for
simultaneous entry
into shopping cart.

Shopping Lists:
Shopping Lists,
manage lists and
quick view default

Account Overview:
Review your profile
settings, verify email
address, Accounting
and ship-to fields,
login permissions and
payment settings

Products:

Click on Product header drop
down to view product
categories / sub categories

Services:

Click drop to view
Copy/Print,
Cleaning/Breakroom, Tech

B

My Account

To view Account Profile, On
line Reporting, Dashboard
features, Order History

Products ¥ Services ¥+ My Account *

\ o

Order By
Item #

Complete orders in just
amatter of seconds

Place Orders

Help v+ Logout

Search Product or ltem # \

.

Search:

Account: 35800763 Type in product description:

Message News updates

Last update by: TESTADMIN

You currently have no messages.
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Shopping Account
Lists Overview Your cart is empty
Easily manage items you Review and update your View Cart View Cart / Check out:
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Create Lists Review Account
checkout
T I Recently Viewed v
Recommendations ForYou Vv Hel Q :
2 i Live Chat, customer
Quick Order V| — service links, User Guide

~ and online Demos
Helpful Links




Building Your Order

Step 1  Logon on to https://business.officedepot.com using the unique user id and password provided by your Office
Depot representative

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

. A ingle i
Click a category from the Product dd a single item to order

r Quick Order v by entering Office Depot

Header Drop dbown and select the part # manufacturer# , or
catc(ajgory or sub-category to view custom product code
products numbers, quantity then

ADDTO CART

Search: type item Keyword or ltem Number and
click Search. A summary of matching categories and
the top ranking items will appear. Choose a category
or brand, or go directly to an item. Results can be
resorted by: Best Value (Contract), Price and Eﬁl
relevance. To filter search results by characteristics =@
such as brand, size, color etc, click the desired

Select Default or any Add preselected
lists. To add an item to your shopping
cart: enter the quantity desired, make
sure the select box is checked, and then
Shopping  click Add to Cart. Hint: If the shopping

characteristic listed on the left-side tool bar. Lists . — PR
list quantities are preset to “0”, simply
o click “Select all” and populate a quantity
o Enter the Office Depot, manufacturer, only on the desired items.
ac— or custom product code numbers, then
Order By quantity and click
tem # Click the “Show Images” check box to

view product images and details.
Enter up to 20 items at once.

View Cart
Step3  ** to review your selections, view Office Depot recommended savings opportunities, share
your cart with another user, save items for later, or add to custom shopping lists.

Step 4 Review selected items and shipping address and accounting field requirements; modify as
needed. If the order is released by 5:00 it will be processed for next available day delivery



https://business.officedepot.com/

