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Dear Amerisafe,
Thanks for partnering with Office Depot Business Solutions Division for your office supply needs.  The purpose of this package is to ensure that you receive the most up-to-date instructions on how the partnership will work with Office Depot. I am excited about this opportunity to work with your company. Please feel free to contact me with any questions.
For product related questions and/or delivery issues, please contact our dedicated Customer Service Team at (888) 263-3423.  This team is available to support you from 8AM to 5PM Central.  

Order via the Internet Site 
Your login and password information is included in this packet.  

Simply logon to the Office Depot Internet Site at http://business.officedepot.com  

Best Value Items



When shopping online be sure to notice those items that are marked with the BEST VALUE logo.  These are the items that we have standardized with your company and our strategic vendors in order to provide our deepest cost savings for your company.
We at Office Depot appreciate your business and value your participation in this partnership.  We feel confident that we are offering a highly competitive program that truly fits the needs of your business. 
Kind Regards,
Lisa Peranio, Business Development Manager  
Christy Copeland, Major Account Manager  

Cell : 504-388-5633 
Fax: 800-342-1062 

Cell: 225-323-4255 
Fax: 800-342-1062


Email: lisa.peranio@officedepot.com


Email : christy.copeland@officedepot.com
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Your Office Depot Account # is 19266103
Office Depot Support Team Members:
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Your Customer Service Team can be reached at…



Phone Number
1-888-263-3423


Hours


8am-5pm Central
(Call this number for questions regarding products, returns, pricing, or orders)**Please provide account# when calling.
Your E-Commerce Support Team can be reached at…

Phone Number
1-800-269-6888



Hours


8am-5pm Central time
(Call this number for technical issues with the site)
Your Promotional Products Customer Service Team can be reached at…

Phone Number
1-800-929-4977
Hours


8am-5pm Central time

Your Tech Depot Account Manager can be reached at…

Phone Number 
1-800-625-9866
To order an Office Depot catalog, please request item# 286-076 with your order.  We also have our catalog available to view online. 
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Internet Ordering Method
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Web Address: http://business.officedepot.com

Login Name:   Your Amerisafe Email Address ContactPhone 
Initial Password: Welcome1  ContactLname 
When you click on Start Shopping, the Office Depot Business Services Division homepage appears. Change User Login screen will appear, asking for a new password and confirmation.  When finished, click Start Shopping. Our website will then prompt you to configure your profile with a security question. This will help us identify you if your password is forgotten. 
Internet orders placed and approved by 5pm will be delivered either next business day or UPS Ground depending on your market.  Some orders will go LTL such as furniture which may take 5-7 business days depending on your market.  Please check out our technology items and promotional items available online our business website. Promotional items can be found under Office Supplies.[image: image13.png]Continue Shopping




  Quick Step Internet Ordering Instructions

     Placing an Order
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Use browser to access the Internet /Type in http://business.officedepot.com
2) [image: image15.bmp]Type in your Login Name and ContactPhone  your Password and click      
3)       If you know the item number(s) for the product(s) you wish to order select:                   

4)     Type in Office Depot Item #, quantity, and comment, if desired

    If you do not know the item number(s) for the product(s) you wish to order, you can:

a. Search for product using key words or manufacturer part numbers by entering the information in the space provided at the top of the page in the gray toolbar and then clicking  [image: image4.png]ik



  

b. Shop using our online catalog.  Simply click on [image: image5.png]


 in the upper toolbar and you will be directed to category listings of the        catalog.  You can also create your own shopping list under “My shopping List”.
5) Select                            to add your desired product to your shopping cart

6) Select                                      to continue or                                     if you have finished shopping
7) If you selected                                     then click on                                       to add more items

8) If you selected                                    verify items in your cart and complete any required information

9) If you are satisfied with your order, select purchase now to complete the process.
10) When you see “Thank you for ordering with Office Depot Business Services Division,” your order has been successfully completed and you will see the following order confirmation: Your Order will be on hold for approval in which an email will be automatically generated to your approver to approve. Once approved, your order will go out for delivery next day.
	Order Confirmation

	 



Thank you.   Your order has been placed.  Your Order Number is: 143991469-001 

Other Considerations

Pricing

Save more by placing orders above $50 to get FREE SHIPPING!

· Discounted List on select Amerisafe office supply items (core list) 
· Up to 10% off the retail price on nearly everything else Office Depot sells (excludes business machines & computers)

· Copy & Print Depot Services, 2.5¢ Black/White, 24¢ Full-Color,

Additional 40% Off Finishing Services Such As Binding, Folding, Stapling & More
Backorders

All catalog items are in stock, diminishing the chance of backorders. In-stock backorders are automatically filled within one (1) to (3) working days from automatic replenishment of inventory and a re-order is not necessary. Your packing slip will identify backordered items. The Internet ordering system actually notifies you immediately of any possible low-stock condition. Customer service can update you on the status of a backorder at any time or you may track your order online under the Order History/Tracking icon.

Furniture Orders
Furniture will be delivered by a special furniture delivery service called “Excel” which consists of 2 drivers who will deliver and uncrate your furniture at your delivery location.  Furniture orders may take 5-7 business days to deliver depending on the item. If you need assistance with space planning, design, or choosing special order furniture that is not in our catalog, please contact your Office Depot Business Development Manager.  We have several furniture lines and separate catalogs for any size furniture project.
Copy & Print

Office Depot also has a discount available to you for our copy and print services at our retail stores or online under Custom Printing. You will receive a discount off of the store copy and print price when using your credit card. This includes binding and laminating also. Ex: Black and white letter size copies are .6 cents a page in our stores, however, your discount is 2.5 Cents a page.  You will also receive a discount on all custom printing such as envelopes, letterhead, and business cards.  
Design Print & Ship

Office Depot now offers a fully integrated online solution that allows customers to upload documents for making “copies”, configure them with finishing services if applicable and have delivered with custom contract pricing. THIS IS DIGITAL PRINTING (TONER ON PAPER). You can access this online as well under DESIGN AND PRINT tab at the top. Follow instructions from there. A DPS representative will contact you to coordinate time and delivery for your documents.

Tech Depot

Through our business website, you can access technology items and pricing through the Tech Depot link which is located at the top of the screen.  Please contact a TD CSR at 1-800-625-9866 for all Tech Depot needs. Please reference your Account# when calling for a quote or order.
Promotional Products

Office Depot is pleased to announce that we now provide over 1200 promotional products to market your business. You can access promo products at http://business.officedepot.com.  Just click on “Office Supplies” on the red bar in the upper left corner of your screen, then click on “Promotional Products” or go into Design & Print at the top.  Once you select an item, you will be able to customize it with the name of your business and/or logo. You can view pricing online or by calling the dedicated Promo Customer Service Experts at 1-800-929-4977. Your discount on promotional items is 20% off of everything in the catalog except golf items which are priced at 10% off catalog price.

Return Procedures



Returns are performed on your next delivery. If you do not place an order within 5 days, the Delivery Service Representative will be instructed to complete the pickup on day 6. To enable us to re-sell the merchandise, please do not write on the packaging or on the product that is being returned. Return policy is 30 business days for supplies and 14 business days for technology or furniture.
If your order was placed via our website, you may follow these steps to place a return online:

· Click on Order History & Tracking on the gray bar at the right top of the screen.

· Find the sales order number you need to place a return on.

· Once the order detail appears, click on Submit Return.

· Fill in the return quantity and select the reason for the item(s).

· Type in any special instructions for the return and then click continue.

· A confirmation number will appear on the screen for your return.

You also can call Customer Service and provide them with invoice number and 6-digit Office Depot SKU number (or manufacturer’s part number) of the product being returned and credited.  Give a brief description of the reason for the return/credit, i.e. ordered in error, damaged/defective.  Then, place the returning merchandise in your standard delivery area.

Store Pick-Up Procedures:

Office Depot has created a system that allows our BSD customers to use their business credit cards or receive a Store Purchasing Card in our retail stores, while still capturing the nationally negotiated pricing.  All of your purchases receive the store price or your contract price, whichever price is lower.  Your discount price will reflect on your receipt.  These purchases can also be tracked and analyzed as part of your usage on your business account. When using your credit card, please make sure the transaction is swiped as a credit and not debit in order to receive the correct price.  You will use this same card for all in store copy and print orders in order to receive the discount.  If you have a credit card that you would like to link, please provide that information to your Business Development Manager.  If you decide to receive a Store Purchase Card to link to your account, please request this through your Account Manager.
Thanks for choosing Office Depot for all of your supply needs.   We appreciate your business!

OFFICE DEPOT’S FEDERAL ID#:  59-2663954
Remittance Address:

Office Depot

P.O. Box 633211

Cincinnati, OH 45263-3211
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