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Office pEPOT
Welcome!

Customer Service: 888.777.4044 o Technical Support: 800.269.6888

In your Internet Browser Address Bar, Type https://business.officedepot.com

. I Office Taking care of business
User Logln Page - Chat No

Welcome to the Business Solutions Division

Registered Customers
Enter your User Name/ID [ ]

Enter your Password P! [ pussrs s You take care of business.
We take care of you.
Click “Log in” >
oy | B tamsiasmn Not a customer? LET'S GET STARTED »
L. | Foraot your login name/passward?

“Keep me logged in” - Check/ Need Help Logging n?
this box to bypass the login
page and connect to your
account without re-entering
credentials.

Industry Selutions Quality Products Business Services Services & Support Sustainability Progl

o LBl PR From This Page, All Shopping Features May Be Launched

Help (Contact Us)
Live Chat, Customer Service Links,
User Guide & Online Demos.

ContactUs ~  Logout

LY

CJ Bulletin Board [ My Files 3 Subscription Manager

Order by Item #
Key in up to 20 Product #s for

simultaneous entry into shopping

Welcome

Account: Switch Account

Pending Approf

Ready. Set. Print!

cart. Save on select HP Printers i ]
=]

Search by Keyword or Item# View Cart
Type in product description,

. ts & ificati v
Office Depot or manufacturer e s ontearons
product codes. Predictive search Shopping Cart Recenty Viewed v

Hover over icon to see a

reduces keyStrOkes’ qUiCk VieW Of your current Recommendations For You v
Product Categories Bulletin Board & Messages order details. o @ 7
9 POPUIar Categories to VieW You have a new message, view it here. Learn about our most recent site enhancements. Helpful tinks Y
prod uct groupings. Q Read More Read More

Shopping Lists
Manage lists and quick-view %
default shopping lists.

Click “Read More” in Messages to Reveal
Welcome Information

M!! Account s far youer comverience from cusiom rporing End el notitcations to order tracking
View Order Tracking, Orders T T T e vm s o o s s s s
waiting for Approval, Future 9

C#fias Depod Cuctomer Serdcs Iz ahwaye Just a oall ewey o SRE.777.8048.

Orders and Recent Orders. e
Also Manage your Account E
Profile, ShipTo Information & e s G e s -
Dashboard features.
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Contact Us «  Logout
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[E5] order By Item [% shopping List CJ Bulletin Board [ My Files £ Subscription Manager

Welcome

Ways to Shop

ACCount Switch Account

Pending Approval (9

Cart bl )
1. Search by Keyword or Item# Yourcarts emply
2. Order by Item # —_—
3. Category (Drop Down)
. . Alerts & Notifications hd
4. Shopping Lists
Recently Viewed 4
Recommendations For You e
Order By Item 9 ~

Bulletin Board & Messages

; Helpful Links S
You have a new message, view it here. Learn about our most recent site enhancements.
E » ore Office [T -
>§ Read More DeEoT Read More
Build Your Order

Combine any of the following tools to build your order:

e Search by Keyword or Item#
The search field allows you to shop for items by simply entering in a keyword or Part ID and selecting the search icon.
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: Contract, Best Value, Price and Relevance. To filter search results by
characteristics such as brand, size, color, etc., click the desired characteristic listed on the left-side tool bar.

e Order by Item Number
The “Order by Item #” feature allows you to list the part ID and quantity of up to 20 item(s) directly to the cart, then
simply click By

NOTE: Click the “Show Images” check box before entering your items to view product images and details.

e (Category
After clicking the Products drop-down, you can simply hover over the headings, and narrow your search by selecting
your desired item category.

e Shopping Lists
You may create a shopping list to locate items you purchase frequently in one easy-to-find place (See below for
details). Selecting Shopping Lists on the home page will allow you to create a new list or view previously created lists.
When using a previously created list, enter the quantity desired, make sure the select box is checked, and then click
Hint: If the shopping list quantities are preset to “0”, simply click “Select all” and populate a quantity only on the desired
items.

e Ink & Toner

This category is located in the Product drop-down. You can easily find the appropriate ink or toner for your machine
by item number, printer model, printer brand or series.
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ReVI eW S h O p p I n g Ca rt ggggg Taking care of business Hi Fout
Products =  Services * My Account * Search Product or ftem #
—>
Select Shopping Cal"t d Shopp\ng Cart NeedHelp? gmfmal @%0s | P
Pric Qo Te=l - Order summary
* Toreview your order 3‘ Wetiem: 44 Vo S opor, o, el B 163
. . . Pack OF 24 Update < timate Shipping & Taxes
e View Office Depot recommended savings - A
opportunities —
e Share your cart with another user @ orseroytems
. © Delivery ) Pickup in store today
° Save ltemS for later Estimated delivery 1-3 business days 17 availavle
e Oradd to custom shopping lists e
. L)
e You may also hover over the icon for a § i
. Updatz C: Empty Cart rtTo L are Car -
quick snapshot of your order
Checkout
When you click Checkout
you can review and modify selected items, shipping address, and accounting field requirements.
Once you have reviewed and edited, simply click @ Place Order
Orders received by 5:00 p.m. Local Time are Processed for Next Day Delivery
Order Tracking
B Offce Supplies: Ofice 7 e - o
€ C | @ nitpsy//business.officedepot.com/billboard, QT e
Office Taking care of business Help »  Logous

Click “My Account” from the Navigation Bar
Scroll to Orders then Click on Order Tracking
Enter search parameters to narrow results to a
specific order, or a range

Click on the Blue Highlighted Order Number to
retrieve and view details

Showing All Orders  Copy & Print Depot

Find Your Order Search By: ‘ Order Number ¥ ‘ ‘
Search by item or order
number, order status, or order  Status: ALL v
date range From: To
Date Range: |02/02/2016 | [09/02/2018 12
Min WMax:
Dollar Range: | | |

S L = Show All Orders.

Click an order number to see the details of your order, or to view delivery tracking information.

Showing Orders created bety 16 and 16

Result1-100f27 123 Next b Last
O er Order Date Total Status Delivery | Pickup Date Changeable  Contact Type
853661063-001 0712712016 $139.80 Delivered 071282016 Mo Order
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Online Returns

Office Depot® Brand Steno $12.490 fdoen 2 0o 2 52458  $12.99/dozen 2
Books, 6" x 9", Gregg Ruled, 70
Sheets, White, Pack Of 12

. . ltem# 533400
e Locate your order in Order Tracking
e Click on your order number to view in the “Order _ ‘ .
= Soy Hondairy Creamer, 12 Oz. §5.870 1 pack 1 o 1 $587  S5.87/pack 1

Canisters, Pack Of 3

Details” screen | e
e Scroll to the bottom of your order and select

(‘Begin Return” \ Subtotal: sa7.52
e Follow steps 1 through 3 to submit your return peberes 000

Miscellsneous: 50.00

Home > Wy Acoount > Order Detail > Return Form

i
Place Return (Step 1 of 3)
v Tracking

&7
Place Return (Step 2 of 3)
Return Address
1. Verify Return Address 2. Select Your ltems 3. Review Information Need Help? R 2P 3 ¢ )
Your address:
LR e I T T
891 SQUIRREL RO Select uld like to return by providing the following details: * FAQs
EPS INTERNAL ORDERING "
691 N SQUIRREL RD STE 22 ven Exchange et che sty Retur ik o ot
AUBURN HILLS, M| 48326-2846 . etun
usa
Returnable ltems
Quantity Retumable  Quantity To
Cartltems PricelUnit Ordered Quantity Return
Porelon 42-2 Replacement Ink Rollers, BlackiRed, 52170 / pack 2 2
_’ Pack 0f2 flem# 0843564
+Return action: © Exchange © Retun for Credit
* Humber of boxes to return.
Whyis this important?
— S
s Dapans Brans - Binin
'h Gomes 0 ihaus Capaciy Biach,
~ Pack 01 100

Yeu'vn chatan 1 raturn your am in 1 van

Search for Best Value and

Contract Items

To search for your Member Contracted Items, _:’s-/__g@ﬂe Folders 346 results >
be certain to sort results to *under 400. — o

Letter (8 1/2" x 117)
(*Advanced sorting is available only when less ﬂ w S‘

than 400 results appear)

Flltef' By FILE FOLDERS » FILES»

Standard File Folder T

B Availability By | Relevance v

Click Drop-Down and Select O For Detivery 531 Peeace

“Best Value and/or Contract”’ T ‘ :

am 610536 @

B Featured Items ’/ 2593 Reviens

Note: 0 0n sale New Arrivals Office Depot® File Folders, 1/3
/

Cut, Letter Size, 30% Recycled,

[ i i i i O New rrivals 2 Customer Rating I/ anila, Pac olders
You will see a ! Best Value icon identifying New Al - | [
B Categories Price Low to High A:;alznhdmg:‘i:sg

these items when your results populate O Fie Folders 1 ¥ <o e

O Expanding File Folders 7 Preen oo Eh el
Brand A-Z
You also have access to preferred-priced e s

Contract items. Follow the same procedure and O pendafier e
U Barker Creek

select “Contract Items” in the Drop-Down ot Depot e
Menu to view additional products O sKuCRAFT v Offic Depor® Fie Falders. 1/3 T2b

See All Brand Cut, Assorted Position, Letter Size,

B Product Type Manila, Pack Of 100 Folders
Availability: 2,721

Standard File Folder
Sold Online
gSku.do?id=810838 pider (11 P Best value
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Shopping Lists ® Useful Information

BIC® Standard Ballpoint Refills, Medium Point, Blue Ink, Pack Of 2

Accessing shopping Lists While Shopping v s e
e Locate the item that you would like to add to the @ic) £
shopping list Satect an astion

© One-Time Dalivery

e Select “Add to Shopping List”
A window will pop up. This window gives you the
option to create a new list or add the selected item to
an existing shopping list.

Subscription Delivery

/

Free Delivery on qualifying 550.00 Q) Pick Up In 1 Hour
orders

ymeadows Rd. Ja

Select a List
Recently Used Lists

To add an item to an existing shopping list ) )

e Select the Shopping list name of where you want to 9 | §
add the item. You will receive a pop-up window that
indicates your item was added successfully

CREATE LIST
MAMAGE LIST

Create New List Select an Option
Create a New Shopping list Create New List
For best results, please limit your list to a
e Select “Create List” i il aversay e th Shoppng Lvs
response fime.
e Enter the name of your new shopping list and select it ame:
SAVE

[0 Yes, set to default

Accessing Shopping Lists from the Home Page SAVE gl
e (lick the “Lists” icon to access your shopping lists INSTANTLY
then select the appropriate Shopping List. \ &
e Select the item(s) to add to your cart and adjust the \ o ]
quantity. Select “Add to Cart” to add the items into = \ " -

your shopping cart.

Taking care of business

Products =

services * My Account =

Lists / EIE My List

First time user?
Set up reminders for
yourself.

& mamum of 200 oifferens ems. Exceeding o It Wil
time.

Y85 TEMING M8 E00UTTE 132112 8L

tems In Your List

Description Yourprice S Quantity®
Wiison Jonss® Hanging View Binder $31.22/ each 1 s
3" Post, Black.

REWIEN THIS PRODLCT.




