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Building Your Order

Step 1 Punchout from your Procurement system by clicking on the Office Depot catalog

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

- Catalog: Click a category from the - Shop from Personal or Company Wide Lists.

Navigation Bar and select the category or sub- Click then My Lists. To add an

category to view products. . : .
gory P item to your shopping cart: enter the quantity
desired, make sure the select box is checked,

- Search: Enter Keyword or ltem Number and click and then click Add to Cart.

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, Relevance
etc. To filter search results by characteristics such as
brand, size, color etc, click the desired characteristic
listed on the left-side tool bar.

- Quick Order: Enter the Office Depot, manufacturer, or
custom product code numbers, then quantity and click
Add to Cart. For multiple items click:
+ Meed to add more products?

Click the “Show Images” check box to view product
images and details. Enter up to 20 items at once.

Step 3 Click VIEW CART 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 your cart contents and click CHECKOUT when ready. The shopping cart items are returned
to your procurement system and the Office Depot session ends. *Purchase orders received by 5:00 pm local time
will be processed for next available day delivery.
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Checking Order Status &
Processing Returns

Under

: Taking care of business
Office
DEPOT

Products =  Services ~ My Account ~  [RElfeplieittMade i clled

Switch Account Order Tracking
Future Orders
Subscription Manager

My List Reorder

Home / My Account / Orders

Orders

Use one of the methods below to locate a specific order.

showing All Orders  Print & Copy Depot

Find Your Order
Search by item or order

Search By: _ggOrder Numoer ¥ | | l¢

Select ORDERS
Then ORDER TRACKING

Under Search By drop box
select desired search
parameter

OR

Search by Order Status

numoer, order status, or order Status: ALL v
daterange From: Ta:
e range: (117122977 B
M e If order placed beyond 30

P s [ w—

SEARCH ORDERS

Order Number [ =

Order Number

Search results are displayed in descending chronological order

days, adjust date
parameters.

Click an 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

Result1-80f8

Click the Order Number to

v

My Account

Order Number Order Date Total Status Delivery / Pickup Date  Changeable PO Number Cost Center Release Contact Type
01/30/2017 311274 Delivered 01/31/2017 No JTFERG USER1 N/A JEFFERY FERGUSON Qrder
89240248%-001  01/05/2017 %21.35 Delivered 01/06/2017 No IE 3.28 RELEASE  ACHARLIEBROWN 17 USER DEMOQ Qrder
B890041383-001  12/27/2016 %7460 Shipped  01/09/2017 No JTFERG USER1 N/A JEFFERY FERGUSON Virt Whse
890041051-001  12/27/2016 %5272 Delivered 12/28/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Qrder
B888014322-001  12/16/2016 54552 Delivered 12/19/2016 No MNIA USER1 N/A JEFFERY FERGUSON Order
B87893917-001  12/15/2016 3211 Shipped 121512016 No MAX-PO MAX-CC RELEASE Order
886389483-001 12/09/2016 5239.49 Delivered 12/12/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Order
863509454-001  09/09/2016 $10.85 Shipped 09122016 No 123 A A CARRIE RUSSELL-USER  Order

view details of the order.
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ORDER DETAIL includes:
Home My Account /. Order List / Order Detail
Order Detail e Order Number
R e Delivery Status
rint This 'age . . -
N EEd H el p? Talkwith & Representative * TraCkIng Inform atlon
+ Email Assistance Chat Now e Order Originator
» FAl -
OS e Order Last Modified By
Order & Budget Information
Order Number: F99045552-001 Tracking: 899045552-001
rder Date: Seatus: Delivered H H
E,ZE,:: By :_:—?::;:3 Snipped Date: View Carton Details and Proof of ° Shlppmg address
Lazt Mosified By: 21217836MS e :::“” (] Order data such as P.O.
Last Mogified Gn: 121122017 et Cost Center etc.
Comments ¢ Billing Information
Shipping Information Billing Information
Shipping Address: Bllling Contact: PO Number . .
OFFICE DEPOT TEST MATT SWIFT APPY 2: center ° Quantlty Shlpp_eq
ACCOUNT (555)555-5555EXE.0000 T ° Product descrlptlon
950 BRECKENRIDGE LN Payment Method: cetense . Quantit & Price
STE 220 :
LOUISVILLE, Credit Card TEST i Y .
v Credit Card Nurmer: e Links to product detail
e e e Notates icons such as
Contract, Best Value and
Restricted item (if
Workflow Status applicable)
Status Details Comments
Order Cancelled By MATT USER *OVERRIDE - Order was cancelled
Order Summary Hide Images
Description Pﬁ:_:'{m“ Quantity B";{%"&f"’" Shipped Total Reorder Price / Unit Reorder Qty. Deselectall #
l uni-ball® Rellerball™ Micro Point, $6.99 / sazen 1 o 0 600 $600/dozen [ | o RETURNS
0.5 mm, 80% Recycled Pens, Black
o ey O . .
Hion G54 Cortae Click Begin Return and follow the
- BESTVALUE . .
) Exoconsonis step by step instructions on the
() Recycled content next page
REVIEW THIS FRODUCT The order status must be
Commens: DELIVERED to process a return.
. «» | Ifyou still do not see the Begin
N Return link, please call Customer
elivery 3 $9.99 . .
Service for assistance.
Adjustments $0.00
Tawes: $1.02
S T REORDERS
M ==0
To create a new order
S e ¥'| with the same items.
Emall Us All selected items will be added to your shopping cart.
Back ta Order Track INg ” e w
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Place Return (Step 1 of 3)

Return Address

3. Review Information

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

Your address:

JEFFERY FERGUSON
173 CHASTAIN MDWS
COURT

KEMMES AW,

QA

20144-3724

usa

SELECT DIFFERENT ADDRESS CREATE A NEW ADDRESS

Place Return (Step 2 of 3)

1. Veriry Return Address 2 Select Your Items

Select the ltemy(s) you would lIke to return by providing the following detalls:
+ Quantity to return
« Return for Credit or Even Exchange
« Reason for returmn
« MNumber or boxes to return

STEP 2: Populate the quantity of the item to be
3. Review Information returned "
Indicate if item is to be returned for credit or
exchange. Select your reason for return.

Select a reason... v
Returnable [tems

Select a reason...

cart ltems Price/unit Quantity Ordered Returnable Quantity Quantity To Return Da I'I'IﬂgEd ltern
.. Averyz Removable Round $7.990 / pack g g |I| Delivered Late
Inkjet/Laser Multipurpose L.
n Labels, 3/4” Dlameter. White, Catalog Description Incorrect
Pack OF 1,008 It=m 2 0112433 . . Received Wrnng kemn
= Return actlon: ' Exchange ® Return for Credic
= Reason for your return: | Don't Ware tem v Don't Want Item
FORAY® Soft-Grip Retractable  $10.610 / dozen 4 a |:| Defective [tem
Gel Pens, Medium Point, 0.7
mm, Transparent Black Barrel, Ordered Wn:rng ltem
Black Ink, Pack Of 12 ltem # Mo longer needed
0510216

= Return actlon: ' Sxchange ) Return for Credlc

+ Mumber of boxes to recurn.

Wiy IS £Ris Important?

CONTINUE

Click CONTINUE

Place Return (Step 3 of 3)

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

Return Information

Return Order Number:
forateqnt-oo ® STEP 3: Review your return
Return Request Dake: . . . .
0208207 information and if accurate, click
orlginal Order Number PLACE YOUR RETURN button
B00045552-001 = Avery® Removable Round $7.99 / pack 1 37.08)

Inkjet/Laser Multipurpose

n Labels, 3/4" Dlameter, White,
Pack Of 1.008

Entered ltem # 112433

Return acticn: Return for Credit
Rezson for your return: Don't Want ltgm

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

Subtatal $7.99)

Taxes ($0.48)

Miscellaneous. $0.00

Total Credit: (58.47)
v

Madify Retum (Ll PILACE YOUR RETURN p
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Contact Information & Assistance

ONLINE TRAINING
To view a recorded training session which was held for your company, please go to the home page under BULLETIN
BOARDS & MESSAGES. Here you will find a link to the recording.

CUSTOMER SERVICE

Office Depot’s Customer Service Department is available to assist you with any questions you may have concerning
product, pricing, ordering, delivery, or support services. Get immediate help with your online purchases by
connecting instantly with a customer service representative, Monday-Friday 8:00 A.M. to 8:00 P.M. (ET), using our
Live Chat functionality or by calling us toll-free at 888.777.4044.

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

SPECIAL ORDERS

Please contact your Program Administrator for products not found in our comprehensive catalog or online.

Special order items are often delivered directly from the manufacturer. Because of this, a minimum of 3 business days is required
for special order delivery.

RETUN POLICY

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. You can place a return online as outlined above or through Customer Service by calling
888.777.4044. Please be sure and have your order number ready.

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.

BACKORDERS

All catalog items are in-stock, diminishing the chance of backorders. In-stock backorders are automatically filled within one (1) to
three (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 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 using the Order Tracking function
under the My Account menu.

Thank you for shopping with Office Depot OfficeMax!




