Ordering Guide

Office peroT OfficeMax vans

URL: https://business.officedepot.com

Welcome to the Business Solutions Division

Enter Login Name: :
Registered Customers

VANSXXX [ Login Name l
(XXX = 3 digit store #)

Enter Password [ j
(case sensitive):

Vans1966!

D Keep me logged in

Click LOGIN button

Forgot your login name/password? Need Help Logging In?

Home

Message board provides links to frequently accessed items
(click the circle) and Customer Service contact information.

Products \»  Services \~ l Search @O\‘ E]S:m“ Qb @

) o Orders Order By Item %, Shopping Lists = Proprietary Items T} Bulletin Board Account: 33202316

Bulletin Board & Messages

VANS

"OFF THE WALL"

Store
Supplies
Lists

Available
Budget

I Account Support

Product inquiries, order tracking & returns:
Office Depot Customer Service
Phone # 800.279.1528
Email: strategicsupport@OfficeDepot.com

For additional support:
Contact your DM



https://business.officedepot.com/
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Store
Supplies
Lists

My Lists

Search by list name, list description, or item #,

— List Type

“ Search Q ‘ ‘ All Lists
List Name + List Type =
BACK OFFICE Company Wide

I JANITORIAL Company Wide

You can also create your own personal/store N
specific shopping lists. Simply click “create Create New List
new Iist” and name your Iist. For best response time, please limit your list

to a maximum of 200 different items.
Create Shopping List

List Name

‘ | Description |

— List Type 1
Personal - |

() set As Default  [] Set As Favorite

You can also build your order by using the SEARCH option as shown. NOTE: items
which have a Restricted item icon (see example) will route for DM approval.

@ Restricted item .

- l Search

B g Orders
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e Locate the order below and click the Order # to view details such as
tracking, online return etc.
Order e Use search options to filter if needed.
Status e View orders for the past 12 months.
e Orders for restricted items and/or if your order exceeds your
available budget, it will route to your DM for approval.

e Orders pending approval will be listed under PENDING APROVAL

tab.

7~

Orders

Select By Status

Order Number

Date From

Date To

Order # Order Date

Ordered By #

In Proce54 - Approver User ID 02/28/2021 [m] 03/30/2021 | Min Order Total
£
o
All Orders Pending Approval 0

Approver %

BUDGET # Status &

03/23/2021

ﬁ 162945152-001 P

DELETE DELETE

122840 In Process

‘ 162040615-001 P 03/23/2021

DELETE DELETE

190781 In Process

Order detail

$28.12

Delivered

QUANTITY
box 2

Pendafiex® Premium Reinforced Color Hanging File Folders, Letter

Size, Black, Pack Of 25 Folders

tem £938365

Delivery only (D)

8) Eco-conscious (D

Track Your Shipment | View Carton Details | Return

COMMENTS:

l Best Value (1)

(&) Recycled content (D

n Order

BACK ORDER

0

Discount:

Track Your Shipment | View Carton Details | Return Crder '

TRACK YOUR SHIPMENT

Click this link to view
tracking & delivery
information.

VIEW CARTON DETAILS

Click this link to view
carton breakout details

RETURN ORDER

Click this link to place an online
return. NOTE: Order status MUST
show as delivered to initiate a

return.

If the order status shows as
delivered but the return link
doesn’t appear, call or chat with
Customer Service for assistance.
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e To view your monthly budget and dollars used/spent, click the circle
icon or click on the Budget icon as shown below.

Budget e Your budget/dollars used will update right after your order is placed.

¢ Budgets include sales tax.

e Orders exceeding your budget will route to your DM for approval.

Available

Search

@ o Orders Order By ltem f.'@ Shopping Lists Proprietary ltems t} Bulletin Board &3 Budget

&3 Budget
ﬁ"our Current BUDGET: Your Default BUDGET: \
TEST TEST
Description: Description:
Budget Limit: $100.00 Budget Limit: $100.00
Budget Used: $0.00 Budget Used: $0.00
Budget Start: Budget Start:
Budget End: Budget End:
Select a BUDGET by searching or viewing the entire list:
Search for a BUDGET: | | View only your BUDGET List
Return To My Account
Current Default BUDGET Comment Budget Limit Used Available

O] O] TEST $100.00 £0.00 $100.00
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Order
Budget
Excluded
Items

e To order items excluded from your monthly budget, you must
switch to your secondary account by clicking the circle icon (as
shown to the left here) or go to My Account, then SWITCH
ACCOUNT as shown below.

1!
-:lj-;mtact \;;ro

‘ Switch Account

I Manage Account >

e Next click blue SWITCH button as shown below.

e Add items to your cart and checkout. These items will not count
against your monthly budget.

Switch Account

You can switch between multiple accounts without having to sign in and out each time.

-H. Accounts Add Account
Account Company Name Login Name Description
33292216 VF OUTDOOR LLC VANS VAMNS_STOREDEFAULTVIEW  Default Account C! T ACCOUNT

33292316 VF OUTDOOR LLC VANS VANS_MOBUDGETVIEW No budget catalog Remove
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CHECKOUT

Contact

*Q

Cart Summary

33

Current Delivery Info:
WANS

1588 S COAST DR

COSTA MESA, CA92626-1533
Change

Subtotal(l item):

COffice Depot® Brand Copy And
Print Paper, Letter ...

$63.39 each amy 1

$63.39

If ready to place your order,
click PLACE ORDER
button.

If you have a restricted item
in your cart and/or if over
your budget, you will see a
SUBMIT button. Entire
order will be submitted to
your DM for approval.

Delivery order : # 166346620-001

Estimated delivery 04/08/2021

Price

Office Depot® Brand Copy And Print Paper, Letter Size (3-1/2" x 117,
> 20 L, Ream OF 500 Sheets, Case OF 10 Reams
s tem = 0343037 Envered frem = 343037

Have you made changes to your cart or delivery option? [ UPDATE caRT
2 congiion

Us Q56339 | :

Checkout

Qty. Total

6339 E] $63.39 =]
/ case

e Hover over the shopping cart icon (upper right
corner) to view a snapshot of your cart.

e Click CHECKOUT if you are ready to place your
order.

Review the shipping address to ensure accuracy.
Your budget & cost center will auto populate

Pt wrify Bl of pour oeder informaton beiow and theoss ore of S optisrs 8 the Botiom of B page 10 kubmet your order

User infermation Delivery information

RIS, AT [ ] ey ey
1384 5 S0AST Di )

iy TTP - a0 CORmrA L £

e ] L E ]

[y

Ernail options Owdler summany

[+t rar 3 wrasll sordemation of S crder Sisreaery cocar 1 IALETITRE-O00  Avbrraied debveny 04

[l serad i copy of crder orfreaton o

Account information

* BUDGET e
5 WANS. ADMIN
Corfisct Phore ==
* COSTCTR (BR8] TTT-4044
150120003 S

Delivery options

Skwredsnd Delosry Schedule Future Delveny
o youd e ra® wemlabee So recwve tha, cochir on e deie
Tiirey Woa jakptl @ iPgrps deiryiry Sle (dife rigeril
e 1 TR S, ey S AP (e T e e
e vl D SRR B, [ WADn AL i I

T place an order for PUTURE debewrry (deirvered in nc e
Wi 2 s B P e T 180 flis) Ok viaew

T & e Sarnty O

ol T

Delivery order : # 166311839-001

Estimated delivery 04/16/2021

Pice  Qty. Tota

$95.19 §95.19 [u]

Remove ltem
Remove ltem

Haney-Can-Do Collapsiole Commercial Garment Rack With Wneels, 66
5/8"H x 22'W x 74 5/16"D, Chrome

ftem # 0910277 Entered Item £ 010277

+ @ estricted fem

Subtotal $63.39
Subtotal  $95.19
Delivery fee  FREE
Delivery fee FREE
Adjustments  $0.00
Adjustments  §0.00
Toxes  $4.12
Taxes  $6.19
Total $67.51
Total $101.38

Have you made changes to your cart or delivery option?

By submitting this order, you agree to theTey

Continue Shopping | | Save CarttoList

8y submitting this order, you agree to the Terms and Conditions.

B Place Order







