Quick Start

Office perot OfficeMax Ordering Guide

Technical support: 800.269.6888 0 Customer Service: 888.777.4044

Connecting to officepuror
Sign-in with your iHeartMedia Management Services, Inc. - Prod
account to access Office Depot

https://iheart
vour iHeartMedia @PiHeartEDIA
credentials to log in
Sign In

Enter your Username ——»
O Please enter a username
Password

Enter Password —————»

@ Please enter a password

“Remember me”

Check this box to avoid reentering your I
; ’ _| Remember me

Username at each login

Click Sign In ———— Sign In

This will bring you to all of the iHeartMedia apps and sites available to you. Select Office Depot
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Products -

Shop for products by
category

Services -

Shop by Office Depot
services

My Account ~

-Order Tracking
-View and manage
shopping lists
-Reorders

The landing page includes BULLETIN BOARD & MESSAGES to keep you informed.
Click Read More to view your customized account page.
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Quick reorder

Search:

Jr— ... | Type in product
Welcome Office Depot Description,
— Office Depot or
an ~e| manufacturer
i suss|  product codes.
=~ [ Predictive search
e .| reduces keystrokes.
it i ¥— Quick Order
il ¥| Enter product and

<+ =1 quantity or click

» Nied s ackd more prochicts?

Add To Cant ]
Store hear You .
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- Building Your Order

Step1 Logon to https://business.officedepot.com using the unique login name and password provided by
yourOffice Depot representative.

Step2  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 subcategory Click then My Lists. To add an item to
to view products. . . . .
your shopping cart: enter the quantity desired, make

sure the select box is checked, and then click Add to

- Search: Type item Keyword or ltem Number and click Cart. Hint: If the shopping list quantities are preset
Search. A summary of matching categories and the top to “0”, simply click “Select all” and populate a quantity
ranking items will appear. Choose a category or brand, or only on the desired items.

go directly to an item. Results can be resorted by: Best
Value (Contract), 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.

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

+ Need 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 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.
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Checking Order Status &
Processing Returns

Under
_ Select ORDERS
Switch Account Then ORDER TRACKING

Manage Account

2 Taking care of business
Office *
DEPOT

LS R Scarch Product or item #

My Profile Future Orders
Subscription Manager

My List Reorder

Home f My Account /. Orders
Orders
Use one of the methods below to locate a specific order. U nder Sea rch By d rop bOX
select desired search
showing All Orders Print & Copy Depot
pee s S parameter
Find Your Order Search By: ggDrder Numoer ¥ | | ¢ OR
il R T v Search by Order Status
oste ranlge From: To:
e Range: [ =
i M If order placed beyond 30
ol = —1 ] days, adjust date
prover: l:lEe.ecc ppRrover
@wmm parameters.
Hem Number

Ship To Id

Search results are displayed in descending chronological order

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

v Click the Order Number to

Order Number Order Date Total Status Delivery / Pickup Date  Changeable PO Number Cost Center Release Contact Type VieW details Of the Order,
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 DEMO Qrder

890041383-001  12/27/2016 %7460 Shipped  01/09/2017 No JTFERG USER1 N/A JEFFERY FERGUSON Virt Whse

B90041051-001  12/27/2016 55272 Delivered 12/28/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Order

B888014322-001  12/16/2016 54552 Delivered 12/19/2016 No NIA USER1 N/A JEFFERY FERGUSON Order

B87893917-001  12/15/2016 3211 Shipped 12/15/2016 No MAX-PO MAX-CC RELEASE Order

B86389483-001 12/09/2016 523949 Delivered 12/12/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Order

B863509454-001  09/09/2016 $10.85 Shipped 09122016 No 123 A A CARRIE RUSSELL-USER  Order

My Account
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ORDER DETAIL includes:
Home f My Account ! Order List / Order Detail
Order Detail e  Order Number
o o Delivery Status
rint This Page . . .
N EEd H el p? Talkwith 3 Representative ¢ TraCKIng ‘I n‘formatlon
+ Email Assistance Chat Now e  Order Originator
» FAQs g
¢ e Order Last Modified By
Order & Budget Information
Order Numper: 899045552001 Tracking
Order Date: 12122017 S Shipping address
Ordered By MATTAPPVI Snipped Date: View Carton Details and Proof of pp g
Lazt Modified By: 21217836MS s :::“” Order data such as P.O.
Last Modified On: 1211242017 Da'zeﬁyme COSt Center etC.
il ¢ Billing Information
Shipping Information Billing Information
Shipping Address: Bllling Contact: PO Number . .
OFFICE DEPOT TEST MATT SWIFT APPYV ztcenler ® Quantlty Shlpped
ACCOUNT (555)555-5555EX.0000 s ° Product deSCFIptIOﬂ
950 BRECKEMRIDGE LM Payment Method: : Q tt & P .
STE 220 - Release o uantl rice
LOUISVILLE, Credit Card TESE . y .
K Credit Card Nurmber: e Links to product detail
= i e Notates icons such as
Contract, Best Value and
Restricted item (if
Workflow Status applicable)
Status Details Comments
Order Cancellea By MATT USER *OVERRIDE - Order was cancelled
Order Summary Hide Images
Description Pﬁ:_:'{m“ Quantity B""w%“&?'“ Shipped Total Reorder Price / Unit Reorder Qty. Deselectall #
l uni-ball® Rellerball™ Micro Point, $6.99 / gazen 1 Q 0 $699  $699/cozen  [i | & RETURNS
1 0.5 mm, 80% Recycled Pens, Black
Barrel, Red Ink, Pack OF 12
Item # 149781 . -
+ onen G o Click Begin Return and follow the
- BESTVALUE . .
B o step by step instructions on the
(&) Recycled content neXt page
REVIEW THIS PRODUGT The order status must be
Comments: DELIVERED to process a return.
P «» | If'you still do not see the Begin
N Return link, please call Customer
lives 5 $999 . .
2 Service for assistance.
Adjustments $0.00
Taxes: $1.02
R e REORDERS
M —l
To create a new order
st gl s ¥'| with the same items.
Emall Us All selected items will e added to your shopping cart. ORDA >
Back ta Order Tracking e e
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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 FERGUSOMN
175 CHASTAIN MDWS
COURT

KENMNESAW,

GA

30144-3724

usa

SELECT DIFFERENT ADDRESS CREATE A NEW ADDRESS

Place Return (Step 2 of 3)

1. Veriry Return Address 2 Select Your Items

Select the Itemy(s) you would ke to return by providing the rollowing detalls:
« Quantity to return
« Return for Credit or Even Exchange
+ Reason for return
« Number of boxes to recurn

STEP 2: Populate the quantity of the item to be
returned.

3. Review Information

Indicate if item is to be returned for credit or
exchange. Select your reason for return.

Select a reason... v
Returnable ltems Select a reason
Cart Items Price/unit Quantity Ordered Returnable Quantity Quantity To Return Da magﬁd ltem
. :_Iv;w@ Rﬂmﬁ&i:‘m‘r; $7.990 / pack 8 8 1] Delivered Late
hl Labels, 3/4" Dlameter, White, Catalog Description Incorrect
Pack OF 1,008 [tem# 0112433 Received Wrong ltem
= Return actlon: ) Sxchangs @ Return for Credic Dan't Want Ieem

= Reason for your return: | Den't Want ltem v |

FORAY® Soft-Grip Retractable  $10.610 / dozen 4 4 |:|
Gel Pens, Medium Point, 0.7

Defective ltem
Ordered Wrong ltem

mm, Transparent Black Barrel,
Ma longer needed

Black Ink, Pack OF 12 Item #
0510216

- Return actlon: ) Sxchange ) Return for Credit

# Mumber of boxes to return.
Why IS this Important? .
Click CONTINUE
Place Return (Step 3 of 3)
Please revlew your return Information. If you need to edit your Information, select the "Modify Return® link at the bottom of
the page. You may print this page as a reference but your return Is not complete until you click "Place Your Return".
Return Information
Return Order Mumber:
S too0n. o e STEP 3: Review your return
e information and if accurate, click
original Order Number PLACE YOUR RETURN button
859045552-001 e Avery® Removable Reund §7.99/ pack 1 ($7.99)
Inkjet/Laser Multipurpose
m Labels, 3/4" Dlameter, White,
Pack Of 1.008

Entered ltem # 112433

REUrn acticn: Return for Credit
Reason for your return: Don'tWant ligm

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

Subtatal (57.99)
Taxes: (50.48)
Miscellaneous 30.00
Total Credit: $8.47]

v Lt )

Modify Retum (oLl PLACE YOUR RETURN p




