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PARTNERING FOR SUCCESS!

Together, OGR and Office Depot’s Business Services Division established a partnership to support and service your business.  Recognizing the value of your time, we have developed a quick and easy ordering process and included this simple instruction guide.
HELPFUL INFORMATION TO PROCESS ORDERS AND SERVICE REQUESTS

Your OGR National Account # is 40317652
· Your account has been set up to order via Internet, Phone and Fax.

· IMPORTANT NOTE: IF YOU HAVE NOT REGISTERED ON THE INTERNET OR VIA THE SIGN UP FORM, PLEASE DO SO BEFORE ATTEMPTING TO PLACE AN ORDER.

· The item number for Office Depot Business Services Catalog is: 763-784 and can be ordered along with your supply order via internet, phone or fax.
· The Customer Service Department is available to assist you with any questions you may have concerning product, pricing, merchandise returns and support services. The toll-free number for your convenience is (800) 651-4624.
INTERNET 

To place an Internet order, you will need a browser (Netscape Navigator or Internet Explorer 3.0 or higher) and Internet access.  

1. Using your browser, type in Office Depot Business Service Division’s web site address: http://bsd.officedepot.com  

2. Type in your assigned user name at the User Name prompt and your assigned password at the Password prompt to access your customized OGR account. 

· Login Name: 

· Password:    

3. The home page will display your options on the navigation bar at the top of the page.  

4. Once you have finished shopping, you may check out by selecting the gray “Go to Cart” button, located on the navigation bar.

QUICK INTERNET ORDERING INSTRUCTIONS

In the event you have any navigational questions or need assistance signing on, simply refer to the online Help or call the E-COMMERCE SUPPORT DESK 1-800-269-6888 HOURS: 7AM-8:30 PM EST, MONDAY – FRIDAY.
YOUR ACCOUNT MANAGER: 




YOUR BUSINESS DEVELOPMENT MANAGER

CHRISTINE COLONA





KRISTINA BINDER
Phone:  314-352-6700





Phone:  800-613-4624 ext. 5123

Fax: 
314-352-1441





Fax: 
 636-244-0262

E-mail: ccolona@officedepot.com



E-mail:
 kbinder@officedepot.com
 _______________________________________________________________________________
GETTING STARTED:

· Open your Internet Browser, type in the following URL/address: http://bsd.officedepot.com
· Add the web-site to your favorites

· Enter your assigned Login Name and (initial) Password, and then click the Login button

(The first time you enter the site, the ‘Login and Password Information’ page will appear with the following message: ‘Your profile is not configured with a security question’ prompting you to select a secret question and provide an answer)

· Click ‘Update’ to save your information

PLACING ORDERS:

· Click on ‘Order By Item #’ located on the Shopping Tools navigation bar on the left side of the page
· Enter the item number(s) and quantity for each item(s) you want to purchase or just type a search word under Search Tools to locate what you need

· The ‘Comment’ field allows you to enter a name or project name at the time of order 
(This information prints on the packing list you receive with your order, individual invoices, and remains in your on-line order history, providing a reference tool.)

· Click the ‘Add to Cart’ button

CHECKING OUT: 
· To place your order, click the red ‘Checkout’ button/arrow on the bottom right side of the page OR on the Shopping Tools navigation bar on the left side of the page
· Review your Shopping Cart

· If you are ready to proceed with your purchase, click the ‘Checkout’ button/arrow
· You have an opportunity to make changes to your ‘Shopping Cart’ on this page
· If you make any changes, click on the ‘Update Shopping Cart’ button
· Review all your information for your order
· Click ‘Place Order’ and/or ‘Place this order on Hold’ to receive order verification. 
TRACKING ORDERS:

To track an order, submit an on-line return, view the order detail and/or make changes to an order, click on ‘Order Tracking’.
THINGS TO REMEMBER:

· MY SHOPPING LISTS- Create your own customized/personal Shopping Lists or shop from your Company created Company Wide Shopping Lists – This will show all the OGR best value contract items.
· REAL TIME INVENTORY AND ‘YOUR’ CONTRACT PRICING AT YOUR FINGERTIPS!

· ON-LINE CATALOG (15,000+ ITEMS) TO CHOOSE FROM AS WELL AS YOUR BEST VALUE ITEMS SHOWN ON THE WEB-SITE. THEY CAN ALSO BE LISTED IN ‘MY SHOPPING LISTS’.

· ON-LINE TRAINING – CLICK on CUSTOMER SERVICES on the red toolbar and go to the On-line training section to find your specific training need tutorial.

· FIND PRINTER SUPPLIES – Searches for ALL the right toner cartridges for your business machines.  Just select the manufacturer and model number of the business machine. 

· ON-LINE RETURNS – Go into ORDER TRACKING click on the blue underlined order number. Click on the ‘SUBMIT RETURN’ button to return items for credit only. Please note you may only do one on-line return per order.  Please call customer service if you want to return an additional item from an order you had already submitted on on-line return.

· COMPARE- Compare items and all details side by side.  Comparisons remain in My Comparisons under My Profile.
PHONE

All OGR orders can be placed via phone by calling our Customer Service Department at (800) 651-4624. The Customer Service Department is available Monday through Friday between the hours of 8:00 a.m. and 5:00 p.m. (Local Time).

Office Depot’s Customer Service Department is available to assist you with any questions you may have concerning product, pricing, ordering, or support services. 

FAX
In the event you are unable to place your order on the Internet, you may fax your order to Office Depot’s Customer Service Department. 

1. Fill out the attached requisition to expedite the processing of your order and ensure all required information has been included. 

2. Fax your order to (800) 696-9582.

Faxed orders received by 3:00 p.m. (local customer’s time) will be delivered to all major -market areas the next business day.  

DELIVERY & FREIGHT INFORMATION

Deliveries to most markets will be made the next business day. These orders must be processed before the assigned deadline, as follows:

· Fax orders received by Office Depot by 3:00 p.m. local customer time.

· Phone orders processed by 4:00 p.m. local customer time. 

· Internet orders processed by 5:00 p.m. local customer time.

RETURN POLICY AND PROCEDURES

What do you do if you have merchandise to return?  

Please, use these guidelines to assist you in handling a return request.

· Returnable items include any products sold by Office Depot.
· Merchandise should be returned within 30 days of the original purchase.

· Returns may be requested via the Internet.
· Office Depot Business Services Division Internet Address – http://bsd.officedepot.com
· Click on order tracking

· Click on order number that contained item you are returning.

· Click submit return  


· Enter quantity, reason and continue 

· Verify return request, print, and click submit return

· Place a copy of the return request with the item you are returning in your designated return area.

· Items should be in their original packaging.

· Returns may be requested via phone, Customer Service Phone Number – (888) 263-3423
· To ensure accurate credit and pick up coordination, please be prepared to provide the following information.

1. Account number

2. Original order number 

3. Item number of product being returned

4. Reason for the return

5. Your name and how a Customer Service Representative or the driver may contact you.

· This information may be located on your packing slip, within your account history on the Internet or by calling the Customer Service Department. 

EXCEPTIONS:
1. Items not in the original packaging.  (Please, contact the Customer Service Department if you have any concerns).

2. Custom or imprinted items (unless produced incorrectly or delivered defective). 

3. Special order items (unless received in error from the manufacturer).

4. Dated items must be returned within 30 days of purchase.

Once your return request is processed, your Customer Service Representative will provide you with a RETURN AUTHORIZATION NUMBER and inform you of the process, which will take place to pick up the item and deliver a new item or process the credit due.

Office Depot, your source for Knowledge, Selection, Solutions
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