BUSINESS SOLUTIONS™

Quick Start User Guide

Customer Service & Technical Support: 888.263.3423

User Login On the internet browser address bar, enter www.odpbusiness.com

odn..

Welcome to the Business Solutions Division
Enter your Username
Enter your password \ Registered Customers
Click Log in [

“Keep Me Logged on”

Check this box to by-pass
the login page and
connect to your account
without rekeying
credentials

Lost Login / /

Password Assistance
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Shop for products by
category.

Services v

For ODP services
such as:

Print and Copy,
Coffee Services,
PrintlQ, Shredding
Services, Tech
Services, Water
Services, Workplace
Interiors.

&) Orders
Order lookup /
tracking.

5_5] Order By ltem

Input item # to quickly
add to cart.

£% Shopping Lists

View company or
personal shopping
lists.

to view details.

Bulletin Board & Messages

You have a new message, view it here.

22

Business Dashboard

Recent Orders
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Learn more abaut the newest website enhancements,

Partaly Shippod -additionl tams pending

InProcess

The landing page includes 2 tiles for messages to keep you informed

o

s20542

s205.42

s3024

510725

8627

. Just click Read More

Search:

Type in product:
description

ODP or
manufacturer
product codes.
Predictive Search
reduces keystrokes.

Contact
Us

Customer Service
information / Website
support.

—

Link to shopping cart
/ quick view cart qty.

Account Menu. My
profile, shopping list,

Order Tracking, etc.
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Building Your Order

Step 1 Login to WWW.odpbusiness.com using the unique user id and password provided by your ODP representative.

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

—  Catalog: Click a category from the

Navigation Bar and select the category or sub- - Shop from Personal or Company Wide Lists.
category to view products.

Click [® Shoppinglists y o\ | ists. To add an

- Search: Type item Keyword or Item Number and item to your shopping cart: enter the quantity
click Search. A summary of matching categories and desired, make sure the select box is checked, and
the top-ranking items will appear. Choose a category then click Add to Cart. Hint: If the shopping list
or brand or go directly to an item. Results can be quantities are preset to “0”, simply click “Select all”

resorted by: Best Value (Contract), Price and and populate a quantity only on the desired items.
Relevance. To filter search results by characteristics

such as brand, size, color etc., click the desired
characteristic listed on the left-side tool bar.

- Order by Item #: Enter the ODP Business Solutions,
manufacturer, or custom product code numbers, then
quantity and click Add to Cart. For multiple items click:

+ Need to add more products?

Step 3 - Review your selections, view ODP recommended savings opportunities, save items for later in a
shopping list, or add to custom shopping lists.

Step 4 i Review selected items and shipping address and accounting field requirements; modify as needed.

*Orders received by 3:00 pm local time will be processed for next available day delivery in most cases depending on the
address.
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Checking Orders &
Processing Returns

OUPR  reay sicn [ Y =

[ Ocerybem [ Shoppinglits (8 Popdctaryhems G GulltnBoard  [DMyFles 23 Subscriptions

Under the profile button on top right
of screen

select Orders and Order Tracking.

Under the Order Number drop
box select attribute of the
- search: Order # , PO Number,
) ¥ Order Number
Selec By Satus N Ordered 8 DateTo P - Cost Center, ltem Number, etc.,
- Approver User ID Min Order Total Max O otal . . .
A i b Y w2 g Mo S then in the adjacent field enter

Orders Order Number -

»

v Cost Cents
Al ost Center your search value.
All Pending PO Number
All Processed Release Ol’
Caitelind Item Number
Credit Issued aproval e .
i - 3hipTold | Select by Status
Held By Customer -

If the order was placed before
previous 30 days, adjust date

Search results are displayed in descending chronological order. parameters.
All Orders Pending Approval €
m] :
0 TOT4E-001 P 0332022 SOTESTUSERFIRST <EOMBSD-9541» <FRAME> < DELETED-PAST DUENOT $18103 odo2022

SOTESTUSE D

$136842

0332022 SQTESTUSERFIRST <EOMBSC-901>
SaTESTUSE

Click the Order Number to
P, s B i s weee | View details of the order.

oNIIART

[m] GOI0TOTIS001 P 03312022 SOTESTUSERRRST <EOMESD 54415 <FRAMES s Hekd by Cusomer $729
SQTESTUSE

o) 0331/2022 SATESTUSERPRST <BOMESD-$981 <FRAME= e in Process $12049 012002

saresTust
o ¢ v ETESTUSERRRST <EOMESD-508T <FRAME < ik by Custorner a8

saresTust

a1 2002 OTESTUSERRRST <EOMELD.502T <FRAMES P n Process 5350 oanTana:
STEsTUSE

a0 SCTISTUSIRRRST <CMBSD-5841- <FRAME> s n Process s10s2224 LI
ST TUSE

£10,978.38
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Checking Orders &
Processing Returns

Order Details

What's New?

Delivery Payment Additional Info Order Summary
Attention: Phone: (361) 5575679 Account #: 21217836 Qrdered By: Customer Care Order Placed Mar 31, 2022
QDPTEST ACCT Exe 1 PO Mumber: AUT_PO Phone: (561) 557-6679
Gibisen Gibson Bt 1 Itemn Subtotal; $16.62
¥ Email: test user@@ODPBusiness.com Amount: $30.24 g Discounts; ($1.66)
Ste 100 Ship te 1D BILL TO [@5 ] Last Updated: 03/31/2022 Delivery Fee: $9.99
Boea Raten, FL 33496-2434 USA Updated By: XINT additional Fees: W $3.33
Taxes: $1.96
Shipment 1 of 1
P Order Total $30.24
ORDER NUMBER  ORDER STATUS TOTAL
603070549-001 Delivered $30.24
ES Add to List Reorder All
~ Processing| Track Packago

Mstrobrights Color Paper, 8.5 x 117, 24 Ib,, Cosmic Orange, 500 Sheets

dy: 1 @ $16.62 / ream & Write a Review
g6.62
Eco Conscious

Order Total $30.24

Shows the full detail including:
Order Number

Delivery Status

Tracking information

All details of the order including, Quantity shipped,
Product description and links to product detail,
item icons such as Contract, Best Value and
product restriction status.

Need to request a return?

If item is returnable online, a Click Create Return and follow the simple step by step instruction for returning yourjunneeded items.

To place items into a custom shopping lists shopping list.

m To create a new order with the same items.




