Ordering Guide

Office peroT OfficeMax Kipling

URL: https://business.officedepot.com

Welcome to the Business Solutions Division

Enter Login Name: Registered Customers
KIPXXXX [ ]
(XXXX = 4 digit store #)

Enter Password (case
sensitive):

i liRo06k

(XXXX = 4 digit store #) (3 keep me loggediin

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

Click LOGIN button

Home

Message board provides links to frequently accessed items
(click each circle), budget information & Customer Service
contact information.

Products v Services v Search 8 Q Eﬁ:mn Qro

&) 0 Orders [i5] Order By Item (% Shopping Lists| [ Proprietary Iltems [, Bulletin Board Account: 64688492

Bulletin Board & Messages

Account Support |

To view your current month's available budget, go to BUDGET AIA icon in the above tool bar

Office Depot Customer Service
Phone # 800.279.1528 (M - F 8 to 8 EST)

’ Product inquiries, order tracking & returns:
Email: strategicsupport@OfficeDepot.com (allow 24 hr min response time)

For additional support:
Contact your DM



https://business.officedepot.com/

Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com

e To view your monthly budget and dollars available/used, hover

EI} BLI dgEt your cursor over the Budget icon in the quick link bar as shown
below.

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

e Budgets include sales tax.
IMPORTANT! Order totals which exceed your available budget
will route for approval to Store Ops.

Search

@ o Orders Order By ltem fq'a Shopping Lists Proprietary ltems E} Bulletin Board 53 Budget

&3 Budget

Contact

v— Us

Product inquiries, order tracking & returns:
Office Depot Customer Service
Phone # 800.279.1528 (M - F 8 to 8 EST)
Email: strategicsupport@OfficeDepot.com (allow 24 hr min response time)

For additional support:
Contact your DM




Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com

Shopping Lists

Search | Mame, Description @ All
Lists
Select Default MName % Comments %

Cash Handling

I Cleaning Supplies

COVID Supplies

First Aid

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 |

i— List Type \
Personal - ‘

[7] 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 Store Ops approval.

-l Search
@ Festricted item
) o Orders [E5] Order By Item [, Shopping Lists % Proprietary ltems [} Bulletin Board I8 Budget




Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com

Checkout

'\!] O\ |E| Elzntact

Cart Summary

Current Delivery Info:
KIPLING RETAIL LLC

525 WASHINGTON BLVD FL 27
JERSEY CITY, MJ 07310-1670
Change

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.

e Review the shipping address to ensure accuracy. If
your address is incorrect, please contact Store Ops
to have it corrected PRIOR to placing your order.

Checkout

Please verify all of your order information below and choote one of the options at the bottom of the page to submit your order.

User information Delivery information
KPLING ADMIN KIPLING RETAIL LLE

525 WASHINGTON BIVD FL 2T
(BEE) TT7 - 4044 JERSEY CITY, NJ

noreply@officedepot.com 07310

Office Depot® Brand Copy And
3 Print Paper, Letter ...
(Taxable)

$63.39 cach Qry 1

Subtotal(1 item): $63.39 Email options

Order summary

Send me an email confirmation of this arder Delivery order 1 2 168642352-001  Estimated delivery 04,16,2021

D) send a copy of ceder confirmation to

Account information

“ BUDGET B  Contact
[resT BuDGET [sToRe MaNAGER ]

(O Make these my default values, if permitted Contact Phone Bt

If ready to place your order, (1858 7774088 C )

click PLACE ORDER comment
button. |[ 1|
If you have a restricted item [ )
in your cart and/or if over
your budget, you will see a Sarcderd Bekiery
SUBMIT button. *Entire
order will be submitted to
Store Ops for approval.

Delivery options
Schedule Future Delivery

If you ara not available to receive this order on the date
below, then select a cifferent delivery date (date request
applies to stocked items, any items shipped directly from the
wendor will be delivered as previousty indicated):

Sedact 3 detred delivery date:

e 04/16/2021

To place an order for FUTURE dalivery, (delivered in no less
than 21 days and no greater than 180 days) Click Here

i H -
Delivery order : # 166346620-001 Delivery order : # 166311839-001

Estimated delivery 04/16/2021
Estimated delivery 04/08/2021

Pice Oty Tota Remove Item

Pice Oty Total  Remove Item
Heney-Can-Do Collapsible Commercial Garment Rack With Wheels, 66 595.19 595.19 u]
Office Depot® Brand Copy And Print Paper, Letter Size (8-1/2" x 117, 56339 [I] $6339 m] S/8°H x 22°W x 74 5/16'D, Chrome 7 each
20 Lb, Resm Of 500 Sheets, Case Of 10 Reams / case e # 0819277 Emmared rem = 218277
item # 0348037 Entered ltem # 348037

+ @ estricted e

Subtotal  $63.39
Subtotal 59519
Delivery fee  FREE
Delivery fee FREE
Adjustments  $0.00
Adjustments  $0.00
Taxes 5412
Taxes  $619
Total $67.51
Total $101.38

Have you made changes to your cart or delivery option? | UPDATE CART

By submitting this order, you agree to the Terms and Conditions,

Have you made changes to your cart or delivery option? [ UPDATE CaRT

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

Continue Shopping | | Save CarttoLi




Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com

e Locate the order below and click the Order # to view details such
as tracking, carton details, submit an online return etc.

e Use search options to filter if needed.
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 Store Ops for approval.

7
Orders Order Number -

Select By Status Date From Date To

In Proce54 - Approver User ID 02/28/2021 ] 03/30/2021 | Min Order Total
\

All Orders Pending Approval 0
Order # & Order Date « Ordered By $ Approver $ BUDGET ¢ Status &

ﬁ 162845152-001 P 03/23/2021 DELETE DELETE 122840 In Process

‘ 162040615-001 P 03/23/2021 DELETE DELETE 190781 In Process

164322466-001 - Child Order Delivered $59.,

QUANTITY BACK ORDER SHIPPED. TOTA|

$28.12 ... : " : .

Pendafiex® Premium Reinforced Color Hanging File Folders, Letter
Size, Black, Pack Of 25 Folders COMMENTS:

tem 2932365

Delivery only (D) P st vsie D

Order Detailh‘ R

(&) Recycled content (D

Subtotal: $56.2:
Delivery Fee: 500
Adjustments: S0
Discount:  ($0.56]

Track Your Shipment | View Carton Details | Return Order

Track Your Shipment | View Carton Details | Return Crder . RETURN ORDER

Click this link to place an online
return. NOTE: Order status MUST

TRACK YOUR SHIPMENT VIEW CARTON DETAILS f:tz\;\:}as delivered to initiate a
racking elivery i .
information. i [Dieel ol eEelE doesn’t appear, call or chat with

Customer Service for assistance.




