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Office Depot Business Solutions Division

Office peroT OfficeMax

Welcome Guide for Users

Technical support: 800-269-6888 e Customer Services: 888.263.3423

In the internet browser address bar, type https://business.officedepot.com.
Login Name: email address Password (first time): Need2Update

If it is your first time on the site or your password has expired, you will be prompted for a new password.
Passwords must be at 8 to 10 characters in length and must have 1 capital letter and one number. The Old
Password will be the same as the initial password for first timers.

Enter you user Name/ID
Enter Password

Click Log in

“Automatic Login”

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

Lost Login / Password
assistance

Home

Help
Live Chat, custcrmer service

links, User Guiae and online
Demos

Store Locator

Order by ltem #

Key in up to 20 prdduct #s for
simultaneous entry into
shopping cart.

Search:

Type in product des¢ription:
Office Depot or manufacturer
product codes. Predictive
search reduces keystrokes

Click on Product Category to
view product groupings.

Ink & Toner Find refills and
supplies for your business
machines.

Home Customer Service: 830.263.3423 (888-2-OFFICE)

Office pEPOT.

BUSINESS SOLUTIONS

Technical Support: 800.269.6888

Registered Customer Future Order

Experience Business
Made Personal

Login Name

Office Depot is dedicated to helping
you control your spend and grow
Password your business

Discover how our commitment to
personalized service can help your

I Keep me loggerin business succeed

START YOUR CONVERSATION

i
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LIVE CUSTOMER SERVICE
Monday - Friday: 32m - 11 pm
EST

GO MOBILE

Bad with the most advanced, business - focused
k apps in the marketplace.

> LEARN MORE > LIVE CHAT
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Office Supplies  Paper  Breakroom  Ink & Toner  Cleaning  Technology  Fumiture Copy & Print  School Supplies

| | We've made it faster and easier to find what you need

Bulletin Board My Orders

W) Messages Need To Know Catalogs & More

The landing page includes a bulletin board to keep you informed. From this page all shopping
features may be launched.

Q My Account
To view Account Profile, On line
Reporting, Dashboard features

§ﬁ90rders

View order tracking, Orders waiting
for approval, Future Order

Recent orders

éQuick Entry:

Add a single item to order or
shopping cart with fewer clicks.
<= My Lists

Shopping Lists, manage lists and
quick view default shopping lists

.:. Shopping Cart: value, details
and current shipping address
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Office Depot Business Solutions Division o Quick Smart Guide for Super Users

Building Your Order

Step 1 Logon on to https://business.officedepot.com using the unique user id and password. The user id is your email
address and Welcomel is your initial password. You will see instructions on how to update your expired

password.

Step2 Combine any of the following tools to build you
order:
- (b Quick Entry: Add a single item to order by
—  Catalog: Click a category from the Product entering Office Depot part # manufacturer#
Navigation Bar and select the category or sub- or custom product code numbers, quantity
category to view products. then ETTTTT=

— Search: type item Keyword or Item Number and
click Search. A summary of matching categories
and the top ranking items will appear. Choose a
category or brand, or go directly to an item.

- = My Lists. Select Default or any Add
preselected lists. To add an item to your
shopping cart: enter the quantity desired,

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.

Order by Item #: Enter the Office Depot,
manufacturer, or custom product code numbers,
then quantity and click m

Click the “Show Images” check box to view

product images and details. Enter up to 20 items
at once.

make sure the select box is checked, and then
click Add to Cart. Hint: If the shopping list
quantities are preset to “0”, simply click “Select
all” and populate a quantity only on the
desired items.

Step 3 o Shopping Cart to 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 NN Checkout - Review selected items and shipping address and accounting field requirements; modify as
needed. If the order is released by 5:00 PM (your local time) it will be processed for next available day delivery.



https://business.officedepot.com/
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Product Navigation Bar

Hover your cursor over Office Supplies.
Choose the category.
Choose the sub category.

Use the Filters on the left side of the page to narrow your results even further.

Office o I
DEPOT My Account. Quic

Office Supplies

Order By Item | My Lists

I Search by Keyword or item#

Q

Paper Ink & Toner Breakroom Cleaning Technology  Furniture  Scff

Supplie

Basic Supplies

Filing & Storage
Binders & Accessories Ink, Toner & Ribbons
Business Forms, Tax Forms &
Recordkeeping

Calendars & Planners

Custom Printing

Bags & Luggage

Mailing, Shipping & Enveiopes
Presentation Boards

Pens, Pencils & Markers

Desk Accessories & Organization
Executive Gifts

Labels & Label Makers ‘_—.

Promotional Products
Tape & Adhes
Art & Crafting
Drafting
Laminating
Post-It & Sticky Notes
Retall Store Supplies

ves

Oraer By ltem

Office
DEPOT

Office Supplies

I Search by Keyword or item# Q

Paper Ink & Toner Breakroom

Cleaning Technology

1= g Oitems
— 7 so
My Account. Quick Entry. Mylists. Cart .

Furniture School Supplies  Copy & Print

Home /

Office Suppiies / Labels & Label Makers

Labels & Label Makers

save instantly

on Avery® Shipping Labels

Label Makers & Tapes »

* Electronic & Automatic Label

Filing Labels

Label Makers & Tapes Makers
* Handheld Label Makers

Media Labels

« Label Maker Tapes

Address Labels »
« Clear Address Labels
« Laser Address Labels

« Inkjet Address Labels

View all 142 it

Shipping Labels »

* Clear Shipping Labels
« Laser Shipping Labels
« Inkjet Shipping Labels

» View All » View All
Name Badges & Kits » View All
Office
DEPOT | Search by Keyword or ltem# Q MyActount. OuckEniy. My Lisis-
Office Supplies Paper Ink & Toner Breakroom  Cleaning Technology ~ Fumiture  SchoolSuppies  Copy & Print

Home 1 Office Suppiies / Labels & Label Make Laser Address Labets

Shop Office Supplies 20 Results

= Categories
DA Lane tems1to12 [12PerPage v| oy [Remvance vl

[Jinkjet & Laser Address Labels

Avaitabilty: 3,091
/ Sok Onime
 Sokd in Stores
+ sesTvALE

Avasabity. 591
v e

Avery® White Laser Address Labels, 1" x 2 5/8", Box Of 3,000
om 364364 @

= Label Size
- . Oftice meror. |
L2t x 134 Tnx2Win
2 ‘addross labols
01" x257 s0g7s
= Office Depot® Brand White InkjetLaser Address Labels, 1" x 2 5/8" 29
x4 Box Of 7.500
11737 x 4 oK, oy A50TO CART

Mo =

$254 ,

'ADD TO SHOPPING LIST
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Keyword/ltem# Search

Type in your keywords, manufacturer#, or item#.
Use the Filters on the left side of the page to narrow your results even further.

off. e Order By ltem | My Lists Q
DEPOI Aasr 08 O‘ My Account»  Quic

Office Supplies Pap| SearRcH SUGGESTIONS lechnology Furniture
laser labels

Message laser label box
laser label length
laser label

Last update by: DISNEY

° Order By ltem | My Lists |
Office
DEPOT. laser labels Q My Account. Quick Entry. My Lists. |

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology Furniture  School Supplies Coyjl

Home / Text Search / laser labels

= Browse Catalog Showing 33 results for 'laser labels’

Office Supplies Advanced Sorting Available!
Please use Advanced Sorting options below to sort products by Best Value item, Contract item, pnce and more!
School Supplies

ltems1to12  [12PerPage v| By [Relevance v]

& Categories
[JAddress Labels

L] atiet Pawses Atkaress Lasels Avery® White Laser Address Labels, 1" x 2 5/8" Box Of 3,000

ltern 354354 @
[JLaser Address Labels Availability: 3,089
T ' Sold Cnline
V Sold in Stores
[ shipping Labels White o DR
Easy Peel
Address Labels

[CJLaser Shipping Labels

See all Categories ¥ed Eco-Conscious
= Brand
CJAvery

[JOffice Depot

& Label Size

O1"x258" 1 t“ Avery® TrueBlock® White Laser Shipping Labels, 3 1/3" x 4", Box Of
600
1" x4*c c ltem 463546 @
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Order by Item#

Enter the Office Depot, manufacturer, or custom product code numbers, then quantity and click Add
to Cart. Click the Show Images check box to view product images and details. Enter up to 20 items at
once.

offo e Order By item | My Lists
DE POT Searc Keyword or ltem# Q

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology

Message

Office Orcer By Item | My Lists
DEPOT Search by Keyword or item# Q

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology

Home / Order By Item Number

Order By Item Number

Enter item Number(s) & Quantities

Enter the 6 or 9-digit item number and quantity for each item
you would kke to order in the appropriate fields below.

Show Images [

Note: Please make your Show Images selection prior to
entering products on this page.

Item Number Qty
364364 1]

Quick Entry

Add a single item to order by entering Office Depot part#, manufacturer#, or custom product code#, quantity then
click Add to Cart. If you need to add this to your shopping list, click Add to List.

o - Order By ftem | My Lists _ .

ff € S h by K d or ltem# Q| O :HE @ ':= = ;}:E"'s
earch by Keyword or flerm: My Account. Orders. Quick Entry. My Lists+  Cart ~

DEPOT y{ \ecoun rders uick niry y i a

Office Supplies  Paper Breakroom Ink & Toner Cleaning Technolog Quick Order Emry 5 Copy & Print

M RS e Eo yc:: hal:/e multiple items to ordw’ﬁmy —
" - 3 lem Number
. A!E@ buy now. use foreve ;.o

Comments

SUSAN CAMPBELL

save instantly
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Shop using My Lists

Either click on the My List link above the search box or place your cursor over the My Lists icon.

Choose your Default List or Recently Used Lists.

You will also see Company Wide lists which are available to all Cast Members.

Update your quantity if needed and click on the check box next to the item you wish to add to your cart and then click
Add to Cart.

off. Order By ltem | My Lists -— -
ice B ¥ g =

DE PO'I'_ ‘ Search by Keyword or Item# Q‘ My Account~ Orders~ Quick Entry~ My Lisis« Carl

Office Supplies Paper Breakroom Ink & Toner Cleaning Ti Shopping List Your Default List

Manage Lists No Default Selected
- buy NOW. USE | crete new i SELECT DEFAULT
<,

Home / Office Supplies Recenlly Used Lists

i i create, ;
Office Supplies ustame Date
manage & Office Supplies 2016-01-14

Save your Medical 2016-01-14
Shop . . company 2016-01-13
shopping list

Basic Supplies i [ I VIEW ALL LISTS

Binders & Accessories i LEARN MORE »
""f! ‘I

Home [ My Lists / Edit My List

View & Edit List Details First time user?

For best results, piease limit your list fo a maximum of 200 different items. Exceeding this limit will adversely Set up reminders for yourseif.

5 3
Afect e Shopping Lars fesponss dné Once your list is created, simply click the Email Reminder
List name: button. Enter the start date and frequency that you would
= like to be reminded, then click “Save”. It's that simplel
Emma'’s List
If you'd like to be reminded of specific products from your
Comment list, simply select the desired product, then click the Move
button to transfer the ilem(s) 10 a new list. Then proceed to
Cleaning wb‘a up a reminder for that new kst following the instructions
above
[[]Yes, set to default

[7)Yes, remind me about this st via email Email Your Shopping List

N You can emall your entre shopping kst

Mogties | 1o cthers by selecting the button below.
L]

Items In Your List Result 113013

Description Your price & & Total & 0
v

Lysol® Professional Disinfectant $3.51 / each r Updiot $351
Foam Cleaner, 24 Oz
item Number 823365 Entered Hem 623369 ‘
Manufacturer # REC 02775
+ BESTVALUE

Category [All-Purpose Cleaners | Group [

Webster Ultra Plus™ High-Density X [ 1 |upcate $4343

. Trash Can Liners, 55 Gallons, 14 Mic
> Thick, 38 x 60", Box Of 200
ftem Number G80706 Entered Mem # 580708
Manufacturer 8 HD3SG014N
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CHECKING OUT

VIEW CART & CHECK OUT

= When finished shopping, click on the View Cart link or picture of the shopping cart. You will have the
®® opportunity to review your Shopping Cart.

1. Review the items in the cart and when you are ready to proceed with your
purchase, click the check-out button to complete your order.

2. Fill in any required information. Then click Place Order.

3. When your orders has been submitted you will receive a confirmation of your
order.

Thank you for your orderl

This order will be placed on hold.

You will receive an order confirmation email shortly. Please save this email for your records. Your Credit card will be charged when the

order ships.
Shipment Summary

Shipment 1 Order Number: 773264821-001

My Account

iew Order Details for This Order
Print Order

View Your Order History

View Your Account Information
Reorder

Order Information

Account #: 21217836

Your Order Number is: 773264821

‘Company Name: OD EC SUPPORT TEST ACCT
PO Number: 1234

Release: 1234
CostCenter: 1234
Desktop: 1234
Contact: Contact: BSD CUSTOMER

Contact Phone: (561)438-1111
‘Comments

Payment Information
Credit card
Credit Card Number: =t ssremssrss

Order Summary

. Order Date: 0572912015
Shipment 1 555,50 06022015 08:30 AM -05:00 F1

Description

Office Depot® Brand White Copy
Paper, 8 1/2"x 11", 20 Lb, 500
Sheets Per Ream, Case Of 10
Reams

Entered ltem # 273646

+ Not on GSA Contract

DYMO® LabelWriter® 450 Label

E7f /oY Printer For PC Or Mac®
v Entered Item # 934839
- + Not an GSA Gontract

Print This Page

Estimated Arrival By: 06/02/2015 View Order Details

Use the links to the left to quickly access information about your
account. You may check the status of your order, view the orders
details, change the information in your account, or view your
previous orders

Shipping Information

DESK REQ
0D EC SUPPORT TESTACCT
6500 N MILITARY TRL

BOCA RATON,

FL 33406-2434 USA

Hide Images

Order Number: 773264821-001

Your Price/unit  Qty. Available BIO® Total Comments
$45.99 / 1 1 1] 54599
case
$99.99/ 1 1 o $99.99
each
Available $145.98
Backorder: (D $0.00
Subtotal $145.98
Delivery Fee FREE
WMiscellaneous $0.00
Taxes $8.76

Total: $154.74
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ORDER TRACKING

The Order Tracking function, accessible under the Orders Icon, allows you to check the history
and view the details of orders. With this feature, users have the ability to view all orders or to
filter orders using specific search criteria.

Processed Orders

Result1-10 of 500 Page: 1 2 3 4 5 6 Next » Last
Order Number Order Date Total Status Delivery Date Changeable SITE# Contact Type
775584856-001 06/11/2015 $36.36 Delivered 06/12/2015 No 29705 ALDYS ODILON Order
775584178-001 06/11/2015 $463.92 Shipped 06/15/2015 No 22438 MICHELLE MILLER Order
775583402-001 06/11/2015 $221.54 Shipped 06/12/2015 No 23471 JOVONDA DUPREE Order
775582619-001 06/11/2015 $141.89 Shipped 06/15/2015 No 10389 SONIA VASQUEZ Order
775581137-001 06/11/2015 $233.76 Shipped 06/15/2015 No 36916 HELEN RODRIGUEZ Order
775580936-001 06/11/2015 $55.16 Shipped 06/12/2015 No 36916 HELEN RODRIGUEZ Order
775580005-001 06/11/2015 §2.13 Shipped 06/15/2015 No 45591 LETTATAYLOR Order
775580004-001 06/11/2015 $4.27 Shipped 06/16/2015 No 45591 LETTATAYLOR Order
775580003-001 06/11/2015 $18.18 In The Warehouse 06/17/2015 No 45591 LETTATAYLOR Order
775580002-001 06/11/2015 $7.80 InProcess 06/18/2015 No 45591 LETTATAYLOR Virt Whse

PLEASE NOTE: Depending on user profile settings, users may modify an order if the status is
in the ‘Held By Customer,” ‘Held For Review,’ or ‘Held For Restrictions’ status.

RETURN PROCEDURES

Call in returns directly to Customer Service: 1-888-263-3423

To ensure accurate credit and pick up, please have the following information available. The information is located on
your packing slip, internet (account history) or by calling the Customer Service 1-888-263-3423:

= QOriginal order number as issued by Office Depot

= Item (SKU) number of product being returned

= Reason for the return

= Contact Information for Customer Service Representative or the driver

RETURN POLICY
Please, use these guidelines to assist you in handling a return request
= Returnable items include any products sold by Office Depot
= Merchandise must be returned within 30 days of the original delivery date
= [tems should be in their original packaging
= Returns may be requested via phone, fax, or internet
= Purchases made at an Office Depot retail store must be returned at a retail store
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RETURN EXCEPTIONS

= Items not in the original packaging

= Custom or imprinted items (unless produced incorrectly or delivered defective)
= Special order items (unless received in error from the manufacturer)

= 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.

Deliveries

Deliveries to all major markets are scheduled for the next business day. If your order is received by Office Depot by
5:00 p.m. in your local time, it will be delivered the next business day, unless otherwise noted by Office Depot.

Upon receipt of your order

Verify that all items on the packing slip listed as shipped are in your order. Any shortages or incorrect items should be
reported immediately to the Office Depot Customer Service Desk at 1-888-263-3423. Items on backorder will be
noted on the packing slip.

NUMBERS TO KNOW: Office Depot Inc.

+  Customer Service
P: 1-888-263-3423 M-F  7am-8pm EST

+  ONLINE / E-Commerce Support (for technical issues on the site)
P: 800-269-6888 M-F  7am-8pm EST




