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The first time you login to the Office Depot website, you will be prompted to choose and
answer a security question. This is used to assist with account access should you
forgot your password in the future.

Thereafter, you will Iand on the bulletin board page. Going forward, each time you login,

you  Office a & o = gowen Wil
DEPOT Q My Account~ Orders+ Quick Order+ Mylistss Carte 698

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology Furniture School Supplles Print & Copy MY OFFICE DEPOT .

e Cognizant

IMPORTANT NOTE™* ltems marked with the BEST value (core/contract) icon B&™We will NOT require approval.
Items that do NOT have the BEST value icon will route for approval.

Last update by: COGNIZANT ADMIN

Contact us! Get your

< M. A —
Start Your 57 Customer Service: v Welcome Py
Order Now == 8837774044 Packet -

o o Intemet Help Desk =
»VIEW BEST VALUE SHOPPING LISTS 800-269-6888 W e | rVIEWNOW

@« Go Greener & consolidate your orders

In an effort to be GREEN, please consolidate your orders to a minimum of $50 whenever possible. Ordering in bulk is a simple way
to reduce cost, waste. fuel and greenhouse gases. You will save on paper, staff time and logistical costs while also reducing the
product packaging waste & carbon-dioxide emissions associated with the delivery of your office supplies.

always land here.

Preferred Method to Add Items to your Cart
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**Please utilize the START YOUR ORDER NOW icon as this is the Preferred Method of
ordering for your Company** To begin your order, please click on the Start Your Order
Link located in the Cart icon on your bulletin board.

Start Your =% |
Order Now =%

» VIEW BEST VALUE SHOPPING LISTS

This will bring you to the Best Value/Contract items EBESTVALLE \which have been
categorized into shopping lists for your convenience. You can order all your best value
items for each product category by clicking on the list name and choosing the items you

need.

Hlly Shopping Lists
Create a New List First time user?
» Hour to use and create lists
Note: For hest results, please limit your list to a maximum of 200 different ¥ Setup reminders for yourself
items. Exceeding this limit will adversely affect the Shopping List's response time.
GET STARTED
|Current Lists
List Mame Commerts List Type Reminders
BATTERIES BEST YaLUE ITEMS Compary Wide Hone igw Edit
BINDERS BEST ALUE ITEMS Company Wide Hone e Eddit
BLAHK MEDIA BEST WaLLE ITEMS Company WWide Hone “igwEdit
BREAKROOM BEST WA4LLE ITEMS Compary Wide Hone “ign Edit
CALCULATORS BEST WALLE ITEMS Company Yide Hone Mg Eclit
CHAIR MATS BEST vALLE ITEMS Comjpany Wide Hone igw/Edit
COMPUTER ACCESSORIES BEST YALLE ITEMS Compary VWide Hone igwEdit
COMPUTER PAPER BEST WaLLE ITEMS Company VWide Hone “igaEdit
COPY PAPER BEST WALLE ITEMS Compary Wide Hone “ign Edlit
FILING BEST ALLE ITEMS Company Wide Hone i Edit
GEMERAL SUPPLIES BEST vALLE ITEMS Comjpany Vide Hone igwEdt |
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Secondary Method of Adding Items to your Cart

When using the Search option to find items, you can sort your search results list by the
Best Value/Contract Items BESTVALUE - The steps are outlined below.

Step 1: Type the product you are looking for into the search field

Store Locator - FREE IN STORE PICKUP Help~  Account 80362191  Hi, COGNIZANT ADMIMN  Logout
- Order By Item | My Lists
Offlce 8 @ @ = "Q 2 ltems
DE Po’l‘. Q My Account~ Orders~ Quick Order~ My Lists~ Cart~ $8.98

Office Supplles Paper Breakroom Ink & Toner Cleaning Technology Furnlture School Supplies Print & Copy

e@ Cognizant

IMPORTANT NOTE™* s marked with the BEST value (core/contract) icon BsTWe will NOT require approval.

Last update by: COGNIZANT ADMIN

Items that do NOT ha BEST value icon will route for approval.
c W= Contact us! [ Get your .
Start Your 5% Customer Service: < Welcome M,,‘ =
Order Now == 888-777-4044 Packet y
o o Intemet Help Desk: e
VAW BEST VALUE SHOPPING LISTS B00-269-6888 W g || rvewnow

W~ Go Greener & consolidate your orders




Step 2: Once your search results appear, click on the “Sort By” drop down and click on
Best Value.

CONFIDENTIAL 5 Office DEPOT.
OfficeMax



Furniture

SEARCH |highlighters

Home = Teod Search = highlghters

Marrow By

= Office Supplies

Program Category Codes —
[™ General Office Supplies
Brand

[™ Sharpie

I” Sanford

[” Eberhard Faber
I” Faray

Select *

est Value

I” Fandango School
Supplies

Private Brand

Your search fa

Advanced Sorting
Please use Advary

To locate “Best Value

items Use:

Advanced Sorting

-::.-oc E—

# Price Low to High
| Frice High To Low
| Brand &2
| Brand Z-4
' Product Description
 Highest Rated
Best Value

™ Compare

Sanford® Sharpie Accent®
Highlighters, Assorted
Colors, Pack 0112

item # 708538 @

$7.34
i dozen

Your Price:

oy[

ADD TO SHOPPING LIST

ADDTO CART

Delivery available

Sold in slores

See shipping and

availability details
Availabiliy; 1,972

» Material Safety Data Sheets

» Difice Depot Exclusive Brands:
Compare & Save!

[~ Compare

Sanford® Sharpie Accent®
Highlighters, Fluorescent
‘Yellow, Pack 012

e # 2031748

$7.34
| dozen

Your Price:

o[

ADD TO SHOPPING LIST

ADD TO CART

Delivery available
Sold in stores
See shipping and
availability details

Availability: 3,295
+ Material Safety Data Sheets

My Account

i Paper | Copy &Print | Bulletin Board
182 Grid 1= List

lterns per page: '123

1 2 3 4 5 67 8 9 10 | Nedty

[ Compare

Foray® Highlighters, Chisel
Tip, Flugrescent Yellow,

Pack 0112

tem & 128844

Your Price: $0.84
I pack

ADDTO CART

ay[

ADD TO SHOPPING LIST

Delivery available
Soldin stores

See shipping and
availability details

Availability; 1,798
+ BESTVALUE
WG Conract Hems

» Materiad Safety Data Sheets

[ Compare

Saniord® Sharpie Accent®
Highlighters, Assorted
Colors, Pack Of6

e # 203190 @

$0.89
I st

Your Price:

ay[

ADD TOSHOPPING LIST

ADD TO CART

Delivery available
Sold in stores

See shipping and
availability details

Availability: 811
» BESTVALUE

Wl Contract Items

» Material Safety Data Shoets

Step 3: All of the Best Value/Contract items will appear at the top of your search results.
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Your search for “Righlighters” found 152 results
Advanced Sorting Avadablel
Pliade ube Advanied Saing options beliw 10 Sorl aroducts by price, valus, beand and marel

S0y, | Bout Ve =

O Conpase up fadileme

Showing 112 of 157 Resulty

EGid | EList

e g page: |12 ¥

133 45 6 7 8 9 10 | Hety

Results display with all sestvave items sorted to the top

& /

Forahighlightars, Chisel  Sandoel Shirple Accent®  Saniedf) Linuid Accanth Fapie Matidiemo Fan-Gtile
i, Flusaradcnd Yelow, Mighlightirs, Axgormed il Mighlighitirs, HghaGH, Yallow, Pack Of
PackOf12 Colors, Pack 016 lors, Pack 0T 10 12
Ham # 1200 Ham # 2031008 . Ham # fozzze @
oun Price: $084  Youl Price: 5085 Yous Price: $EA4 Your Piice: 3076
Ipatk I5it Ipatk T
o I « O - 2O «f 2S5
ADE TO ADD ADD (1] ADD: TO SHOPFMG LIST
Bl Coevery ivillabie B ey avallable B Cevery availible B Delrvary avallible
B Bold in slores B Eold in shores [E Sold in stores 3

W Carant itema

+ Wil Tatefy D Thewin

I~ Compare

Foray® Liquid Highighlers,
Aznoned Coloes, Pack 0r17
Mo o B0GA2

Voul Price: 3062
i dazen

o N

AL TO SHOFPING LST

Bl Dty avilatlg
B 50id in stores

i detaile
Ivailabily: 1,795

. BT

W Cordact tama

+ Mol alety Data Srasts

W Cantac Hvma

« Wil Sty D Shastn

e

e

]

1
I~ Compare

Foray® Highlightars, Chisal
Tig, Asg0ited Pack 0112

o Prica: 1.5
Tpatk

N o |

ABG TO SHOFFING LIET

Bl ey sttt
B 50ld in stores

vl

Arvallabiity: 819

+ BEATVALEY

WA Contract itma

+ Wil et Dot hmits

abil u

Avalabiiity, G0

o BT
(CiCarbadt ama

' Wastarial Haely Dt ety

™ Compare

Sharpie Pockel Acant®
Fghigters, Flussuseant
Geigr, Pack 07132
Ham @ 810801 @

ou Prica: .76
i dgzen

wl—

AD T0 BHOFFMG LIET

B Crasvuey ety
B 5aid in stores

Avaiability, 182

s Cortract tame

+ Wl Bty Dot Bhsets

G Canbat Hima

/

I~ Compare

Foray® Highlightars, Chisal
Tip, Flugepscent Blie, Pack
o

e # 1T

oul Price: $1.59
i paatk

TR oo |

ADD T BHOFFMG LIET

Drathviey deailatile
B Sold in stones

g #nd

Aty 564
o EETVALE
W Contraet Hime

& Whaterial Sadety s ety

Cost Savings — Office Depot Brand Smart Alternative
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When searching for items and adding them to your cart, the Office Depot Brand Smart
Alternative cart will offer the option to choose a lower priced Private Brand alternative
to an OEM product when available. The below tag will display when added to your cart.

Office Supplies Furniture Technology Our Services

SEARCH | | Wiewe All Products A-Z Ink & Toner | Paper | Copy & Prin

Home = Find “our Product

The item listed below was added to your shopping cart.

Description Your Price/unit Chy.

HP 53X Black Toner Cartridge Model Q7553% $164.99 reach 1
— ) E ttem # 295230 Ertered em # 295230
[ W save $34.00 B

View Office Depot alternatives

» 334 Schedule
»&@ Contains Recycled Content

Continue Shopping SHOPPING CART

Once you click on the alternate item, you will be shown the item comparison and
available savings.
Here is the Office Depot Brand Smart Alternative for the item you selected:

wou requested this item But ywou can save $34 .00 by choosing this item.

CURRENT ITEM OFFICE DEPOT ERAND SMART ALTERNATIVE

HP 53X Black Toner Cartridge Office Depot® Brand OD53X (HP
Model Q7553X 53X Remamufactured Black
ttem & 295230 Toner Cartridoge

53x @ ltem # 472405
= : - <
I Your Price:  $164 .99 faach

Chty - 1 T Choose this iterm.

et

Your Price: $130.99 feach

** All of our exclusive brand products are backed by our 100%: Satistaction Guarantee’, so if you're not completely happy with your
purchase, you can return it for a refund, exchange or credit.

BN REPLACE CHECKED ITEMS

To accept the suggested ' GAFINHACEHATINYLEN alternative and savings, simply
check the box and click

Special Orders

CONFIDENTIAL 8 Office DEPOT.
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Please contact your Program Administrator for products not found in our
comprehensive catalog or online.

Special Order Delivery Timeframe

Special order items are often delivered directly from the manufacturer. Because of this a
minimum of 3 business days is required for special order delivery.

Return Policy

If you are dissatisfied with your purchase for any reason, you may return most items in
their original packaging within 30 days of purchase for a replacement or full refund. You
can place a return through Customer Service at 888-777-4044 or On-line under My
Account-Order Tracking.

Special Order Products may not be returned or exchanged unless damaged or defective
upon arrival. This includes items that are not stocked in one of our warehouses and/or
are indicated as SPECIAL ORDER.

Backorders

All catalog items are in-stock, diminishing the chance of backorders. In-stock
backorders are automatically filled within one (1) to three (3) working days from
automatic replenishment of inventory and a re-order is not necessary. Your packing slip
will identify backordered items. The Internet ordering system actually notifies you
immediately of any possible low-stock condition. Customer service can update you on
the status of a backorder at any time or you may track your order online using the Order
Tracking function under the My Account menu.

Ordering Instructions
1. Open/start your browser to access the Internet.

CONFIDENTIAL 9 Office DEPOT.
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2. Type in https://business.officedepot.com

Type in your Login Name and password.

> W

First time users will have to personalize their password.

5. Click on EELN |

6. Click on | s

7. Your best value Items will be listed under each list category, select the
guantity and check the box of the items required.

8. Click on EEEERA .

9. Have more to order? Click on tontinue Shopping

10. Finished orderinﬁ? Click on [0 review/modify your order or

click on
11. If you selected then validate and complete any required fields.
12. Review your order and click on to complete the process.

13. When yousee Thank you for your order! o request has been
successfully submitted.

Enjoy the convenience of 12-month online order history. Search orders by specific item
numbers, order statuses, date and dollar ranges. Find up-to-date status on your orders
as well as proof-of-deliveries. Click on the order number to view details. Return requests
are initiated from the order detail screen (see the Begin Return link at the bottom of the

page).
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@ Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer ==

@\:J ~ [&] https:,
> & Snagh B =

business.officedepot.com,/orderhistory/orderHistonyList.do - & [42] x| [ Live Search 2 ~|

i Favorites | @5 Office Supplies: Office Products and Office Furnit... | B - ~ (=% d=h ~ Page~ Safety~ Tools~ @~
Logout =
SEARCH | View All Products A-Z = | Ink& Toner | Paper | Copy &Print | Tech Depot Bulletin Board
A-B Cc-D E-F K-L M -N o-P Q-R S-T u-z Visit Site Map

Home > My Account > Orders

Orders

Use one of the methods below to locate a specific order.

Find Your Order Search BY: | Order Number « Need Help?

Search by item or order Status: | - = Email Assistance
number, order status, or order AL = FAQs
date range From: To:

Date Range: Bl ===

Dollar Range:

m

Approver: Select Approver

Orders from 01/17/2010 to 02M17/2010

Click an order number to see the details of your order, or to view delivery tracking information.
Orders Pending Approval

Mo orders were found

Processed Orders

Result1 -10 of 155 Page: 1 2 3 4 5 6 Mext » Last
Order Humber Total Order Date Delivery Date Changeable ACCTCOD Cost Center Status Contact Type
509666045-001 5119.24 02172010 02/18/2010 No 100.805.180 99990342 In The VWarehouse CAROL LEITER Order T
S509545091-001 $385.67 02/17/2010 02/18/2010 No 100.805.180 04 In The VWarehouse LUPE CORTEZ Order
S09608761-001 $138.51 02172010 02/18/2010 No 100.805.180 04 In The VWarehouse ANN COLLIER Order
S09600228-001 £514.48 02172010 02/18/2010 No 100.805.180 04 In The VWarehouse JANIE LANGFORD Order
509591479-001 $293.69 02/17/2010 02/18/2010 No 100.805.180 04 In The VWarehouse TONY LAVWRENCE Order
509472536-001 $58.45 02M16/2010 021742010 No 100.805.180 11 Delivered BRENDA HOLM Order
509447525001 $54.11 02/16/2010 021742010 No 100.805.180 04 Delivered Mary LaFleur Order
509441145-001 £183.64 02/16/2010 02/17/2010 No 100.805.180 04 Deliverad MAISHA HARRELL Order
508441108-001 $47.84 02/16/2010 02/18/2010 No 100.805.180 04 Shipped MAISHA HARRELL Order
508261515-001 $21.04 02132010 0241642010 No 100.805.180 01 Cancelled SUPER USER Order =
Done &P Internet | Protected Mode: On o - -

For Proof of Delivery, click on View Carton Details
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&8 Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer
@\‘_’,}v | ] herpss it afficedepeat.carm ook releri = 508472536 i [ 47| = | [ tive search
% @ snagtt B 1=
i Favorites | @@ Office Supplies: Office Products and Office Furnit... @ o~ EI ~ [ dwn v Pagew Safety~ Tools~ @~
@ Home Customer Services | BSS.2.DFFICE (828,263.3423} | Technical Support: 800,269.6888 =
TB=F o tems: 3000 FREE shiooing
Store Order ~ Vi Cort | Gheck Out | by Shopping Liss | w My Snipte
Office pEPOT Locator - By Item #
[P P —— Find a Stare Culek Oredmr
Logout
SEARCH | View All Froducta A-Z =1 ink & Tener Faper Sopy & Print Tech Depot | Dulletin Goard
A-B e-b E-F G-H 1-a K-L M-N o-P a-Rr s5-T u-z Visit Site Map L
Hene = Crder Detall
Order Detail Frnt This Page
Orcer Intormation [Nosarioip?
Crder Mumber SO947 2636001 Tracking S0 Normal Delivery = Ermnil Ansistance
Crdaer Date: 0262010 Signed By: b hok ‘ A
Ordered By BHOLM Status; Delivered
Last Madifled By: AHOLM Shipped Date,  View Carton Details and
Last Modified On: 021712010 RCof oFf Lrethraivy —_—
Cialivary BFATIZON0 L
Date/Time: 08:30 AM - 05:00 PM L s
Comments e
Shipping Information Eilling Information
Shipping Billing Contact: ACCTCOD 100.805.180
Address: Cost Center 11
Payment Method
Account Rilling
1. Account Billing
Amount: $58.45
Order Summary Hide magos
Dascription Your Price [ unit Q Back O Total -
L & Internet | Protected Mode: Gn fa - ®100% -
S Office Supplies: Office Products and Office Furniture: Office Depet - Windows Internet Explarer
€ (= [2] hetpsi/business. officedepot.com/orderhisian/ ordaristory Detailc artan de - & [+ | x| [ tive Searcn = -]
2 WD Snagh BN oy
il Faverites &5 Office Supplies: Oifice Products and Office Furnit. £t ~ E ~ = dwp v Pagew Safery~ Tooh~ @@~
st = o [ My s |~ v s =
Office DEFPOT. T Mor~ ] ! !
[ p———— Find » Store
Logout
B B T - e
sEARCH | View All Producta A-F Gl | Ink& Toaner | Papsr | GopysPrnt | Tech Depet | Bullsts Beard
A-B c-o E-F G -H =g "L M- N o-F Q-Rr s-T u-z Visit Site Map
Home = Carton Detaits { Proof of Dalvery
Carton Details / Proof of Dellvery
rNeed Help?
= Email Assistance
- raos
Carton Details / Proof of Delivery
Carton I: 00AR4BE601
=
e e e L
o Humber hipped COrdured Back Gra Farked Out
i 2 2 o
sa7zaar z z o o
Carton ID: 009925001
Delivery Date: Weodnesday, February 17, 2010 D330 AM - 05:00 P
Ioen Mumber =R Crdored Back Ordered Rarked Out
BOO20618 1 1 o o
0: BB GeBST
Do Date WA CHes ey, FabLar 17 20101080 AN Dad0 M
Hem Humber rdered Back Ordered Marked Out
ML 1 1 o o
Conignes Slgnature
B holm 7
» 22l g — e e -
Done &8 Internet | Protected Mode: On fa ~ W% -

Returns
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Returns are performed on your next delivery. If you do not place an order within 5 days,
the Delivery Service Representative will be instructed to complete the pickup on day 6.
To enable us to re-sell the merchandise, please do not write on the packaging or on the
product that is being returned.

To place a return online, click on the Order Number under Order Tracking. Click on the
Begin Return link on the Order Detail page (at the bottom of the screen) to start the
return process. For further assistance in processing your return online, please contact
the Technical Support Desk at 800-269-6888.

There are three reasons why you would not see a Begin Return link on an order.

1. The order status has not updated yet. Please allow another day to pass before
attempting to request a return.

2. Avreturn request has already been submitted on this order. The website will only
allow 1 return request per order to be requested online. Please contact
customer service at 888-777-4044 to request any additional returns.

3. The items on the order were special ordered. These items cannot be returned
unless, upon arrival, are damaged or defective. Contact your Account Manager
if you need assistance.

To request a return via customer service, please follow these steps.
1. Call customer service at 888-777-4044 and provide them with the sales order
number and 6-digit Office Depot sku number of the product being returned for

credit.

2. Be prepared to provide a brief description of the reason for the return/credit
(e.g. ordered in error, damaged/defective, etc.).

3. Also, be prepared to give customer service the total number of boxes that our
driver will be picking up to complete the return.

4. Customer service will provide you a return authorization number for your
records.
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