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Office Depot Business Solutions Division o Quick Smart Guide for Users

Building Your Order

Step1 Logon on to https://business.officedepot.com using the unique user id and password provided by your Office
Depot representative

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

- Catalog: Click a category from the Product
Navigation Bar and select the category or sub-
category to view products.

- é Quick Entry: Add a single item to order by
entering Office Depot part # manufacturer# , or

custom Eroduct code numbers, quantity then

- Search: type item Keyword or ltem Number and click
Search. A summary of matching categories and the o=
top ranking items will appear. Choose a category or - += My Lists. Select Default or any Add
brand, or go directly to an item. Results can be preselected lists. To add an item to your shopping
resorted by: Best Value (Contract), Price and cart: enter the quantity desired, make sure the
relevance. To filter search results by characteristics select box is checked, and then click Add to Cart.
such as brand, size, color etc, click the desired Hint: If the shopping list quantities are preset to 0%,
characteristic listed on the left-side tool bar. simply click “Select all” and populate a quantity only

on the desired items.
- Order by Item #: Enter the Office Depot,
manufacturer, or custom product code numbers, then
quantity and click
Click the “Show Images™ check box to view product
images and details. Enter up to 20 items at once.

Step3 ** -\-E-’ 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 sl - Review selected items and shipping address and accounting field requirements; modify as needed. If

the order is released by 5:00 it will be processed for next available day delivery
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Checking Orders and
Processing Returns
DBPO% Q Ilyk%vm- o?.uo- Quich Ovder - »,.w..- Cart- Under Orders

OfMcesuppies  Paper  Brealroom  Ink&Toner  Cleaning  Techaology  fursture  school suppiy

Use ome of the machods Delow 13 10cace 3 SPEAC order.

Ordder Traching

Order by om Number

Amordec

t orders

Select Order Tracking

VIEW/ ALL RECENT ORDERS

J

Under Search By drop box select

Showig All Orders  Copy & Print Degot.
Search By | Oroer Number ¢ <
i . S [
g Srom o
& Daehange P1IOS2TE  prov2n W
H Me. Vo,
Dotar Raruw:

Clck 00061 NUMOR o 50¢ DG GECIS Of YOUr rder. o0 Co view delivery Uacking informacien.
Orders Pending Approval

Rezutt §or6

desired search parameter
OR
Search by order status:

If order placed before previous 30
days, adjust date parameters.

Ordie Number Order Dote  Total Zotu oY PR 5o Muemaer ContConser  Release  Comtact Approver Type
hitps//business.officedepolcom/orderhstony/orderHstoryLstdo iees - o1z AUTTONCRTWORT e SORA U S04 Lamar oroer
® Select the order from the
Click an order number to see the detalls of your order, or to view dellvery tracking Information. search results by
Showing Orders with a status of Shipped and created between 07/01/2016 and 02/06/2017 clicking on the order #
Result{1-80f8
Order Number Order Date Total Status Delivery / Pickup Date Changeable PO Number Cost Center Release Contact Type
899045552-001 01/30/2017 511274 Delivered 01/31/2017 No JTFERG USER1 N/A JEFFERY FERGUSON Order
892402489-001 01/05/2017 $21.35 Delivered 01/06/2017 No IE 3.28 RELEASE ACHARLIEBROWN 17 USER DEMO Order
890041383-001 12/27/2016  $74.60 Shipped  01/09/2017 No JTFERG USER? N/A JEFFERY FERGUSON Virt Whse
890041051-001  12/27/2016 $52.72 Delivered 12/28/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Order
888014322-001 12/16/2016  $45.52 Delivered 12/19/2016 No N/A USER1 N/A JEFFERY FERGUSON Order
887893917-001 12/15/2016 $2.11 Shipped 12/15/2016 No MAX-PO MAX-CC RELEASE Order
886389483-001 12/09/2016 $239.49 Delivered 12/12/2016 No JTFERG USER1 N/A JEFFERY FERGUSON Order
863509454-001 09/09/2016 $10.85 Shipped 09/12/2016 No 123 A A CARRIE RUSSELL-USER  Order

My Account




Office

Order By Item | My Lists

Store Locator -

FREE IN STORE PICKUP  Help -

Account 21217836 Hi, OFFICE DEPOT USER
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DEPOT. Search by Keyword or ltem# Q MyAccount- Orders- Quick Order- MyLists+ Cart -
officesupplies  Paper  Breakroom  Ink&Toner  Cleaning  Technology  Furniture  School Supplies  Copy & Print MY OFFICE DEPOT .
Home / My Account / Order List / Order Detail
Order Detail
Print This Page
?
Need "f"" Talk witn a Representative
 Email Assistance  cpae Now
«FAQ:
Order & Budget Information
Order Number: 899045552-001 Tracking: 899045552-001
Order Date: 01/30/2017 Status: Delivered
Ordered By: Snipped Date: View Carton Details and Proof of
Last Modified By: Delivery
Last Modified On: 01/31/2017 Delivery N/A
Date/Time:
Comments:
Shipping Information Bllling Information
Shipping Address: Bllling Contact: Desktop
N/A
JEFFERY FERGUSON JEFFERY FERGUSON
175 CHASTAIN MDWS (770)429-2735EXt.0000 PO Number
COURT X JTFERG
KENNESAW, Payment Method: Cost Center
GA Credit Card sERT
30144.3724 Credit Card Number: Release
USA . N/A
Amount:3112.74
Order Summary Hide Images
S Your . Back Ordered _ . . =
Price A v
Description ice / Unit Quantity 8100 Shipped Total Reorder Price / Unit Reorder Qty. Deselectall
-~ Avery® Removable Round $7.99 /pack 8 0 8 $63.92 $7.99/ pack E’ v
E Inkjet/Laser Multipurpose
Labels, 3/4" Diameter, White,
Pack Of 1,008
ltem= 112433
» GSA Screduie
Comments:
FORAY® Soft-Grip Retractable Gel  $10.61 4 0 4 s&244 s1061/dozen [o | v
Pens, Medium Point, 0.7 mm, / gozen
Transparent Black Barrel, Black

Ink, Pack Of 12
Item # 510216
» Noton GSA Contract

W& Contract Items

REVIEW THIS PRODUCT

Comments:

My Account
Print Order
Emall Us

Back to Orger Tracking

Subtotal: $106.36
Delivery Fee: $0.00
Miscellaneous $0.00
Taxes: $6.38
Total: s11274

View Search Results | Begin Return

All selected items will be added to your snopping cart.  JEISeLbI N 2

Orders that are eligible
for online return will
have the option Begin
Return




Home / My Account / Orders / Return Form

Place Return (Step 1 of 3)

Return Address

Your address:

JEFFERY FERGUSON

175 CHASTAIN MDWS

COURT

KENNESAW,

GA ®
20144-3724

Usa

SELECT DIFFERENT ADDRESS CREATE A NEW ADDRESS

CONTINUE p

Home / My Account / Orders / Return Form

Place Return (Step 2 of 3)

Populate the quantity of the item to be returned.

Indicate if item is to be returned for credit or exchange

select the Item(s) you would like to return by providing the following detalls: Select your reason for return.
« Quantity to return
« Return for Credit or Even Exchange Select a reason v
« Reason for return
« Number of boxes to return Select a reason...
Damaged ltem
Returnable Items .
Delivered Late
cart ltems Price/unit Quantity Ordered Returnable Quantity Quantity To Return C ata|°g Descri ption Incorrect
~ . Avery®Removable Round $7.990 / pack 8 8 ] Received Wrong ltem
Inkjet/Laser Multipurpose
E Labels, 3/4" Dlameter, White, Don't Want ltem
Pack Of 1,008 item # 0112433 e Defective fcem
= Return action: ) Exchangs urn for
= Reason for your return: | Don't Want ltem v Ordered Wrong ltem
FORAY® Soft-Grip Retractable  $10.610 / dozen a a ] No longer needed
Gel Pens, Medium Point, 0.7
mm, Transparent Black Barrel,
Black Ink, Pack Of 12 Item #

0510216
- Return action: ) Exchangs ) Return for Credit

+ Number of boxes to return. [N Populate the quantity of the item to be returned.

Why Is this Important?

Indicate if item is to be returned for credit or exchange
Select your reason for return.




Place Return (Step 3 of 3)

Please review your return Information. If you need to edit your Information, select the "Modiry Return” link at the bottom of
the page. You may print this page as a reference but your return Is not complete until you click "Place Your Return®.

Return Information

Return Order Number:
401816001-001

Return Reyuest Date:
02/08/2017

Orlginal Order Number:
599043552-001

ing Information
Bllling Contact: Deskiop  N/A
JEFFERY FERGUSON PO Number|TFERG

Cost Center USER1

(770)425-2735EXL.0000 Release  N/A
Refund Method:

Credit Card:
American Express
Amount: (38.47)
Cart lbems Price/Unit ‘Quantity To Return CredIt
— Avery® Removable Round $7.99 / pack 1 (37.93)
Inkjet/Laser Multlpurpose
n Labels, 3/4" Dlameter, White.
Pack Or 1,008

Entered ltem # 112433

Return action: Retum for Credit
Reason for your return: Don't Want tem

You've chosen to return your Ieem in 1 box.

Subrotal: (57.99)
Taues: (50.48)
Miscellaneous $0.00
Total Credit: (58.47)

Modify Retum Carmcel Return @ IFYe




