CREATING A CUSTOM SHOPPING LIST — STATE FARM

Click on the “MY LISTS” at top of page.
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Message

Last update by: ADMIN ONLY

o StateFarm’

Welcome to Office Depot!!
For any items you are unable to find please contact Greichen Scoon/Siate Farm Purchasing

Customer service s here to help! For order inquiries and product returns, please contact them at 888-777-4044. Please provide your Office Depot
Account number: 80431679, Flease note, an OfficeMax PIN s no longer needed

For any other escalated issues please contact Gretchen Scoon/State Farm Purchasing

To view the State Farm punchout guide please click here.
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Click on “CREATE NEW LIST”
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Home / My Shopping Lists

My Shopping Lists

Create New List

Anyane with an account can use them. You must be fully logged in with your login
name and password to use your shopping list. For best results, please limit your list
to a maximum of 200 different items. Exceeding this limit will adversely affect the

Shopping List's response time. /

Default List
Defaulc Name Comments Type Reminders Updated

Shoppmg LiStS Change View State -
Search | Name, Description ® Al © Persona © Company Wide
Lists




Name your NEW LIST and hit “SAVE”

Create New List

Create New List

For best results, please limit your list to a
maximum of 200 different items. Exceeding
this limit will adversely affect the Shopping
List's response time

List Name:
Marketing ltems

Comment:
Marketing

¥ Yes, set to default

**DEFAULT** NOTE: Check box “Yes, set to default”, if you would your list to appear at top of the
Shopping List page.

You will then see a confirmation page to View and see List Details:
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Home / My Lists/ EdIt My List

View & Edit List Details

For best results, please limit your list to a maximum of 200 different items. Exceeding this limit will
adversely affect the Shapping List's response time

List name:
Marketing ltems

Comment:
Marketing

¥ Yes, set to default

(] Yes, remind me about this list via email

SAVE CHANGES

s In Your List

First time user?
Set up reminders for yourself.

Once your list is created, simply click the Email
Reminder button. Enter the start date and frequency
that you would like to be reminded, then click "Save". It's
that simple!

If you'd like to be reminded of specific products from
your list, simply select the desired product, then click
the Move button to transfer the item(s) to a new list.
Then proceed to set up a reminder for that new list
following the instructions above.

Email Your Shopping List
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You can email your entire shopping
list to athers by selecting the button

below.

**REMIND ME** NOTE: Checking this box will send an email reminder to you about your shopping list.



ADDING ITEMS TO LIST:

If you already know the item numbers you want to add, click “ORDER BY ITEM”.
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Home/ My Lists/ Edit My List
View & Edit List Details

adversely affect the Shopping LisTs response time
List name
Marketing ltems

Comment:
Marketing

|# Yes, set o default

| Yes, remind me about this list via email.

SAVE CHANGES

ltems In Your | jst

For best results, please limit your list to a maximum of 200 different items. Exceeding this limit will

First time user?
Set up reminders for yourself.

Once your list is created, simply click the Email
Reminder button. Enter the start date and frequency
that you would like to be reminded, then click "Save". It's
that simple!

If you'd like to be reminded of specific products from
your list, simply select the desired product, then click
the Move button te transfer the itemis) to a new list.
Then proceed to set up a reminder for that new list
following the iNStructions above.

Email Your Shopping List
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You can email your entire shopping
list to others by selecting the button

below.
ILLST

e Entering Item numbers alone:

Order By Item Number

Enter Item Number(s) & Quantities

Enterthe & or 9-digit item number and quantity for eacn
Item you would |Ike 1o order In the approgniate fields
biekow.

Show Images |-

Note: Please make your Show Images selection prior to
entering products on this page.
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Home/ My Snopping Lists /

Add to List

You can add your item to an existing list or create a new

@ Select an exlsting lst O reatea newlist

Marketing lkems v Lthame:

Comment:

Description UstPrice  Yourprlce  Quandty  Total @

o

Bolse® X3 Multl-Use Copy Paper.
Letter Size Paper, 20 Lb, Bright
White, 500 Sheets Per Ream, Case O
10Reams

§3202/ case om B

- Smead® Manlia Flle Folders, Letter
a Slze, 173 Cut_Pack Or 100

$10.59/ box

om 8

o

imber 315! 4 tem ¢




e Or, if you click on the ‘SHOW IMAGES’ check box, please follow these steps:

Enter Item Mumber(s) & Quantities

Encer the §, 8 or 10-0iglt liem number and quankity f
each ltem.

Where do | find this®

Show Imagas #
Mote: Please make your Show Images selection prior to
entering products on this page.
Item Number Qey
o
— = Bolse® ¥-98 Mult-Use Copy Paper. Leter Size $32.92
% Faper 2010 BrightWhite 50 Snests Per Ream i
. Caze OF 10 Reams o
kem 2 155517

svery® 30% Recycian Slde-Tan Legal Index Exniit $5.46
ars, Tan Tite 5. Pack Of 25 .
kem 521031 @ ! pack

Commenis

Selecta List

Enser more ftems [<]
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Marketing Items | Default)
Personal Snapping List
Recently Used Lists

G To Comparisan Center
Go to Shopping Cart
Go to Order Tracking

SHOW ALL LISTS

|
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CREATE LIST
MANAGE LIST

]
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**Comments Section is for your personal use only. For example, you can put in someone’s name or

what department the order is for, and it will show up on packing list.

Once you have chosen the Shopping List, you will get a pop up showing the items have been added.

2 item(s) successfully added to your list x

Marketing ltems (Personal Shopping List)

Office Depot® Brand File Folders, 1/3 Cut, Letter Size, 30%
Recycled, Manila, Pack Of 100, Quy: 0

Boise® X-9@ Multi-Use Copy Paper, Letter Size Paper, 20 Lb,
Bright White, 500 Sheets Per Ream, Case Of 10 Reams, Qry: 0

CONTINUE SHOPPING VIEW MY LIST




You will then get a confirmation page showing all items in your list:

View & Edit List Details First time user?

Far best results, pease IIMIK your It to 3 maxmum of 200 different ltems. Exceading this lImitwi Set up reminders for yourself.
soversely affect the SNOppINg LIsts response DMe.

Once your Bst I

st name: Reminder button. Enter
i tnat you wouid Ik 0 be reminded., the
Marketing Items bty
Comment: f youd like to
r Bt Simply

Marketing
R Yes. setto default INStruCHanS E0ave.
a5, rarming me about this list viz emall.

Email Your Shopping List
e

———  You can emall your entire shopping

L] st to Others by sefecting the button
below.
EMAL LST

Items In Your List Resut 1ot 4

Description © Your price Quantity Total

BoiseT X-90 Multl-Use Copy Paper.

' E Letter Size Paper 20Lh Bright
= White, 500 Sheets Per Ream, Case Of

10 Reams

Category [Copy & Multipurpose Pag  Group I:l
Bolse® X-99 MUIEl-Use COpy Paper.

Letter Size Paper 20Lh Bright
Whitz, 500 Sheets Per Ream, Case OF

$0.00

To add items while searching for product: See example search below

Add Qty desired, then Click on “ADD TO LIST” as shown below.
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Home / Text Search / file folders manila letter

B Categories
O File Folders (154) Showing 291 results for 'file folders manila letter'

) Expanding File Folders (126)

- . Please use Advanced Sorting options below to sort products by Best Value ltem, Contract Item, price and more
) Filing Accessories (8)

™ =it
) Hanging File Folders (3) By HiGrid = usc

Bltem Type

I basic file folder (179)
rem 810838 @
[ file pocket (40) 193 Reviews

[ file jacket (34) Office Depar® Brand File Folders, 1/3 Cut, Letter Size, 30%

Recycled, Manila, Pack Of 100

U classification folder (27) Add to Cart
Availability: 3,885

O hanging file folder @3) & Sold Online Subscribg. | Add to list
« Sold in Stores

2 Sheet Size » TEREE
(Ece] Eco-conscious

L letter (8 1/2" x 11") (285)

[£) Recycled content
L 191/2" 11 3/4" 21




The next time you click on the “MY LISTS” button at top of page, you will see
your new list and will be able access at any time. If you have chosen the list as a
default list, it will show under DEFAULT LIST.
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Home ¢ My Shopping Lists

My Shopping Lists

Create New List

Anyone with an account ¢an use tnem. You must be fully logged In with your login
name and password o USE your snopping lIsL For Dest results, please Iimit your list
to a maximum of 200 different Items. Exceeding this Imit will adversely affect the

Shopping LIst's response time.

Default List

Default Name Comments Type Reminders Updated

Change View State : View All Lists

Shopping Lists

Search | Name, Description ® A © Personal © Company Wide m
Lists
Select Default  Name © Comments = Type Reminders< Updated<
Ink and Taner Compary Wide None 2017-06-12
@ Marketing ltems Marketing ltems Personal Snopping List Mone 2017-08-31
/ DBAPER Company Wide Nene 2017-02.07
Save For Laser List Save for Later None 2017-0417

shredder approved snredder Company Wide MNone 2017-03-14




