Office peroT OfficeMax

Quick Start
Guide for Users

Technical support: 800-269-6888 e Dedicated Customer Service Team: 888.777.4044

User Login On the internet browser address bar, enter https://business.officedepot.com

Enter you user Name/ID

Enter Password

“Keep Me Logged on”

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

Lost Login / Password
assistance

Welcome to the Business Solutions Division

Registered
Customers

- Login Name

Show ‘

Keep me logged in

‘ Password

Forgot your login name/password?

Trouble Logging in?

We take care of you.

Not a customer? LET'S GET STARTED »

Al

copy&prnt

You take care of business.

The landing page includes a bulletin board to keep you informed. From this page, all

shopping features may be launched.

Store Locator

Siorelotator - FREEINSTOREPICKUP  Helpr  AGomiZ1217836  HI OFFICEDEPOTUSER  Logout

Order By Item | My Lists

Help

Live Chat, customer service
links, User Guide and online
Demos

Order by ltem #

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

Search:

Type in product descriptiona

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.

Office
DEPOT >

Q

Officesupplies  Paper  Breakroom  Ink&Toner  Cleaning  Technology  Fumiture

school supplies

a

Copy & Princ

Message | ews updates

Office
DEPOT.

User Demo

RecentOrders || pendingApproval || Quotes || ShoppingLists

Order Number

ACHARLEEROWN

ACHARLIEEROWN

]

My Account - _ Orders - _Quick Order -

Recommendations For You @

-
= & >
Quick Order ®
Recent Searches )
Store Near You ®
CIITIRIEIE

with monitor 1258-pixel width

*New* Collapsible Toolbar. Available when viewing

=B iem)
My Lists - cart - $56-99

8 My Account
Account Profile, On-line Billing, and
Dashboard Reports

@ o Orders

View order tracking, Orders waiting
for approval, Future Order
Recent orders

{g Quick Order:
Add a single item to order or
shopping cart with fewer clicks.

= My Lists
Shopping Lists, manage lists and
quick view default shopping lists

.E Cart: value, details and current
shipping address

hitne '//hll_



Office Depot Business Solutions Division o Quick Smart Guide for Users

How to Save/Update your PCard # in your Profile

Locate the My Account icon at the top of the page and under this section click on “My Profile”

ale © = o
|
\ My Account~ Orders- Quick Order~ MyLlsts~ Cart~ >0

MY OFF{CE DEPOT ~

Account

My Account/
My Profile Hi, Cmc User
CT Logout

Bulletin Board Account 90496367

Online Catalog

Next, scroll down to the bottom of your profile page and locate the “Payment” section and click on “View” to expand this field.

Payment View Payment Information

Credit card
Manage your payment

preferences > EDIT PAYMENT INFORMATION

Next, click on the blue button labeled “Edit Payment Information “
You will then be able to enter your p-card information in the required fields below:

Edit Payment Information
Permissions

Default payment method Credlt Card

Credit Card Single credit card

AL Checkout Can use alternate cradit card

Enter Default Credit Card (optional)

Credit Card Type
'®Visa, MasterCard, American Express, Dis€over

! Office Depot Credit Card

Credit Card Number

Expiration Date : /

() J=em=

Make sure to click on the “Save” button to save the information in your profile. You have now saved your p-card information in your profile. You
can always come back to this screen to update expired dates.




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.

Search: type item Keyword or ltem 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. 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 w
Click the “Show Images” check box to view product

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

NOTE: FORMULARY ITEMS ARE IDENTIFIED ON THE WEBSITE

WITH THE BEST VALUE ICON:

BEST VALUE

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

custom Eroduct code numbers, quantity then

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

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 Silsiell - 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




Office Depot Business Solutions Division o

Quick Smart Guide for Users

Checking Orders and

Processing Returns

Oick o ardher nomber
Orders Pending Approval

Rezurd gafh

it o POur L. 86 £o

Crger Kurbes CroeDabs Tt St ot Carcer

hitpsbusiness.officedepabcomonderhistoy/or desHstorel ik do (T Rt

Sermlsewar - FABEINSTOREPIOKUP  wisiz. & VG W OFFICEOFPOT SR Lagms
- Ciner By e | My nr
Office S—— a 20
DEPOT h MyAccount Dedars - Quick Drder~ Wyliscs - Carp- 30007
Offiecuppbes  Paper  Bremom  nK&Toner  Cleaning  lecheology  burmmure  Schoalsuppi dh
Orders eoen 5
o | My Ao ¢ Ordwes Orebar Tracking o T T
Orders e by Iesm Humber WIEW ALL REECENT ORDERS
Ararier
Use e of the mesheds neiow 1 incase s eafic srter.
Showieg All Grders  Coy & Prinl Depat
Find Your Drer SearchBy. [ Drder umber + | | <
- il AL S BiE =
; i
& Dane Range: (21052017
H Ui
Dutar R [
pgravar |

Babeaie  Contact apa e Troe

ABEL  BORALASANI  BORA LAAR raer

Under E Orders

Select Order Tracking

Under Search By drop box select
desired search parameter

OR

Search by order status:

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

Click ar| order number to see the detalls of your order, or to view dellvery tracking Information.

Showing Orders with a status of Shipped and created between 07/01/2016 and 02/06/2017

Result{1-8of 8

Order Number Order Date Total Status Delivery / Pickup Date  Changeable PO Number
899045552-001  01/30/2017 511274 Delivered 01/31/2017 No JTFERG
892402485%-001 01/05/2017 $21.35 Delivered 01/06/2017 No IE 3.2B RELEASE
B90041383-001 12/27/2016 574.60 Shipped 01/09/2017 No JTFERG
890041051-001  12/27/2016 %5272 Delivered 12/28/2016 No JTFERG
B88014322-001 12116/2016 $45.52 Delivered 12/19/2016 No hiA
8878593917-001 12/15/2016 $2.11 Shipped 12/15/2016 No MAX-PO
886389483-001 12/09/2016 523949 Delivered 121122016 No JTFERG
863509454-001  09/09/2016 $10.85 Shipped 09/12/2016 No 123

My Account

Cost Center Release Contact

USER1 NAA JEFFERY FERGUSON
ACHARLIEBROWN 17 USER DEMO

USER1 NAA JEFFERY FERGUSON
USER1 NAA JEFFERY FERGUSON
USER1 N/A JEFFERY FERGUSOMN
MAX-CC RELEASE

USERT A JEFFERY FERGUSOMN

A A CARRIE RUSSELL-USER

® Select the order from the
search results by
clicking on the order #

Type
Order
Order
Virt Whse
Order
Crder
Order
Order

Order




Office Depot Business Solutions Division o Quick Smart Guide for Users

Checking Orders and

Processing Returns

Order Detail

Print Tnis Page

Need Help? i 2 Rearesentative

« Email Assistancs oo

PFAQs
Order & Budget Information Ol‘der Delalls Complete Ordel’
F——— p—— [ —— details are displayed

y ]
Order Date: 01/30/2017 Status: Delivered H H H
Ordarad By: Snipped Date: View Carton Details and Proof of Status and |Inks to dellvery traCkIng
Last Modified By Delive: :
Las[wacmaan: 013112017 Delivery NiA " alSO aVa”abIe.
Date/Time:
Comments
Copy contents and create

Shipping Informatien Bllling Infermation a new Ordel’
Shipping Address: Billing Contact: Desktop
= = = =21 s
TEEE. TS ronme Copy contents and create a
s Paymen: method costcenter customer shopping list
A Credit Card EER
30144-3724 Release
usa NIA

Order Summary

Hide Images
. Yaur - Back Ordered _ )
F
Description price /Ui Quantity - 0 G5 Shipped Total  Reorder Price/ Unit Reorder Qty. Deselect all
= Avery® Removaple Round $7.99 / pack 8 ] 8 $63.92 $7.00/ pack -
E Inkjet/Laser Multipurpose
Labels, 3/4” Diameter, White,

Pack OF 1,008

2] ing R
#  FORAYS SoftGrip Retraccale Gel  $10.61 4 0 4 sma sinstideen o] v roceSSI ng etu rns
Pens, Medium Point, 0.7 mm, £ doze

/ Transparent Black Barrel, Black
Ink, Pack OF 12
Item # 510216
+ Nato ntract

W atrac s

REVIEW THIS PRODUGT

Comments:

Suprotal: 5106.36

DefveryFee w00 Orders that are eligible
Miscela S0 for online return will

w5 have the option Begin
Total: s11274 Return

rezuity | Bezin Rerurn SRS

All selected items will be sdded to your shopping cart. JLISLNI SN

e

HoME / My ACCOUNT / Orders / REWrn Form

Place Return (Step 1 of 3)

1. Verlfy Return Address 2_Select Your ltems 3. Review Information

Return Address

Your address:

JEFFERY FERGUSON

IR oS _ If needed change address,
KENMNESAW, - then
GA

301443724
Usa

SELECT DIFFERENT ADDRESS [ll CREATE A NEW ADDRESS

CONTINUE p




Office Depot Business Solutions Division o

Processing Returns

Quick Smart Guide for Super Users

8
s
d

Home ¢ My Account [ Orders / Return Form

Place Return (Step 2 of 3)

Select the Itemi(s) you would like to return by providing the rollowing detalls:
= Quantity to return

= RECUrn ror Credit or Even EXchange
= Reason for return

= Number of boxes to return

Returnable [tems

Avery® Removable Round
Inkjet/Laser Multipurpose
Labels, 374" Diameter, White,
Pack OF 1,008 item # 0112433

FORAY® Soft-Grip Retractable
Gel Pens, Medium Point, 0.7

mm, Transparent Black Barrel,

Black Ink, Pack OF 12 ltem &
0310216

Price/Unic

$7.990 / pack

$10.610 / dezen

Quantity Ordered Returnable Quantity Quantity To Return

8 8

KN

- Return actlon: ) Exchangs ® Retwrn for Credic

= Reason for your recurn: |DQn'L Want [tem - |

4 4

(|

- Return action: ) Exchangs © Return for Credic

= Number of boxes to return.

Wiy Is this Impartant?

CONTINUE p

Cart Items

Bllling Contact:
JEFFERY FERGUSOMN

(770)429-2725Ex1.0000

Return Information

Return Order Number:
901816001-001

Return Reguest Date:
02/08/2017

original Order Number:
899043532-001

Billing Information

Desktop

Place Return (Step 3 of 3)

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

IS
PO Number|TFERG

Cost CenterJseR1

Release

MiA

Refund Method:

Credit Card:
American Express

Amaount: (35.47)

Avery® Removable Round

Inkjet/Laser Multipurpose
Labels, 3/4" Dlameter, white,

Pack OF 1,008
Enrered ltem # 112433

You've chosen o return your item In 1 box.

Price/Unit Quantity To Return Credit
57.99f pack 1 (37.99)
Return action: Return for Credit

Reason for your return: Don't Want Item
Subtotal: ($7.99)
Taxes: ($0.48)
Miscellaneous $0.00
Total Credit: (38.47)

Modify Retum

(RSl PLACE YOUR RETURN p

Populate the quantity of the item to be returned.

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

Select a reason... v
Select a reason__

Damaged Item

Deliverad Late

Catalog Description Incorrect
Received Wrong ltem

Don't Want ftem

Defective ltem

{ Ordered Wrong ltem

Mo longer needed

Populate the quantity of the item to be returned.

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




APPROVERS INFORMATION:

For Approvals Workflows, designated approvers should read the following instructions:

Approver: You will receive an email notification requesting your approval. Note, you should release orders before
5:00pm your local time for next day delivery.

Important: Upon receiving your Office Depot Login ID and Temporary Password, you must log into your account and
change your temporary password to one of your choice. This will enable you to begin receiving Approval email
notifications. If not done, you will not be able to approve orders going forward.

APPROVING ORDERS

The Office DEPOT email will give you the details of the entire order and allow you to “release order” or “cancel order” the order after reviewing
the order details.

v Scroll to the bottom of the email and you will see a box to enter your Login Name and Password.

v' Enter your Login Name and Password and then click on “Release Order” to approve and submit to Office DEPOT for delivery.
v" Or, click on “Cancel Order” to disapprove the order.
v

Once “release order” or “cancel order”, the person who placed the order will receive an email notification of your choice.

IMPORTANT: You must log into the website http://business.officedepot.com for the first time and change your default password BEFORE you

will be able to approve orders. You will need to select Auto Log in to be able to release orders from the email.

Another way to approve orders is to log into the website and do the following once you log into your account as the Approver:
v" On the top Right side of the page, put your cursor on Orders. You will get a drop down where you can choose Order Approvals.

v" You will see a check box in the Select column for all orders that are pending approval.

v' Click the “Release Selected” button at the bottom of the page. All orders checked will be released.

Store Locator = Help - Account 90719427 Hi, OFFICE DEPOT ADMIN Logout

Off- Order By ltem | My Lists
1ce Q 2 @0 ® i= 7 Ohems
DEPO‘I‘, My Account~ Orders~ Quick Order~ MyLists~ Cart~ s0
Office Supplies Paper Breakroom Ink & Toner Cleaning Technology Furniture School Suppli#
Order Tracking
AN Order Approval VIEW ALL RECENT ORDERS

Or, once you click open the order number, it will display the order details. Scroll to the center of the page
and you will see the Workflow Status box as follows:

Workflow Status

Status Detalls Comments
Pending Release from LEVEL1-TAMMY BAKER

Disapprove (requires comments)
Feleasze

Comments m

You can then click on “Release” and then “Go” to release the order for processing. Or, if you wish to click “Disapprove”, the order will be
cancelled and email notification sent to end user. The end user can go back into their order, modify and remove any necessary items and re-
submit the order without having to create a new order. If the order requires approval, it will then re-route to the designated Manager for
approval.

NOTE: ORDERS CONTAINING NON-FORMULARY ITEMS WILL BE ROUTED FOR APPROVAL.

FORMULARY ITEMS ARE IDENTIFIED ON THE WEBSITE WITH THE BEST VALUE ICON: oo “AHE

httne//hrieinace nffiradanont ~rom I ———




OFFICE DEPOT CONTACTS INFORMATION:

Customer Service: 800.685.8800 — For product information, order inquiries, short ships or returns (even exchange only).
Technical Support Helpdesk: 800.269.6888 — Forgotten password/ resets, user ID lockouts, navigational questions.

Mike Ramseck, Strategic Accounts Manager
Email: michael.ramseck@officedepot.com

Phil Anctil, Service Consultant
Email: phil.anctil@officedepot.com

httne//hrieinace nffiradanont ~rom



