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Welcome!
The following packet contains information on how to order your custom print products, contact
information, reference guide, and quick start user guides.
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Account and Order Information

Office Depot Harnish Group Inc. | Account #90520757

Print & Stationery Ordering

it URL: Business.OfficeDepot.com > Brand Identity & My Files
ite

Office Depot Account Manager Contact

Office Depot Account Manager | Bo Brenneman Email: Bo.Brenneman@officedepot.com

Office Depot Print & Marketing

Charlie Kimble Email: charlie.kimble@officedepot.com
Account Manager

Harnish Inc. Corporate Contact

Legal Secretary and Adminis-

trative Assistant to CEO & VP Jagi Nichols Email: JNichols@HarnishGrp.com

Customer Service & Support

Brand Identity 1-800-965-6270 Email: Biwestregion@odcallcenter.com

My Files 1-855-302-8776 Email: CPD.CustomerOnlineSupport@OfficeDepot.com

Harnish Group Inc. Custom Print Program from Office Depot

= All orders are custom and non-returnable

= If you receive a product that is damaged or inaccurate, please contact the appropriate customer ser-
vice team.

= Products that have variable imprinted information, such as locations, are proofed instantaneously
through the online portal. Please review and approve all imprint content before checking out.

= All product is printed upon receipt of the order. Production time varies from 2 to 12 Business Days.
After production please allow time for transit. (Refer to next page)

= If you need expedited service, please contact the appropriate customer service team to obtain a
shipping estimate. Please have your order confirmation ready.

= If you are not locating a specific product, please email Jagoda Nichols and include product details.
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Custom Print Online Ordering Reference Guide

Login to Business.OfficeDepot.com

Forms, Labels, Envelopes & More Taking care of busines

First select Services > Print & Copy
Products ~ Services My Account ~

Brand Identity

Click on the Brand Identity Icon to access the following:

e Purchase Order 101 e  Full Color Memo Pads
e 9x12 Human Resources Envelope e  Full Color Memo Pads
e  9x12 Petty Cash Envelope e Literature Sticker 360
e Bill of Lading 552 e Mailing Labels
e Delivery Label(s) 902 e  Parts Core Exchange Tag 850
e Drop Label(s) 903 e Parts Core Exchange Tag 850
e Emergency Generator Operation e  Parts Credit Tag 851

Log 907 e  Parts Label (s) 901
e Engine Core Label 658 e Promo Labels Brand Identity
e Engine Sales Purchaser's Order 819 e  Promo Stickers
e  Full Color #10 Envelopes e  Star Lube Service Checklists
e  Full Color #10 Window Envelopes (500A,B,C)
e  Full Color 10x13 Envelopes e  Warranty Parts Tag 570
e  Full Color Letterhead e  Warranty Parts Tag 570

e  Full Color Letterhead
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My Files

Click on the My Files Icon to access the following: my&
|

e The Rental Store (RS) Forms flles

e  Status Change Requests (HR)

e Padded Sheets: Work Order , Parts Order My Files

Brand Identity Customer Service o My Files Customer Service
Toll: P 800.965.6270 ] Toll: 855-302-8768
Email: Blwestregion@odcallcenter.com ° Email: CPD.CustomerOnlineSupport@officedepot.com

Brand Identity Production Times

4 My Files Production Times
Envelopes, Letterhead, Memo Pads, Labels: 2-4 Business Days Forms and Copies: 2-4 Business Days
Forms and Tags: 10-12 Business Days ° Product is produced and shipped from Washington

Product is produced and shipped from Minnesota.
If expedited service is required, please call Customer Service °
Additional fees for expedited shipping

If expedited service is required, please call Customer Service.
Additional fees for expedited shipping
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Brand Identity Quick Start Guide

Login to Business.OfficeDepot.com

Click on Services (Top) > Print & Copy

Taking care of business

Products ~ Services ~ My Account ~

Print & Copy

My Files

Coffee Services

PrintiQ

Shredding Services

Tech Services

Water Services

| = Feedback

Workspace Interiors

You will now be presented with the
Print & Copy Homepage

Home / print & Capy

View all 3,955 items >

Print & Copy

\ Ly OPEN HOUSE 4 2 N
== - Sign Me Up!
3 2 Sizes & material for any large format printing need
swopnow

s, presentations o promotionl producs. Order

Shop

My Files Brand Identity

Business Cards =7 Document Printing (7 Marketing Materials 25

Click on Brand Identity

Brand Identity

Order Questions:
1-800-965-6270 Option 1 (West Team)
Email: Biwestregion@odcallcenter.com

You are now presented with your Product Category Folders
The Folders contain preconfigured and ready to order print
items

e  (Click to enter a Folder

SITECH -~  ECEDW

Once you enter a folder Orderable Items are pre-

sented.

e  Select the item you wish to order

e Choose Create if customization is available or
Add to Cart for static products.

e  Enter the Quantity

T0: Campany T0: Company
Addross 055
City ST 00000-0000 City ST 00000-0000
Harnish Group Inc. Branch Label - Corp N C Machinery Branch Label - Corp 3 x NC The Rental Store Label - Corp 3 x5 -
3x5-LB&0 5-LB61 LB62
0 Detsits 0 pewits 0 Detsits
500 labels - 500 Iabels - 500 Iabsis -

oo

Add customization (if applicable).

Ensure you review Preview for accuracy
e To continue shopping click Continue Shopping
e Tocheck out click Add to Cart

® N C Machinery Branch Label - Corp 3 x 5 - LB61 Quantity: 500 labels -
34 your cusiomization. Then f you approve your preview, select fre
4 To Car? option; or select ‘Order More  you want fo sdd tis Add To Cart
2m to your cart and continue to order another item.

Add Your Customization Product Preview:  zsom Leve View Full Size Image

Return Address

] el A

Return City, State Zip NC MACHINERY [H\}

Company Name

TO:
Address
City, State Zip

Q) speci Craraceers &

@ Email Preview

Approving Your Proof

Important: By agproving ihs praof | agree iha iayout, contant, and spaling are
samact, | undersiand thatmy order wil 52 prinied 2@ty 55 210N, Onoe 2dded o
your basket, you Can print, emall of Fetum to tiS SCrean to make Zhanges. Changas
will not b2 lowed atter checkout.

o) (N IR



mailto:Biwestregion@odcallcenter.com

Office

wewcwnent [ | or e [ SITECH | wormmons [T

meTmes =D DEPOT
®

My Files Quick Start Guide

Login to Business.OfficeDepot.com You are now presented with a Showroom of Catalogs

The Catalog contain preconfigured and ready to order print

items

Click on Services (Top) > Print & Copy *  Click Open to view a Catalog

Showroom

Taking care of business

Products ~ Services ~ My Account ~

Print & Copy

My Files
Coffee Services

PrintiQ

FILE CABINET
The Rental Store
Updated about 1 year ago

Shredding Services

Tech Services

Water Services

OPEN

| = Feedback

Workspace Interiors

Once you enter a Catalog Orderable Items are
presented.

e  Select the item you wish to order

e  Click Order to Enter the Quantity

e  Click Details to Preview or Add to Cart

e Click Add to cart

You will now be presented with the
Print & Copy Homepage

Home / Print & Copy = =
Py sese
. View all 3955 tems >
Print & Copy
N Moren mouse 77 7 .
—= - Sign Me Up! canponssroams assonssromws
~ > Siose & miaterials fov.ony largs fommt prinfing reed. RS1380 InspectionSafety Report Ride-On Tren... RS1370 InspectionSafety Report Towable Pum...
swopnow = oo e
‘ = DETAILS. ORDER DETAILS. ORDER
hop ners,presentations o promaionl progucs. Orcer
e e aslae
RS1320 InspectionSafety Report Dozers (Medi... RS1310 InspectionSafety Report Sell Compact...
My Files Brand Identity Ut s 1y o | Upc .
é oeTALs oroe oeaLs oroe
o
o
iy,
Business Cards <7 Document Printing (17 Marketing Materials 22 You are now presented Wlth the Items that

were added to your cart

e  To continue shopping click Back to My Files
e  Tocheck out click Proceed to Checkout

Items added to cart

my
files

My Files

Name: RS1380 InspectionSafety Report Ride-On Trenchers Rev 12_16
Type: Carbonless Forms
Quantity: 50

Price: §13.15

Name: RS1370 Inspectionsatety Report Towsbie Pumps Rev 12_16

Type: Carboriess Forms

Quantity: 50

Price: §13.15

Order Questions: .
855.302.8768 Option 1 i

Email: CPD.CustomerOnlineSupport@OfficeDepot.com
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