BILL MANAGEMENT - STEP-BY-STEP INSTRUCTIONS

1. From Home landing page, select “My Account” and “Online Reporting”.

15 Inbox (550) - wendy.ashle % | [*] BSD Bulk Upload x - Calendar- Sun, Apr3  x ' @ Accounts: Home ~ Salesf x}/’/ Office Supplies: Office Pro %\, =]

https://business.officedepot.com

Home Help Store Locator Welcome, SUPER USER |Acan\ntmut

- Crder By ltem | My Lists - .-
Office o ¥ g =
DEPO‘I‘. 2 ey sl My Account. Orders. QuickEntry. Mylists. Cart

Office Supplies Paper  Breakroom Ink & Toner Cleaning ‘ Account School Supplies  Copy & Print

|

p— g, | m

0 items

$0

My Account

My Profile i supply packs SHOP NOW

Bulletin Board

Cniine Reporting UPER USER

Dashboard

Edit Profile
Oalendars& ARG, L
stylish solutions to help Gy v Omoruniies > Gk Bitr
manage your time , OT‘SC"'IQ ’ P o
LEARN MORE ————

+ Add another product

ADD TO CART

Ink & Toner Finder

Message News updates
Last update by: SUPER USER

&2 Edt

Select Brand v

https://business. officedepot.com/account/accountDashboardDisplay.do

2. Select Bill Management.
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Our upgraded systems give you more options to manage your Cffice Depot account. We encourage you to use these options. If you have

Manage Account any questions please contact our Technical Support Desk at 800.260.6888.
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= Add New Users

= Edit Active Users.

= Activefinactive Users @ Bill Management access New customers

e please allow 12-24 hours for access.

» Procurement Card Password changes - allow 15-20 minutes to
Registration take effect before accessing Bill Management.

My Profile

= My Profile Overview




3. Select Account Detail.
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how Search Instructions
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4. Click on Account Balance.
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Your Account Balance:  USD 16,809.17

We now offer electronic daily or weekly billing. To ask how you
Overdue Receivables 000 (5 Show Aging can _takg ;dvantage of this feature for a Greener Environment
email billingsetup@officedepot.com.

How to Use Bill Management

« Check User Guide.

Total Open Receivables  16,809.
Open Payments
Unapplied Credit Memos
Account Balance  16,809.

Pending Credit Reguests
Remaining Guarantes

Contacts

« For billing questions, please call 800-269-6888.
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Home Account Requests
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5. Change Status from Open/Pending to Any. Click Go.
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Requests
My Account
Retum to Customer Search
Account Details
Account Balance:  16,809.17
Search

Status Currency [USD ¥

Transaction Type

n Navigator v @ Favorites v ContactUs Logout Transaction List Home Logout

ending

) Show More Search ¢ Overdue
Current Current

1 - 30 Days Past Due

v
‘ Transactions

Total Trang 31 - 60 Days Past Due ‘ Total Original Amount  16,809.17 Total Remaining Amount 16,809.17
61 - 90 Days Past Due
Select All 23
— 91 - 180 Da ‘

Select Transactionsy{ 151 _ 355
Select All | Select Norl 366 + Day

Room Original Remaini
Select|{Transaction |[Type |Status|Date Due Date  |Purchase Order |[Number Amount, |Organization

81629 6001 InvoiceOpen |07-Jan-  |06-Feb-2016 DO 055-0504 2242-D 14.69 14.69 ou_us
2016

816287409001 InvoiceOpen  |07-Jan-  06-Feb-2016 CF16-001 3 1,792.61 1,792.61 ‘0ou_us
2016

080001 Invoice Open  |07-Jan-  06-Feb-2016 DO 055-0504 2242-D 924.43 924.43 ou_us
2016

816239481001 Invoice Open  |07-Jan-  |06-Feb-2016 DO355-1084 OFFICE 9,654.80 9,654.80 ou_us
2016

3001 Invoice Open 07-Jan-  06-Feb-2016 DO 025 1010 3226-A 39.39 39.39 ou_us
2016

- |07-Feb-2016 DO 140-2352 108.00 108.00 0ou_us -
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6. Click GO. B
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Requests

My Account
Return to Customer Search
Account Details

Account Balance:  16,809.17 Account Summary

Search

Status | Any Status v Currency | USD ¥

Transaction Type | All Transactions Transactions

() Show More Search Optigs

Total Original Amount 16,809.17 Total Remaining Amount  16,809.17
Select All 23
Select Transactions: Pay | Add to Transaction List
Select All | Select None
| Room Original Remaining|
Type Due Date | Order |Number Amount]| Amount|Ship To = |Organization
101 Invoice Open | 18-Jan-  17-Feb-  365011516000460! 302.64 302.64 ou_us
2016 2016
1001 InvoiceOpen |07-Jan-  06-Feb- | DO3355-1084 OFFICE 9,654.80 9,654.80 ou_us
2016 2016
17001 Invoice Open  18-Jan-  17-Feb- DO 025 1012 3226A 94.67 94.67 Qu_us
2016 2016
9001 Invoice Open  |13-lan-  |12-Feb- DO 025 1011 ROOM 3226~ 17.22 17.22 0ou_us
2016 2016 A
13001 Invoice Opan  |16-Jan- | 15-Feb- DO 025 1012 3226A 28.99 28.99 ou_us
2016 2016
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7. To sort by Ship-to Location (aIphabeticaIIy)LcIick on Ship—tg header — S(ibelow.
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My Account
Retum to Customer Search

Account Details

Account Balance:  16,809.17
Search
Status | Any Status v Currency | USD v

ansa ype | All Transactions

e i Transactions P
(@ Show More Search Options

Go Clear
Total Transactions 23 Total Original Amount 16,809.17 Total Remaining Amount  16,809.17

Select All 23
Select Transacti

s:| Pay || Add to Transaction List

Select All \ Select None

Room Original Remainin: s
Select|{Transaction |[Type |Status|Date Due Date Purchase Order |Number Amount, Amount|Ship To ~ |Organization
81 4001 Invoice Open |18-Jan-  17-Feb-  365011516000460 302.64 302.64| Jou_us
2016 2016
07-lan- 06-Feb- DO355-1084 OFFICE 9,654.80 9,654.80| JoU_Us
2016 2016
18-Jan- |17-Feb- DO 025 1012 3226A 94.67 94.67| jou_us
2016 2016
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2016 2016 A
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8. To view a single transaction, click on the Transaction number.
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Requests

My Account
Return to Customer Search

Account Details

Account Balance:  16,809.17 Account Summary

Search
Status | Any Status r Currency |USD ¥
ransaction Type | All Transacti
VEAEHI TS fansactions Transactions A
() Show More Search Options
Go Clear
Total Transactions 23 Total Original Amount 16,809.17 Total Remaining Amount  16,809.17

Select All
Select Transacti

s: | Pay | Add to Transaction List

Select All | Select None

| |Due ‘ | | ‘ ‘ Original Remaining‘
Select|Transaction Ty Status|Date Date Purchase Order |Release|Department Desktop Amount| |Organization
954001 17-Feh- 365011516000460 302.64 302.64 ou_us
2016
— 816239481001 Invoice Open |07-Jan- |06-Feb- DO355-1084 ‘OFFICE 9,654.80 9,654.80 ou_us
2016 2016
947001 InvoiceOpen |18-Jan- |17-Feb- DO 025 1012 3226A KLC 94.67 94.67 ou_us
2016 2016
9001 Invoice Open  |13-Jan- |12-Feb- |DO 025 1011 ROOM 3226- KLC 17.22 17.22 0ou_us
2016 2016 A
18355303001 Invoice Open  |16-Jan- |15-Feh- DO 025 1012 3226A KLC 28.00 28.99 ou_us
2016 2016
08-Jan- 07-Feb- DO 025 1010 3226-A ‘COMMUNITY 102.13 102.13 Qu_us -

r r I 808PM | |
Xi w§ | 1/19/2016



Select POD (Proof of Delivery), PDF Copy (print) or Email/Fax. Enter Email address or Fax number.

15 Inbox (550} - wendy.ashle % | [ BSD Bulk Upload

x { [ - Calendar - Sun, Apr3

&~

Bill Management

.13

C M & https//odonline.officedepot.com/OA_HTML/OA jsp?_i

ARITRANSA

TIONDE

® Accounts: Home ~ Salesfc X | 2 Office Supplies: Office Pre x [ [ Invoice %\ =]
/ _—
ILSPAGE&_ri=222&Ircustomer =

ContactUs Logout Transaction List Home Logout

' Navigator v

B Favorites v

Requests
My Account
Account: My Account =
Invoice 818320954001

Invoice Information

Bill To Address Ship To Address

Remit To Address

PO Box 1413
Charlotte, NC 28201-1413

Terms Due Date
DLO000000ONO30 17-Feh-2016
Line Num Catalog Ttem Num

1 385702

2 392430

POD PDF Copy Activities Pay Email / Fax Copy

Please include the invoice number on all remittances and
include remittance copy with postal payments.

Invoice
818320954001
Billing Date Ship Date
18-Jan-2016 18-1an-2016
Purchase Order
365011516000460
Sales Order
818320954001
Shipping Reference Ship Via
0 3DwW
Account Number Customer Location
365
Billing ID SPC (Store/Date/Reg/Trans)
30171623
Attachments
None
Salesperson Customer Contact Customer Phone Customer Fax
Shaw, Bradley N

Description Quantity Shipped Unit Price Extended Amount
TOMNER,HP 80A,BLACK 2t 96.19 96.19
TONER,HP CC364A,BLACK i 145.26 145.26

9. To view multiple transactions, check the boxes under “Select” next to the Transactions to view.
NOTE: Maximum transactions per request/group is 10.
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Requests
My Account
Retum to Customer Search

Account Details

Account Balance:  16,809.17

Search

Status
Transaction Type

Any Status r
All Transactions

Currency

Transactions

Show More Search Options

[ Go | [ Clear

Total Transactions 23
Select All

ransactions: Pay | Add to Transaction List

Al | select none

https://odonline.officedepot.com/OA_HTML/OA jsp?_rc=ARIACCTDETAILSPAGES&_ri=
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Ente

Total Original Amount 16,809.17

| ‘ | Due ‘ | | ‘ Original
Select|Transaction Type |Status|Date Date Purchase Order |Release|Department Desktop Amount|
818320054001 Tnvoice Open  |18-Jan- |17-Feb- 365011516000460 302.64
2016 2016
816239481001 Invoice Open  |07-Jan- |06-Feb- DO355-1084 ‘OFFICE 9,654.80
2016 2016
¥ (818353947001 InvoiceOpen |18-Jan- |17-Feb- DO 025 1012 3226A KLC 94.67
2016 2016
W 8l 49001 Tnvoice Open |13-Jan- |12-Feb- DO 025 1011 ROOM 3226- KLC 17.22
2016 2016 A
@ (818355203001 TnvoiceOpen |16Jan- |15-Feb- DO 0251012 3226A KLC 28.00
2016 2016
07 3226-A ‘COMMUNITY 102.13

08-Jan-

222&IrAcctDetailsRestrict=false&_ti=1094977969&o0apc=12&menu=Y&oaMeni{s =

m Navigator v [ Favorites v ContactUs Logout Transaction List Home Logout

Account Summary

Total Remaining Amount  16,809.17

Remaining|
Amount|Ship To =~
302.64

|Organization

9,654.80
94.67
17.22

28.99

102.13 L -




10. Click Add to Transaction List.
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Requests
My Account

Information

Click on the Transaction List Link to continue
Retum to Customer Search

Account Details

int Balance:  16,809.17 Account Si ry

Search
Status | Any Status v Currency | USD v
ansaction Type | All Transacti
TEazz sl . Transactions e L
(o Show More Search Options -
Go Clear
Total Transactions 23 Total Original Amount  16,809.17 Total Remaining Amount  16,809.17
Select All

Select Transactions: | Add to Transaction List
Select All | Select None

Original| Remaining
Amount] Amount|Ship To =~

SelectTransactlon Type ‘5tatus|Date |Date ‘Purchaseorder Release|Departrnent‘Desktup |Organization

Invoice Open |18-Jan- |17-Feb- 365011516000460 302.64 302.64 0ou_us
2016 2016

Invoice Open  |07-Jan- |06-Feh- D0355-1084 \OFFICE 9,654.80 9,654.80 ou_us
2016 2016

@ 7001 Invoice Open  |18-Jan- |17-Feb- DO 025 1012 32264 KLC 94.67 94.67 ou_us
2016 2016

@ Invoice Open |13-Jan- |12-Feb- DO 025 1011 ROUM 3226- KLC 17.22 17.22 ou_us
2016 2016

" 1 303001 Invoice Open |16-Jan- |15-Feb- DO 025 1012 32263« KLC 28.99 28.99 0Ou_us
2016 2016

11. Navigate to Transaction List — (upper right-hand corner in blue header section)
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Requests

My Account

i) Information
Click on the Transaction List Link to continue

Return to Customer

Account Details

Account Balance:  16,809.17 Account S ry
Search
Status | Any Status v Currency |USD ¥
Transaction Type | All Transactions T j |
(z Show More Search Options i
Go Clear
Total Transactions 23 Total Original Amount 16,809.17 Total Remaining Amount  16,809.17
Select All
Select Transactions: | Add to Transaction List
Select All | Select None
‘ | Due ‘ | | Original| Remaining
Select|Transaction [Type | | Date | hase Order | | | Desktop Amount| Amount|Ship To =~ |Organization
818 Invoice Open |18-Jan- |17-Feb- 365011516000460 302.64 302.64 ou_us
2016 2016
Invoice Open  |07-Jan- |06-Feb- DO355-1084 ‘OFFICE 9,654.80 9,654.80 ou_us
2016 2016
7 01/Invoice Open |18-lan- |17-Feb- DO 025 1012 3226A KLC 94.67 94.67 0ou_us
2016 2016
@ 01Tnvoice Open  |13-Jan- |12-Feb- DO 025 1011 ROOM 3226- KLC 17.22 17.22 ou_us
2016 016 A
@ 303001 Invoice Open  |16-Jan- |15-Feh- DO 025 1012 32264 KLC 28.99 28.99 ou_us

2016 2016



12. Select Email/Fax. Enter email address or Fax number.
NOTE: Maximum transactions per request/group is 10.
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By Trarsaction List x '
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M Navigator ¥ @ Favorites ¥ ConfactUs Logout Transaction List Home Logout

Transactions

[ clear all | [Pay | [ Email/Fax Copies

ng Amount Discount Amount Currency Remove

Customer Number|Organization Transaction Type Status Date Due Date  Purchase Order Original Amount Remai;

0171623 ou_us 818353947001 Invoice Open  |18-Jan-2016 17-Feb-2016/D0 025 1012 94.67 94.67 0.00 USD E/‘
0171623 ou_us 817544949001 (Invoice Open  |13-Jan-2016 12-Feb-2016|DO 025 1011 17.22 17.22 0.00 USD B/
0171623 0ou_us 818355303001 (Invoice Open  |16-Jan-2016 15-Feb-2016/D0 025 1012 28.99 28.99 0.00 USD E/‘
Total 140.88 140.88 0.00
Return to Account Details Clear All_ ‘7587 | EmailFax Caﬁes

Home Account Requests ContactUs Logout Transaction Lis

Privacy Statemen! Copyright (c) 2008, Orscle_ All fights res

13. Select Return to Account Details or Logout.
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< C A | & https//odonline.officedepot.com/OA_HTML/OA jsp?page=/oracle/apps/ar/irec/accountDetails/webui/ARL_TRANSACTION_LIST_PAGE&_ri=2228&_ti=1094977969&o0a)7¢ | =

n Navigator v @& Favortes v tact Us Logout Transaction List Home Logout

Transactions

[Clear Al | [Pay | [ Email/Fax

customer Number|Organization Transaction Type Status Date Due Date  Purchase Order Original Amount Remaining Amount Discount Amount Currency Remove
30171623 Qu_us 818353947001 Invoice Open | 18-Jan-2016 17-Feb-2016 DO 025 1012 94.67 94.67 0.00 UsD E‘/

30171623 ou_us 817544940001 Tnvoice/Open | 13-Jan-2016 12-Feb-2016 DO 025 1011 17.22 17.22 0.00 USD [‘/
30171623 Qu_us 818355303001 Invoice/Open | 16-Jan-2016 15-Feb-2016 DO 025 1012 28.99 28.99 0.00 USD E/‘
Total 140.88 140.88 0.00
Return to Account Details Clear All | | Pay | | Email/Fax Copies

Home Account Requests ContactUs Logout TransactionList Home Logout
Capyright (c) 2008, Oracle. All ights resenved.

Privacy Statement




Another Option — Enter Transaction numbers into Transaction box, and select Add to Transaction List.

NOTE: Maximum transactions per request/group is 10.

x | 2 Office Supplies: Offic= Pre % | [ Account Details %\ (E=F]
/

tDetailsReys =
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n Navigator v @ Favorites v ContactUs Logout Transaction List Home Logout

Requests

My Account
Retum to Customer Search

Account Details

Account Balance:  16,809.17 Acgount Summary
Search
Status | Any Status v Currency |USD v
Transaction Type |All Transactions v : 818320954001
Transactions |g16239481001 4

E Trans:

(@ Show More Search Options

Go Clear
Total Transactions 23 Total Original Amount 16,809.17 Total Remaining Amount  16,809.17
Select All

Select Transactions: | Add to Transaction List

Select All \ Select None

‘ | Due ‘ | | ‘ ‘ Original| Remaining|
Select{Transaction |[Type |Status|Date |Date  |Purchase Order |Release|Department|Desktop Amount| Amount Ship To ~ |Organization
01 Invoice Open |18-Jan- |17-Feb- 365011516000460 302.64 302.64 ou_us
2016 2016
816239481001 TnvoiceOpen  |07-Jan- |06-Feb- D0O355-1084 ‘OFFICE 9,654.80 9,654.80 ‘0ou_us
2016 2016
818353047001 InvoiceOpen  |18-Jan- |17-Feb- DO 025 1012 32264 KLC 94.67 94.67 ou_us
2016 2016
81 49001 Invoice Open  |13-Jan- |12-Feb- DO 025 1011 ROOM 3226- KLC 17.22 17.22 ou_us
2016 2016 A
818355303001 Invoice Open  |16-Jan- |15-Feb- DO 025 1012 3226A KLC 28.99 28.99 ou_us
2016 016

08-Jan- D0 025 1010 3226-A ‘COMMUNITY 102.13 0ou_us -

Click GO. Then select Add to Transaction List.
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Bill Management

N Navigator v B Favorites v ContactUs Logout Transaction List Home Logout

Requests

My Account
Retum to Customer Search

Account Details

Account Balance: 16,809.17 hccount Summary
Search
Status | Any Status v Currency | USD v
Transaction Type |All Transactions v : 818320954001
Transactions 51639481001 4
Enter one Transsczon

Clear
Total Original Amount  9,957.44 Total Remaining Amount  9,957.44
Select All 2
Select Transactions: | Add to Transaction List
Select All \ Select None
‘ | | | ‘Roam ‘ Original Remaining|
Select|{Transaction |[Type |Status|Date Due Date |Purchase Order |Number Amount Amount|Ship To = |Organization
8183209 01 Invoice Open  |18-Jan- 17-Feb- 365011516000460 302.64 302.64 ou_us
2016 2016
816 81001 TnvoiceOpen | 07-Jan- 06-Feb- D0355-1084 OFFICE 9,654.80 9,654.80 ‘0ou_us
2016 2016
Recalculate Selected Transactions Original Amount Remaining Amount
Template | All Transactions Hezder ¥ Locale | English:United States (*) ¥ Format | EXCEL ¥
Export :?]?Itlslsl:tg:;?urtmg may take several Download XML file

Home Account Regquests ContactUs Logout Transaction List Home Logout

¢ il :

830 PM
1/19/2016




