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Building Your Order

Step 1  Logon on to https://business.officedepot.com using the unique user id and password provided

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 Item 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 dick NETREE

Click the “Show Images” check box to view product
images and details. Enter up to 20 items at once.

- é Quick Entry: Add a single item to order by

entering Office Depot part # or manufacturer # ,
quantity then click TR

<= My Lists: Select from Your Personal shopping
lists. To add an item to your shopping cart: Enter
the quantity desired, check the box 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.

Step 3 " 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 personal shopping lists.
Step 4 el Review selected items and shipping address; modify as needed. If the order is released by 5:00 local

time, it will be processed for next available business day delivery.



https://business.officedepot.com/

Checkout Page

Please verify all of your order information below and choose one of the options at the bottom of the page to submit your order.

. . . User information Delivery information
Delivery information: > ry
MEMORIAL HERMANMN -crg, 6411 FANNIN 5T Chail
1 (800)971 - 3376 E HOUSTOMN, TX 77030 lEI
Your default address will A

noelle.ordonez@officedepot.com

appear here. CHANGE
button is visible if you have
access to ship to multiple
locations. Click CHANGE if
you want to choose a Email options Order summary
different address.

Send me an email confirmation of this order Delivery order 1 #947090485-001 Estimated delivery
07/27/2017
[ Send a copy of order confirmation to I
[En:er email address
Your order may split into multiple
Account information: shipments. The order number and ETA
Account information will be listed here for each shipment.
Contact: Name of person —
receiving Order CONTAC Contact
() SMITH | [ smiTH |
DEPT: Enter dept or “DEPT Contact Phone Ext
location for delivery (eR ] ((800) 971-3376 | | ]
. . " Cost Center Select Com m“t: Notused by cur delivery carriers.
Cost Center: You will
. . (0695900 ] ( ]
either have a single cost
center listed or you can “eUsTe ( |
choose from a list (STE 200 ] : l
L D Make these my default values, if permitted

FL/STE: Enter your floor,
suite or specific location
Payment information

Contact & Contact
Phone: Enter the © Credit Card l MEMORIAL HEEMANN ¥ | < o Payment Information:
receiver’s information here Automatically defaults to
Memorial Hermann ghost card

Select a desired delivery date:

(FR 0772712017

Delivery date: Delivery arder - # 947090737-001
Defaults to next business Estimated delivery 07/27/2017
day. You can schedule Price Qty. Tota Remove ltem
your delivery for up to 21
. := Boise® X-9® Multi-Use Copy Paper, Letter Size Paper, 20 Lb, $29.99 588,97
dayS n advance' % Bright White, 500 Sheets Per Ream, Case Of 10 Reams { case
— 8 em #0196517 Entered Item # 196517

Wl Contract hams

If desired, edit your shopping cart contents —
R setup subscription @ such as change the order quantity and
remove items

Subtotal 589.97
Delivery fee  FREE

Adjustments  30.00

Taxes  30.00
Total $89.97
Click PLACE ORDER when ready to checkout. I
You will receive an email confirmation. I Heve you made changes o your cartor elvery opifo? [ TEOEET

By submitting this order, you agree to the Terges and Conditions.

I Continue Shopping I I Save Cart to List I ﬁ P|ECB Order




Order Tracking & Online Returns
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Click @ Orders Icon

Select Order Tracking

Search By:

Select desired search parameter
OR Search by order status, date
range or dollar amount

Order history shows orders for
the past 12 months

Click anjorder numper 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

-8of8

Result]

Order Number  Order Date Total Status Delivery / Pickup Date  Changeable PO Number Cost Center Release Contact

01/30/2017 511274 Delivered 01/31/2017 No JTFERG USER1 MIA JEFFERY FERGUSON
892402485%-001 01/05/2017 $21.35 Delivered 01/06/2017 No IE3.2BRELEASE ACHARLIEBROWN 17 USER DEMO
B90041383-001 12/27/2016 574.60 Shipped 01/09/2017 No JTFERG USER1 Y JEFFERY FERGUSON
890041051-001  12/27/2016 %5272 Delivered 12/28/2016 No JTFERG USER1 MiA JEFFERY FERGUSON
B88014322-001 12116/2016 $45.52 Delivered 12/19/2016 No hiA USER1 MiA JEFFERY FERGUSON
8878593917-001 12/15/2016 $2.11 Shipped 12/15/2016 No MAX-PO MAX-CC RELEASE
886389483-001 12/09/2016 523949 Delivered 121122016 No JTFERG USER1 MIA JEFFERY FERGUSON
863509454-001  09/09/2016 $10.85 Shipped 09/12/2016 No 123 A A CARRIE RUSSELL-USER

My Account

Processed Orders:

Select the desired
order from the
search results by
clicking on the
ORDER NUMBER.

Type
Order

Order

Virt Whse

Order

Crder

Order

Order

Order




Order Tracking & Online Returns Continued

View order status and
tracking information.

You can also place an
online return from here.
See below.

Home / My Account £ Crder List ¢ Order Detail

Order Detail

Print Thiz Page

Orders that are eligible for
online returns will have the link
to process a return

Begin Return

If an order does NOT have a
return link, please call
customer service to process
your return.

Order & Budget Information

Order Number: £99045552-001 Tracking: 899045552-001
Qrder Date: 01/30/2017 Status: Delivered
Ordered By: Shipped Date: View Carton Details and Proof of
Last Modified By: Delivery
Last Modified On: 0113172017 Delivery NIA

Date/Time:
Comments:

Shipping Information Bllling Information
shipping Address: BIlliNg Contact:
|EFFERY FERGUSOMN |EFFERY FERGUSOMN
175 CHASTAIN MDWS (770)429-2735EXC.0000
COURT
KEMMESAW, Payment Method:
GA Credit Card
30144-3724 Credit Card Number:
usa B —

Amount:311274

Order Summary

- Your = Back Ordered -

D t Shi d Total
escription Price / Unit Quantity G ipped To
- Avery® Removable Round §7.99 /pack 3 o 3 $63.92
E Inkjet/Laser Multipurpose

Labels, 3/4" Diameter, White,
Pack OF 1,008
ltem # 112433
+ GEASChedUie
REVIEW THIS PRODUCT
Comments:
g FORAY® Soft-Grip Retractable Gel  $10.61 4 o 4 $4244
Pens, Medium Point, 0.7 mm, £ dozen
Transparent Black Barrel. Black

Ink, Pack OF12
Item # 510216
» Nat an G54 Cantradt

W Contract Items

REVIEW THIS PRODUCT

Commaents:

?
Neeq He.lp ) Talk with a Representative
=Email Azsistance rpar Now
wFAQ:

Deskrop
M/A

PO Number
JTFERG

Cost Center
USER1

Release
)

Hide Images

Reorder Price f Unit Reorder Qty. Deselectall ¥

$7.99/ pack #

§1061 /dozen [ | #

Subtotal 5106.36
Delivery Fee: 50.00
Miscellaneous 50.00
Tazes: 56.38
Total: 511274

Phone # 888.777.4044. ¢

All selected items will be added to your shopping cart.  [EAEeHb SIS 2

My Account
Print Order

View Search Result

| Begin Return hRieig

Vlew Search Results | Begin Return ECsehreliiag




Home ¢ My Account / Orders ¢ Return Form

Place Return (Step 1 of 3)

Return Address

STEP 1: Confirm the return address. You
can also choose a different address or create
a new address

Your address:

JEFFERY FERGUSON
175 CHASTAIN MDWS
COURT

KEMMESAW,

GA

30144-3724

usa

SELECT DIFFERENT ADDRESS CREATE A NEW ADDRESS
CONTINUE p

Place Return (Step 2 of 3)

Select the Itemy(s) you would llke to return by providing the rollowing detalls:
« Quantity to recurn
« Return for Credit or Even Exchange
« Reason for recurmn
« MNumber or boxes to return

STEP 2: Enter the quantity of the item to be
returned.

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

Select a reason... v

Returnable [tems

cart Items Price/unit Quantity Ordered Returnable Quantity puantity To Return

2 Avery® Removable Round £7.990 / pack ] ] |I| Select @ reason._
Inkjet/Laser Multipurpose

h Labels, 3/4" Diameter, White, Damaged Item
Pack Of 1,008 Itemi& 0112433 DE|I‘|."EI'Ed La.':EI

= Return actlon: ' Sxchangs @ Retum ¥ creae
< Reason for your return; | Don't Want [tem - |

Catalog Description Incorrect

FORAY® Soft-Grip Retractable 510,610 / dezen 4 4 ] Received Wrong ltem
/ Gel Pens, Medium Point, 0.7 Dan't Want leem

mm, Transparent Black Barrel,

Black Ink, Pack OF 12 Item # Defective ltem

0510216

| Ordered Wrong Item
Mo longer needed

= Return action: ) Sxchange ) Return for Credi

+ Number of boxes to return.

Wy IS Enis Important?

Click CONTINUE I

Place Return (Step 3 of 3)

Please review your return Information. If you need to edit your Informatien, select the "Modify Return” link at the bottom of
the page. You may print this page as a reference but your return 1s not complete untill you click "Place Your Return”.

Return Information

Return Order Number:

Q01316001-001
Return Request Dake:
0X08/2017
orlginal Order Number: .
899045352001 STEP 3: Review your return
Cart Items - v Price/unit ‘Quantity To Return n Credit Informatlon and |f aCCUFate, C|ICk
= A Rei RO 1 799
Inkjet/Laser wltipurpose 37994 pack e PLACE YOUR RETURN button
n Labels, 3/4" Dlameter, White,
Pack Of 1,008

Entered ltem # 112433

REturn action: Retum for Credit
Reason for your recurm: Don't Want ltem

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

Subtotal: ($7.99)

Taxes: (30.48)

Miscellansous $0.00

Total Credit: $8.47)
v

Modify Retarm (Lol PLACE YOUR RETURN




Custom Stamps

grab their attention F@;

o E E. e Order By Iterm | My Lists ﬂ -
DE POT | Search by Keyword or ltem# Q‘ My Account-  Orders -
Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology

Quick Entry -

ss 50

My Lists.  Cart -

Furniture  School Supplies Copy & Print

buy now. use forever. postage stamps

SHOP NOW P

[FGME 7 Copy & FIMTOEpaT

Copy & Print Depot

Document Printing Services

Count on us for copies, brochures, forms,
posters, banners and more.

GET STARTED

Featured Categories

Marketing Services
- Business Cards

= Sistionery

= Greeting Cards

= Signs & Banners

¥ View All

File Cabinet

Easily refrieve and store documents from your
dedicated file cabinat.

GET STARTED

==, ob

Business Essentials
Business Envelopes
Labels

Checks & Financial Formg

Promotional Products
= Writing Instruments

= Drinkware

Apparel

Office & Desk

View All

Custom
Stamps

Custom Stamps
View All

-

Custom Stationery Online

ok Styles

[

Order your company's branded stationery
products here!

GET STARTED

/

Custom Gifts
Personalized Cards
» Personalized Calendars
Promotional Gifts
» View All




- Order By item | My Lists Pl ot = i
e —=J Oitems
Office O = 0 = ¥

DEPOT | Search by Keyword or ltem# Q| MyAccount. Orders. QuickEntry. Mylists. Cart .

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology Furniture School Supplies Copy & Print

buy now. use forever. postage stamps

Home / Office Supplies | Custom Printng / Stamps & Datsra

Stamps & Daters

Shop

Daters & Time Stamps (22

===

Endorsement Stamps
Large Massage Stamps /¢

Medium Message Stamps (2 s

Refill Inks & Stamp Pads a3

Replacement Ink Pads Endorsement Stamps » Large Message Stamps »
Return Address Stamps
Round Stamps (2

Signature Stamps (10

Small Message Stamps (+

Need Help?

Email Assistance

Refill Inks & Stamp Pads » Replacement Ink Pads »

FAQs

Talk with 3 Representative
Chat Now

More Ways to Shop

Office Depot Brand Products

Greener Office Products Round Stamps » Signature Stamps »

Small Message Stamps »

Home / OfMce Suppliss 7 Custom Priniing / Siamps & Daters / Refurn Address Stamps

Return Address Stamps
T Results Found

Shop Office Supplies Advanced Sorting Available!
Please use Advanced Sorting options below to sort products by Best Walus Item, Contract em, price and more!

eBrand @ Grid | =list
[ Accu-Stamp (5
[ Xstamper 2 Sent 3y iems per page:
Showing 1-T of 7 Results
mRating
[HE'S = & & sl ECO-GREENM Xstampsn® Pre-Inked Return Address Stamp, 52399 i each
M10, 85% Recycled, 1127 x 1 58" Impression
RS & % S.aL mn;ﬂﬁg;;ﬂ:t 3 Reviews
O & 1 « Sald onne
D + . M. Expedited Dellvery Avallable at Checkout (7)

Limnited Availability
& Sold In Stares
BECo-conscious = Eco-Canscious

[ Recycled Content (2 [ Fecysied content

Click Customize




I How to design a “TEXT” only stamp I

Business Cards Stamps & Daters Signs & Banners  Business Envelopes  Business Forms Labels & Stickers Print Marketing See All

Click here for additional font options

Product: ECO-GREEMN Xstamper® Pre-inked Stamp

The studio will

automatically m

fill space
Click proceed to
view proof

proportionally For text only option- populate the fields
unless you on the left only using number of lines
click the “turn needed

auto size off”

Home Toqe oo Eoas ooy Eace

I How to design a stamp with custom ART upload I

About Us Contact Us View Product Summary

Product: ECO-GREEMN Xstamper® Pre-inked Stamp

1) Click on the Artwork
tab to upload your

own logo/artwork

ST T T

Line 1

Line 2

Line 3

Line 4

Line 5

About Us Contact Us View Product Summary
2) Click
add your Product: 2000 PLUS® Seff-inking Stamp with Microban®
own copyven §rocee |
anwork Text Artwork Alignment
and it will AN 22 0 EXTTSWT
let you
TURN AUTOSLZE OFF

bmwse ] | T T L T A T | 1) Click and drag artwork to
your files Line 1 desired position

Line 2

Line 2

EE—
Line 4 @

Line 5
Click proc&ed
to view proof

Line &




About Us Contact Us View Product Summary

Click Edit if you would like
to make additional changes

ew POF | Email Preview

@2,

If Artwork is
commect click

proceed

By clicking Proceed, | accept responsibility for the accuracy of the imprint information.

The information you submit will be used as described in our privacy policy.

Home Terms of Use Privacy Policy FAQS
About Us Contact Us View Product Summary
Creative Options
2
How many Stamps? tem Total:$27.99
Tax and discounts will be applied atcheckout.
Quantity you
s2700Eacny (1) would ik to order _
Enter Your Quantity Product Details:
ECO-GREEN Xstamper® Pre-inked Stamp
SKU:E70501
Preview Edit
i ink?
Would you like to add refill ink? @ ‘ city of
Option to order i
ssoocacnx ) fion t0 ot it everything
Entes Your Grarilty re-inking fluid is correct click
View PDF | Send Proof Proceed
Home Terms of Use Privacy Policy FAQS
f.
Office pEPOT
. Click add to cart
. before you
About Us Contact Us View Product Summary continue shopping
Success! Your ECO-GREEN Xstamper® Pre-inked Stamp has i
e 1 SUBTOTAL: $27.99
ECO-GREEN Xstamper® Pre-inked Stamp Item#: 570501 $27.99
Preview Quantity/Price: 1
@ city Df Accessories: None Selected
Iy MAKE A COPY
_ View Proof
Delete | Edit .
Email Proof




Mobile App

Access your Office Depot business account from virtually
any location

Now you can access your Office Depot® custom-discounted il 3G 9:41 AM
pricing, best value items and account information no matter Office pEPOT

where business takes you.
sELY

The Business Solutions app is synchronized with your BuletinBoard  Browse Products  Cart

business.officedepot.com account, so you'll have the power to
get things done right at your fingertips:

e Place and track orders at your convenience

e Scan item barcodes to check pricing and make
purchases

e Access business and personal shopping lists for simple
ordering

Plus, it's safe and secure, built with all the industry-standard security practices
you’ve come to expect from business.officedepot.com.

Get it now for your iPhone or Android

Simply download the app from your iPhone, iTunes® or Android Market
Login with your Office Depot Max account credentials

Enjoy the benefits of mobile access to your business account




Contact Information & Assistance

ONLINE TRAINING VIDEOS
Online Training Videos in the Customer Services section of the navigation bar or by clicking on the link below. Online
Training provides training topics on a variety of subjects.

https://business.officedepot.com/customerservice/videodemos/index.do

HELP DESK
Contact Office Depot’s Technical Support Desk at 800.269.6888 for technical assistance. The Technical Support
Desk is open Monday through Friday, 8:00 A.M. — 8:00 P.M. (EST).

CUSTOMER SERVICE

Office Depot’s Customer Service Department is available to assist you with any questions you may have concerning
product, pricing, ordering, delivery, or support services. Get immediate help with your online purchases by
connecting instantly with a customer service representative, Monday-Friday 8:00 A.M. to 8:00 P.M. (ET), using our
Live Chat functionality or by calling us toll-free at 888.777.4044.

LIVE CHAT
Live Chat is available Monday-Friday 8:00 A.M. to 11:00 P.M. (ET)

SPECIAL ORDERS

Please contact your Program Administrator for products not found in our comprehensive catalog or online.
Special order items are often delivered directly from the manufacturer. Because of this, a minimum of 3 business days is required
for special order delivery.

RETUN POLICY

If you are dissatisfied with your purchase for any reason, you may return most items in their original packaging within 30 days of
purchase for a replacement or full refund. You can place a return online as outlined below in this guide or through Customer
Service by calling 888.777.4044. Please be sure and have your order number ready.

Special Order Products may not be returned or exchanged unless damaged or defective upon arrival. This includes items that are
not stocked in one of our warehouses and/or are indicated as SPECIAL ORDER.

BACKORDERS

All catalog items are in-stock, diminishing the chance of backorders. In-stock backorders are automatically filled within one (1) to
three (3) working days from automatic replenishment of inventory and a re-order is not necessary. Your packing slip will identify
backordered items. The Internet ordering system actually notifies you immediately of any possible low-stock condition. Customer
service can update you on the status of a backorder at any time or you may track your order online using the Order Tracking
function under the My Account menu.

Thank you for shopping with Office Depot OfficeMax!

Office pEroT OfficeMax

Taking care of business

htt



https://business.officedepot.com/customerservice/videodemos/index.do




