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BUSINESS SOLUTIONS

Office Depot Business Solutions

Smart Guide for Users

Technical support: 800-269-6888 e Customer Services: 888.777.4044

Enter you user Name/ID
Enter Password

Click Log in

“Automatic Login”

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

Lost Login / Password
assistance

Home

Help
Live Chat, customer service

links, User Guide and online
Demos

Store Locator

Order by Item #
Key in up to 20 product #s for

simultaneous entry into
shopping cart.

Search:
Type in product description:
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

In the internet browser address bar, type https://business.officedepot.com.

BUSINESS SOLUTIONS

Registered Customer P —

Fggaotourlogin namelzsssword?
Trouble Loggin;

GO MOBILE
with the most advanced, business - focused
apps in the marketplace.

> LEARMN MORE

%, Customer Service: 830.263.3423 (888-2-0FFICE) %, Technical Support: 800.269.6888

Experience Business
Made Personal

Office Depot is dedicated to helping
you control your spend and grow
your business

Discover how our commitment to
personalized service can help your
business succeed

START YOUR CONVERSATION
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LIVE CUSTOMER SERVICE

-
-2-0FFICE Monday - Friday: 82m - 11 pm
£sT

> LIVE CHAT

CALL

Customer Service: 83

Technical Support 80
" Monday - Friday: Bam -

The landing page includes a bulletin board to keep you informed. From this page all
shopping features may be launched.
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Q My Account
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My Account = Ordors »
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Quick Entry = MyLists+ Can o

To view Account Profile, On line

Reporting, Dashboard features

etin Board

My Messages Need To Know Catalogs & More

We've made it faster and easier to find what you need

iﬁoOrd ers

View order tracking, Orders waiting
for approval, Future Order

Recent orders

My Orders

* My Rocont Ordars &
+ Order Tracking
* Orsers Pending Approral

My Tools

* My Shopping Lists
* Ordsr by ftem®
* My Profil Overview
* Online Reporting
* Propnetary hems

(bQuick Entry:

Add a single item to order or

shopping cart with fewer clicks.
<= My Lists

Shopping Lists, manage lists and
quick view default shopping lists
-\.:! Shopping Cart: value, details
and current shipping address

machines.



Office Depot Business Solutions Division

Quick Smart Guide for Super Users

Building Your Order

Step 1  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 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 TR
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 # manufacturer# , or

custom Eroduct code numbers, quantity then

<= My Lists. Select Default or any 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  ** -\.:.I 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 LLEEl - 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

Checkout Screen below —Please review for additional infomation



https://business.officedepot.com/

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
ADMIN ONLY MEMORIAL HOSPITAL
(999) 123 - 7894 4080 BRIARGATE PKWY
donotreply@officedepot.com COLORADO SPRINGS, CO 80920

Email options Order summary
Send me an email confirmation of this order Delivery order 1 # 926942249-001 Estimated delivery
05/11/2017
() send a copy of order confirmation to
[Enter email address
Account information
* DEPTNAM ~ Contact
[ | ADMIN ONLY |
= FLOOR ntact Phone Ext
[ | 99) 123-7894 | | ]
* Cost Center Select mment: Not used by our delivery carriers.
*ROOM |
[ ] / (
() Make these my default values, if permitted




