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WELCOME

to Office Depot®

Discover everything you need to help your property shine.

We're proud to partner with Avendra and be your one-stop source for
office supplies, toner, paper and facility and breakroom products. Our goal
is to make purchasing from us as simple as possible — and do everything
we can to help your property truly shine. The following pages include
information on how to order from Office Depot, including details on:

® Product information
® Pricing

e Delivery

e Customer service

® Returns

You'll also find helpful tools to reduce the time and money
spent on procuring supplies. Have a look around, and make
yourself at home. We look forward to working together!
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Give your property the edge

Ready to start taking advantage of everything
that Office Depot® has to offer? Use this quick
start guide to confirm orders, schedule deliveries,
make the most of your savings and more.

Order confirmations

Each time you place an order, you'll receive an
email confirmation that details your transaction
and product status of the items you ordered.

Online customer service

Need support? Request an online chat or a
phone call with just a click. Customer service
will return your call within 10 to 60 seconds
when you request a call through the live
online assistant.

Office DEPOT AAVENDRA

Support, supplies and savings — at your service

Delivery
Place your order by 5 p.m., and in-stock products
will be delivered the next business day. Delivery
lead times are provided by item on the website

at time of order and on your order confirmation.

Office Depot-branded items in catalog
Looking to order what you need for less?
Office Depot-branded items are value priced
and include an assortment of environmentally
preferable products, such as sticky notes.

Best Value items

In order to assist you with selecting the most
cost-effective items, all Avendra contract items
are tagged with a Best Value icon. You can
easily locate Best Value items by searching

for products and then filtering for Best Value.
Search results will display Best Value before
noncontract items.
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Convenience that clicks

Put access and innovation at your fingertips.

Search
Type in product
description or Office

@
My Account
To view Account Profile,

online reporting,
dashboard features

View order tracking,
orders waiting for
approval, future order,

@

Orders Quick Entry
Add a single item to
order or shopping cart
with fewer clicks

recent orders

Shopping lists, manage

default shopping lists

@)
&)

My Lists

lists and quick view

Shopping Cart
Value, details
and current

shipping address

« Home Store Lecator

Depot or manufacturer
product codes; predictive
search reduces keystrokes

Help
Live chat, customer

service links, user guide
and online demos

Order by Item Number

Welcome, CINCY TESTER

| Account 21217836 - Logout

3>
- = | Order by llarm Number | Bullatis] Board | My Shopging Lists ‘"@
Office = o =
 Keyword or

DEPOI[“”“

Q[

My Account- Orders-  Quick Entry = My Lists = Cant =

e '\E’ :oihml

|Off\ce Supplies  Paper Eraakroom

Ik & Toner  Cleaning  Technology Furriture

Copy & Print School Supplies | 4—'

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

Bulletin Board

My Messages Need To Knew

Catalogs & More

AVENDRA.

LEARN MORE »

My Orders
-~ |

* My Recent Orders =
= Order Tracking
= Orders Pending Approval

My Tools

* Wy Shopping Lists
Comprehensive Procurement Solutions * Order by em#
* DOinline Reporting

Key in up to 20 product
numbers for simultaneous
entry into shopping cart

Office DEPOT

* Pragrigtary Hems

Customer Senice
Site Map Emall Assistance
Itarmational Fhone Support
Terms & Condilions

Terms af Use
Catalog Pricing
Privacy Policy

ﬁ!AVENDRA

3ifl & Rewards Cand
Store Purchasing Card Terms Customer Serices

Cormpaty info Specials

Afleate Program 5% Backto Bchools Program
ntarnationst # Diapol Rewards Plalinum
Apout Ofice Depol GreenerDifice

Custorer Tools
Qrder by e
Online Catalog
Elora Locator

Product Navigation Bar

My Orders

View recent orders and
orders pending approval,
and track order status up
to 360 days; place returns
(see page 6 for details)

Bulletin Board
Custom bulletin board
to keep you informed
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Order up

Going from Catalog to Checkout is as simple as 1-2-3-4.

STEP 1

Log on to https://business.officedepot.com
using the unique user ID and password
provided by your representative.

STEP 2

To view Account Profile,

B
&)

My Account

(:=)
N

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

@)
&)

Shopping Cart
Value, details
and current
shipping address

&
Orders
View order tracking,
orders waiting for

approval, future order,
recent orders

Quick Entry
Add a single item to
order or shopping cart
with fewer clicks

online reporting,
dashboard features

Combine any of the following tools to build your order:

Q Catalog:
Click a category from the product navigation bar,
and select the category or subcategory 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 toolbar.

@ Order by ltem Number:
Enter the Office Depot® or manufacturer number,
then enter quantity™ and click Add to Cart.

@ Quick Entry:
Add a single item to your order by entering the
Office Depot part number or manufacturer number
and the quantity, and then

G ® My Lists — Select Default or any Add preselected

e 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 “0,” click “Select all” and populate
the quantity only on the desired items.
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I Ordar by lterm Numhsrl Bulletin Board | My Shopging Lists
T 9 O.[

Ink & Tonsr

0
@ e 'E.! :;tam

.- .
Quick Entry = By Lists = Cant »-

o e

My Account=  Orders»

Office
DEPOT

G—'Office Supplies  Paper

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

School Supplies I

My Orders

= My Recent Orders =
= Order Tracking
= Orders Pending Approval

BEreakroom Cleaning  Technology Furniture Copy & Print

Bulletin Board

Wy Messages Need To Know Catalogs & More

AVENDRA. e Toos

Comprehensive Procurement Solutions

* Wiy Shopping Lists
* DOrder by Hem#

* Wy Profile Cuverview
* Cinline Reporting

* Praprietary Hems

Custorter Tools
Qrder b b
Opling Catalog
Stora Locator

Customer Sendce Specials

A% Backto Bchools Program
Cfice Depol Rewards Plalinum
GregnarDfica

Compeay info
Aflliate Program
intermational
Spoul Ofice Depol

Site Info
Site Map
Intemational
Terms & Condilions
o Card Terme

Emall Assistance
Fhong Support

Gifl & Rewards Cand
Customar Semices

Catalog Pricing
Privacy Policy

Continued >

** Click the “Show Images” check box to view product images.
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O I‘d er u p (cont.)

Going from Catalog to Checkout is as simple as 1-2-3-4.

STEP 3 "AC,

- Order by lterm Number | Bulletin Board | My Shopging Lists — o =¥ oitems
G Click your Shopping Cart to review your Oﬁme e A a o 0 (ZJ = N 50
DEPO’!‘_ RATLIL LY REurd or e My Account-  Orders-  Guick Entry = My Lists - Cant =

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

selections™, view Office Depot® recommended
savings opportunities, share your cart with

3 B = g
another user, save items for later, or add to ] We’ve made it faster and easier to find what you need
custom shopping lists. Bulletin Board e
= My R b Orders =
My Messages Need To Know Catalogs & More - OLSFE-FF‘Z:HHQ L
STEP 4 = Orders Pending Approval
(© Click Checkout to review selected items, AVENDRA My Tools
shipping address and accounting field ' Mg ShongibiLists
. . Comprehensive Procurement Solutions * Order by fem#
requirements; modify as needed. If the - My Prtle O
- ning.a eparting
order is released to Office Depot by 5 p.m., o T
in-stock items will be processed for next
avallable day dellvery' Lead tlmes for a” Site Info Customer Sendce Company Ihfo Specials Customer Tools
items are provided in order confirmation. itertional Ehan Suo wsmatonat Ofce DopotRewords Pomum O taed
Termns & Condilions Gifl & Rewards Card Apoul Dfice Depol GreenarOfice Store Locator
Stare Purchasing Card Tarms Customar Semices
Terms of L} g
** Click the “Show Images” check box to view product images. Catalog Pricing =
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Innovation by design

Powerful search and tracking features, made to order.

Order Tracking

e To view orders, check order status,
copy and reorder items, release
orders, hold orders or request
product returns

e Order history of up to 12 months
is available

Searching for Orders

Orders are displayed descending
chronologically (most recent orders
at the top). If order is not visible on
initial display, use the following to
search for orders.

Use Search by:

Q Order number, contact information,

accounting field or item number
9 Order status

@ Date range, up to 12 months
of orders can be searched. Initial
display shows most recent orders
within the last 30 days.

Office DEPOT
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Search for order by:

(irdar Humber ™™

Contact
ORD BY

FO Number
COMF CC
ltem Humber
Ship To Id

Search for order by
the following Status:

[aL

ALL Pending

ALL Processed
Cancelled

Delivered

Pending Authorization
Held For Restictions
Hald For Review
Held By Customar

In The Warehouse
Shipped

Ready To Be Loaded
In Process

Held Vendor Approval
Credit lsued

Sernice Pending
Service in Progress

Click on the
order number to
view details.

Showing All Orders  Copihd

Sind ‘our Order
Search by item or order
wumbsr, orderstatus, or order
fate range

Search By: [
Status:

Fram: To:
Date Range: 110472014 020412014
Min Max
Dollar Range:
Approver: Select Approvar

SEARCH ORDERS

Slick an arder number to see the defails of your order, or to vievr delivery racking infor mation

Orders Pending Approval

No orderswere found

Processed Orders
Result 1 - 10 of 500

Order Murmber  Order Date Total Status Delivery Date  Changeable PO Humber

BO7413435-001 02042014 §3219 In Process 02062014 003700145

BOT4134ET-001  0ZOAVZ0NY $E46E  In Process 020572014 002709145

BO7413221-001 0204014 GT0.09 In Process 02052014 DO2T09144

BOT413215.001  D2O4/Z014  F118.74 In Process 02052014 002709141

BOT41STZ00  02OAZON4  §5TS4 In Process 01052014 002700138

687412667-001 02047014 $65.16  In Process 020572014 002700137

BOT41ZE26-001 02042014 $150.82  In The Wiarshouse  DZD5/2014 DO2709136

BOT412335.001 02042014 §3533 In Process 02052014 003700130

BOTHIZITE-O0I  0ZOVZ0N4 $156.51 I Process D205/2014 002709128

BOT412175.001  0204/2014  §30.09 In The Warshouse  DZDE2014 DO2709128

e Anmnnint

My Orders

« by Recent Orders &

* Order Tracking
* Orders Pending Approval

My Tools

* My Shopping Lists.
* Order by em#

* Wiy Profile Dverview
* Online Reporting

* Proptietary lems

ORD BY

JENNIFER DELGADD

JENNIFER DELGADO

DAWD ZANE

DAH TISDALE

ELAIME SZILAGYE

DEBRAMAGNER

JANET KURTZ

LISAMITCHEL

AHMER KHAN

AHMER KHAN

Page: 1 2 3 456 Next b

COMF CC

0012170730

0012170738

0040040509

0019850422

0012011626

0012010289

0010011210

0013170884

0012170802

0012170802

Continued >

Cartact

JENNIFER DELGADD

JENNIFER DELGADD

DD ZANE

DN TISDALE

ELAINE SZILAGYE

DEBRAUWAGNER

JANET KURTZ

LISAMTCHEL

AHMER KHAN

AHMER KHAN

View recent orders and
orders pending approval
and track order status up
to 360 days. Place returns
(see page 6 for details).

Date range: Initial
display shows orders
placed within the last
30 days. The search
may be expanded to
12 months.
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Innovation by design (ont)

Powerful search and tracking features, made to order.

Order creator information I\

Shipping address details I\

If products are
eligible for return,

Home » My fccournt > Order List > Onder Detail

Crder Detail

Frint This Page
Order Information

Order Humber: £93165310.001
Order Date: 01/30/2014
Ordered By:

o 45634553] EMILY.LATTSE DOMAN COM
Last modified By:

45684553[%] EMILY.LATTSE@ DOMAIN COM
Last Modified On 01/31/2014

Shipping Information

), Shipping Address
AVERDRA MEMBER.

16 MORTGAGE " CENTER MALL
PITTSBURGH, PA 15212
usA

Order Summary
Description

ﬁ Cartridge

Item # 595788
+ BESTVALUE

Frice / Unit

Brother® TH-450 High-Tield Black Toner

Need Help? Talk with a
* Email Assistance Representative
TFAs Cheat How

Tracking: 50 Narmal Delivery
Signed By: d wright
Status: Delivered

Shipped View Carton Detsils snd Proof of g
<

Date Delivery
Deliveny 02022014
Date/Time:  (5:30 AM - 05:00 PM

Billing Information

Eilling Contact: ATTH

EMILY LATTS P8-YB35-01-4 412 442
PO Number

(556)656,5565F:1.0000 002705205

ORD BY <

Fayment Method, EMILY LATTS

S gy COMPLC
Credit Card Number 0012171281

Amount: $99.11

Hide Images

Guartity /0@ Shipped Total Reorder Frice / Unit Reorder Gty. Deselectall ¥

$94.590 [ each 1 oo $0459  §84.50/ each ff [

Comments;
Subtotal

Delivens Fee

Miscellaneous:

Taxes,

Total:

the order will display
Begin Return option.

Wy Aosourt
Frint Order

Email s

Back to Order Tracking

v

“few Search Results | Begin Retum | ADDTOLIST

£l selected items will be added to your shopping cart REORDER @

site Info Customer Service

Site Nap Email fssistance
Irtemational Fhane Support
Terms & Condhions Customer Services
Store Purchasing Card Terms

Terms of Use

Catalog Pricing

Frivacy Polioy

Company Info Spenials Customer Taols
filiate Program GreenerOffice Order by item#
Intemtional Orline Catalog
Hboan Otfice Depor Stere Locator

05 copnt ino. un i
e an b

PR o 2UBIEC1 o CRETgE Al LR oF R 21E 13 2UBIECI o P TEMS SN 158, PICES B0 STRES o, Ve EMEZBERO 2o

on:
ma, i)l ko es m ?

AVENDRA

Office DEPOT

— Link to order tracking

Billing information
including delivery
contact details

Copy an order to
create a new one.

The reorder option
may be used regardless
of the order status.
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Avendra customers

receive a 2% discount for

invoices paid within 10 days

Your purchases, your way ofreceipt (1ot applicable

to credit card purchases).

Choose from a variety of approved payment methods.

Your property can pay Office Depot® by check,
ACH or point-of-sale credit card.

Credit card payments should not be emailed to
the Office Depot Collections Team for orders
already invoiced. For credit card payments
after the sale, the following restrictions apply:

You may receive credit card information from
your third party and use our self-service

"Bill Management” tool to pay invoices yourself
if your property agrees to:

@ Billing frequency of weekly or biweekly, AND
@ Payment within 10 days, AND

€ Use (self-service) of Bill Management system
to pay its invoices

Office pEPOT AAVENDRA

To sign up for Bill Management,
please email your request to your
dedicated Account Manager or
avendra@officedepot.com.
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Sending something back?

Here's how to move forward.

Returns are accepted on stock catalog items in new condition with
their original packing slip within 30 days of the original invoice date.

We'll replace all defective and damaged products at no charge
to you within 30 days of invoicing the original order. Thereafter,
you'll need to follow the manufacturers’ product warranty policies.

For all returns, follow these guidelines:

STEP 1 STEP 2

Call Avendra’s Office Depot Customer Write the ATR number on a packing
Service Team at 866-308-0806, or request slip, and attach it to the merchandise

an Authorization to Return (ATR) number you're returning. If you process a return
by accessing the Order History under online, you'll be able to print a shipping
"My Account” on business.officedepot.com label to affix to the outside of the

and selecting “Begin Return” from the shipping box. Do not mark the

bottom of your order detail page. To manufacturer’s original packaging,
expedite your service when contacting and make sure resealable products

us, have handy a copy of the packing are in original manufacturer’s packaging.

list that came with your order.

Office pEPOT AAVENDRA

What can’t be returned?

e Custom-made, made-to-order or
assembled furniture, unless defective

* Special orders, logo items, food
and beverage items, other ingested
or absorbed items, hazardous
materials, noncatalog items and
technology items (including
hardware, software and peripherals),
unless the technology manufacturer
allows returns

Office Depot will consider returns
of special orders and noncatalog
items on a case-by-case basis.

STEP 3

On a packing list, note the reason for your

return (ex: damaged, ordered incorrectly, i

incorrect item sent, quantity error, etc.). E_.;

:

STEP 4 9

w

Place the merchandise with the ATR 2
number noted clearly on the label at

: &

the same place you received your order. 5

w

2

™

®

[
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o
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o
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You've got questions

We'll put these answers to work for you.

Where do | get an item

number for ordering?

The item number will be listed in our

online catalog or within the shopping lists.
The manufacturer number is always listed

on the box and/or item. You can type either
number into one of your searches, and either
number will cross-reference to the Office
Depot® Workplace product number.

How do | find the products

| am looking for online?

If you can't find what you're looking for in
the shopping lists, you can usually find the
item you need by typing the manufacturer’s
part number or product in the search field
at the top of the site.

You also can use the category search. It works
in a drill-down fashion, so try to be as specific
as possible to limit your search results.

Office DEPOT AAVENDRA

What is a Best Value item?

All Avendra contract items are tagged
with a Best Value icon. Best Value items
will sort to the top of search results
once the number of results shown is
reduced to 400.

What is a shopping list?

A shopping list contains items that are
ordered frequently. ltems can be entered
by category, item number or description.
Shared shopping lists are created by

your purchasing professionals and can be
viewed by all preparers. Personal shopping
lists are created by you, for you only. They
cannot be viewed by any other preparers.

What is the difference between

a shopping list and catalog?
Shopping lists usually contain items
that are ordered frequently. The catalog
includes the assortment of items that
Office Depot sells.

| don't find an item | need in

the online catalog. Can | still

order the item?

Yes. However, the Office Depot product
offering has been optimized to deliver
quick turnaround and competitive pricing.
Please consider before sourcing alternative
products. For any item not found in the
catalog or any item that is restricted,
contact Avendra’s Office Depot Customer
Support Team at 866-308-0806 or
avendra@officedepot.com.

Continued >
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You've got questions «on)

We'll put these answers to work for you.

How do I get an Office Depot® catalog?
You can access our online catalog (URL?)
under the My Account menu. The catalog
features an incredible offering of office
products. The 850+-page catalog boasts
more than 10,000 SKUs. In addition to
everyday office supplies, the catalog includes
interiors and furniture, facility resources,
technology, and private label, MWBE and
recycled products. Pricing is live at time

of order. To get the best value with your
contract pricing, select items marked

with the Best Value icon or call customer
service for your pricing.

How can | find recycled items?
A recycled icon appears next to recycled
items in the online catalog.

You can also find recycled items by
selecting and applying the recycled icon
to the left of your search results.

Office DEPOT AAVENDRA

Can | create my own personal
shopping lists?

You can create your own personal
shopping list(s) as you shop. Simply click
the Add to List button at the same time
you are ordering your supplies, so you

can easily find these items the next time
you order. You can also create a personal
shopping list from the My Shopping List
link above the keyword search box. You can
create as many personal lists as you would
like, but you are limited to 200 items per list.

How will | know if Office Depot

received my order?

We will send an order acknowledgment to
confirm your order. Always check your order
acknowledgment for accuracy and product
availability. If you have questions about your
order after it has been placed, go to the Order
Tracking page or contact Avendra's Office Depot
Customer Support Team at 866-308-0806 or
avendra@officedepot.com.

Whom do | contact if | have a question?
For questions about order placement,
products, order tracking and returns,
contact Avendra’s Office Depot
Customer Support Team at:

® Phone: 866-308-0806

* Fax: 800-973-3376

® Email: avendra@officedepot.com
Contact website support at:
800-269-6888

Customer Service hours:
Monday through Friday,
7 a.m. to 7 p.m., local time

Orders and returns may
be processed on the web 24/7.
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Let’s shine together

This looks like the beginning of a beautiful partnership.

Whether you're looking to get the supplies you need at
the greatest value, manage purchases of essentials more
efficiently, maximize your ROI or more, Office Depot®
has you covered.

We're dedicated to helping your property succeed —
all with supplies, support and services you can count on.

It's time to shine.

If you use a third-party platform and punch out to
the Office Depot website, you will not need to have
an Office Depot login created. When you punch out,
you can begin shopping immediately.

Office DEPOT AAVENDRA
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It’s time to shine.
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