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Welcome Fidelity Investments 
Thank you for this exciting opportunity. We look forward to earning your trust and proving our ability to satisfy all your office product needs. Office Depot is your true global office product provider that has developed and built the most comprehensive office products and supply solution in the industry. Our national program will provide your company with the most advanced ordering solutions and lowest overall price solution, all backed by our outstanding customer service.  

Included in this Welcome Packet is:

· Office Depot Contact Information

· Things to Remember
· Frequently Asked Questions
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We look forward to doing business with you…

So let’s get you started!

Our customers are everything!

Without them, nothing else matters.
CONTACT SHEET  
Office Depot Account Number:

57925678
Fidelity Customer Service information:
   CAPcustserv@fmr.com


   Phone – (866)378-3784

Office Depot National Customer Service (toll free): 

1-888-777-4044
You can connect immediately with an Office Depot customer service representative, Monday–Friday 8:00 A.M. to 8:00 P.M. (ET).

Office Depot Website Help Desk:




1-800-269-6888 
(OD Website questions) or by e-mail:



ecsupport@officedepot.com
Office Depot Global Account Manager: 

Laura Hammer


laura.hammer@officedepot.com
CHEAT SHEET:  THINGS TO REMEMBER
· YOUR OFFICE DEPOT ACCOUNT NUMBER IS  57925678
· REAL TIME INVENTORY
· YOU SEE YOUR ACTUAL CONTRACT PRICE FOR EVERY ITEM
· DELIVERIES – Orders placed by 5:00PM YOUR LOCAL TIME for next day delivery unless otherwise noted.
· UPON RECEIPT OF YOUR ORDER: Verify that all items on the packing slip listed as shipped are in your order.  Any shortages or incorrect items should be reported immediately to the Office Depot Customer Service Desk @1-888-777-4044.  Items on backorder will be noted on the packing slip
· FREIGHT - Office supply orders will be delivered free of charge.  Please consolidate your orders whenever possible.  Ordering in bulk is a simple way to reduce costs, waste, fuel and greenhouse gases.  You will save on paper, staff time and logistical costs while also reducing the product packaging waste & carbon dioxide emissions associated with delivery of your office supplies.

· ON-LINE TUTORIALS - To review how to navigate through the Office DEPOT website please click on the Customer Service words located at the     top right of the screen.  The User Guide and Web Demonstrations can be accessed by scrolling down to General Help on the lower left side of the Customer Service page.

· ORDER TRACKING – Allows you to view 12 months of your order history.  To track an order, view the order detail and/or make changes to the order.  You can simply click on “Order Tracking” located at the top right hand corner of your screen under the “My Account” tab. 
· FIND PRINTER SUPPLIES – Search for the right toner cartridges for your business machines.
· RETURNS – You may place returns online or by calling the Customer Service Desk.
· NATIONAL CUSTOMER SERVICE DESK:    

· Hours of Operation:  8:00 AM to 8:00 PM EST, Monday – Friday 

· Phone Number:  1-888-777-4044
· INTERNET HELP DESK (assistance with website, forgotten password)

· Hours of Operation:    7 AM to 8:30 PM EST, Monday – Friday

· Phone Number:  1-800-269-6888 
· Email:  ecsupport@officedepot.com
· RETURN POLICY - Your complete satisfaction is our primary concern.  If you are dissatisfied for any reason, you will receive full credit.  Simply return the merchandise in its original packaging, within 30 days.
Special order non-stocked merchandise will be ordered upon request, but may only be returned if damaged or defective.
.
FREQUENTLY ASKED QUESTIONS
1.  Q: I’ve looked all through the catalog online and can’t find the item I really need; does this mean Office Depot doesn’t have it?
A: Not at all, Office Depot carries over 15,000 items in its full line catalog, but we have access to many other products through various sources.  Please call your customer service representative at  888-777-4044 for help.
2.  Q: I just received my order and thought I ordered 12 pens, but received 12 BOXES, what should I do?

A: First of all don’t panic, remember our Return Policy.  You can easily submit a return online.  Note, every item in the catalog is assigned a unit of measure (each, dozen, box, pack, set, etc.) to assist you when placing your order.

3.  Q: When is the latest I can order to receive my delivery tomorrow?
A: Orders received in Office Depot’s system by 5:00 p.m. local time from your system are processed for next day delivery, unless otherwise noted.
4.  Q: When I’m placing an order, occasionally I see the letters HUB next to the item; what does it mean?
A: HUB (Historically Underutilized Businesses) indicates items manufactured or distributed by companies owned by minorities, women, or disabled veteran enterprises. 
5.  Q: What is the difference between a cart & a list?
A: The Shopping Cart is used to make purchases right away, when you check-out the items in your cart are brought back into your system. My Shopping Lists are used to create lists of commonly ordered items for future reference. 

6.  Q: How do I search my “Order Tracking” by order number? 
A: Click on My account then ‘Order Tracking’ and type your Office Depot order number in the ‘Search By’ blank field. You can also search by your PO number to retrieve the Office Depot order number.   
7.  Q: Why am I only able to see part of the screen on my monitor?
A: Settings in your browser control the way your screen is displayed. In Microsoft Internet Explorer, change fonts under browser options: select View, select Fonts, and select Smallest.  In Mozilla Firefox, change the fonts by clicking: Tools then click Options, in the Options window click Content and change the font size.
8.  Q: When printing an acknowledgment I am missing the right side of the page, why?
A: Settings in your browser control the printing function. In Microsoft internet Explorer, change margins under browser printing options: select File, select Page Setup, and change Margins (inches), left to .25”, right to .20”. If you would like, you can change the Top and Bottom to .25”.

9.  Q: I put the items in my shopping cart, why haven’t you filled my order yet?
A: Putting an item into your shopping cart is only the first step. Click View Cart to verify your items and click Checkout. At the Checkout screen, you can verify all information and then click on “Place Order” button located at the bottom right hand side of your screen.
10.  Q:  What is the difference between a company wide shopping list and a personal shopping list?
A: A Company Wide allows all users on the account to view and select items for purchase. A Personal list can only be viewed and modified under the login of which it was created. 

11.  Q: How do I find the number for my Customer Service Center?
A: Office Depot customer service phone number 1-888-777-4044. This number is also listed on the bulletin board when you enter the Office Depot site.

12.  Q: I need additional copies of the catalog, how do I get additional copies for my office?
A: The catalogs are offered to our customers free of charge.  You can request a catalog with your next supply order.  Simply add item number:  514-354 to your cart.
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