Reference Guide For Purchasers

business.officedepot.com

Technical Support: 800.269.6888
Customer Services: 888.263.3423



https://business.officedepot.com/

On the internet browser address bar, enter https://business.officedepot.com.

Office
mapo-r

Welcome to the Business Solutions Division

Enter your User

Registered Customers

Name/ID - | k
Enter Password e o] F\R/O\“{ E:,\,)YVE_, o
Click Log in

"

Password Assistance ploy

» Forgot your login name/password? Need Help Logging In?
Learn More




How to utilize the Office Depot Site - All tabs explained in detail below:

Account: 29083632 Contact Us ~ Logout

Products v My Account v

E) 0 Orders 2] order By Item

[)(ID Shopping Lists

& Q = Y

ulletin Boart [T y Files ubscriptions 555 Proprietary Items
C Bulletin Board [T My Fil 3 Sub: e I

A Message from Gerry Smith, CEO, Office Depot, Inc. Steps we are taking to help our customers Learn more

Welcome Fossil

Account: 29083632

Orders: Access all Orders and Pending Orders

Orders Order Number -

Select By Statu Date

Al - Approver User ID 05/12/2020 =] 08/12/2020 =] Min Order Tot Max Order Total

= -

All Orders Pending Approval @)

Bulletin Board & Messages: All up to information for supplies.
PRO TIP! Check this tab prior to placing supply orders!

Order by Item: Quick add to cart using item number and quantity

Order By Item Number

Enter the item number and quantity for each item you would like to order in the appropriate fields below.

ITEM DESCRIPTION: PRICE ITEM NUMBER: ary COMMENTS:

Bulletin Board & Messages

OD item #
12345
Per the Important Update sent Monday, 3/9, stores are approved to complete a paid out for up to $50 to purchase locally the

folowing supplies:
o Hand Sanitizer

Fossil Style
SUPFS1008-Hand Sanitizer

Shopping Lists: Order items using categorized lists, such as
“Cleaning Supplies” and “Batteries:

Change View State : View All Lists

Shopping Lists

Search | Name, Description @ All O Personal O Company Wide

Lists

Select Default Name ¢ Comments Type ¢ Reminders ¢ Updated ¢
APPLIANCES FOSSIL CATALOG Company Wide None 2020-04-15
BATTERIES FOSSIL CATALOG Company Wide None 2020-04-15

My Files: Access Engraving Template and Binder Tabs to Print.

. Engraving Templates
= . 24:2020 e

Binder Tabs

Iy 24 2020/ 6fi




Search:
Type in product: Description, Office Depot or manufacturer product
codes. Predictive search reduces keystrokes.

/ Account: 29083632 ContactUs *  Logout
earch t \! Q

EZ| Order By Item [% Shopping Lists C} Bulletin Board T My Files 7 Subscriptions [ Proprietary Items

Welcome Fossil

A Message from Gerry Smith, CEO, Office Depot, Inc. Steps we are taking to help our customers Learn more Account: 2

Products:
Shop for products

Cart —
Bulletin Board & Messages -0

Your cart is empty

/ You have a new message, view it here. Learn more about the newest website enhancements. View Cart
@ Read More Office Read More
DEPOT

My Account: \
Manage prOf”eS and Business Dashboard Receilyvievied ¥
account settings and

Alerts & Notifications v

Recent Orders Pending Approval (0 Shopping Lists Recommendations For You WV
if Super User manage
1 er Nu Q Order By Item v
User profiles. orce
Helpful Links v

No recent orders in the past 90 days.

My Shopping Lists

Bulletins Board & Messages: The landing page includes 2 tiles for messages to keep
you informed. Just click “Read More” to view details.



Combine any of the following tools to build you order:

Account: 29083632 Contact Us ~ Logout
Search 4 Q

)0 Orders 5] order By Item % Shopping Lists C Bulletin Board (i My Files

My Account

Subscriptions 558 Proprietary Items

Welcome Fossil

Message from Gerry Smith, CEO, Office Depot, Inc. Steps we are taking to help our customers Learn more Account: 2

n
°

Bulleyh Board & Messages

Vou have a new message, view it here. Learn more about the newest website enhancement
@ Read More Office Read More
DEPOT

Your cart is empty

Catalog: Click a category from the
Products Navigation Bar and select the

category or subcategory to view

Alerts & Notifications v

Business Dashboard Recently Viewed v

products.
Recent Orders Recommendations For You S
Order Nurr Order By Item v
Shop from Personal or Company \)¥ide ¥
Lists.

Click “My Account” then My Lists.

. ) Search: Type item Keyword or Item Number and click Search.
To add an item to your shopping cart:

enter the quantity desired, make sure A summary of matching categories and the top ranking items will appear.

the select box is checked, and then

click Add to Cart. Choose a category or brand, or go directly to an item. Results can be resorted by: Best Value
. o - (Contract), Price and Relevance.

Hint: If the shopping list quantities are

preset to “0”, simply click “Select all” To filter search results by characteristics such as brand, size, color etc, click the desired

and populate a quantity only on the character isticisted on the left-side toolbar.
desired items.



View Cart: 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. \

Checkout: 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.

Welcome Fossil
Account: 29083632
Pending Approval ' 0

Proprietary ltems

Cart i
— 0
Subtotal $3.64
(Excl. taxes and fees)
+ viewear /m

Notifications v

Recently Viewed b4
Recommendations For You W
Order By Item b 4

Helpful Links b 4




Shows the full detail including: Order Number,
Delivery Status, Tracking Information, Order
Originator and Last modifier User IDs.

Shipping address and all required filling data
such as P.O. Cost Center etc.
Indication of method of payment.

All details of the order including, quantity
shipped, product description and links to product
detail, item icons such as Contract, Best Value
and Product Restriction Status.

Click Begin Return and follow the simple step by
step instruction for returning your unneeded
items.

ADD TO LIST: To place items into a custom
shopping lists shopping list. — |

REORDER: To create a new order with the same
item

Need Help? -....icomme
Order & Budget Information

NATTAPPV

20217m%6M5

Shipping Address

Workflow Status




Home [ My Account / Orders

Orders

Use one of the methods below to locate a specific order.

Taking care of business

Products ¥  Services + My Account ~ Search Product or Item #

Switch Account

Order Tracking \

Under “My Account” select
Orders then Order Tracking

Manage Account Order Approval

My Profile Future Orders

Subscription Manager

Reorder

Under Search By drop box select desired search
parameter OR Search by order status.
If order placed before previous 30 days, adjust

Showing All Orders Print & Copy Depot
Find Your Order Search By:  [sgroer Number ¥ | | *
5 th by der —_—
Search by item or orde! Status: |ALL v |
number, order status, or order e ———
From: To:

date range i
DafRange: [11122077 [ [12n22017 |1

Min: Max:

Dollar Range: [ | | |

[—‘ Select Approver

Order Number |~
Approver:
|Cost Center

PO Number
Release

—|- Item Number
Ship To Id

Click the Order Number to
view details of the order.

date parameters.

Search results are displayed in descending chronological order.

Click an order number 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

Result1-8of 8

Order Number Order Date Total Status Delivery / Pickup Date  Changeable PO Number Cost Center Release Contact Type
8990 ‘5552»& 01/30/2017 311274 Delivered 01/31/2017 No JTFERG USER1 Ni& JEFFERY FERGUSON Qrder
89 9-007701/05/2017  $21.35 Delivered 01/06/2017 No IE3.2B RELEASE ACHARLIEBROWN 17 USER DEMO Qrder




