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Online Search Features

Shopping is simple on the website. Once you log into Coupa and click on the
Office Depot icon, you will be directed to the Office Depot site, where you can
browse through various product categories of our entire catalog to find what you

need or you can shop for a specific item.

Product Categories

You may “mouse over’ any of the
product categories featured on the
home page. Selecting "Calendars &
Planners” for example, will take you
to the appropriate page in the online
catalog where you can browse
through the products to find what you
need.

Search

You may use "Search" to find and
browse products on this website. You
may search by keyword, product
number, manufacturer name, or UPC
number.

Don’t be afraid to use broad terms.
You can quickly narrow your search
by clicking on the sub-categories and
product feature lists (e.g. pens &
binders.)
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Shop Office Supplies

= Brand
Oxford (52)
Pendaflex (43)
SKILCRAFT (28)
Smead (310
Sparco (22)

See all Brand

= Availability
For Delivery (505
For Store Pickup (54
In Store (54

E Featured Items
New Arrivals (1

= Folder Color
Blue (65)
Green (41
Manila (150
Red (47)
Yellow (50)

See all Folder
Golor

EFolder Sheet Size
812" X 11" (365
812" x 14" (135
912" X 12 14" (3)
11347 % 9 112" (2)
14 347 x 9 102" (2)
See all Folder
Sheet Size

EExpansion
3/4 inch (119
3/4 inches (12
1inch (34)

2 inches
3inches

See all Expansion
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Online Search Features

Your best value
add to cart.
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Frequently Asked Questions

For your convenience, online shopping lists have been created containing your
highest usage core items separated by categories. You can access these lists by
clicking on the My Shopping Lists link at the top of the page, under My Account
or My Tools on the right. You can pull items from the list to add to your order as
well as create your own personal lists of products you order.

To Create Your First List

1.

Click "My Shopping Lists" on any of the three navigation bars. You will
come to the "My Shopping Lists” information page.

Click the "Create New List" button at the top of this page. This will guide
you to a page to name your list.

Enter your name and comment and click the "Save" button. (Note:
Comments are optional and for your use only.)

That's it - you've created your first list.

Note: You may create as many lists as you like by repeating the steps
above.

To Add Products to a List

1.

2.
3.

As you search and browse for products, simply click the "Add to Shopping
List" button to add that item to a list.

You can select an existing list or create a new list.

Select the "Add to List" button.

To Shop with a List

1.

2.

Select "My Shopping Lists" on any of the three navigation bars.

Select the desired list. You will see the all of the shopping lists that have
been created by you and others. You should only chose your list.

Enter the quantities as desired.
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Frequently Asked Questions

7.
8.

Make sure the checkbox is checked next to the item(s) you want to
purchase.

Click "Add to Cart".

You will receive confirmation that items were added to your cart (Note: If
an item is out-of-stock, you will be given the option to backorder it or
choose another item).

Click "Checkout" to finish ordering.

You will be sent back into the Coupa site to submit your order for approval.

To View, Edit, or Delete a Previously Created List

1.

2.

Select "My Shopping Lists" on any of the three navigation bars.
Select the desired list.

To edit the list name or comment, simply enter your changes and click
"Update”.

To remove items from the list, click "Remove".
If you change any quantities, you must click "Update" to save the changes.

To delete the list, click "Delete List". Please do not delete a list that is not
your own list.

Tips, Tricks, & Shortcuts

To prevent items on your list from being added to your cart, enter zero in
the quantity before clicking "Add to Cart".

You can also uncheck the checkbox next to an item and click "Add to
Cart" to prevent it from being added to the shopping cart.
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