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Welcome Cash America Employees: 
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.  

Program Overview

· Shop online or in the stores

· Special promotions available only to Cash America Employees
· 10% discount off Office Depot retail prices, including: 

· Ink & Toner

· Paper 

· Office Products

· School Supplies 

· Arts & Crafts

· Furniture

· Copy Center

· Green Mountain K-cup Coffee
· Business Resource Center

· Register multiple credit cards
· Back to School and Holidays promotions
· Retail store purchases will receive the lower of two prices if there is a sale
CONTACT SHEET  
Office Depot Account Number:

 55832015
Office Depot Customer Service (toll free): 

1-888-263-3423
Our nationwide network of sales offices, retail locations and delivery 
centers provide you with unparalleled customer support when you need it. 
(Track Orders, Delivery or Product Questions) 
· More than 50 sales offices throughout North America 

· Approximately 1,000 sales associates 

· Nationwide customer service capability 

· 15 delivery centers 

· Over 1,100 Office Depot retail stores located across the country

You can connect immediately with a customer service representative, Monday–Friday 8:00 A.M. to 8:00 P.M. (ET).

ACCESSING THE PORTAL
Go to your Cash America Intranet:______________________________________________, click on the link to Office Depot.


(Must insert customer’s instructions here explaining how employees will be accessing the EPP portal)


https://odams.officedepot.com/registrations/portal.php?a=55832015
PORTAL INSTRUCTIONS
Use the above link to access your portal account. Bookmark this page. 

Once you click on the link, you will be brought to the Bulletin Board (as shown below) and given options to create your account, shop online and or register your credit card.  Keep in mind, while in the portal environment do not use the back button to return as it does not function in this environment.
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CREATING YOUR ACCOUNT


[image: image3] Click on this tab to create an online profile and have product delivered to your home simply click on the “Create your account now!” icon.  You will be prompted to create a profile and a password.  You will have the option to default a credit card for every transaction.



Once you’ve created your Login ID & Password, click on this tab to begin ordering immediately online or whenever you are ready to order.



** NOTE:  You can only register your credit card for in-store purchases through this option only.  Even if you have created an online account with your card, you will still have to register your credit card by clicking this button for in-store purchasing. 
For in-store purchases, you can utilize this tab to register your credit card to the account.  Enter your credit card number and click “submit”. Your card will be ready for store purchasing in two business days. You will not receive an email confirmation notifying you when you will be able to use your card in the store. Just keep in mind that it will automatically become active in the system 48 hours after registering your card.  Once registered, you can then utilize your registered credit card at any Office Depot stores and receive the discounts associated with your account or in some instances the lower price of either retail price or your corporate discounted price.

CREATE YOUR ACCOUNT (Login & Password): 
Once you’ve clicked on the 
[image: image6] tab, the following one step registration form will appear. Here, proceed to complete the form shown below and then click on the “Create User” button to submit.  Your profile will be immediately created.  
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Enter your First and Last name or your company’s business name in the First and Last Name fields.  The phone number should be ten characters including the area code.  Order confirmations will be emailed to the email address you enter in the Email Address field.

The Login Name and Password are what you will enter each time you order products from Office Depot. The Login Name must be unique with regard to all other Office Depot users and is a maximum of 100 characters (email address or phone number are recommended). Login names can either be alpha, numeric, or a combination of both.  If the Login Name you selected is in use by another user, a message will appear at the top of the screen that reads, “You must correct the following error(s) before proceeding: The login Name has already been used. Please enter another Login Name, and then try your request again.” You will need to modify the Login Name you selected to make it unique and click “Create Account” again.  Passwords are a minimum of 6 characters and a maximum of 10 characters and may either be alpha, numeric, or a combination of both. You must type the same password in both boxes. 
Shipping Info: (required)

A Ship-To Name must be provided for your location and may be your name.  The address consists of the street address, city, state, and Zip/Postal Code.  The first line of the street address must be a valid physical delivery address and must match the U.S. Postal Service database.  
If an invalid address is entered, the following message will be displayed: “You must correct the following error(s) before proceeding: address entered is invalid. Please verify.” Please be sure to include “Street, Avenue, Drive, Way, etc. when typing your street address and enter floor, suite, room, or building on the second address line.

If you are having difficulty with the street address you can verify your address on the “US Postal Service Zip +4 Code Look-up site” by clicking on this link: http://www.usps.com/ncsc/lookups/lookup_zip+4.html. Or you can browse to http://www.usps.com and click the “Find a Zip Code” link in the upper left corner.


Payment Info: (optional)

You can choose to either enter your credit card number every time you place an order by leaving the credit card information field blank, or you can have your credit card information defaulted in your user profile by typing the credit card number in the payment information area. The Credit Card information entered in this area should be typed without spaces or dashes.  You can restrict payment to only the default credit card by selecting “Use Default Credit Card Only” or have the option to change the credit card per order, by selecting “Use Alternate Credit Card(s).”

When all required fields have been completed, click the “Create Account” button at the bottom of the screen.

LOGIN INTO YOUR ACCOUNT
Ready to Begin Ordering:

Once you’ve created your login and password, you can begin ordering by clicking on the 

tab.  You will then be prompted to enter your Login and Password in the following screen and you can immediately begin ordering online.
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IN-STORE PURCHASING: 

REGISTERING YOUR CREDIT CARD FOR IN-STORE DISCOUNT PURCHASES:  

NOTE:  This option is only available by choosing the “Register Your Credit Card” Tab.  Click on this tab if you wish to register your credit card for In-store purchases.  
Once you’ve clicked on the 

tab, the following screen will appear.

Here you simply key in your credit card number.  Once done click on the submit button at the bottom of the screen.   Some things to keep in mind:

This registered credit card is your link to the program discount. You must use it to pay for your purchases in order to receive your discount. Once you have entered your credit card information, your card will be registered for use in the Office Depot store after 48 hours.  After 48 hours, you can now purchase with your credit card at any Office Depot retail store and receive the discounted associated with your business account or the store price if it’s lower.

· Credit cards are 100% validated by the retail stores credit authorization process with Visa, MasterCard, and American Express. 

· Cannot use coupons or re-pricing will not occur.

· Cannot make purchases as a debit transaction or re-pricing will not occur.
CREDIT CARD REGISTRATION SCREEN:
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Click the submit button above to complete the registration. After 48 hours of submission, you can then use your registered credit card at any Office Depot store to receive your program discounts.
PROCESS AT CHECKOUT FOR USING A REGISTERED CREDIT CARD:

· The cashier will tell you the amount of your purchase with retail pricing.

· You do not have to identify yourself as a member of the Cash America’s Employee Program; simply provide your registered credit card for payment.

· Once your credit card has been swiped for payment, the qualified products will be discounted if applicable. You will receive an itemized receipt with the discounted price. 

· Restrictions items are: Appliances, Inputs, Software, Computer Drives, Lasers, Telephone, Copiers, Scanners, Fax Memory Wireless Devices, Desktops, Mobile Devices, Wireless Network, Electronics Monitors, Inkjets, Notebooks

FREQUENTLY ASKED QUESTIONS
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 for help.
Q: I just received my order and thought I ordered 12 pens, but received 12 BOXES, what do 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.

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.
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. 
Q: How do I search my “Order Tracking” by order number? 
A: Click on My account then ‘Order Tracking’ and type the Order number in the ‘Search By’ blank. You can also search by your name to retrieve the Office Depot order number.

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 Netscape navigator 6.0, change the fonts under browser options: Options, select general Preferences, select Fonts tab, select Choose Font for Proportional Font, select a font size of 10 or 11, select OK, and close remaining windows.

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”.

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. 
Q: How do I find the number for my Customer Service Center?
A: Office Depot customer service phone number 1-888-263-3423. This number is also listed on the bulletin board when you enter the Office Depot site.

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:  696-579 to your cart.
CHEAT SHEET:  THINGS TO REMEMBER
· YOUR OFFICE DEPOT ACCOUNT NUMBER IS:    55832015
· REAL TIME INVENTORY
· YOU SEE YOUR ACTUAL CONTRACT PRICE FOR EVERY ITEM
· ORDERS PLACED BY 5:00PM YOUR LOCAL TIME FOR NEXT SCHEDULED DELIVERY DAY. 
· 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. 

· ONLINE TRAINING – Click on Customer Service Tab (located top of screen) for Online Training
· FIND PRINTER SUPPLIES – Search for the right toner cartridges for your business machines
· CUSTOMER SERVICE DESK – 1-888-263-3423 8:00 AM to 8:00 PM EST, Monday – Friday.
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