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(1) Quick Step Ordering Instructions
Placing an Order

1) In Spend Smart click Purchase Goods and Services.
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2) Click the “Launch eIREQ” icon.
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3) Click eREQ-US-User
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4) Click Admin
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5) Choose Office Depot to punch-out to the shopping site
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*NOTE - To access the general eREQ user guide, which includes information on how to change cost centers, deliver-to locations, need-by-dates etc… Copy this link to your browser:  http://spendsmart.fmr.com/procurementcycle/purchasing/ereqtraining.aspx
YOU ARE NOW IN THE OFFICE DEPOT SITE – there are several ways to shop!
6) Click on the Best Value link to access your core contract items
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7) If you know the item number(s) for the product(s) you wish to order select:   Order by Item Number                  

a. Type in Office Depot Item #, quantity, and comment, if desired
b. Click add to cart
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8) If you do not know the item number(s) for the product(s) you wish to order, you can:

a. Search for product using key words or manufacturer part numbers by entering the information in the space provided in the gray toolbar and then clicking Go  [image: image8.png]



b. Shop using our online catalog.  Simply click on [image: image9.png]@ Home.



 in the upper left hand corner or [image: image10.png]View All Praducts A-Z



 in the grey toolbar and you will be directed to category  listings of the catalog

9) Select  [image: image11.png]


  to add your desired product to your shopping cart
10) Select  [image: image12.png]Continue Shopping
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   from the shopping cart  in the top left corner of the site.

a. Before checkout, view your shopping cart contents.  Each item in the cart is displayed with full details including product illustration, descriptions, net price, extended price, backorder notification and product icons indicating Best Value / contract status.   

b. Note, please try and consolidate all orders whenever possible. Ordering in bulk is a simple way to reduce cost, waste, fuel and greenhouse gases.

11) If you have finished shopping you will see a continue button, once you click continue the cart will be brought back into the Fidelity eReq system.  Click Proceed to Checkout.
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12) The requisition is submitted for the PO to be created.
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(2) IDENTIFYING BEST VALUE PRODUCTS

All Fidelity preferred items are easily identified on the Office Depot website as they are all tagged with the 
Best Value icon:
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When searching for items, simply sort by “Best Value” to bring all items to the top of the list. 

(3) CUSTOM SHOPPING LISTS
My Shopping Lists enable you to view and purchase multiple products in one place with no searching. They're great for quickly reordering items you purchase frequently. This is also the best way to browse for Best Value items.
To begin working with a Shopping List, select “My Shopping Lists” link right above the SEARCH at the top of the page. The “My Shopping Lists” page appears. You may select from our company-wide shopping lists of Best Value Items by category, or create your own departmental or personal shopping lists for frequent purchases. 

To create a personal shopping list, select “Create New List”. After clicking the button, the Create a New Shopping List page will appear. 

1. In the “List Name” field, type the name to be given to the Saved List. Example: “Freq. Ordered Items”, “Administration List”, etc. You may also enter an optional comment for the “List”. 

2. To create the list, select the “Create New List” button. 

The “My Shopping List” Contents page appears displaying information about the newly created list. From here you can add items to this list, allowing you to easily order these products in the future. 
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Once items are added to a list, it works just like a paper laundry list or requisition form!  Click in the ‘Select all” box.  Change the quantities next to the items you wish to order and click “Add to Cart” at the bottom of the page.  The system ignores any item with a zero quantity and adds items with a quantity to the Shopping Cart.

(4) SEARCHING FOR ITEMS
Enter your keywords in the search box to find items. Once search results appear, be sure to click on “Sort By” and select “Best Value”.  You can simply enter the quantity of the item you wish to order and click on “Add to Cart” to add the item to your cart.  If you want to create or add the item to a shopping list, you can also click “Add to Shopping List” to add the item to your list. 

(5) OFFICE DEPOT PRIVATE BRAND ALTERNATIVES
The website will also provide you with the choice of a lower priced Private Brand alternative.  In this case, you will see the Office Depot alternative banner appear below the item as shown below.  If you click on the arrow, the website will show you the Private Brand alternative.   
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Simply check the box underneath the alternative item to choose the item.  Then proceed to click on the 

Replace Checked Items button to replace the OEM product with the Office Depot Private Brand alternative.
(6) ORDER TRACKING/HISTORY
Enjoy the convenience of 12-month online order history. Search orders by specific item numbers, order statuses, date and dollar ranges. Find update-to-date status on your orders as well as proof-of-deliveries. Click on the order number to view details. Orders being delivered via UPS have links which will provide real-time delivery updates. Return requests are initiated from the order detail screen (see the Begin Return link at the bottom of the page). 

Use the Search filter to locate orders, find the fulfillment and delivery status.  Online Return Authorization Wizard allows for painless and easy returns. 
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(7) 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.
RETURN PROCEDURES
Step 1:
Click on “Order Tracking” located in “My Account” in the top navigation bar.  

Step 2:
Locate your order that you need to place a return on. You can search by your Office Depot order number or by PO number.  You will receive an email confirmation with your order number when your PO is received by Office Depot
Step 3:   Click on the order number to open and view your order.   At the bottom of the screen, locate and click on the 

               “Begin Return” and then “Continue” to proceed to next screen.

Step 3:
Fill in the return quantity, select the reason for the return and enter any special instructions and click “Continue.”

Step 4:  Once the order detail appears, click “Submit Return.”  The system will provide you with a confirmation and 

              Return Authorization number.  Please print this page and tape it on the package you are returning or write the 
              number on the package to be returned.   Put the package in the designated area where the driver would normally 
              deliver to your location.
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Note:  You also have the option of calling in returns directly to our Customer Service Desk at:  1-888-777-4044.
(8) THINGS TO REMEMBER
Your Account Number

57925678

On-line Tutorials 
To review how to navigate through the Office DEPOT website please click OUR SERVICES located in the right side upper toolbar.  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.

Deliveries: 
Order’s placed by 5:00PM your local time via the internet will be delivered the next business day, unless otherwise noted by 

Office Depot.  

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.

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.
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