How To Order
Guide




Bulletin Board

The first time you login to the Office Depot website after answering your security
guestion, please click on the Bulletin Board link located Under the My Account button
on the upper right side of the webpage. This will be the page you will see each time you
login going forward.

fir Home Customer Services | §88.2.0FFICE (385 263.3425) | Technical Support: 600,269 6385

T 2temeygzars A 2125k mest your resommendad
arder minimum

Office DEPOT Store Order v iew Cart | Check Tut | My Shopping Lists | - by Shipto
" Locator bv Item #

Taking Cae of Butiness Account#: 58040502
Welcome, NEWS CORF H of NEWS CORP - Logout

5EARCH|:|E Wiew Al Produets AZ B | Ink & Toner | Paper | Copy &Print | Tech Depot | Bulletin Board

Bulletin Board

My Messages Catalogs & More My Orders

= Wy Recent Orders
Last update by SUPER USER y Ediit = Order Tracking
. . = Orders Pending Approval
NewsCorp recommends all users purchase 'Best Value' items whenever possible.

i For Product, Pricing Get your _
S A My Tools
Start Your = or Delivery Questions = Welcome By y
Order Now ;-“ 1 Contact Cuslomer Service: Packet ) - = My Shopping Lists

[ - = Order by ltem#

0 0 888-777-4044
m— = Iy Profile Overiew

» VIEW BEST VALUE SHOPPING LISTS o »VIEW NOW = Qnline Reporting
{

**This is the Preferred Method of ordering for News Corp**To begin your order, please
click on the Start Your Order Link located in the Cart icon on your bulletin board.

St Your b= .
OrderNow <=

o 0
» VIEW BEST VALUE SHOPPING LISTS
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Bulletin Board

This will bring you to the Best Value/ Contract Iltems B&T¥AE "which have been
categorized into shopping lists for your convenience. You can order all your best value
items for each product category by clicking on the list name and choosing the items

you need.

Hlly Shopping Lists

Create a New List First time user?
¥ How to use and create lists

Note: For best results, please limit your list to a maximum of 200 different ¥ Setup rerninders for yourself
items. Exceeding this limit will adversely affect the Shopping List's response time.
GET STARTED

|Current Lists
List Mame Commerts List Type Reminders
BATTERIES BEST vALUE ITEMS Company Wide Hone Wiew Eelit
BINDERS BEST YALUE ITEMS Company Wide Hone “iesn Echit
BLAHK MEDIA BEST Y4LUE ITEMS Company Wide Hone Wigw/Edlit
BREAKROOM BEST Y 4LUE ITEMS Company Wide Hone Wiew/Eclit
CALCULATORS BEST WALLE ITEMS Company Yide Hone Yiesa Eclit
CHAIR.MATS BEST WALLE ITEMZ Company Yide Hone e Eclit
COMPUTER ACCESSORIES BEST Y4LUE ITEMS Compary VWide Hone igw/Edlit
COMPUTER PAPER BEST Y4LUE ITEMS Company Wide Hone Wigw/Edlit
COPY PAPER BEST Y 4LUE ITEMS Company Wide Hone Wiew/Eclit
FILING BEST ALLUE ITEMS Company Wide Hone “iew Eclit
GEMERAL SUPPLIES BEST ALLE ITEMS C0£panv Whide Ho_ne Viewm
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Bulletin Board

**This is the secondary method of ordering** When using the Search option to find

items, you can sort your list by the Best Value/Contract ltems BESTWALUE  An jnstructional
video can be accessed from the bulletin board.

Step 1: Type the product you are looking for into the search field

- SE&E;H | ] m View All Products &Z @ | Ink&Toner | Papel

Bulletin Board

My Messages Need To Know Catalogs & More

Last update by: OFFICE DEPOT p Ed

Your purchasing group recommends all users purchase “Best Value” items whenever possible.

'_Omllyour | Ordera - Get your -
BestValue < o Solutions | Welcome i
ltems now ' Big Book B ii ugi'l_'_ Packet w

Cata|0.g i - '_ I| e —
» START YOUR ORDER » ORDER NOW - *Ill » VIEW NOW
HOW TO:

Find & sort your best value items

STEP 1: SEARCHFOR YOUR ITEM STEP 2: SORT YOUR RESULTS
Enter your item keyword in the search Use the sort feature on the product

box under the main navigation bar | result page to sort by Best Value

SEARCH Go | SortBy:  Relevance -

| Price Low to High
| Price High To Low

Still not Clear? Vatch a video demo 0

IMPORTANT NOTICE

B Go Greener & consolidate your orders

In an efiort to be GREEN, please consolidate your orders to a minimum of $50 whenever possible. Drdering in bulk is a simple way to
reduce cost, 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 the delivery of your office supplies.

- Cus Service: 833-777-4044
Have Questions? |

, pricing or defivery questions.

" 0 0, Help Desk: 500.269.6888
/ v For navigational questions about the website_
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Bulletin Board

Step 2: Once your search results appear, click on the Sort By drop down and click on

Best Value to resort your web page.

Furniture

Office Supplies

SEARCH [nighlighters |

Home = Texd Search = highlighters

Narrow By

= Office Supplies

Your search fd

Program Category Codes —
I™ General Offica Supplies

| =)
Brand = | Price Low to High
I~ harpie Price High To Low
I™ Sanford Brand A2
[™ Eberhard Faber Brand Z:4A

Product Description

I” Faray
i j Highest Rated

To locate “Best Value’
items Use:

Select

est Value’  [XUFTY

I” Fandango School

Supplies [ Compare

Private Brand +
Sanford® Sharpie Accent®
Highlighters, Assorted
Colors, Pack 0712
e # 702595 @

$7.34
[ dozen

Your Price:

ay[

ADD TO SHOPPING LIST

ADDTO CART

Delivery available

Sold in stores

See shipping and

availability details
Pvailability, 1,972

+ Material Safety Dlata Sheets

» Office Dapot Exclusive Brands:
Compare & Save!

[~ Compare

Sanford® Sharpie Accentl
Highlighters, Fluorescent
Yellow, Pack 0112

tem # 2031748

$7.34
i dozen

Your Price:

o[

ADD TO SHOPPING LIST

AD0 TO CART

Delivery available
Sold in stores
See shipping and
availability details

Availability: 3,295
» Matirial Safety Data Sheets

12 3 4

[~ Compare

Foray® Highlighters, Chisel
Tip, Flugrescent Yellow,

Pack 0f12
ttem & 128843

Your Price:

ay[

ADD TO SHOPPING LIST

[ Delivery availahle
M sold in stores

See shipping and
availability details

Availability; 1,798
+ BESTVALUE
W Contact ems

+ Material Safety Data Sheots

Paper

5 BT 8 9 10 |

My Account

Copy &Print | Bulletin Board

meid 3 Lst
lterns per page; '123

Nexd »

T

[~ Compare

Sanford® Sharpie Accentl
Highlighters, Assorted
Colors, Pack 06

tem # 203100 @

$0.89
I set

our Price:

ay[

ADD TO SHOPPING LIST

ADD TO CART

Delivery available
4 sold in stores

See shipping and

availability details
Railability: 811

+ BESTVALUE

L Contract ltems

+ Material Safety Data Shoets
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Bulletin Board

Step 3: All your Best Value items in the product category will sort to the top of the list.

Advanted Soring Avalasis!

Shawing 1-12 07 157 Resulty

Sort By, | Beit Vahe =

four search for *highlighters” found 152 results

) Compins wp 12 4 itame

Floase uie Advinted Soring oplions below o 9ol produtts by peics, valus, beand snd maeg)

4 5§ B 1

1 5od

e per page: 12 =]

]

st

10 | Masdy

Results display with all sestvawe items sorted to the top

Bl soid in stores

See shipg
avallabilih

ind
il

vty 1,790
+ BTN

W Canvac Rema

1 Marteris Sty Dists Shaety

[ 500 in stores

WEaConant eme

1 Masterial Gatety Dt Bhaets

[ soid in stores
hipping and
avall iy Gt

Avallabiiy, (0
= BT

W Contrat eme

o Mistrial Sty Duta Shsets

/

W Cartact bema

1 + Mol ety Dt Shosts

T

» Wateal Hatery Diata haets

I~ Compare [~ Compare [~ Compare
Foray® Liquid 3 , Chisel pi el Acceni®
Aganied Colors, Patk 0712 Tip, Assnited, Pack 0712 Highsghiirs, Flugesant
e o B e ¢ 1283 e, Pack 713
- )
“oun Price: 2062 ‘ol Price: $1.59 ‘foim Prica: .76
i dozen Ipatk i dozen
o O «f O o0 EEEE
Ab% 10 SEFPING LT Abb 10 SHOFING LST Abb 10 SRoFFMS LET
ity vl bl B Dy availatle Bl Dretoviey avalbli
B S0id in stores B 5oid in stores [ Zold in stores.

Aovailabiliry: 187

G Corhatiama

' Wiatarial Rty Diata Shsets

Fata Highlightars, Chisel Sandir 08 Shafpie At Santirof Liguid Aztaral Papat Wit o Pon-Stie

Tig, Fiusneatard Yelow, Highlighters, Areomed ighiightrs, ghigEers, Yallow, Pack OF

Pack 0712 Colors, Pack 076 Assorbed Colors, Pack 0110 13

Hem # 120844 Hom 300150 @ 243 Hom é 1oazze @

Youn Price: $084 Yo Price: $0.89 Yo Price: $264  You Price; $0.76

Tpatk fsat Itk Tbox

o N « O - 5 o E5EEE
DD ADD ADD ust ADD TO SHOPFG LIST

B Coitovery irvallable B Ceetvery bl B Cevery available B Cetiiry avaitable

E =0l in stores

W Contrat Heme

/

[~ Compare

Foeay® Highlighters, Chisel
Tig, Flugeeacent Blue, Ptk
ol

Harm # 138007

Vous Prica: 159
i patk
w

Abir T aFFmG LET

Dsieviary weailabli
B 50id in stones

&b Shipping #nd
weailabiley detsss

Auaabiiny: 564

s Contadt Hama

& Wiaterial flaiety Dt fhaets
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Choosing Best Value or Office Depot Brand Items

In the event when searching for items a non-best value item is added to the cart, if there

is a BESTWALLE Best Value/Contract Item or Office Depot Brand Item alternative you will
see the messaging below. We strongly encourage you to choose the alternate item to
allow for the most cost effective purchase.

SMART-Best Value Alternative BE=TVALUE

® save$s.51 n

View SWMART value alternatives

Offers you the ability to convert to a lower priced BETVWE Best Value/Contract item
when a more expensive items is selected.

SMART-Office Depot Brand Alternative

W Save $4.29 H

View Office Depot alternatives

Provides you with the choice of a lower priced Office Depot Brand alternative to an OEM
product.

CONFIDENTIAL 7
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Choosing Best Value or Office Depot Brand Items

The SMART tags below will show once your add the items to cart if there is a
BESTVALLE Best Value or Office Depot Brand alternative.

mgmpfﬂm;w l

Offica Supplies

SEARCH| View Al Products AZ

Home = Find Y our Product

The items listed below were added to your shopping cart;

Description

Paner Mate® Comfortmate™ Ballpoint Pens, 1.0 mm, Medium Point, Blue Barrel,
Blue Ink, Pack Of 12
fem # 419770 Erterzd tem # 419770

0 savesss1 n

View SMART valle alternafies

Avcount® 5594054
Welcorne, NEWS CORF HQ of NEWS CORP - Logout

Qur Services

Ink & Toner | Paper | Copy&Print - TachDepat | Bulletin Board

Need Help?

Pricelnit QY. v Emai Assistance
v FAQs

Talkwitha
Renresentative
Chat How

List Your
Price

$10.20 $6.120d0zen 1

s Columbian® Business Envelopes, #10 (4 118" x 9 1/2"), White, Box Of 500
frem # 348201 Enterad tem # 348201

¥ Save $4.29
View Office Depot alternafives

Cortinue Shoging

$31.71 $2283mov 1

SHOPPING CART

CONFIDENTIAL 8
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Choosing Best Value or Office Depot Brand Items

Once you click on the alternate item, you will be shown the item comparison and
available savings.

SEARCH || “ew Al Products A2 B | Ink & Toner | Paper | Copy & Print | Tech Depot | Bulletin Board

[[Home = Flud Your Prodect

Here is the Smart VYalue Alternative for the item you selected: Heed Help?

= Email Assistance
= FAls

Talk with 3
Reprezentative
Chat Mo

ou requested this item Butyou can sawe $5.51 by choosing this itam.

CURRENT ITEM

Paper Mate® Corrfortrmate™ Paper Mated Write Bros. &
Ballpoint Penz, 1.0 mm, Grip Ballpoint Stick Penz, 1.0
Mediurn Point, Blue Barrel, rorn, Medium Point, Blue
Blue Ink, Pack Of 12 Barrel, Blue Ink, Pack Of 12
fem & 15770 fem #363152
List Price: §10.20 ﬂ List Price: $4.39

F 4

‘our Price: F56.12 idozen ‘our Price: B0.61 idozen
Gty : 1 [T Chaase this itemn.

| Smart Alternatives for other items in your cart

ou requested this item Butyou can sawe $4.28 by choosing this itam,
CURRENT ITEM OFFICE DEPOT BRAMD SMART ALTERMATIVE
Colurnbian® Business Office Depotd Brand Al-
Ermelopes, 810 (4 18" « 3 Jwtoemeer Purpose Envelopes, #10 (4
102"), White, Boo OF S00 - 1" o 9 1427), White, Box Of
fem # 33201 500
fem # G35
List Frice: 93771 / List Price: 30,67
our Price: F22.83 fhax - Your Frice: F18 34 o
Gty : 1 BB - [ Choose this ftem.

CHECKED ITEMS

To replace the items with the SMART choices, simply check the boxes and

l REFLACE CHECKED ITEMS

click

CONFIDENTIAL 9 Office DEPOT.



Other Considerations

Special Orders

Please contact your Program Administrator for products not found in our
comprehensive catalog or online.

Special Order Delivery Timeframe

Special order items are often delivered directly from the manufacturer. Because of this a
minimum of 3 business days is required for special order delivery.

Return Policy

If you are dissatisfied with your purchase for any reason, you may return most items in
their original packaging within 30 days of purchase for a replacement or full refund. You
can place a return through Customer Service at 888-777-4044 or On-line under My
Account-Order Tracking.

Special Order Products may not be returned or exchanged unless damaged or defective
upon arrival. This includes items that are not stocked in one of our warehouses and/or
are indicated as SPECIAL ORDER.

Backorders

All catalog items are in-stock, diminishing the chance of backorders. In-stock
backorders are automatically filled within one (1) to three (3) working days from
automatic replenishment of inventory and a re-order is not necessary. Your packing slip
will identify backordered items. The Internet ordering system actually notifies you
immediately of any possible low-stock condition. Customer service can update you on
the status of a backorder at any time or you may track your order online using the Order
Tracking function under the My Account menu.

CONFIDENTIAL 10

Office pEPOT



Quick Step Internet Ordering Instructions

1. Open/start your browser to access the Internet.

2. Type in https://business.officedepot.com

3. Type in your Login Name and password.

4. First time users will have to personalize their password.

5. Click on :

6. Clickon SRR

7. Your best value Items will be listed under each list category, select the
guantity and check the box of the items required.

8. Click on .

9. Have more to order? Click on Continue Shopping

10. Finished ordering? Click on to review/modify your order or
click on :

11. If you selected then validate and complete any required fields.

12. Review your order and click on to complete the process.

13. When you see Thank you for your order! | your request has been
successfully submitted.

CONFIDENTIAL 11
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Online Order Tracking

Enjoy the convenience of 12-month online order history. Search orders by specific item
numbers, order statuses, date and dollar ranges. Find up-to-date status on your orders
as well as proof-of-deliveries. Click on the order number to view details. Return
requests are initiated from the order detail screen (see the Begin Return link at the
bottom of the page).

& Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer =n e

&3 ) = |&] hitps//business.officedepot.com/arderhistony/ orderHistory List.do -~ & [ 4| x | [ Live search 2 ~|

» @ Snagh B &

i Faverites | @& Office Supplies: Office Products and Office Furnit... |

| VI i ~ B - [ dwh ~ Page~ Safety~ Tools~ @~

Logout e

SEARGCH | | View All Products A-Z = Ink & Toner | Paper | Copy & Print | Tech Depot | Bullstin Board
A-B c-D E-F G-H 1-J K-L M-N o-P Q-Rr s-T u-z Visit Site Map

Home > My Account > Orders

Orders

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

Find Your Order Search BY:  Order Number ~ Need Help?

Search by item or order Status: = = Email Assistance
number, order status, or order AL = FaQs
date range From: To:
Date Range: ﬁ m
Min Max:

Dollar Range:

m

Approver: Select Approver

Orders from 01/17/2010 to 02M17/2010

Click an order number to see the details of your order, or to view delivery tracking information.
Orders Pending Approval

Mo orders were found

Processed Orders

Result1-10 of 155 Page: 1 2 3 4 5 6 Mext »  Last
Order Number Total Order Date Delivery Date Changeable ACCTCOD Cost Center Status Contact Type
S09666048-001 $119.24 02M17/2010 021872010 Mo 100.805.180 99990342 In The VWarehouse CAROL LEMER Order ="
S09645091-001 $385.67 0217/2010 021862010 Mo 100.805.180 04 In The VWarehouse LUPE CORTEZ Order
$138.51 02M17/2010 02/182010 Mo 100.805.180 04 In The Varehouse ANMN COLLIER Order
$514 .48 02/M17/2010 021852010 No 100.805.180 04 In The Warehouse JANIE LANGFORD Order
$293.89 02/M17/2010 021852010 No 100.805.180 04 In The VWarehouse TONY LAWRENCE Order
$58.45 02M16/2010 021742010 No 100.805.180 11 Delivered BRENDA HOLM Order
$54.11 02M16/2010 021742010 No 100.805.180 o4 Delivered Mary LaFleur Order
$183.64 02M&2010 021742010 No 100.805.180 04 Delivered MAISHA HARRELL Order
547 84 02M6/2010 02/18/2010 No 100.805.180 04 Shipped MAISHA HARRELL Order
$21.04 02M13/2010 0251642010 No 100.805.180 01 Cancelled SUPER USER Order -
& Internet | Protected Mode: On fa -~ Hi100% -~
CONFIDENTIAL 12
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Requesting a Return

For Proof of Delivery, click on View Carton Details

&5 Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer = = ]
@ \J = [&] nttps//business.officedepot.com/orderhistory/orderHistoryDetail.do?id= 509472536 -1 8xcmiHis + [#2 [ x | [© Live Searcn o2 |
x & Snagh B &y
¢ Favorites | @& Office Supplies: Office Products and Office Furnit... |7| - ~ 7 @= ~ Page~ Safety~ Tools~ @k~

& Home Customer Services | £882 OFFICE (2222632 2423} | Technical Support: 200 260 6288
BT o itemis; S0.00 FREE shippina
- Store Oorder ~ Wisw Cart | Check Sut | My Shopping Lists | ~ My Shigto
Office DEPOT Cocator By item #
[ e — Find a Store Quick Order
Logout
SEARCH | View All Products A-Z = Ink & Toner | Paper | Copy& Print | Tech Depot | Bulletin Board
A-B c-D E-F G-H 1-J K-L M- N o-P Q-R s-T u-z Visit Site Map =
Home = Order Detai
Order Detail Print This Page
Order Information Need Help?
Order Number, 509472536-001 Tracking 50 Normal Delivery = Email Assistance
Order Date 0216/2010 Signed By: b holm - =ESOS
Ordered By BHOLM Status Delivered .
Last Modified By: BHOLM Shipped Date:  View Carton Details and i
Last Modified On 021712010 Rronhor DeSvery
Delivery 0211712010
DateiTime 08:30 AM - 05:00 PM
Comments:
Shipping Information Billing Information
Shipping Billing Contact: ACCTCOD 100.805.180
Address: CostCenter 11

Payment Method:

Account Billing

1. Account Billing
Amount: $58.45

Order Summary Hide Images
Description Your Price funit Q ity Back O Total -
Done &P Internet | Protected Mode: On Fa « W 100% -

&8 Office Supplies: Office Products and Office Furniture: Office Depot - Windows Internet Explorer

&)~ [E rmpmrrousines
> & Snagh B 1=t

1

_officedepot.com/orderhistony orderHistoryDetailCarton.do

& [+ | < | [& tive search

¢ Favorites | @8 Office Supplies: Office Products and Office Furnit... | | ~ EJ - (7 d=2 ~ Page~ Safety~ Tools~ @~ =
- Store Order ~ View Cart | Cheox Out | My Shopping Lists | ~ My Shipto -
Office DETPOT LCosator ~ By Ttem # ~
Tkiong o o Everorers Finet = Store Quick Groer
Logout B
Smce Suppiies e My Account
SEARCH | S s et Ao | ek s Foser. | Papes— | Gopy sopwat | Feoh Depot_ | Bulies Broad
A-B < -D E-F S -H - K-L mM- N o-P Q-RrR s-T uU-z Visit Site Map

Home > Carton Details | Proof of Defivery
Carton Details / Proof of Delivery

wview Search Resuits
Need Help? Back to Order Tracking

View Order Detail

= Email Assistance
as

Carton Details / Proof of Delivery
Carton ID: 009849601

DSt b B e e D e e ke O 0 AN D500 EA

Item Number pped Ordered Back Ordered Marked Out
2 2
2 2 o o

g e e e i L e
Item Number Shipped Ordered Back Ordered Marked Out

099166651

Delivery Date: Wednesday, February 17, 2010 08:30 AM - 05:00 PM
Item Number Shipped Ordered Back Ordered Marked Out =
A A a o

Cosignee Signature

Done @ Internet | Protected Mode: On “a -

CONFIDENTIAL 13
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Requesting a Return

Returns are performed on your next delivery. If you do not place an order within 5 days,
the Delivery Service Representative will be instructed to complete the pickup on day 6.
To enable us to re-sell the merchandise, please do not write on the packaging or on the
product that is being returned.

To place a return online, click on the Order Number under Order Tracking. Click on the
Begin Return link on the Order Detail page (at the bottom of the screen) to start the
return process. For further assistance in processing your return online, please contact
the Technical Support Desk at 800-269-6888.

There are three reasons why you would not see a Begin Return link on an order.

1.

The order status has not updated yet. Please allow another day to pass before
attempting to request a return.

A return request has already been submitted on this order. The website will only
allow 1 return request per order to be requested online. Please contact
customer service at 888-777-4044 to request any additional returns.

The items on the order were special ordered. These items cannot be returned
unless, upon arrival, are damaged or defective. Contact your Account Manager
if you need assistance.

To request a return via customer service, please follow these steps.

1. Call customer service at 888-777-4044 and provide them with the sales order
number and 6-digit Office Depot sku number of the product being returned for
credit.

2. Be prepared to provide a brief description of the reason for the return/credit (e.g.
ordered in error, damaged/defective, etc.).

3. Also, be prepared to give customer service the total number of boxes that our
driver will be picking up to complete the return.

4. Customer service will provide you a return authorization number for your
records.
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