Electronic Commerce Short Instruction Guide

1) First time sign-on and access to the Office Depot on-line ordering system:

a) Type the url: Http://bsd.officedepot.com
b) User Name:  Type your “phone number and extension” without dashes or parenthesis.  Or, type your “email address”.  Your Account Manager will provide you with your user name setup.

c) Password:  Type your “Last name”.

d) Click on “Start Shopping”.

e) The Change User Login screen appears.

f) In the “Type New Password” field, type a new password 6 – 10 characters (not case sensitive).

g) Tab to the “Confirm Password” field and type the new password again.

h) Click “Start Shopping” and this will bring you to the homepage.

i) Next time you sign-on, you will just have to complete steps 1-4 with your new password (not your last name).

2) The five ways to place an item in your shopping cart are:

a) Order by Item # - Use this quick feature when you know your item numbers.  To display, click “Order by Item #” button on the navigation bar.

i) Place your cursor in the “Item #” field and type the item number.

ii) Press the Tab key once and enter the quantity in the “Qty” field.

iii) Press the Tab key once and enter any comments in the “Comments” field.  This is an optional field and these comments will print on the packing slip.

iv) Press Tab again to continue entering items and quantities.  You may add up to 20 items per page.

v) When finished, do one of the three functions:

(1) Click on “Add All Items to Cart” to place items in shopping cart and continue shopping.

(2) Or, click on “Add All Items to List” when adding to a Custom Shopping List.

(3) Or, click on “Express Checkout” which will take you to final checkout screen.  Note, you may only use “Express Checkout” if all required checkout information is defaulted in the “order options” section in the “Additional Order Information” screen.

b) Home and Browse – enables you to browse by specific categories.

i) Click on “Home and Browse”.  A screen displays a list of categories.

ii) Click on a subcategory and continue clicking through the subcategories until you find the product.

iii) To view information about an item on this screen, double click on the product you want to view and the description appears.

iv) From this screen, you may add the item to your cart or custom shopping list.

c) Search For – searches the online catalog by keywords (ie. Green pens), product numbers (ie. 710-731) or manufacturing numbers (ie. HP51641A).

i) Enter a keyword or product number.

ii) Search in All Categories or click on the drop down arrow and choose a specific category.

iii) Click Search

iv) Click on View

v) From this screen, you can add the item to your cart or custom shopping list.

d) Toner/Ink Quick Find – enables you to find supplies for all your business machines.

i) Click on the drop down menu and choose a business machine and click “Click to Search”.

ii) Click on the drop down menu and choose a manufacturer and click “Click to Search”.

iii) Click on the drop down menu and choose a model and click “Click to Search”.

iv) Choose an item and add the item to your cart or custom shopping list.

e) My Saved Lists – enables you to utilize a frequently ordered custom shopping list for easy ordering.

i) Creating a new personal list:

(1) In the “list name” field, type the name you want to give the custom list.

(2) In the “comments” field, any pertinent information.

(3) Click the “Create new list” button.

(4) You may ad a sku to a custom shopping list by selecting “Add to List” in any of the four methods of ordering described above.

ii) Modifying or Ordering from a list:

(1) To modify a Custom Shopping List, from the “Your Saved Custom Shopping Lists” section of the Customer Shopping Lists screen, select the list you want to modify.

(2) You may change the list name or description, add items to your shopping cart, remove items from the list, change quantities, or delete the list.  You must click recalculate to apply the changes.

3) Confirming & Completing the Order – There are two ways you may finalize your order.  The long method by clicking on “Go to Cart” and the short method by clicking on “Express Checkout”.  You may only use the “Express Checkout” if all required information is defaulted in the “order options” section in the “Additional Information Screen”.

a) When utilizing the long method, click on “Go to Cart”.  There are four screens to confirm and complete your order.

i) “Your Shopping Cart” – Use this screen to review information about the items listed on your order, remove an item from the cart, change quantity, and comments.  Click “continue” to proceed with your purchase.

ii) “Additional Order Information” – Use this screen to review and fill in any shopping information, payment information and order options.  Click “continue” to proceed with your purchase.

iii) “Please Review Your Order” – Use this screen for a final review of your order.  Your order number is issued at this time.  When your review is complete, click “Purchase Now”.

iv) “Confirmation” – This screen appears after you select “Purchase Now” and a “Thank You your order has been placed” message and your order number is displayed.


4) My Orders – you may check the status and history of submitted orders and returned orders for up to 18 months.  You may view all orders in chronological order or you may view certain orders by filtering specific search criteria.

a) To access, click “My Order” button on the top navigation bar.

b) For detailed information on an order, click on the order number.

c) For more advanced search options, select “click here” at the top of the screen where advanced search options are described.

5) Online Return Request – if for any reason you are not satisfied with a product, you may return that product.  All returns must be in their original packaging.

a) To access, click on the “My Order” button on the top navigation bar.

b) Click on the applicable order number to bring up the details of the order.

c) Click on the “Submit Return” button.

d) The Return Form appears:

(1) To return entire order,

(a) Click on the “Return Entire Order” button.

(b) The “Confirm Return” screen appears.  This will provide you with your Return Authorization number.

(c) Click the “Submit Return” button.

(2) To return individual quantities:

(a) Click in the “Quantity to Return” column and enter the quantity to return.

(b) Tab over to the Reason Code.  Click on the down arrow and choose the applicable reason code.

(c) Click on the “Continue” button.

(d) The “Confirmation Return” screen appears.  This will provide you with your Return Authorization number.  The system will provide you with multiple return authorization numbers for each individual reason code.

6) On-line Training – Excellent on-line tutorial with more advanced information on all  topics for Office Depot’s on-line ordering system.

a) To access, click on the “Customer Service tab.

b) Click on the “On-line Training” button.

7) Help – The Electronic Commerce Support Desk may be reached Monday through Friday 7am – 9pm EST at 1-800-269-6888 or you may e-mail them by clicking on the “EC Support” button.

8) Log Out – Click on the “Log Out” button to exit the website.

When utilizing the short method, click on “Express Checkout”.  This will bypass the “Your Shopping Cart” and “Additional Order Information” screens and bring you to the “Please Review Your Order” screen.  Proceed with step 3 above.








