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CONTACT INFORMATION

Contact

For Customer Service: Call 888.263.3423 (888.2.0FFICE)
For Technical Support: Call 800.269.6888

or e-mail ECsupport@officedepot.com

Phone Hours of Operation:
Monday — Friday, 8:00 AM. — 8:00 P.M. (Eastern Time)

Live Chat:
For immediate support, chat in real time with an online representative

Chat Hours of Operation:
Monday — Friday, 8:00 AM. — 11:00 P.M. (Eastern Time)

SHIPPING AND DELIVERY SCHEDULE

Delivery schedule:

Monday — Friday. Order by 5:00 P.M. local time, and your order will be
delivered the next business day (between 8:30 A.M. and 5:00 P.M.) in our
local delivery areas. Some furniture, technology and special order items are
excluded. Deliveries outside our local delivery areas will be assessed a
delivery charge based on total order weight.

MY ACCOUNT

. Heather White
My Account Manager is: I

My Account Manager’s Contact Information: _Whitheat@gvsu.edu x13058

©Copyright 2015 by Office Depot, Inc. All rights reserved. Office Depot is a registered trademark of Office Depot, Inc.
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CHAPTER 1: TIMESAVING FEATURES

Office Depot’s Business Solutions Division has enhanced its website with more intuitive, time
saving features for your convenience. We added expandable menus to help you navigate the
site even faster and popular tools such as “Quick Order” and “Ink & Toner Finder,” are all
accessible on the homepage. You can also quickly manage your Shopping Lists and keep track
of your orders, making your online purchasing experience better and more efficient than ever.

Shopping Tools

Find our most popular, timesaving shopping tools
ShipTo’ Address, Security features ofOréler Tracking, My Shggping Lists, and
Information, Profile Information, etc. ’ . ’

Search Tools —‘ Cart. You can also keep track of your item

My Account
Click on My Accountto view your

; lick onany of th features to mak . .
Search for items by Click onany of these features to make selections and your order subtotal with our

] | changes to your accountin seconds

keyword, Office Depot tore Locator gestoy | Shopping Cart preview.

Item Numbers, or

dl
Manufacturer Numbers. Order B Tiem | My Lists | Available Budget $1,000.00 - ¢ — .
...,‘o @ - — \:’ 0 items

-— Q L1 g % 50
DEPO My Account» Orders. Quick Entry+ My Lists»  Cart »

Office Supplies Paper  Breakroom 'Ink&Toner Cleaning Techpology  Furniture School Supplies Copy & Print

E 55; R 8l  limited-time savirjgs on tech essentials

Message News updates Welcome, BSD CUSTOMER
Edit Profile uick Order
Last update by: BSD CUSTOMER Proprietary fems Q . .
&2 Et LAY With Quick Order you
Attention: | -| canenteran item
For special orders, please forward Jour completed requerst to your department head for the correct Cost Center. All special number and quantity
order requests mustinclude the coder sheets being used on the TPM reports. A memo was sent out last week regarding the and quicklyadd an
new cover sheets. Quick Order item directlyto the
Please be sure to order the Office Qepot brand toner and ink that is on our contract instead of name brand ink and toner. ftem Number shopplng cart.
. . ) Comments
Recent Orders Pending Approval Quotes Shopping Lists
Ink & Toner E View all
Provides a hassle-free SR L
ichi PO# CostCenter Amount Status
way _of replenl_shlng your
printing supplies, perfectly A AA 504177 Held for Customer

matched to your machine
with just the right model

i Ink & Toner Finder
number. A Facilities 552478 Shipped
> Select Brand v

T73789169-001 ;
B e 123 123 §57.22 Delivered
TT3784671-001 . @ cartridge (U Printer
S 12 AA $50.29 Delivered
06/01/2015
;;2:3?29001 AD Human Rescurces 37890 517.46 Delivered
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CHAPTER 2: GETTING STARTED

LOGIN
Point your browser to https://business.officedepot.com

At the login page, enter your Login Name and Password and click the ‘Log In’ button. Your
Account Manager or Super User will provide this information. All password fields on
Business.officedepot.com now accept 8 — 30 characters.

PLEASE NOTE: You will be given four opportunities to enter the correct Login Name and
Password. After the fourth attempt to login using an incorrect password, your Login Name will
be moved to an 'inactive' status and locked out. If your Login Name is made inactive, you will be
instructed to contact Office Depot's Technical Support Desk for further assistance.

o
Office
Wel L
DE POT Bussv?:;es ‘gollu':nons Division. Chat Now Contact Us

Registered Customers

experience
| the benefits
of business £
made personal _ g
Kawe Ja logoud i ® Not a customer yet? a

Forgot your login name/password?
Trouble Logging in? GET STARTED »

.

industry shop services dynamic
solutions products & support programs
Get supporttailored to your business size Find all he essential items you need to From copy & printto procurement & Getinvolved with Office Depot's many
and industry, from education to government keep your business running as eficently payment solutions, we help you stay efforss to support diversty, he commungy
& much more aspossable focused on the big piclure and the environment

LEARN MORE » LEARN MORE » LEARN MORE » LEARN MORE »

FORGOT YOUR LOGIN NAME/PASSWORD

At Office Depot, we take your security seriously. If you have forgotten your Login Name or
Password, click on the ‘Forgot your login name/password?’ link. With this feature, you can
access the Business Solutions Division (BSD) website by providing the secret question and
answer you previously selected. You may also contact your Super User or call the Technical
Support Desk directly (800.269.6888 M-F, 8:00 A.M.-8:00 P.M. ET).
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BULLETIN BOARD

The homepage displays a Bulletin Board that can be used by your Company to communicate
with end users. Your company’s logo can be displayed on the Bulletin Board and messages can
be updated as often as necessary.

The Bulletin Board is divided into two tabs: The ‘Messages’ tab allows Super Users from your
company to add and edit information and messages and the ‘News Updates’ tab is for
messages that are maintained by Office Depot. Super Users cannot modify messages on the
‘News Updates’ tab.

Message Mews updates

Last update by: BSD CUSTOMER
ﬁ Edit

Attention:

For special orders, please forward your completed requerst to your department head for the correct Cost Center. All special
order requests must include the cover sheets heing used on the TPM reports. A memo was sent out last week regarding the
new cover sheets.

Flease be sure to order the Office Depot brand toner and ink thatis on our contract instead of name brand ink and toner,

EDITING THE BULLETIN BOARD

Super Users can edit the text on the ‘Messages’ tab and insert their company’s logo onto the
Bulletin Board. Click on the ‘Edit’ button that is located on the right-hand side of the Bulletin
Board. You are able to enter up to 4000 alphanumeric characters. The Bulletin Board also

accepts HTML code — please contact your IT Department or Account Manager for assistance.
Always click ‘Update’ at the bottom of the page to save changes.

To place your company’s logo onto the Bulletin Board, or change an existing logo, e-malil either
a .GIF or .JPG formatted graphic, by clicking on the ‘Email Image’ button (your account number
will be tied to the e-mail when you submit your logo request). The Technical Support Desk will
confirm the integrity of the image and notify the sender when the image will be available for an
upload on the Bulletin Board.

PLEASE NOTE: All viewable company logos submitted by 12 P.M. ET on Wednesday will be
available by 12 P.M. ET on Friday.
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Bulletin Board Administration
Bulletin Board Options

Logo Image

(File name must be all lowercase and may not include spaces.)

Filename: (gif or jpg)

Text Color
® Color Name: Black ¥

Color Hex Value:

Bulletin Board Text

Maximum 4000 character

@souce D @ @ B @ @ @ « »||Q %% & %X

B I US % x|ZL|li= :=|4 #|2»” $ k &2 & 8|1 Y og W
A A= ©®© Q »= Stles ~ || Format ~ || Font - || size ~|| A- B-
Attention:

For special orders, please forward your completed requests to your department head for the correct Cost Center. All
special order requests must include the cover sheets being used on the TPM reports. A memo was sent out last week
regarding the new cover sheets.

Please be sure to order the Office Depot brand toner and ink that is on our contract instead of name brand ink and toner.

4

=3 e

DASHBOARD
Also on the homepage, you will find the Spend Analysis dashboard. Click ‘View Dashboard’ to

see more options. You can also access the Dashboard via the My Account icon where you will
find a suite of reports including ‘Spend Analysis,’ ‘User Activity’ and ‘Savings Opportunities.’

PLEASE NOTE: Dashboard views are dependent upon the User’s Account setup. Users will
only see this option on the homepage if ‘Dashboard’ has been enabled on their user profile.
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Spend Analysis View Dashboard
Review the chart below or view the full Annual Report

FOK
372K
559K ! [ f | | |
FI 6K [ [ [! [! ! ! ! ! [! [
$1.8K | | | | | | | | | | l I

0
Feb hdar Apr [NE Jun Jul Aug Sep Dot Mo Dec

i 2014 g 2015

b = =/ 11Items
- - — =
Q > . .- se  $305.07
My Account~ Orders» QuickEntry+ MylLists. Cart ~
- AN .
Account School Supplies Copy & Print
[l My Account

( My Profile Stamps SHOP NOW »

Bulletin Board

Online Reporting Welcome, BSD CUSTOMER

Manage Quotes Edit Profile

Dashboard Edit Proprietary ltems
Spend Analysis > B | | BEESEEE e
User Activity >
Saving Opportunities > Quick Order

My Solutions tem Number ay

Online Catalog

6 or 9-digit number

Rl

View all
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CHAPTER 3: ORDER ENTRY

SEARCHING THE CATALOG
You can search for products by keyword, Office Depot ltem Number, Manufacturer Number,

Customer ltem Number, or Category. Searching by tem Number displays only one item while
searching by keyword might yield a page or more of results.

For your shopping convenience, the Search feature appears on every page on the site.

CATEGORY SEARCH

Select a category to browse by clicking on the category header in the navigation bar. Or, by
placing your cursor on a product group, like Office Supplies, Furniture or Technology, the page
will expand to show a list of all categories available. Select a category to view. Next, the page
displays a list of subcategories, which you can select to view a list of all the items available.

Home Help Store Locator Welcome, BSD CUSTOMER | Account#: 21217836 - Logout
Order By ltem | My Lists
Office ———— H 80§ = o
- s —— Q - oo ee  $179.91
DE Po’l‘_ Lodh ' My Account. Orders. QuickEntry. MyLists. Cart «
Office Supplies Paper Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies Copy & Print
Top Categories FREE note holder
with purchase of Post-it
———— __ L 7n 1
; . 3" x 3" Notes, Rio de Janeiro,
= Q’ e 24-pack exprss2rns
- i ! [ )
\ >
Copy & Printer Paper Art & Craft Paper Notebooks & Pads Filler & Graph Paper
5= B ] 0 5.
e Q=
| i — 20/
Photo & Presentation Paper Cash Register & Thermal Certificates & Covers See all Paper categories

Rolls
LEARN MORE

Featured brands Recommended Links

Office HAh;T/I-EgR‘IILL, w i)\ Stationery and Specialty Paper
DEPOT Domtar OD Brand Multipurpose Paper
A& G FaperoTry e — .
Cash Register & Thermal Rolis ﬁé#
Certificates & Covers - n | i
Copy & Printer Papar Coj i

PLEASE NOTE: Onthe searchresults page each line item displays an ‘Add To Cart’ and an

‘Add to Shopping List’ button. ‘Add To Cart’ adds the item to the Shopping Cart for purchase
and ‘Add to Shopping List’ adds the item to a Saved List for future reference.

You can narrow your search by selecting from the search refinement options located on the left
side of the page.
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Typing a keyword in the ‘Search’ field will display ‘Search Suggestions’ and ‘Category Matches.’

Order By Item | My Lisis

Office
DEPOT

Office Supplies Pa

Home / Text Search / photo pay

Your search for “phof
=Browse Catalog
Office Supplies (131

Paper (153
Technology (11
Furniture (114

School Supplies (5

=Brand

[ Avery (23

laptop

SEARCH SUGGESTIONS
laptop case

toshiba satellite
laptop

laptop backpack
dell laptops
laptop sleeve
laptop desk
lenovo laptop
laptop cart

2 in 1 laptops
laptops hp

YOUR RECENT SEARCHES
photo paper
paper

laptop

CATEGORY MATCHES
Laptop Bags

Laptop
Replacement
Batteries

Laptops
Laptop Memory

Laptop Chargers &
Power Adapters

Laptop Sleeves &
Skins

Laptop Docking
Stations

lechnol

'orey

ucts by B

1l Sheet |

[] C-Line (25

- oo e

Limited Availability

ADVANCED SORTING

With Advanced Sorting, you can sort your search results using attributes such as ‘Price,” ‘Best

Value’ or ‘Contract ltems.” Advanced Sorting is only available when less than 400 results

appear. Please use one of the search refinement options on the left to narrow your searchto

less than 400 results.

Advanced Sorting Available!

Strcight-cut fab
fedon

Items 1 to 12 12 Per Page v By | Best Value
Relevance
Contract ltems
Best Value
m—— New Arrivals
Highest Rated

Price Low to High
Price High To Low

s
- Brand A-Z
Brand Z-A
Product Description
.. & 18

Please use Advanced Sorting options below to sort products by Best Vaiue item, Contract item, price and more!

= List
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ICON LEGEND
As you are viewing products, you will see various icons displayed beneath the product details.

Xerox® Multipurpose Color Paper, 8 12" x 117, 20 Lb, 30% 5488 i ream
Recycled, Yellow, Ream Of 500 Sheets

o
ltem # 345680 W
& Scid Online
Availability: 4 242

+f Sold in Stores Subscribe (F)
» G5A Schedule

» BESTVALUE

@ Eco-Conscious
Recycled content

) compare

The ‘Icon Legend’ below represents a few examples of special attributes for products that can
be purchased through Office Depot.

lcon Legend

The Icon Legend below represents special attributes for products that can be purchased
through Office Depot. Some icons may not apply to all accounts. Prices and offers on
www.officedepot.com may not apply to purchases made on business.officedepot.com. See
Terms of Use for details

Delivery only Indicates items that are available for delivery only.

Soldin aksies Indicates these items may be purchased at Office Depot® stores. Item
availability may vary based upon location.

HUB - Historically Underutilized Businesses include minority-owned,
» HUB women-owned, disabled-owned, veteran-owned, and small (SBA 8&(a),
SDB, and HUB Zone) businesses.

Indicates product has been serviced and restored to original state by

Refurbished T . .
G manufacturer. It has been tested and is in a good working condition.

*Volume Discount
Available Indicates item has added cost reduction based on quantity ordered.

Indicates items that are shipped directly from the manufacturer.

@Non-Returnable Because these items are special order, please note that Office Depot
is unable to accept returns. Cancellation of orders may be done only
on the day of purchase.

BEST VALUE Indicates Core List items that are specially priced for your account.

£ sciecT 3 Indicates items that are contained in the BSD Select Catalog.
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For the full list, please click on any of these icons in the product path, or click the following link:
https://business.officedepot.com/catalog/iconlegend.do

PLEASE NOTE: Someicons may not apply to all accounts. Prices and offers on
www.officedepot.com may not apply to purchases made on business.officedepot.com. See
Terms of Use for details.

GREENER PURCHASE PROGRAM

Reduce your environmental footprint by shopping Office Depot’s ‘Greener Office.” Learn more
about the Greener Purchase Program which is a useful set of tools to help you save time and
money while reducing your environmental footprint. Details can be found at the following link:
https://business.officedepot.com/speciallinks/us/bsd/docs/g.14 insert.pdf?cm_sp=office _supplie
s- -greener office-no offer- -clp adl landing 11332

GreenerOffice View all 14,034 items >

greener purchasing program
tools to help you reduce your environmental footprint

LEARN MORE »

Cleaning Chemicals Paper Products and Copy and Printer Ink, Toner & Ribbons
Dispensers Paper
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ECO-FRIENDLY AND DIVERSE SUPPLIER FILTERS
Filter search results using ‘Green’ or ‘Diverse Supplier’ attributes such as Women-Owned,
Minority-Owned, Veteran-Owned, Disability-Owned, LGBT and AbilityOne businesses.

ShOpplng Cal't Hide Images
Estimated Delivery Date: 12/29/2014 Order Number: 337406682-001
Description Your Price/unit Qty. Avatlable B0  Total Remove ltem
Boise® Aspen® Multipurpose Paper, 117 x 177, 20 Lb, 30% $67.79 1 1 0 $67.79
— Recycled, FSC Certified , 500 Sheets Per Ream, Case Of 5 case
% Reams @ Subscrive
tem & 0942426

Entered Rem 2 942426
List Price $231.31

oo &

PR Boise® Aspen® Multipurpose Paper, 8 127 x 117, 20 Lb, 50% $9.19/ ream 1 1 0 $9.19
m Recycled, Ream Of 500 Sheets
tem & 0103610 @ Subscribe
103610

Entered Bem 2 10
ListPrice $21.57
o s

Cffice Depot® Brand OD90A (HF 90A) Remanufactured 51 48 99 Jeach
Black Toner Cartridge

A rEE ADD TO GART
ltem# 118817 a

& Sold Online

v GSA Schedule
Subscribe (7)

S0 Eco-Conscious

Black @

I Compare

SHOP OFFICE DEPOT BRAND

You can save money by shopping with the Office Depot Private Brand. From pens to paper, and
even storage, the Office Depot private brand label is one you can trust for quality products at a
great price.

MY SHOPPING LISTS
There are two different types of ‘Shopping Lists’ for fast and efficient ordering.

eo’Company-Wide’ lists are created and maintained by your Company Program Administrator
or ‘Super User’ and can be used for ordering by all users.

e’Personal’ lists are only accessible for the individual user who created it.

To begin working with a Shopping list, select ‘My Lists’ at the top of the page. The ‘My Shopping
Lists’ page appears with an index of currently available shopping lists. Once you have opened
the list you want you can change the item quantities if needed, checkmark the box next to each
item to select, and click ‘Add to Cart’ at the bottom of the page.
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CREATE NEW LIST
You can also click ‘Create New List’ and the ‘Create a New Shopping List’ option will appear.

My Lists
Create a List

* Indicates required field

ListName: +

Comment: Comments are optional and for your use only.
Type: Company-Wide ® Personal List

Default: Yes, setto default

oreate newust [l cancet

For more information on how to add items to a Shopping List or how to modify a saved one,
click on the ‘My Shopping List’ Web demo:
https://business.officedepot.com/customerservice/videodemos/demo.do?demolink=customerser
vice/demos/04 my shopping list

EMAIL SHOPPING LIST
You can e-mail your entire shopping list to others by selecting the ‘EMAIL LIST’ button on the
‘View & Edit List Details’ page.

View & Edit List Details First time user?

For best results, please limit your list to a maximum of 200 different items. Exceeding this limit will adversely Set up reminders for yourself.

affectthe Shopping List's response time.
Peing R Once your list is created, simply click the Email Reminder

List name: button. Enter the start date and frequency that you would
like to be reminded, then click "Save”. It's that simple!
BSD User

Ifyou'd like to be reminded of specific products from your

list, simply select the desired product, then click the Move

. . button to transfer the item(s) to a new list. Then proceed to

Personal Shopping List set up a reminder for that new list following the
instructions above.

Comment:

'® Company-Wide ' Personal List

Email Your Shopping List

Yes, setto default
i You can email your entire shopping list

I Office 1 to others by selecting the button below.
ud
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PRODUCT COMPARISON
When searching for items you will see a ‘Compare’ box under each item image. To compare the
different product features of up to four items, check the Compare box under the items. After
checking the box, the word ‘Compare’ will change to a ‘Compare ltems’ link. Click any of the
‘Compare ltems’ links to go to the Product Comparison page. Remove an item from the

Comparison by clicking ‘Remove’ just above the image.

Comparing 4 Products

Print This Page
Email

Your Price

Item #

Unit Of Measure
Average Battery Life
Backlight Technology
Battery Capacity
Bluetooth Standard

Brand Name

Color

Product Comparison

Continue Shopping | Go to Shopping Cart | My Shopping List | My Account | Remove all

X Remove

Dell XPS 13-9343 13.3"
Touchscreen LED Ultrabook
- Intel Core i7 i7-5500U 2.40
GHz - Silver Anodized
Aluminum

ltem# 121280

e the first review

ADD TO SHOPPING LIST

$1,575.99
121289
each

11 Hour
LED

Bluetooth 4.0
Dell

| _Silver Anodized Aluminum

X Remove

X

Samsung ATIV Book 9 Plus
NP940X3K 13.3"
Touchscreen LED
(SuperBright) Ultrabook -
Intel Core i7 i7-5500U 2.40
GHz - Ash Black

ltem # 183308

ADD TO SHOPPING LIST

$1,771.99
168308
each

12.50 Hour
LED

7300 mAh
Bluetooth 4.0
Samsung

Ash Black

X Remove

=

Samsung ATIV Book 9
NP940X5J-K02US 15.6"
Touchscreen LED Ultrabook
-Intel Core i7 i7-4500U 1.80
GHz - Mineral Ash Black

ltem # 318818

Wwrite the first r

Qty ADD TO CART

ADD TO SHOPPING LIST

$2,012.99
318916
each

8.80 Hour

8150 mAh

Samsung

Mineral Ash Black

X Remove

B -

Dell XPS 15 XPS15-
8949sLV 15.6" Touchscreen
LED (TrueLife) Ultrabook -
Intel Core i7 i7-4712HQ 2.30
GHz - Silver Anodized
Aluminum

Item # 389221

o
$2,300.99

389221

each

LED

Bluetooth 4.0

Dell

Silver Anodized Aluminum

You can add an item to the shopping cart from the Product Comparison page by entering the
quantity and clicking on the ‘Add to Cart’ button. You can also add the item to a shopping list.
You can delete all items that appear on the My Comparisons page by clicking on the ‘Remove
Al link.
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ORDER BY ITEM NUMBER

The ‘Order By ltem Number’ feature allows you to add up to 20 items directly to the Shopping
Cart or Shopping List. Simply enter the item numbers and desired quantities, then click ‘Add To
Cart’ or ‘Add To List.” When the ‘Show Images’ checkbox is checked, the item image and
description for the item you entered are displayed when you tab to the next line.

Home Help Store Locator Welcome, BSD CUSTOMER | Account#: 21217836 - Logout
Order By ltem | My Lists
Office — 3 %0 O = e
Q . -— ee 72,12
DEPOT My Account. Orders. QuickEntry. MyLists. Cart «

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies Copy & Print

" N 3 Great Offers Celebrate Post-it® Brand Products ~ Exires6/27/15

ot |

St

e, W |

Home / Order By ltem Number

Order By Item Number

e ?
Enter ltem Number(s) & Quantities Need Help?
Enter the & or 9-digit item number and quantity for each item = Email Assistance
you would like to order in the appropriate fields below. = FAQs
Show Images || Talk with a Representative
Chat Now

Mote: Please make your Show Images selection prior to
entering products on this page.

Item Number Qty Comments

ADD TO CART
ADD TO LIST

Go To Comparison Center
Go to Shopping Cart

Go to Order Tracking

Go To My Shopping List

INK & TONER

The Ink & Toner Finder provides a hassle free way of replenishing your printing supplies,
perfectly matched to your machine. You can access the ‘Ink & Toner Finder’ option from right
side of the BSD home page; from the ‘Ink & Toner’ flyout on the navigation bar or on the ‘Ink &
Toner’ home page after clicking ‘Ink & Toner’ on the navigation bar.

Select the brand, printer and model from the drop-down lists. When the results appear you can
save your search, soit’'s ready the next time you order.
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PLEASE NOTE: The top ten printer manufacturers are listed at the top of the Manufacturer
drop-down list for your convenience.

Printer Ink & Toner Cartridges

» Your Ink & Toner Finder » Your Saved Printers 5'%‘65[

| Dell v Search by Cartridge or Printer Recent Searches

inkjet printer/copier/fax v | (@) Cartridge (7) Printer | Dell - 810 v m
[810 v | j o | saved Printers Edit

Clear Save Printer See All Brands | Select A Saved Printer v | m

RECYCLING PROGRAM

Recycle your Ink and Toner Cartridges and earn rewards for your Office or School. For more
information, please click the ‘Free Ink & Toner Recycling’ link in the Ink & Toner flyout, or at the
following link:

https://business.officedepot.com/specialLinks.do?file=/promo/pages/tonerink _recycling.jsp&cm
sp=ink _and toner- -recommended links1-no offer- -TopNav-InkToner-Ad6-InkToner

office Order By Item | My Lists O E? é = _EI e

ret / o It 4 bt ee S0
DE POT Search by Keyword or ltem Q My Account. Orders. QuickEntry» MyLists. Cart -

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies Copy & Print

LAY D
@ QE buy now. use forever. postage stamps

@ i
Go Greener LT
Earn Green v
at Office Depot® s7glm b=
Recycle Your Ink & Toner Cartridges and = =
Earn Rewards for your Office or School Mo igw,

-

Recycling can be rewarding for your business Earn FREE supplies for your school

When you sign up for the Ink & Toner Recycling Program at Get rewarded for the value of all your school's ink/toner empties and small

mybusinessrecycles.com, your business will receive money back electronics in the form of an Office Depot® Gift Card. You can redeem the

on qualified ink & toner cartridges, as well as small electronics. card in any of our 1,100 retail locations, or online at business.officedepot.com.
» LEARN MORE OR LOG IN Sign up today at myschoolrecycles.com » LEARN MORE OR LOG IN

GO MOBILE CALL #%, LIVE CUSTOMER SERVICE
with the most advanced, business - Customer Service:888.263.3423 (888-2-OFFICE) Monday - Friday: 8am - 11 pm
focused apps in the marketplace. Technical Support:800.269.6888 EST

Monday - Friday: 8am - 8pm EST

> LEARN MORE > LIVE CHAT
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CUSTOM PRINTING

These features allow you to design and order your own customized stamps, business
stationery, business cards, forms, etc. The Custom Printing homepage can be accessed by
clicking ‘Copy & Print’ on the navigation bar.

Copy & Print Depot ™
File Cabinet Brand Identity (CSQO)

kSyles

Easily retrieve and store documents from your Order your company's branded stationery
dedicated file cabinet. products herel

GET STARTED GET STARTED

Once you enter the Custom Printing homepage, choose one of the categories, select and
design the item, then add it to the shopping cart. Once you add the item to the cart, you can
continue to add items or proceed to checkout.

PLEASE NOTE:

elf Custom Printing items are ordered with non-Custom Printing items, the Custom Printing
items will be given a separate order number which may also be viewed/tracked on the Order
Tracking page.

eCustom Printing orders are considered special order items that are sent via UPS, are non-
refundable/returnable, and may take 7-10 business days for delivery.
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LIMITED AVAILABILITY

Ordering online from Office Depot’s website gives you access to live inventory. If Office Depot
does not have the quantity of the item you request available, a ‘Limited Availability’ message will
appear.

Home / Find Your Product

Need Help?
Ay Due to limited availability, we've kept 10 of the 25 you requested in your cart
= Email Assistance
» FAQs

r ! Pacon® Spectra® Art Kraft® Roll, 36" x 1000, Canary 72.99 . Talk with a Representative
W jiem # 337709 Entered ltem # 337709 $72.99 101 (¢ Ship 15 more when available. Chat Now

Continue Shopping SHOPPING CART p

The available quantity will be placed in the cart and a backorder will be placed for the remaining

guantity. If you do not wish to place a backorder, deselect the checkbox where it states it will
ship when available.

PLEASE NOTE: Customers may choose to suppress the option to backorder items.

Shopp”’]g Cart Continue Shopping

Description Price/unit Qty. Available B/0® Total Available: $729.90
Pacon® Spectra® Art Kraft® Roll, 36" x 1000°, $72.99 ["25 | update 10 15  $182475 Backorder. $1,094.85
| Canary I rol ) .
’,:.;_/___..-——' ltem # 337709 Entered ltem # 337709 " Save for Later Subtotal $1,824.75
- » GSA Schedule )
(@) Subscribe

Add a Coupon (More
Remove ltem Information?)

Estimate Shipping & Taxes

Comments Update 1 tem(s): $1,824.75

Continue Shopping Update Cart | Empfy Cart | Save CartToList | Share Cart @ CHECKOUT »

Order By Item #

If no message appears and the item(s) are added to the shopping cart, your items are in stock
and will be shipped to you on the next delivery day.

If you proceed with the backorder, the shopping cart will display the backordered items.
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ORDERS FOR FUTURE DELIVERY

You can place a ‘Future Order’ (advanced, seasonal or school order) and have it delivered at a
future date of your choosing (no sooner than 21 days and no greater than 180 days). To place
an order for future delivery, click the ‘Orders’ icon in the top navigation bar and then click on

‘Future Orders.’ This will change your ordering session from a regular delivery order to a ‘Future
Order'.

eOn the future orders checkout page an additional contact and contact phone number are
required (‘Contact on day of delivery').

oA PO number is always required for a Future Order.

eThe delivery date defaults to 21 days out but can be extended to a max of 180 days.

Home / Advanced Orders for Future

Need Help? Advanced Orders for Future Delivery
i WELCOME TO "Advanced Orders for Future Delivery"

= Email Assistance

= FAQs This feature has been designed to allow you to place your orders now for FUTURE delivery. This should ONLY be used for orders you wish
Talk with a Representative delivered in NO LESS THAN 21 DAYS and NO GREATER than 180 days
Chat Now

The advantages of Advanced Orders include

= Earlier back-to-school planning

= Early allocation of inventory, less back orders

= Advance planning online for delivery date and summer telephone contacts
= Deliveries sent on time

Thank you for using our new "Advanced Orders for Future Delivery” feature. If you should have any questions, please contact your Account

Manager or Customer Service.

PLEASE NOTE: Our delivery centers do not start the 21-Day Future Order delivery cycle until
after the order is released from approval hold. If the order is released with less than 21 days
remaining before the set delivery date, the order will need to be modified before it can be
released so that the system can recalculate the delivery date (our Delivery Centers require 21

days to process a ‘Future Order’). All future orders that are not released from approval hold
within 60 days from placement date will be automatically canceled.
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SUBSCRIPTION MANAGER

With Office Depot subscription ordering you can setup convenient automatic deliveries of your
favorite products. There are no commitments, no obligations, or fees; you can cancel a
subscription at any time.

If the price of the item increases or decreases, the amount you are charged on your subscription
may also increase or decrease. We'll notify you via email before your items are shipped and we
don’t charge your method of payment until the items are shipped.

Subscriptions Manager
The Subscription Service saves you time and fits your needs. Schedule it and forget it! Receive a new shipment of any item at the frequency you select. Use this dedicated
page to make any updates or changes and review all of your Subscription orders at a glance.

Active G Active Canceled Frequenc Status

Subscriptions Subscriptions Subscription canceled or q ¥

with No Alerts with Alerts item no longer available Search by: [All v | (Al v E
Sortby: | Reset | ltem# | Frequency | NextDelivery Date

Access the Subscription Manager via the Orders icon on the navigation bar.

SETTING UP AN ITEM SUBSCRIPTION
You can start a subscription for an item by selecting ‘Subscription Delivery’ on the item detall
page, or by clicking ‘Subscribe’ in the shopping cart.

Subscription Details

Subscription Setup

=] Xerox® Multipurpose Color Paper, 8 1/2"x 117, 20 Lb, 30% Recycled, Pink, O
Ream Of 500 Sheets #345652

i

7] Your Price $4.88

/ream

1. Quantity: |1 *
2. Choose Frequency: |Choose Frequency ¥

Use the Frequency drop-down to choose how often you would like your item delivered. This can be updated at any time.

3. Your First Shipment Date: |06/26/2015 iy

Enrollment will begin on the day shown above OR you can use the calendar to select a different day to begin your

Subscription.
o

Choose to have your first delivery sent immediately, or schedule your subscription to start on a
future date by selecting ‘your first shipment date’ on the calendar provided.

PLEASE NOTE: The automatically recurring subscription orders will be created on Tuesdays of
each week to be delivered on schedule, on the next available business day. When creating a
new subscription, the customer is given five days “Buyer's Remorse” to cancel. This delays the
first automatically recurring subscription order by five days if the subscription frequency is set to
‘Weekly’ and the first shipment date selected is the next day.

24 User Guide https://business.officedepot.com




Office Depot « business.officedepot.com User Guide

CHAPTER 4: CHECKOUT
After you have added the items you wishto purchase to the Shopping Cart, you are now ready
to proceed to ‘Checkout.’

VIEW CART
You can view the items in the shopping cart at any time by hovering over the Cart icon at the top

of the page. To view the full shopping cart and make any final changes before purchasing, click
the ‘Cart’ icon or hover over the ‘Cart’ icon and click the ‘View Cart’ button.

Cli Company Name: OD EC SUPPORT TEST ACCT ing

FREE shipping

=& Xerox® Multipurpose Color Paper, 8 10 $48.80

12" % 11", 20 Lb, 30% Recycled,

Yellow, Ream Of 500 Sheets y
1. Office Depot® Brand Copy & Print 1 $36.24
e Papner, 8 1/2"x 11", 20 Lb, 500
V2o q
Sheets Per Ream, Case Of 10
s Reams e
Current Shipping Info Sub-Total: $85.04
DESK REQ
QoD EC SUPPORT TEST ACCT
GE00 N MILITARY TRL VIEW CART
MEq

BOCARATON, FL 33496-2434 USA
Change Ship To

The Shopping Cart page is displayed and you can remove items, change quantities, add
comments to the items, ‘Update Cart,” ‘Empty Cart,’ ‘Save Cart to List,’ ‘Share Cart’ and
‘Checkout.’
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1 Continue Shopping
Shopping Cart
Description Price/unit Qty. Available B/0@ Total Available: $85.04
Office Depot® Brand Copy & Print Paper, 8 12" x 11", $36.24 Update 1 0 $36.24 Backorder: $0.00
20 Lb, 500 Sheets Per Ream, Case Of 10 Reams i case
Item # 348037 Entered ltem # 348037 Save for Later Sublotal $85.04
. Go Greener (@ Subscribe
View GreenerOffice alternatives Add a Coupon (More
Remave Item Information?)
» Mot on GSA Contract
+  BESTVALUE FREE shipping
Estimate Shipping & Taxes
Comments | | Update 2 item(s): $85.04
Xerox® Multipurpose Color Paper, 8 112" x 117,20 Lb,  $4.88 Update 10 0 348.80
30% Recycled, Yellow, Ream Of 500 Sheets Jream
Item # 345660 Entered ltem # 345660 Save for Later Order By Item #
» GSA Schedule
Subscribe
» R ® Item Number
9 Eco-Conscious Remaove ltem | |
(&) Recycled cantent Qty l:l
Comments | | Update Need Help?
= Email Assistance
= FAQS
Continue Shopping Update Cart | Empty Cart | Save CartToList | Share Cart [[tResl=o Qe liNY a‘k‘"‘;‘h a Representative
at Now

GO GREENER

Depending on your account's settings and item availability, the option to purchase a greener
product may be displayed in the shopping cart. If you would like to proceed with the greener

Haeme / Find Your Product

Here is the Green Alternative for the item you selected:

You requested this item

Office Depot® Brand Copy & Office Depot® Brand
Print Paper, & 1/2" x 11", 20 Lb, EnvireCopy® 30 Paper, 8 1/2"
500 Sheets Per Ream, Case Of ¥ 11", 20 Lb, 30% Recycled,
10 Reams FSC Certified, 500 Sheets Per
Item # 348037 Ream, Case Of 10 Reams
Item # 340650
10 reams
List Price: 5197 .45 List Price: 519833
Your Price: £36.24 cass Your Price: $37.34 jcase
Qty : 1 || Choose this item.

CURRENT ITEM

But this item is eco-preferable

GREENER ALTERNATIVE

BRbl REPLACE CHECKED ITEMS p
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alternative, simply click ‘Choose this item’ on the ‘Greener Alternative’ item and click the
‘Replace Checked ltems’ button.

SHARE CART
By allowing you to share the items in your cart with other users, the ‘Share Cart’ option can help
consolidate orders, increase the order size, and minimize the number of orders to deliver.

Share your ltems

Please provide the details below to share your selection via email.
* Required Information

Your Name |E!SD CUSTOMER

Your Email |bs d-customer@ officedepot.com

Recipient Email |Separate multiple emails by a semi-colon

Comments:

¥ Send me a copy of this email

CART TIME OUT

After 30 minutes of inactivity (not clicking a link or button), your session may time out. We
recommend that if you are in the process of placing an order and need to stop for more than 30
minutes, save the cart as a unique shopping list or ‘Save for Later’ list.

SAVE FOR LATER

Save an item placed in the Shopping Cart by clicking on ‘Save for Later.” This time-saving
feature allows items that are placed in the Cart to be saved to your ‘Save For Later’ Shopping
List so that the item can be ordered at a later date.

To remove an item you have saved, select the item in the check box and click the ‘REMOVE’
button.
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Shopplng Car‘t Continue Shopping

Description Price/unit Qty. Available BIO® Total Avallable: $82.23
Office Depot® Brand Copy & Print Paper, 812" x 11",  $36.24 [1 | update 1 0 53624  Backorder: $0.00
’ 20 Lb, 500 Sheets Per Ream, Case Of 10 Reams /case S
ltem # 348037 Entered ltem # 348037 Save for Later Subtotal $82.23
=1 @ Go Greener @ Subscribe
View GreenerOffice alternatives Add a Coupon (More
Remove Item Information?)
» Not on GSA Contract
» “BESTVALUE Estimate Shipping & Taxes
2item(s): $82.23
Comments Update =
o Office Depot® Brand White Copy Paper,8 12" x 11",  $45.99 | 1 |Update 1 o saso9  Order By Item #
Q 20 Lb, 500 Sheets Per Ream, Case Of 10 Reams Youas :
e B ltem # 273646 Entered ltem # 273646 Save for Later item Number
- | @ Go Greener @ Subscribe -
View GreenerOffice alternatives Qty ADD TO CART
Remove ltem . b
» Not on GSA Contract
Need Help?
Comments | ] Update

= Email Assistance
= FAQs

Talk with a Representative

Chat Now
Continue Shopping Update Cart | Empty Cart | Save CartToList | Share Cart [+ Re3lo Qe VSN

Save for Later
Description Your price Quantity Total &
Office Depot® Brand Professional Photo Paper, $29.99/ 2 $§59.98
Glossy, 8 1/2" x 11", Pack Of 50 Sheets pack :

item Number 394860 Entered ltem # 394860
Manufacturer # ODPROGU1081150

» Not on GSA Contract

REVIEW THIS PRODUCT

To add selected tems to your shopping cart, click
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MOVING SAVED ITEMS TO A SHOPPING LIST
You can move your ‘Save for Later’ items to a Shopping list by checking the box next to the item
and then clicking on the ‘MOVE’ button. Add your item to an existing list or create a new one.

Home / My Shopping Lists / Add To List

Add to List

You can add your item to an existing list or create a new one.

® Select an existing list Create a new list
062015 v List Mame:
Comment:
Description Your price Quantity Total
Dell Inspiron 17 7000 17-7746 17.3" Touchscreen LED $1,317.99 1 $1,317.99
(TruelLife) Notebook - Intel Core i7 i7-5500U Dual-core leach
(2 Core) 2.40 GHz - Silver
Item Mumber 145209 Entered ltem # 145209

Manufacturer # 17746687550V
» Mot on GSA Contract

REVIEW THIS PRODUCT

Cancel Move

CHECKOUT
When ready, click on ‘Check Out’ in the Shopping Cart to proceed to the Checkout page and
complete your order.

CHECKOUT REQUIRED FIELDS
Required fields are identified with a red asterisk and will have a ‘Select’ button next to it if there
are specific selections/options.

The Payment information section displays your default payment method, and/or provides a field
to enter a Credit Card.

The ‘Email Options’ section allows you to cancel your e-mail order confirmation, and/or enter the
e-mail address of another individual who needs to receive a confirmation or alert of the order
being placed.

If you are not available for next day delivery, the Delivery Options section allows you to choose
from a range of valid delivery dates.
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Home Help Store Locator Welcome, BSD CUSTOMER. | Account#: 21217836 - Logout

- Order By ltem | My Lists —
Office B O § = e
- . -— ee 72,12

d or ltem# Q My Account.  Orders -  Quick Entry » My Lists»  Cart »

DEPOT Search by Ke

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology  Furniture  School Supplies Copy & Print

S, 3 Great Offers Celebrate Post-it? Brand Products = Eeiesszris ERZGIRVELIE
e, W (2
Home / Checkout
Need Help? ) )
) ) Talk with a Representative
Checkout = Email Assistance  cpat Now
= FAQS
Flease verify all of your order information below and choose one of the options at the bottom of the page to submit your order.
User Information Shipping Information
DESK REQ
User Name: BSD CUSTOMER EDIT 0D EC SUPPORT TEST ACCT
Phone: (555)789-2323Ex1 6666 G600 N MILITARY TRL
BEOCA RATON,
Email Address: madhurima.gupta@oficedepot.com FL 33496-2434 USA
Email Options Shipment Summary
| | would like an email confirmation for this order. Shipment1  Order #: 775674039-001 Estimated Arrival By: 06/15/2015

Send an email confirmation to another contact:
Additional Email Address:| |

e S S

30 | User Guide https://business.officedepot.com




Office Depot « business.officedepot.com User Guide

Account Informauw..

* PO Number [PO JUNE2015

|
+ Release |RELEASE 5 |
* CostCenter  |[CC 2ND QTR 15 |
+ Desktop [FRONT RECEPTION |

|| Make these my default values, if permitted

* Contact: [BSD CUSTOMER |
ContactPhone: (561 [)[438 |-[0000 | Ext| |

These comments are for your information only, they are not
utiized by our Delivery Carriers.
Comment: |

Comment: | |

Comment: | |

Payment Information

® Credit Card | IT OPERATIONS VISA v
' Alternate Credit Card

Redeem a Gift Card or Rewards Certificate

Card Number:

PIN:
| o

Delivery Options

For Standard Delivery: For Future Delivery:
If you are not availahle to receive this order on the date below, then To place an order for FUTURE delivery, (delivered in no less than 21
select a different delivery date (date request applies to stocked items, days and no greater than 180 days) Click Here

any items shipped directly from the vendor will be delivered as
previously indicated):

Select a desired delivery date:

[Mon, Jun 15,15 ¥ |

SUBMITTING YOUR ORDER

The bottom of the Check Out page displays the items you selected. Verify that this information
is correct and click either the ‘Place Order’ or ‘Put This Order On Hold’ button to finalize your
order.

PLEASE NOTE: If your user profile is setup as a ‘Hold Only’ profile, your order will

automatically be placed on hold for approval, the ‘Place Order’ button will not be available and
the ‘Put This Order On Hold’ button must be used.
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Your order is not processed until you click the ‘Place Order’ or ‘Put This Order On Hold’ button.

Shopping Cart tdainspes

Estimated Delivery Date: 05/11/2015 Order Number: 769898526-001

Description Your Price/unit aty. Available BO®  Total Remove ltem
Pacon® Spectra® Art Kraft® Roll, 36" x 1000", Canary $72.99/roll (10 0 0 $720.90

item# 0337709
= Entered Item 2 337700 @ Subscribe
» OSA Schedu'e

Available: §729.90
Backorder @ $0.00
Subtotal $729.90
Delivery Fee: FREE
Discount ($72.99)
Miscellaneous $0.00
Taxes $39.41
Total: $696.22

Back To Top Have you made changes 10 your cast or delvery option? m

By submitting this order, you agree to the Terms and Conditions

SAVE CART TO LIST 3 PUT THIS ORDER ON HOLD p O PLACE ORDER »
ot

ACK 10 10me you

Continue Shopping

To redeem coupon(s), click button to the right. After filling out forms, please click Place Order button o
at the bottom of the page.
(More Information?)
Site Info Customer Service Company Info Specials Customer Tools
Aap Email Assistance Affiliate Program 5% Back to Schools Program Order by items
International Phone Suppon International GreenerOfice Online Catalog
Terms & Conditions Gift & Rewards Card About OfSce Depot Store Locator
Store Purchasing Card Customer Services
Terms

Terms of Use
Catalog Pricing
Privacy Policy

ces 2w subject tn hange. ANl use of the ste & subject 1o the Terms of Use Prices and offers on

Copyright © 2015 by Office Depot. Inc
vy off POt SOm ey mot Bppdy 10 3
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ORDER CONFIRMATION

When your order has been submitted, the Order Confirmation page will appear. This confirms
that your order has been successfully submitted to the Office Depot system. Your order can be
tracked by using the order number displayed on this page.

Print This Page

Thank you for your order!

This order will be placed on hold.

“You will receive an order confirmation email shortly. Please save this email for your records. Your Credit card will be charged when the
order ships.

Shipment Summary

Shipment 1 Order Number: 773264821-001 Estimated Arrival By: 06/02/2015 View Order Details

My Account

View Order Details for This Order
Print Order

View Your Order History

View Your Account Information
Reorder

Use the links to the left to quickly access information about your
account. You may check the status of your order, view the order's
details, change the information in your account, or view your
previous orders.

Order Information

Account#: 21217836
Your Order Number is: 773264821
Company Name: 0D EC SUPPORT TEST ACCT

Shipping Information

DESK REQ
0D EC SUPPORT TEST ACCT
6600 N MILITARY TRL

BOCA RATON,
FL 33496-2434 USA

PO Number: 1234
Release: 1234
Cost Center: 1234
Desktop: 1234

Contact: Contact: BSD CUSTOMER
Contact Phone: (561)438-1111

Comments

Payment Information

Creditcard
Credit Card Number; s

Order Summary

Hide Images

. Order Date: 05/28/2015
Shipment 1 geiey dete: 160212015 08:30 AM - 05:00 Pm

Order Number: 773264821-001

Your Price/unit Qty. Available B/O @ Total Commenis

Description

Office Depot® Brand White Copy $45.99 1 1 a 54599
Paper, 8 1/2"x 117, 20 Lb, 500 case
Sheets Per Ream, Case Of 10
Reams
Entered ltem # 273646
» Not on GSA Contract
@7 DYMO® LabelWriter® 450 Label $99.99/ 1 1 o $99.99
Sl Printer For PC Or Mac® each
v Entered ltem # 934838
- 2 » Nat on GSA Contract
Available §145.98
Backorder: @ $0.00
Subtotal $145.98
Delivery Fee FREE
Miscellaneous $0.00
Taxes: $8.76
Total: $154.74
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ORDER TRACKING

The Order Tracking function, accessible under the Orders Icon, allows you to check the history
and view the details of orders. With this feature, users have the ability to view all of their orders
or to filter orders using specific search criteria.

Processed Orders

Result1-10 of 500 Page: 1 2 3 4 5 6 Mext »  Last
Order Number Order Date Total Status Delivery Date Changeable  SITE# Contact Type
775584856-001 06/11/2015 $36.36 Delivered 06/12/2015 Mo 29705 ALDYS ODILON Order
775584178-001 06/11/2015 5463.92 Shipped 06/15/2015 Mo 22438 MICHELLE MILLER Order
T775583402-001 06/11/2015 5221.54 Shipped 06/12/2015 Mo 2347 JOVONDA DUPREE Order
775582619-001 06/11/2015 5141.89 Shipped 06/15/2015 Mo 10389 SOMIAVASQUEZ Order
775581137-001 06/11/2015 5233.76 Shipped 06/15/2015 Mo 36916 HELEM RODRIGLUEZ Order
T75580936-001 06/11/2015 555.16 Shipped 06/12/2015 Mo 36916 HELEM RODRIGUEZ Order
775580005-001 06/11/2015 5213 Shipped 06/15/2015 Mo 45591 LETTATAYLOR Order
T75580004-001 06/11/2015 5427 Shipped 06/16/2015 Mo 45591 LETTATAYLOR Order
775580003-001 06/11/2015 518.18 In The Warehouse 06/17/2015 Mo 45591 LETTATAYLOR Order
T75580002-001 06/11/2015 57.80 InProcess 06/18/2015 Mo 45591 LETTATAYLOR Virt Whse

PLEASE NOTE: Depending on user profile settings, users may modify an order if the status is
in the ‘Held By Customer,’ ‘Held For Review,’ or ‘Held For Restrictions’ status.

QUICK RELEASE OF ORDERS
If your user profile allows the release of orders pending approval, on the Order Tracking page
you will see a checkbox in the ‘Select’ column for orders that have a status of ‘Held By

Customer’ or ‘Held For Review.’ To release these orders, check the box for each order and then
click the ‘Release Selected’ button. All orders checked will be released.

PLEASE NOTE: Orders in the status of ‘Held For Restrictions’ may require W orkflow approval.

To release Workflow orders, the approver should click on the order and the following page will
provide the options to approve, reject, or cancel the order.

Chck an order number 10 see the detalls of your order, of 1o view delivery tracking information.
Orders Pending Approval
Result1.50!5
Delivery PO
ol Order Number  Order Date Total Status Dete Nomber Cost Center Release Contact Approver: Type
- Held for . e NEW) COST " HORACE
05082015  S3841 o etons 09112015 TEST CENTER S NEW)<REL'S» TEST2 Order
» - Hekd for ”, \ ROBERY ROBERY Vit
oNTR01S SST 8 Restrictions 04242015 A ALLY3ICOSY CHRISTUCKER EROWN BROWN Whse
au1T Held for o A . o YU ROBERT ROBERT
OUIT201S $14390 ol ens 04202015 A ALLYICOST CHRISTUCKER oo niiel BROWN Order
. - . s A SHOULD BE a 850
OUI62015 S21195 Held by Customer 05072015 AAZZ DELETED A CUSTOMER Order
412001 V102015  S4875 Meldfor Depost  OW1M015 1 1 ' OUNA Order
’ 3 o oty s e FRANCO
ancel Selecied  * « Advanced Orders for Future Delivery

ORDER TRACKING SEARCH CRITERIA

Search for orders by Contact, Cost Center, PO Number, Release, tem Number, and Ship To ID
by choosing the appropriate option from the drop down and entering the search value. You can
also search by Status, Date Range, Dollar Range or Approver. Once you have made your
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selections and entered the search criteria, click ‘Search Orders.’ The Order Tracking page
reappears with the orders listed by the search criteria you selected. Sort these orders by clicking
on any of the column headers.

Orders

Use one of the methods below to locate a specific order.
Showing All Orders Copy & Print Depot

Find Your Order Search BY: | Qrder Number ¥
Search by item or order

number, order status, or order Status: | ALL v
date range From: To:
DateRange: [07/202015  |Fg (08202015 |
Min: Max:
Dollar Range:
Approver: Select Approver

SEARCH ORDERS

ORDER DETAIL

To view the details of an order, click on the order number in the Order Number column of the
Order Tracking page. Onthe order detail page you can reorder items or submita return. Some
users may have the additional options of releasing canceling or modifying orders that are held
for approval.

RELATED ORDERS

Orders you create may be split into two or more separate orders due to account settings and/or
order fulfillment methods. When viewing the Order Detail page of an order that has split into
multiple orders, the other orders resulting from the spilit will be listed at the bottom of the page
and a 'Related Orders' button is available to take users to a page that has a consolidated view
of all the split orders.
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Comments:
Subtotal $36.24
Delivery Fee: $5.95
Miscelianeous: $0.00
Taxes: $2.53
Total: $44.72
My Account Cancel Order | Moddfy Order | View Search Results ADD TO LIST
Prnt Order
Ematl Us All selected items will be added to your shopping cart
Back to Order Tracking
Click here to see a consolidated list of this order along with its corresponding related orders
Related Orders & Returns
Order number Total Order Date Delivery Date Status
757506656001 s442 022412015 0212672015 Held for Restrictions
Order number Total Order Date Delivery Date Status
757506708-001 5951 022472015 0212672015 Held for Restrictions
T T
Shipment Summary 2 Shipments
Shipment 1 Order Number: 757506656-001 Held for Restrictions Modify Order Cancel Order View Order Details
Shipment 2 Order Number: 757506708-001 Held for Restrictions Modify Order Cancel Order View Order Details
Workflow Status
Comments
APPROVE/RELEASE ALL
Shipment 1: Order Number: 757506656-001 Held for Restrictions
Status Details Comments
Approved By APPROVER2 A on 02/24/2015 at 17.06.42
Pending Release from APPROVER3 A
Shipment 2: Order Number: 757506708-001 Held for Restrictions
Status Details Comments
Approved By APPROVER2 A on 02/24/2015 at 17.07.00
Pending Release from APPROVER3 A
Order Summary
Shipment 1: Order Number: 757506656-001 Status: Held for Restrictions
Description Your Price / Unit Quantity Back Ordered  Shipped Total
- PAPER,COPY,0D,CASE,10-REAM $36.240 / case 1 0 0 $36.24
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ORDER RETURNS
You may create a return request on line by following these steps:

eOpen Order Tracking to view orders.
oClick on the desired Order Number to place a return.
oClick on ‘Begin Return’ at the bottom of the Order Detail page.

eSelect the item or items you want to return, selecta reason from the drop-down list, and click
‘Continue.’

eReview the information for the return and click ‘Submit Return’ at which point you will get a
Return Authorization Number for the return.

Order Summary Hide Images
Description Pri::(eo?!rlnit Quantity B/0@ Shipped Total Reorder Price /Unit Reorder Qty. Deselectall
- Smead® Manila File Folders, Letter Size, 13 $6.63 / box 4 0 4 $26.52 $6.63/box 4 i
n Cut, Pack Of 100

N ftem# 315515

»  BEST VALUE

Comments:

Subtotal: $26.52
Delivery Fee: $0.00
Miscellaneous: $0.00
Taxes: $0.00
Total: $26.52
My Account View Search Results | Begin Return [Ny eR1eINCI1

Print Order
Email Us

Back to Order Tracking

eYou may include instructions for an Office Depot or UPS driver.

eYour return pickup will be scheduled to coincide with your next delivery, or within 5 days if no
orders are scheduled.

eYou may return most items in their original packaging within 30 days (most technology items
within 14 days). All returns must be in their original packaging.

eYou may submit only one online return request per order. Please contact Customer Service if
you need to return an additional item from the same order.

PLEASE NOTE: Depending on the specific order type, or if a return has already been placed

on an order, the ‘Submit Return’ option may not be available. Please contact Customer Service
at 888.263.3423 (888.2.0FFICE) to place a return for these orders.
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CHAPTER 5: MY PROFILE

For easy access to your account’s current settings, click on the My Account icon located on the
top navigation bar. If your company has instructed Office Depot to place restrictions on your
user profile, you may have limited access to view and choose: Ship To Locations, Cost Centers,
PO numbers, or Releases. Your Office Depot Account Manager or your company’s Super User
will assist you if necessary

My Account
My Profile y
Create and store your information for easy acce:

= My Profile Overview A

+ Select Ship To Order Tracking

= Select Contacts

» Select Deskiop _ )

= Select PO Number My Recent Orders . SearchBy: [Order Number[~] ¢ Future Orders

= Select Release T77639194-001 06/24/2015 statu : This feature has been

= Select Cost Center : 5: :

= My Proxy Approver ALL [=] i designed to allow you to place

From: To: ¢ your orders now for future
. °  Date R . : delivery. This should only be
n Orders Pending Approval © Range i i i used for orders you wish
Need Help? Mo orders found pending Min: Max: i delivered in no less than 21
approval H Dollar Range: ¢ days and no greater than 180

= Email Assistance ’ i days.

= FAQs . :

Approver: ¢ » Go to Future Orders

Talk with a Representative
Chat Now SEARCH ORDERS

My Shopping Lists

Shopping Lists nelp you keep  ggjact an existing list Create a new list
track of items you purchase on

aregular basis and can be set  [pg2015 |Z| List Name: =

with reminders so you will never

run out of your supplies! _ Comment:

» How to use and create lists VIEW LIST

» Set up reminders for yourself
CREATE LIST

Order Tracking and My Shopping Lists are available from the My Account page.

MY PROFILE OVERVIEW

My Profile Overview is a one-page summary of your user settings. This feature can be accessed
from the My Account page, by clicking on the ‘My Profile Overview’ link, giving you the ability to
view your settings. Click on ‘View’ to see the details for each particular setting. Depending on
your permissions, you may be able to edit these settings.
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Home [ My Account / My Profile Overview

My Profile Overview

My Profile
Welcome, BSD CUSTOMER!
My Profile Overview Please take a moment to verify the below information.
Select Ship To

Select Contacts
Select Desktop

Select PO Number Your User Settings User Info Subscriptions & Settings
ge:eg Ee‘?acse . Manage your contact BSD CUSTOMER Edit User Info & Subscriptions

elect Lost Lenter information, subscriptions and  (555)123-4567 Edit Login Info & Lost Password Prompt
My Proxy Approver logins BSDCUSTOMER@OFFICEDEPOT.COM

Need Help? m

= Email Assistance

= FAQs Accounting Fields/Shipto View &
Talk with a Representative
Chat Now
Permissions View Workflows/Approvals View

Custom Catalogs View

Associations View

Payment View

Manage your payment
preferences

SELECT CONTACTS

If you need to change the contact before you place your order, you can select a different contact
by choosing My Account and clicking ‘Select Contacts’in the My Profile box. You can also enter
a contact name on the checkout page by typing directly into the Contact field. Select a new

Contact for your order in the Select Contact screen. To go back to My Account, click on the
‘Return to My Account’ link at the bottom of the page

Select Contacts

Manage Account Current Contact: BSD CUSTOMER
(561)438-1111

= Manage Contacts

= Manage Ship To

= Manage Desktop

= Manage PO Number Contacts for This Shipping Address
= Manage Credit Cards

These contacts are associated with your current shipping address: DESK REQ(00005)
Manage Users To view other contacts enter search criteria below:
: égﬂ »Tg;l\‘;:liesfrs Search for a Contact By: | Last Name Y|
= Active/Inactive Users sz s 5156 r 1
= Tiered Approvals ' Beginning With '@ Containing |
= Credit Card Groups
= Procurement Card

Registration

Next Page »

My Profile Select Contact name Email Address Default Phone

KATE MARTIN KATE.MARTIN@ACME.COM (305)555-1212
= My Profile Overview
« Select Ship To LISA JONES LISAJONES@TESTCOMPANY.COM (212)555-1212
= Select Contacts

< JIM WILLIAMS £ 212) 1212

« Select Desktop JIMWILLIAMS@TESTCOMPANY.COM (212)555-
= Select PO Number JOHN DOE JOHN.DOE@OFFICEDEPOT.COM (561)555-1212
= My Proxy Approver

APPROVERS A NOREPLY@OFFICEDEPOT.COM (561)438-6598
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SELECT A SHIP TO LOCATION

View your current and default ‘Ship To’ by choosing My Account and clicking ‘Select Ship To’ in
the My Profile box. Depending your profile settings, you may be able to search for and select
alternate ‘Ship To’s.’

Manage Account

Manage Contacts
Manage Ship To
Manage Desktop
Manage PO Number
Manage Release
Manage Cost Center

Manage Users

Add New Users

Edit Active Users
Active/inactive Users
Tiered Approvals
Credit Card Groups
Frocurement Card
Registration

My Profile

My Profile Overview
Select Ship To
Select Contacts

.
.
. o : :
» Select Desktop © Containing f 1S el \iew only your Ship To List
= Select PO Number
= Select Release
= Select Cost Center
= My Proxy Approver Mext Page »
Need Help'? SELECT CANCEL Return To My Account
= ER‘lgilAssistance Expand All
. 5
Talk with a Representative Current Default ID Name Address City State Zip Code
Chat Now
OFFICE DEPOT TEST 950 BRECKENRIDGE LN
00748 ACCOUNT STE 220 LOUISVILLE Ky  40207-3929
00796 OFFICE DEPOT TEST 6600 N MILITARY TRL BOCA RATON FL  33496-2434
ACCOUNT
OFFICE DEPOT TEST
00819 ACCOUNT 201 E1ST ST PLAMKINTOM 5D 57368-2021
00821 20770STUSER 2200 OLD GERMANTOWN RD DELRAY BEACH FL  33445-8223
00826 KJGJKGJKGH 2200 OLD GERMANTOWN RD DELRAY BEACH FL  33445-8223
OFFICE DEPOT TEST 4662 JEFFERSON TOWNSHIP
oos27 ACCOUNT L MARIETTA GA 30066
00835 XXTEST 1525 W HARRIS BLVD CHARLOTTE NC  28262-8522
00837 LIASTEST 2200 OLD GERMANTOWN RD DELRAY BEACH FL  33445-8223
00844 SFRCE IERTTTET 123 MAIN ST ADA M 49355-0001

Select a Ship To

Your Current Ship To:

BEATLES123456
OFFICE DEPOT
6600 N MILITARY TRL

Budget Limit: N/A
Budget Used: $0.00
Budget Start:
Budget End:

Your Default Ship To:

BEATLES123456
OFFICE DEPOT

6600 N MILITARY TRL

Manage Credit Cards EE}CA RATON EI(_)CA RATON
334062434 334962434
USA Usa

Budget Limit: N/A

Budget Used: 50.00

Budget Start:
Budget End:

Select a Ship To by searching or viewing the entire list:

To view other Ship To enter search criteria below:

Search for a Shiptos By: | Business Name ¥

Beginning With

ACCOUNT

SELECT PO, COST CENTER, RELEASE AND/OR DESKTOP

Select the PO, Cost Center, Release and/or Desktop you need by choosing My Account and

clicking on the appropriate link in the My Profile box. You can search and update the Current or
Default settings, depending on your profile permissions.

PLEASE NOTE: These fields can be customized or hidden at your company’s request.
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Select a Release

Manage Account Your Current Release: Your Default Release:

Manage Contacts Comment Comment
Manage Ship To

Manage Deskiop

Manage PO Mumber

Manage Release

Manage Cost Center Select a Release by searching or viewing the entire list:
Manage Credit Cards

To view other Release enter search criteria below:
Manage Users

: SEARCH iew only ;
= Add New Users Search for a Release: | - View only your Release List

= Edit Active Users

= Active/nactive Users

= Tiered Approvals

= Credit Card Groups Mext Page »
= Procurement Card

Registration m Return to My Account

USER INFO AND MARKETING SUBSCRIPTIONS

You can update your Contact Information, Email Address, Email Format and Marketing
Subscription options by clicking on ‘My Profile Overview’ under My Profile. Click on ‘Edit’ or the
‘User Information & Subscriptions’ link and then click the ‘Update Account’ button to save any
changes.

To go back to My Account, click on the ‘Return to my Account’ link at the bottom of the page.

Account Settings

My Profile
« My Profile Overview My Contact Information: Subscriptions:
= Select Ship To i e b Please choose from the options below to receive catalogs,
= Select Contacts - promotions and services
= Select Desktop
. gelect ;O Number *First Name: BSD Email:
= SelectRelease
= Select Cost Center Middle Initia): 7 Postal Mail:

My Prox rover
S SRy g *LastName: CUSTOMER 2 Monthly Promotions

An | I
5 *Phone: (855 |)[123 | - (4567 Ext it

Need Help? Fax: ; ) « Phone:

Email Assist « Telephone Marketing
: F:’g; SSEance *Email Address:  BSDCUSTOMER@OFFICEDEPO?
Talk with a Representative Email format: Html v | Need help choosing your email
Chat Now format? Click here

Mailing Address: 6600 N MILITARY TRL
BOCA RATON,
FL
33496-2434
Select an Address

UPDATE ACCOUNT m Return to My Account

YOUR LOGIN ID AND PASSWORD

You can change your password, security question, or security question answer by clicking on
the ‘Edit Login Info & Lost Password’ prompt under ‘My Profile Overview’ from the My Profile
box. Click on the update button to save any changes.
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Login

My Profile
= My Profile Overview Change Login Settings
= Select Ship To )
= Select Contacts Login Name BSD NEW CUSTOMER
= Select Desktop *0ld Password | |
= Select PO Number
= Select Release *MNew Password | |
= Select Cost Center
= My Proxy A
y Proxy Approver - Confirm | |
Password:
Need Help? Password Expires: Every 90 Days
|| Keepme logged in
= Email Assistance (Cookies must be
= FAQS enabled for auto
login.)

Talk with a Representative
Chat Now

Update Security Question

| What is your pet's name? v

* Answer: | ...... |

*Confirm Answer: | ...... |

Return to My Account

PAYMENT INFORMATION

Depending on your account setup and profile permissions, you may be able to change your
payment options by clicking the ‘View’ link next to ‘Payment’ on the My Profile Overview page.
Select the desired payment option and click the ‘Update’ button to save any changes.

To go back to My Account, click the ‘Return to My Account’ link at the bottom of the page.

Payment View [

Manage your payment
preferences

Edit Payment Information
Permissions

Default paymentmethod | seeount Bling *

Fayment selection Can change payment method
Credit Card Single credit card
At Checkout Can use alternate credit card
m Return to My Account
Manage Credit Card

* Default Credit Card Number

= Expiration Date

2
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PROXY APPROVER INFO

If you approve Workflow orders, you may select a Proxy Approver to approve orders while you
are out.

Choose a Proxy Approver by clicking on ‘My Proxy Approver’ in the My Profile box. You can
search by the Proxy Approver’s user ID or name or you may select from a list of all Proxy
Approvers in the system.

Once selected, click the ‘Active’ radio button to begin sending Order Approval e-mails to your
Proxy Approver (you will still receive your approval e-mails while your proxy is active).

Stop Order Approval e-mails from going to your Proxy Approver by clicking on the ‘inactive’
radio button. Click on the ‘update’ button to save changes.

My Proxy Approver

My Profile Edit Proxy Approver (Workflow Approvers Only)
g‘gls&"g'ﬁiﬂir‘”e"" Please be sure of the following criteria:
Select Contacts 1) The proxy approver must have permissions to "View All Orders”. Contact your super user or account representative to make sure.
Select Desktop 2) The selected proxy approver has not been assigned a proxy approver.

Select PO Number

Select Release )
Select Cost Center Your Account: 88660100ADMIN

My Proxy Approver

Your Proxy Approver:  NONE CHOSEN
Need Help? Status: Active (away from office) @ Inactive
= Email Assistance

. FAQS Search by: Userid v

Talk with a Representative

Chat Now
Mext Page »
User ID User Name Select
001APPROVER 001APPROVER BRACKENRIDGE Select
001BUYER 001BUYER BRACKENRIDGE Select
002APPROVER 002BURBANK APPROVER Select
002BUYER BURBAMNE BUYER Select
D03APPROVER D03EDISON APPROVER Select
004APPROVER 004FCX TECH APPROVER Select
D05APPROVER 005SHIGHLANDS APPROVER Select
D06APPROVER 006HOUSTOMN APPROVER Select
D0TAPPROVER 007 APPROVER Select
D0TBUYER 007TJEFFERSCN BUYER Select
D0BAPPROVER D08LAMNIER APPROVER Select

PLEASE NOTE: Before choosing a Proxy Approver, make sure that the user is able to View all

Orders and will be available for order approvals. To go back to My Account, click on the ‘Return
to My Account’ link at the bottom of the page.
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CHAPTER 6: OTHER FEATURES

ONLINE REPORTING
‘Online Reporting’ provides the ability to review your account’s spending patterns, identify
savings opportunities, pay invoices and request proof of delivery.

You can manage and control your company’s office supplies spending simply and effectively by

clicking on ‘Online Reporting’ from the drop down list of the My Account tab or in the left
navigation of the My Account page.

PLEASE NOTE: Not all users have access to Online Reporting.

My Account. Orders »

EI 0 w Online Reporting

Our new Online Reporting

Account

\CCount L_J gives you more options for
My Account managing your Office Depot
|
ey Prosie itd account!

Bulletin Board

» Go to Online Reporting

Online Reporting

Manage Quotes

Dashboard ke
Spend Analysis >
User Activity >
Saving Opportunities >

My Solutions

Online Catalog

———

Online Reporting

Manage Account
Our upgraded systems give you more options to manage your Office Depot account. We encourage you to use these options. If you have

« Manage Contacts any questions please contact our Technical Support Desk at 800.269.6888,
= Manage Ship To
- M Deskis 2
= Mansge PO NUmbSe Bill Management Dashboard
« Manage Release  Review account details « Review spending pattems with at-a-glance charts and graphs
« Manage Cost Center « Payinvoices online « ldentify savings opportunities and office supply benchmarks
= Manage Credit Cards « Initiate invoice disputes « Gain insights to online user activity and behavior
« Obtain copies of invoices « Download data into Microsoft Excel to perform additional
« Request Proof of delivery analysis
Manage Users Bill Management Dashboard
= Add New Users How To use Bill Management
= Edit Active Users
« Active/inactive Users
. gere_d évprtgals @ Bill Management access New customers
< P,':g\':re:":m g’;ﬁs please allow 12-24 hours for access.
Registration Password changes - allow 15-20 minutes to

take effect before accessing Bill Management.

My Profile
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BUDGET TRACKING
Budget tracking enables customers to track and manage budgets in real time. Budgets can be
created at the Cost Center, PO and Ship To levels.

The budget feature provides budget administration and tracking ability, flexibility and a graphical
‘Budget Indicator’ that provides end users with an ‘at-a-glance’ status of their current budget.

As orders are placed using Cost Centers, PO Numbers or Ship To’s that have a budget limit set,
each order’s dollar total is debited from the budget, which provides running total of the ‘Used’
budget amount. When the budget limit has been reached, users who are not flagged to
‘Override Restrictions’ will receive an error message when attempting to place an order that will
exceed their budget limit (Users who are flagged to override restrictions can exceed dollar limits
and order ‘Restricted ltems’ — see Chapter 7: User Profiles / Permissions) .

A ‘Budget Alert’ email can be sent to up to three users when the remaining balance on a budget
falls below the threshold specified in the budget.

CREATING A BUDGET
Depending on account setup and profile permissions, users may be able to create and manage
budgets on Cost Centers, PO Numbers, and Ship To’s.

To create a budget, click on My Account and on the next page click either Manage Ship To,
Manage Cost Center or Manage PO in the ‘Manage Account’ box. Either select an existing Ship
To, Cost Center or PO to add a budget to, or create a new Ship To, Cost Center or PO and add
a budget to it at the same time. Enter a ‘Budget Limit’ and if desired enter a ‘Start Date,” ‘End
Date’ and an ‘Email Alert’ percentage.

*’Budget Limit’ is the maximum amount that can be spent against the budget.
*’Start’ is the earliest date that the budget can be used on an order.
*End’ is the last date that the budget can be used on an order.

*The ‘Email Alert’ percentage is the percentage of remaining budget at which an ‘Alert’ email
would be sent. Up to three users can be selected to receive the ‘Alert’ email.

Budget

Budget Limit: 5/1000.00

Used: 50,00 Resetto Zero

Start: (mmiddhyyyy)

End: 01/29/2030 | (mm/ddiyyyy) Dates beyond 2039 are invalid.
Email Alert

Send alert when 10 | % of budgetis remaining

+ Select User (3 Max.)

Enter the desired values, then click ‘UPDATE’ to save the changes.

45 | User Guide https://business.officedepot.com




Office Depot « business.officedepot.com User Guide

BUDGET INDICATOR

The budget indicator is displayed in the header above the Search Box, on the ‘Select PO,’
‘Select Cost Center’ and ‘Select Ship To’ pages and on the Order Detail page for workflow
(approval) orders.

Accounts that wish to use the Graphical Budget Indicator can have their account flagged to
display it for one of the following budgets: PO, Cost Center or Ship To.

When the Budget Indicator is turned on for an account, individual users can then be flagged to
either view the budget indicator or hide it from their view.

Whether the Budget Indicator is turned on or off for an account or user does not affect the
budget tracking feature, it simply either shows the graphical budget indicator or hides it from
view.

The Budget Indicator displays the budget for the user’s current PO, Cost Center or Ship To
(depending on account settings) that is selected for the user’s current order.

Home Helg oo LoCaio

Off.r Orcler By e | My Lists | Avdilable Budget $294.75 Order By Item | My Lists | Available Budget $394.75
1ce W =T O ——w T
DEPOT v Keyword Q Wy Avgont. Onsers. OucZomye 1 ims. cor. S22

Office Supplies  Paper  Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies Copy & Print

Sekig 0 3GreatOffers Celebrate Post-it® Brand Products ~ Swwe21s

“'-'n-:“""«.”' e

Harme ¢ Tecknokogy

If all of the available budget has been used it will be displayed with zero budget available.

Home Help Store Locator / Order By ltem | My Lists | Available Budget $0.00
Oﬂice Order By ftem | My Lists | Availabie Budget $0.00 'I:I' iiﬂ é s \Zf 5fems
DEPOT | i O.| My Accout. Owwwe Cultifniys Wylbtie Cate LTFRF.

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology  Fumiture School Supplies  Copy & Print

Sa€e_J 3 Great Offers Celebrate Post-it*Brand Products  esemears
P WY gt

Hewmee ¢ Texhnodogy

If the budget has been exceeded a negative budget value will be displayed.

Homs) Feo) S Locelor / Order By Iltem | My Lists | Available Budget -5127.74
- Order By Ham | My Lists Available B ||‘.-'l|-"" S127 .74 —
- -l-: = g1
Office | | O =0 g = Fihm
DE PDT o Q My Account. Oiders. OuickEntry. MyLiBt. Can.

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies Copy & Print

. Uy _f 3 Great Offers Celebrate Post-it® Brand Products ~ Eweecans  SESEETeRISE

i £ L

Moemes | Technology nputers & Tablets
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The Budget Indicator is also displayed on the Order Detail page for workflow (approval) orders
and the ‘Select PO,’ ‘Select Cost Center’ and ‘Select Ship To’ pages.

Home / My Account / Order List / Order Detail

Need Help?
: = Email Assistance
Order Detail “FAG:
Print This Page
Order & Budget Information Vg ~N
Order Number: 337843299-001 Status: Held for Restrictions Budget & Cost Center Details
Order Date: 0312712015 Delivery
Ordered By- CC WORKFLOW Date/Time: 0% _ 100%
Last Modified By: CC WORKFLOW Comments:
Last Modified On: 0312712015 Budget Available $10,000.00
Description: A BI TEST 6
Budget Limit : $10,000.00
Budget Used: 5000
Budget Start: 03/20/2015
Budget End:  03/28/2015
Store Pickup Information Billing Information
Store Pickup Address Billing Contact: PO Number
Office Depot Store# 1165 CC WORKFLOW USER TEST
OFFICE DEPOT TEST ACCOUNT Cost Center
6600 N MILITARY TRL (561)438-1111Ext.0000 TEST6
BOCA RATON, Release
FL Payment Method: TEST
33406-2434 Credit card
UsA Credit Card Number: *ssses
Amount: 58478
Workflow Status
Status Details Comments
Pending Approval By APPROVERODD1
Approve
") Disapprove (requires comments)
Comments
Home ! My Account! Selecta PO Number
My Profile Select a PO Number
= My Profile Overview
« Select Ship To Your Current PO Number: Your Default PO Number:
- ge:eggunﬁc{s AAA AAA
: Seled F'CE)SN ‘mb Description: Description:
. se|em Rel umber Budget Limit: §500.00 Budget Limit: $500.00
Seledce ?acse ; Budget Used: 50.00 Budget Used: 50.00
. Me ; O; enter Budget Start: 011/01/2015 Budget Start: 01/01/2015
y Froxy Approver Budget End: 10/21/2015 Budget End: 10212015

: E,TSLI Assistance Budget Available $500.00 Budget Available §500.00

Talk with a Representative
Chat Now

SELECT CANCEL Return To My Account

Current Default PO Number Comment Budget Limit Used Available Start End
AA ACOMMENTS MIA $0.00 MiA

L L AAA S500.00 S0.00 §500.00 01012015 10/21/2015
AAANA 510.00 $0.00 s10.00

SELECT CANCEL Return To My Account
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CREDIT CARD PERMISSIONS USER SETUP

Individual BSD users can be flagged to use one of the following credit card options by sending a
request to their Office Depot Account Manager or on the Business.officedepot.com web site by
Super Users:

eSingle Credit Card

eMultiple Self-Managed Credit Cards

eAssigned Credit Card Groups

eMultiple Self-Managed Credit Cards & Assigned Credit Card Groups

SINGLE CREDIT CARD

The ‘Single Credit Card’ feature allows users to have a single credit card defaulted in their web
user profile which eliminates the need for the user to manually enter the credit card while
placing orders. Users who have a single default card can also be restricted to using only their
default card.

MULTIPLE SELF-MANAGED CREDIT CARDS
The Multiple Self-Managed Credit Cards feature provides users with the ability to self-manage
multiple credit cards on the Business.officedepot.com website.

Users can store up to 10 credit cards and create a ‘nickname’ (or alias) for each credit card to
assistin managing their cards and selecting a card while placing orders.

ASSIGNED CREDIT CARD GROUPS

The Credit Card Groups feature provides Super Users with the ability to add credit cards to the
account, create credit card groups and add credit cards to the groups and then assign the credit
card groups to specific users. The credit cards on the user’s assigned card groups are available
for the user to select on the checkout page when placing orders.

Super Users can also add credit cards to groups that were added by other users and are not
marked as ‘Private.’
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PROCUREMENT CARD

Procurement Cards can be registered by a Super User in order for customers to shop in our
retail stores to get their company’s discount. In addition, the procurement card purchase will
appear in the ‘Dashboard’ under ‘Store Spend.’

PROCUREMENT CARD REGISTRATION
Your Super User can access the Procurement Card under the Manage User Section.

To receive your contract pricing at any Office Depot store within the United States, you must
first associate your credit card with your contract account. This will ensure that you receive the
best price, either your contract price or the store sale price, whichever is lower. Please allow
two business days to process your request.

Procurement Card Registration

Manage Account

To receive your contract pricing at any Office Depot store within the United States, you must first associate your credit card with your

Manage Contacts contract account. This will ensure that you receive the best price, either your contract price or the store sale price, whichever is lower.

Manage Ship To

= Manage Desktop Please allow 2 business days to process your request.

= Manage PO Number . . . .

= Manage Release Ifyou have any questions concerning your current Procurement Card settings, please contact your Account Representative.
= Manage Cost Center § . .

= Manage Credit Cards * At least one credit card number is required.

Account Mumber: 21217836

Manage Users * Credit Card 1: Mo spaces or dashes (i.e. 00000000)

Credit Card 2:
= Add Mew Users

» Edit Active Users Credit Card 3:
= Active/inactive Users Credit Card 4:
= Tiered Approvals )

= Credit Card Groups Credit Card 5:
= Procurement Card Credit Card 6:

Reqgistration
Credit Card 7:

Credit Card 8:
Credit Card 9:

My Profile Overview Credit Card 10:

Select Ship To . -
Select Contacts Add More Credit Cards

Select Desktop Flease note that coupons are not applicable when using your Procurement
Select PO Number Card.
Select Release

Select Cost Center
SUBMIT
My Proxy Approver -

My Profile
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STORE PURCHASE CARD

Store Purchasing Card allows you to receive the lower of the retail store price or your business
account pricing when you shop in our retail stores. You may pay by cash, check, credit card or
account billing (if you have account billing on your business account.) Any single transaction

may not exceed $1,000. Daily Transactions are limited to 5 per day and may not exceed a total
of $2,000.

To request different payment options or transaction limits, please contact your account
manager.

PLEASE NOTE: Your profile must be enabled first before you can apply for a Store Purchase
card.

STORE PURCHASE CARD APPLICATION
To apply for a Store Purchase Card, simply click on the ‘Store Purchasing Card’ link under ‘My
Profile.’

saAmsuNS
My Profile ) 7
RproP——— Save time & money G
= Select Ship To X
= Select Contacts Go mobile and request your Store
= Select Desktop = i
« Select PO Number urchasing Card today.
= Select Release 1
= Select Cost Center |
= My Proxy Approver — ‘
= Store Purchasing Card Of fo — . \
1C€ DEPOT. < 2 ,

BUSINESS SOLUTIONS ﬁ. { e g

Need Help? L ! A // x‘

= Email Assistance

» FAQs

Talk with a Representative
Chat Now

Store Purchasing Card allows you to receive the lower of the retail store price or your custom business account pricing when you
shop in our retail stores. You may pay by cash, check, credit card or account billing (if you have account billing on your business
account.) Any single transaction may not exceed $1,000. Daily Transactions are limited to 5 per day and may not exceed a total of
$2,000

To request different payment options or transaction limits, please contact your account manager.

* Required Information

Cardholder Name
TRACY SMITH

Company Name
ABC CORP
Phone

5125551212

Email

tracy@abc.com

Ship To

2200 OLD GERMANTOWN RD
DELRAY BEACH

FL

334458223

USA

Change Ship To

Cost Center
123

Change Cost Center
PO#

123
Change PO#

[7] Please mail a Printed Card

[F] Terms & Conditions
By signing here you acknowledge that you have read and
agree to the Store Purchasing Card Terms and Conditions.

NEXT
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CHAPTER 7: USER PROFILES (SUPER USERS ONLY)

A Super User is a user with the ability to maintain user and account settings online.

Super Users are able to Add New Users, Edit User Profiles, Modify User Permissions and
Approval Processes. Super Users also have the ability to add and modify Ship To locations,
Cost Centers, PO numbers, Release Numbers, Desktop Locations, and Contacts on the
account. To start managing user accounts, simply go to the My Account page.

Manage Account

Manage Contacts
Manage Ship To
Manage Desktop
Manage PO Number
Manage Release
Manage Cost Center
Manage Credit Cards

Manage Users

Add New Users

Edit Active Users
Active/inactive Users
Tiered Approvals
Credit Card Groups
Frocurement Card
Registration

My Profile

My Profile Overview
Select Ship To
Select Contacts
Select Desktop
Select PO Number
Select Release
Select Cost Center
My Proxy Approver
Manage Quotes

Online Reporting

Our new Online Reporting
gives you more options for
managing your Office Depot
account

+ Go to Online Reporting

My Account

Create and store your information for easy access.

Order Tracking

- Future Orders

This feature has been
¢ designed to allow you to

My Recent Orders
773784671-001 06/01/2015
773264821-001 05/29/2015

SearchBY: |Order Number v | | |
Status: | ALL v]

From: To: ¢ place your orders now for
Date Range: | |ﬁ | |ﬁ i future delivery. This should
i ¢ only be used for orders you
Orders Pending Approval Min: Max: i wish delivered in no less than

T773734295-001 06/06/2015 . ¢ 21 days and no greater than
773712247-001 06/05/2015 | DolarRange: | | | © 180 days.
773711367-001 06/05/2015 ADDrover: ;

pe | | Select Approver i » Go to Future Orders

SEARCH ORDERS

My Shopping Lists

Shopping Lists help you keep - gaact an existing list
track of items you purchase on

a regular basis and can be set | 36
with reminders so you will
never run out of your supplies!

- VIEWLIST
» How to use and create lists

» Setup reminders for yourself Type:

Create a new list

v | List Name: = |

Comment: |

" Company-Wide
'® Personal List

CREATE LIST
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ADD NEW USERS
Onceyou are on the My Account page, you can add a new user to the account by clicking the
‘Add New User’ link in the Manage Users box.

LOGIN SETTINGS

Enter the login name and password for the new user. You can also select the frequency at
which the user’s password expires and choose whether to send the new user an email with their
login credentials (selected by default).

PLEASE NOTE: Login names must be unique with regards to all other Office Depot users.

Passwords must be a minimum of 8 and a maximum of 30 alphanumeric characters and must
contain at least: one capital letter, one number and one lower case letter.

USER INFORMATION

Enter the name, phone number and e-mail address of the new user. You can choose to have
the user’s e-mail confirmations sent in either HTML or text format by using the drop-down
selection box.

Add New User

Account Number: 21217836 Return to My Account
Login Settings

* Indicates required field

*Login Name: Must be atleast 6 characters
Password Expiration: | Every 90 Days v

*New Password

*Confirm Password: Retype your password

Reset Password: ® Immediately
# Send an email notification to this
user with their Login credentials

User Information
* Indicates required field

*First Name:

Middle Initial:

*Last Name:

*Phone: ( ) - Ext.
Fanx: [ )

*Email Address:

Email format Html ¥ | Need help choosing your email format? Click here
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PAYMENT INFORMATION

Select the preferred method of payment for the user. If you choose ‘Credit Card’ you can preset
the user’s credit card number or allow the user to use different cards (See CREDIT CARD
PERMISSIONS USER SETUP’). If Account Billing is used, selecting ‘Change Payment Type’
allows the user to use Account Billing and/or a credit card for any order. (Selecting ‘Account
Billing’ in the Preset Type field, will result in Account Billing, but can be changed to credit card.)

Payment Information (optional)

Default payment method  Credit Card

Credit Card Single credit card r

At Checkout ® Can use alternate credit card Can not use alternate credit card

Manage Credit Card
*Default Credit Card Number

*Expiration Date

- v 'l _— v

PERMISSIONS

You can set default values and permissions for a user by selecting the appropriate permissions
from the drop down menus and clicking on the ‘View List’ link next to the default fields to
populate a specific entry. Under the Order section you can determine if the user can Query
(view), or Modify orders. To give this new user the ability to add and edit users, Ship To’s, PO
Numbers, Cost Centers, etc., check the box that says ‘Click here to make this user a Super
User.’

*Select whether the user can Place and release Orders or Place Orders on Hold Only (for
approval).

*Select whether the user can override dollar limits and order restricted items (items determined
by your company to be ‘restricted’ or non-orderable) by choosing from: Cannot Override
Restrictions, Can Override Restrictions with Approval, or Can Override All Restrictions. If
‘Can Override Restrictions with Approval,’ is selected, any orders the user places that

contain restricted items or exceed dollar limits will be placed on hold pending approval. An
email will be sent to the Single Approver e-mail address (see WORKFLOWS/APPROVALS)

*Set spending limits for the user under Dollar Limits.

Once you have filled out all required fields, setup the user’s order approval flow in the
‘Workflows/Approvals’ section (if needed), or click on the ‘Create User’ button at the bottom of
the page.
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Permissions

* Required Information

Super User Click here to make this user a Super User. Mote: Super Users are granted the highest permissions in all
categories below regardless of settings chosen in this section. What is a Super User?

+3hipping Addresses: | - Please make a selection - v + Set Default: view list create
* PO Mumber -- Please make a selection - v SetDe| Reporting: Provide access to Bill Management, Dashboard or
: both.
+ Release -- Please make a selection -- A SetDe
+ Cost Center —- Please make a selection -- v SetDe| Per Unit Price: This option determines the users limit per item.
Reporting: i . . . !
P g ho Reporting T Per Extended Line ltem: This option determines the users
Orders: Cuery Any Placed Orders v extended line item limit per line.
i ¥ . . . .
Wodity Placed Orders Per Order: This option determines a user dollar limit per order.
Can Place and Release Crders A
Cannot override restrictions v |view Rest| Store Purchase Card: The SPC is nota revolving or any other

type of credit card and does not establish any new account,

Don't forget to set defaults for restricted permissions nor does it extend credit to the Cardholder. The SPC is an

Dollar Limits: Per Unit Price: |0.00 identification card only and allow s the Cardholder to receive
Fer Extended Line Item:|0.00 customdiscount pricing w hen making purchases at Office
Per Crder: |0.00 Depot's retail stores.

Store Purchasing Card || Allow user to request mobile Store Purchasing Card .
Ship To Budgets: Does not apply to Super Users. Super Users

Quote Enable Quote canmanage all budget details.
ShipTo Budgets Can manage ShipTo budgets (i)
Display Budget Graph BSD Login Method: SSO (Single Sign On) is not available at
BSD Login Method SS0&BSD * this time.
S50 User D
WORKFLOWS/APPROVALS

Determine the appropriate order permissions for this user:
1. Workflow Template:

If the user will be on a Tiered Approval, you can use an existing workflow template (if
appropriate for the user) or you can create a new workflow template for the user. (For more
information on creating workflow templates, please see the section on Tiered Approvals.) Enter
the template name in the field next to ‘Enter a Workflow Template:’ or click the ‘Select’ link to
choose from the list of existing workflow templates.

2. Assign a Single Approver:

Enter the email address of the approver responsible for releasing this user’s orders and choose
the appropriate option in the ‘Approver Email Format:’ dropdown list as needed.

PLEASE NOTE: In order for the approver to release or cancel orders from the approval emalil,
the ‘HTML format must be selected.

Once you have entered a workflow template or assigned a single approver, click the ‘Create
User’ button at the bottom of the page.
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EDITING USER PROFILES
To make modifications to existing user profiles, select ‘Edit Active Users’ from the Manage
Users section on the My Account page.

SELECT A USER TO EDIT

Type the first few characters of a user name and click ‘Search’ for a list of valid users or select
from the list below. You can search by user ID, first name or last name by typing just the first
few characters or by typing the entire user ID or name. Click on a user ID to modify a user’s
profile. Click on ‘View +’ next to the settings you need to update. Once you have made your
modifications, click the ‘Update’ button to save your changes and go back to the user’s ‘Profile
Overview Page.’

Profile Overview
User Id: ACCOUNT BILLING

Selected User Settings T5EST t;gER Subscriptions & Settings
(561)438-1111

Manage this user's contact Email Preferences

information, subscriptions and Subscriptions

login: in Sett
00WS EDIT CONTACT INFORMATION Login Setings

Accounting Fields/Shipto View &
Permissions View i Workflows/Approvals View &
Custom Catalogs View &

Associations View

Payment View &

Manage this user's payment
preferences

My Profile

RESET PASSWORD
Click ‘Login Settings’ on the right side of the page (under ‘Subscriptions & Settings’) and enter a
new password in the new Password and Confirm Password fields.

Once you have reset the password, click on the ‘Update’ button at the right of the page. This will
take you back to the user’s Profile Overview page.

Login and Lost Password Information
Change this user's login information.
Login Settings

= Indicates required fiekd
*Login Name: ACCOUNT BILLING

Password Expiration: | Never Expires ¥
*New Password
*Confirm Password: eerssssess

Retype your password
Reset Password: Immediately

® After Expiration
=
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ACTIVE/INACTIVE USERS

Click on the Active/lnactive Users link from Manage Users to review all active and inactive
users. If a useris Active, a checkmark will appear in the ‘Active’ checkbox. To make a user
inactive, remove the checkmark from the ‘Active’ checkbox and click on the ‘Update’ button at
the bottom of the page.

Active/lnactive Users
Manage Account User for This Account
= Manage Contacts
= Manage Ship To Activate or deactivate a user from this list below by checking the cormesponding box and selecting Update.
= Manage Desktop
= Manage PO Number
» Manage Release Searchby: | User Id v E
= Manage Cost Center
= Manage Credit Cards
Result 51 -75 of 1390 First 4Prev Page: 1 2 3 4 56 7 8 Next » Last

Manage Users

Active User User Id
= Add New Users # TEST APPROVER APPROVER DEMO
« Edit Active Users
= Activednactive Users L4 TEST USER APPROVER TEST
= Tiered Approvals
= Credit Card Groups o APPROVER A APPROVERA
= Procurement Card - APPROVER B APPROVERE

Registration
v APPROVER C APPROVERC
APPROVER10 A APPROVER10

My Profile

v APPROVER2 A APPROVER2
= My Frofile Overview < APPROVER3 A APPROVERS
= Select Ship To
« Select Contacts ¢ APPROVERS A APPROVER4
DD v APPROVERS A APPROVERS
« SelectRelease v APPROVERS A APPROVERG
= Select Cost Center
= My Proxy Approver o APPROVERT A APPROVERT
® Manage Guotes v APPROVERS A APPROVERS

v APPROVERS A APPROVERS
Need Help? v ARLYN OWENS ARLYN OWENS@OFFICEDERPOT COM
« Emall Assistance ARMANDO BENAVIDES ARMANDO BENAVIDES@OFFICEDEPOT.COM
= FAGs v ARTURO LOPEZ ARTURO.LOPEZOFFICEDEPOT.COM
Talk w R IF
N Represeniative v ARTURO LOPEZ ARTURO LOPEZ@TECHDEROT COM

v ALEXIA RUSSELL ARUSSELLOD

v TESTER TEST ASFASD

v ASHLY DULL ASHLY DULL@OFFICEDEFOT.COM

v ASHLY DULL ASHLY DULL@TECHDEPOT COM

v ASHOK KUMAR AS123456

v DEMO USER ATLANTATRAINING

AUSTIN TRAINING AUSTINTRAINING

DELETING USER PROFILES

To delete a User Profile, you must take a few steps. First, locate the User Name you wish to
delete. For example, if the User Name is John Doe, open John Doe’s profile under ‘Edit Active
Users’ and change his first and last name to DELETE.

Next step is to set this User to ‘Inactive’ by going to ‘Active/lnactive’ Users. The Office Depot
system will remove any inactive login IDs with users named DELETE.

TIERED APPROVALS

A ‘Workflow’ is a tiered order approval process in which orders are routed to multiple approvers
who approve in sequential order. The approvers are listed sequentially on the Workflow along
with their ‘Approval Amount.” The approval amount is the dollar amount the approver is
authorized to approve and must be greater than the previous approver's amount.

For example, Approver #3 must have an amount greater than Approver #2; Approver #2 must
have an amount greater than Approver #1.
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If the order total exceeds the approver's amount, the approver will have the option to ‘approve’
or ‘disapprove’ the order — approving the order routes it to the next approver and disapproving
cancels the order. When the order reaches the approver who'’s approval amount is greater than
the order total, that approver will have the option to ‘Release’ the order (which sends the order
to Office Depot to be processed), or cancel the order.

A ‘Max Tier’ approver can also be assigned to the workflow and will be able to release or cancel
orders regardless of the order total.

When an order is routed through a Workflow, only the approvers listed on the workflow template
are able to approve, disapprove or release the order. The exceptions are: Super Users who can
approve any workflow order, and ‘Proxy Approvers’ who are selected by specific approvers to
approve orders in their absence.

Create and edit Workflows by clicking on ‘Tiered Approvals’ under ‘Manage Users’

Tiered Approvals
Manage User Groups
Approver Workflows

This is a complete list of available workflows. Select a workflow to edit its settings

Workflow Last Updated By User

(NEW) <TEMPLATE'S> 2014-11-13 CLEAR CONNECT SUPER USER
$50/SCOMPTON 2015-02-23 SL COMPTON DEMO

*TEST ACCOUNT* 2013-11-21 CLEAR CONNECT SUPER USER
A BETA TEST 1013 2011-03-25 SWATI MONGA

A BYPASS 2005-08-02 TOM MCKINEY

A JP TEST Y4/2006 2009-12-14 BOBTEST H USER

CREATING A WORKFLOW
Click ‘Create A New Workflow’ and use the following steps to set up a workflow template.

*Enter a ‘Workflow Name’
*Select one of the following:

-Sequential release (Default): Starting with the first approver, the order is routed to each
approver until it reaches the approver whose dollar amount is high enough to release
the order (must be greater than the order total).

-Highest Approver Only: The order is only routed to the approver whose dollar amount is
high enough to release the order.

*To have smaller orders bypass the approval process, enter a dollar amount in the ‘Max Order
Amount without Approval’ field. Orders that are below the dollar amount entered will not be
routed for approval.

*To have orders containing only contract items bypass the approval process, check the
‘Bypass workflow for orders containing only contract items’ box. Orders that contain only
contract items will not be routed for approval.
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*Select approvers for lines 1-10 and enter their approval amount.

*Select a ‘Max Tier’ approver (optional).

Click the ‘Save Workflow’ button at the bottom of the page to save your changes.
PLEASE NOTE: Workflow templates provide the options of assigning:

*From one to ten approvers on lines 1-10

*From one to ten approvers on lines 1-10 plus a ‘Max Tier’ approver

*A ‘Max Tier’ approver only

Approvers can approve, disapprove, release orders, and add comments, which will be
forwarded via e-mail to the order requestor.

Tiered Approvals

Create a Workflow
Workflow Name: Manage Approver Groups

Select one of the following:
* Sequential Release
Highest Approver Only

What is Sequential Release and Highest Approver only?
Max Order Amount without Approval (optional): $

Bypass workflow for orders containing only contract items

Approver Level Login/Group Name User Name Email/Group Amount

1 Select User s
Select Group

- Select User 3

- Select Group
Select User

3 Select Group s
Select User

4 Select Group s
Select User

= Select Group S
Select User

& Select Group -
Select User

7 Select Group s
Select User

3 Select Group $
Select User

= Select Group -
Select User

v Select Group -1

- Select User
Max Tier: Select Group Any Amount
Note: Modifying a workflow will not a el I

Approvers can choose to approve, disapprove or release orders after clicking the order number
on the ‘Order Tracking’ page by clicking the appropriate option. Approvers who receive Office
Depot approval e-mails in HTML format can approve, disapprove, or release orders directly from
the approval e-mail. To approve from the approval e-mail, click ‘Approve,” ‘Disapprove’ or
‘Release’ in the approval e-mail and the Business.officedepot.com login page will appear. Next,
enter your login name and password and click ‘Login.” The following page will be the order detail
page showing that the action that you chose in the e-mail was completed.
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CHAPTER 8: MANAGE ACCOUNT FOR SUPER USERS
MANAGE CONTACTS

Add or Edit Contacts associated with your Ship To locations by choosing ‘Manage Contacts’
under Manage Account.

Manage Contacts

Manage Account

. mgzgg: g,?-['::af;s Contacts for This Shipping Address

= Manage Deskiop

= Manage PO Number

= Manage Release These contacts are associated with your current shipping address: DESK REQ(00005) Select Other

= Manage Cost Center To view other contacts enter search criteria below:
= Manage Credit Cards

Search for a Contact By: Last Name ¥
Manage Users

Beginning With ® Containing m
= Add New Users '

= Edit Active Users
= Active/lnactive Users
= Tiered Approvals

Previous P Next Page »
= Credit Card Groups A SN e
= Procurement Card Contact name Email Address Default Phone Delete Contact?
Registration
WORKFLOW USER NOREPLY@OFFICEDEPOT.COM (561)438-1111 Delete
NEW USER SDFSDF@DFGDGF.COM (561)438-1111 Delete
My Profile
TEST USER (561)438-1111 Delete
= My Profile Overview TEST USER NOREPLY@OFFICEDEPOT.COM (561)438-1111 Delete
= ip To

ADD CONTACTS

Click the ‘Create A New Contact’ button on the Manage Contacts page to add a new Contact to
your shipping address. Enter the contact’s information and click the ‘Add’ button.

EDIT CONTACTS

Click on the Contact Name from the list under the Manage Contacts page. Enter changes to the
contact information and click on the ‘Update’ button.

MANAGE SHIP TO LOCATIONS
Add, Edit, and Search for Ship To addresses by choosing ‘Manage Ship To’ under Manage
Account. To search, select criteria, and click the ‘Beginning With’ or ‘Containing’ radio buttons.

Enter the information in the blank provided and click on the ‘Search’ button. You can search for
a Ship To by Business Name, Address 1, Address 2, City, State, Zip or ID.
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Manage Ship To

CREATE ANEW SHIP TO

Ship To List

To view other Ship To enter search criteria below:

Search for a Shiptos By: Business Name ¥

Beginning With
® Containing SEARCH

Page: 1. 23 48567 89 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3N
32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56

Expand All

1D Business Name Address City State Zip Code

DOLLAR LIMIT BUDGET  OD EC SUPPORT TESTACCT 6600 N MILITARY TRL BOCA RATON FL 334962434
DESK HIDDEN OD EC SUPPORT TESTACCT 6600 N MILITARY TRL BOCA RATON FL 334962434
BEATLES123456 OD EC SUPPORT TESTACCT 6600 N MILITARY TRL BOCA RATON FL  33496-2434
DESK REQ OD EC SUPPORT TESTACCT 6600 N MILITARY TRL BOCA RATON FL  33496-2434
TOYRUS OD EC SUPPORT TESTACCT 3500 MMILITARYTRLFL7 BOCA RATON FL  33496-2434
6041 JOHNSTON S OD EC SUPPORT TESTACCT 6041 JOHNSONSTRM 123 HOLLYWOOD FL  33024-6027

ADD A NEW SHIP TO ADDRESS

Click the ‘Create a New Ship To’ link from the ‘Manage Ship To’ page to add a new Ship To
address. Enter the required information and click on the ‘Add’ button.

EDIT ASHIP TO ADDRESS
Search for the Ship To you would like to edit on the Manage Ship To page. Click on the Ship To

ID and the edit page appears. When you have finished editing the Ship To, click the ‘Update’
button to save your changes.

MANAGE DESKTOPS, PO NUMBERS, RELEASES AND COST CENTERS

You can add, edit and search for Desktops/PO Numbers/Releases/Cost Centers on your
account or associated to your Ship To locations by choosing either ‘Manage Desktop,” ‘Manage
PO Number,’ ‘Manage Release’ or ‘Manage Cost Center’ under Manage Account. To locate an
existing Desktop, PO Number, Release or Cost Center to manage, enter search criteria in the
search field and click the Search button.

PLEASE NOTE: Desktop locations are listed under specific Ship To addresses. When viewing,
editing or adding Desktops, the Desktops on your list are the Desktops that are on your default
Ship to. To manage Desktops on a different ship to, you must first select the ship to that the

Desktop you want to manage is listed on. Please click the ‘Select Other’ link in the Desktop
search area to select a different Ship To.
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Manage Desktop
Manage Account

L anage Desktops for This Shipping Address

= Manage Deskiop
= Manage PO Number
= Manage Release These Desktop are associated with your current shipping address: DESK REQ{00005) Select Other

= Manage Cost Center
Search for a Desktop: m

= Manage Credit Cards

Manage Users

= Add New Users

= Edit Active Users L o
= Active/inactive Users Desktop Description Directions
= Tiered Approvals

BA TEST
= Credit Card Groups
» Procurement Card DAVE'S DESK TEST, TEST
Registration DESKTOP NAME FIELD DESKTOP DESCRIPTION FIELD DIRECTIONAL COMMENTSFIELD , DIRECTIONAL COMMENTSFIELD
DIAN TEST ERETRT TEST , TEST
My Profile ot
“ 1 X I'm AT m LACT DAL

ADD A DESKTOP, PO NUMBER, RELEASE OR COST CENTER

Once you are on the appropriate page, click the ‘Create a New....’ link at the top of the page.
Add the required information and click on the ‘Add’ button.

EDIT ADESKTOP, PO NUMBER, RELEASE OR COST CENTER

Click on the specific item you want to edit from the list. Enter changes to the information and
click on the ‘Update’ button.
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CHAPTER 9: ASSISTANCE AND TRAINING

DEMO HELP VIDEOS
https://business.officedepot.com includes Online Training Videos in the Customer Services
section of the navigation bar. Online Training provides training topics on a variety of subjects.

HELP DESK

Contact Office Depot’'s Technical Support Desk at 800.269.6888 for technical assistance. The
Technical Support Desk is open Monday through Friday, 8:00 AM. —8:00 P.M. (EST).

CUSTOMER SERVICE

Office Depot’'s Customer Service Department is available to assist you with any questions you
may have concerning product, pricing, ordering, delivery, or support services. Get immediate
help with your online purchases by connecting instantly with a customer service representative,
Monday-Friday 8:00 A.M. to 8:00 P.M. (ET), using our Live Chat functionality or by calling us
toll-free at 888.263.3423.

LIVE CHAT
Live Chat is available Monday-Friday 8:00 A.M. to 11:00 P.M. (ET)

FREQUENTLY ASKED QUESTIONS (FAQ)
Q: Whenis the latest | can order to receive my delivery tomorrow?

A: Orders received by 5:00 P.M. local time are processed for next day.
Q: Why do | get a message about “Certificate Authority has expired”?

A: Your browser’s certificate for access to secure sites has expired. Please contact your
technical department to have the certificate deleted, or to have the browser upgraded.

Q: Whatis the difference between a cart and a list?

A: The Shopping Cart is used to make purchases right away. Use My Shopping List to create
lists of commonly ordered items for future reference.

Q: How do | search my Order Tracking by order number?

A: Click on ‘Orders’ and type the Order number in the ‘Search By’ field then click ‘Search
Orders.’

Q: How do | obtain my login information?

A: Login information is provided by either your Account Manager, or by a designated “Super
User” within your company. To reset a password, the Technical Support Desk can provide
assistance in resetting the password and/or providing the login name (after the caller’s identity is
verified). You canreach Technical Support Monday through Friday 8:00 A.M. to 8:00 P.M. (ET)
at: 800.269.6888. You may also contact your Super User for assistance.

Q: Whydo | have to change my password?

A: For security reasons, Office Depot gives you the option of changing your password on a
regular basis (30, 60 or 90 days). Enter the password in the ‘New Password’ and ‘Confirm
Password’ fields when prompted to change your password. Contact your Office Depot Account
Manager or Super User to have your password set to never expire.
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Q: | put the items in my shopping cart, why haven’t you filled my order yet?

A: Putting an item into your shopping cartis only the first step. Click View Cart to verify your
items and click ‘Checkout’. Click the ‘Place Order’ button to submit your order.

Q: Whatis the difference between a Company-Wide Shopping list and a Personal Shopping
list?

A: A ‘Company-Wide’ list allows all users on the account to view and select items for purchase.
A ‘Personal’ List can only be viewed and modified under the login of which it was created.

Q: How do | place future orders?

A: To place an order for future delivery, click on the ‘Orders’icon in the top navigation bar and
then click on ‘Future Orders’. This will take you to our Future Orders website where you can
shop and then select your desired delivery date.

Q: How do I find the number for my Customer Service Center?

A: Click on 'Phone Support’ listed under ‘Customer Service’ at the bottom of every page. This
link provides all of Office Depot’s Customer Service numbers. You also can hover your mouse
over ‘Help’ on the left side of the navigation bar and a list of contact numbers is displayed.

Q: How do I find an Office Depot store in my area?

A: Click on the ‘Store locator’ link on the left side of the navigation bar or in the footer section
under ‘Customer Tools.’

Q: How do | compare items on the website?

A: When searching for items you will see a ‘Compare’ checkbox under each item. To compare
the different product features of up to four items, check the compare box under each item. After

the box is checked, the word ‘Compare’ changes to a ‘Compare ltems’ link. Click the ‘Compare
ltems’ link on any of the items you checked to go to the Product Comparison page.

Q: How do | access my shopping lists?

A: All Shopping Lists are located at the top right corner in the navigation bar under the ‘My Lists’
icon. There also is a ‘My Lists’ link about the Search Box.

Q: How do | setup a Tiered Approval on my account?
A: Super Users can click on ‘Tiered Approvals’ under the Manage Users section in ‘My Account'.
Q: Where on the website can | find Toner for my copy machine?

A: Located in the navigation bar, clickon ‘Ink & Toner’.
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CHAPTER 10: NOTES
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A
E
AbilityOne - 18 ) )
Account Billing- 32,47, 58 EditActive Users - 59, 61
Account Manager -2, 8, 11, 41, 52, 68, 69 Email-11,32,46

Active/Inactive Users - 61 EmptyCart- 28

Add to Cart- 19, 21, See OrderEntry environmental footprint - 18
Add To Cart- 14, 22

Add to Shopping List- 14

Advanced Sorting - 15 F
available budget - 52, See Budget

filters-15

Future Order- 25, 26
B Future Orders - 25, 69
backorder- 25 G
BudgetAlert - 50, See Budget
BudgetIndicator- 50, 51, See Budget
Budgets - 50 greeneralternative - 29
BulletinBoard- 8,9, 10, 11 Greener Office - 18
business cards - 24 Greener Purchase Program - 18
Business Solutions Division -7, 8

H
o

Held By Customer - 37
Cartridges - 23, See Ink & Toner Held For Restrictions - 37
Category- 14,15 Held For Review- 37

Check Out- 28, 32,34
Checkout- 28, 69

Company-Wide - 69, See Shopping Lists I
Copy & Print-24
CostCenters-41, 56,66 Icon Legend - 17
Create NewList- 20, See Shopping Lists Ink & Toner Finder - 7, 22
CreditCard -32,47,52, 53, 58 [tem Number- 14, 38
Custom Printing- 24
CustomerService - 2, 39, 68, 69
K
D keyword - 14, 15,24
Dashboard- 11
Desktop Locations - 56 L
Disability-Owned - 18
Diverse suppliers - 18, See Women-Owned; Minority- LGBT-18
Owned; Veteran-Owned; Disability-Owned; LGBT; Limited Availability - 25
AbilityOne Live Chat-2,68
Login Name- 8,57
logo-8,10,11
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M

Manage Contacts - 65

Manage Users-57,59, 61, 62, 69
MaxTier- 62,63, See Workflow
Messages-9, 10
Minority-Owned - 18

My Account -2, 11, 41,42, 43, 45, 46, 47, 48, 49, 50, 56,

57, 59, 68, 69
My Profile - 42,43, 45, 46, 47, 48

Releases- 41, 66
Reporting - 11,49
Return Authorization Number - 39

N

navigation- 14, 25,41, 49, 50, 68, 69
News Updates- 9

(o)

Office Depot Private Brand - 19

Online TrainingVideos - 68

Order Approval - 48

Order Confirmation - 36
OrderTracking- 24,37, 38,39, 42, 63, 68
Orders Icon - 37

P

Password - 8, 46, 57, 60, 69

Password Expiration- 57
PaymentInformation - 47

permissions -42,45, 58

Personal List- 19, 69, See Shopping Lists
PO numbers- 41,56

ProcurementCard - 53

Procurement Cards - 53

Product Comparison - 20, 21, 69

Proxy Approver-48

S

Save Cartto List-28

Save forLater-30

Savings Opportunities - 11

Search - 14,15, 18, 38, 45, 59, 60, 65, 66, 68
security- 8,46, 69

Select Contacts - 43

Self-Managed Credit Cards - 52, 53
Share Cart- 28,30

Ship To Locations - 41
ShoppingCart- 14,22, 28, 30, 32, 68, See Checkout
Shoppinglists-7,19, 42,69

Single Approver - 59
SpendAnalysis- 11

stationery-24

Store locator- 69

Store Purchase Card - 55

Store Purchasing Card - 54, 55
Submit Return -39

Subscription Delivery - 27
Subscription Manager - 26
SuperUser- 8,19, 41, 56, 58, 68, 69
SuperUsers-9, 10,52, 53, 62, 69

T

Technical Support- 2,8, 11, 68
Tierl-53
Tiered Approval - 59, 69

Q

Quick Order-7

U

UpdateCart- 28
UserActivity-11
User Profile- 61

R

Recycle - 23

RELATED ORDERS - 40
Release Numbers - 56
Release Selected - 37

v

Veteran-Owned- 18

w

Women-Owned - 18
Workflow - 37,48, 58, 59, 61, 62, 63

User Guide https://business.officedepot.com







© Recycled
Supporting responsible
use of forest resources

F S C www.fsc.org
© 1996 Forest Stewardship Council

Printed using soy based inks on FSC
certified paper containing a minimum of
30% post consumer recycled content.

@ Printed on paper containing 10%
postconsumer fibers.

Office
DEPOT

C4.BR.10.1009



