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CONTACT INFORMATION

Contact

Customer Service: 888-263-3423

Text Us: 850.790.3423

Technical Support: Call 800.269.6888 Email: BSDCustomerCare@officedepot.com

Phone Hours of Operation:
Monday - Friday, 8:00 A.M. — 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 A.M. — 11:00 P.M. (Eastern Time)

SHIPPING AND DELIVERY SCHEDULE

Delivery schedule:

Monday - Friday between 8:30 A.M. and 5:00 P.M. in our local delivery areas. Many orders
can be delivered next business day if placed online or via phone by 5:00 PM or via fax by
3:00 PM, local time (In most locations). Other restrictions apply.

See business.officedepot.com, call 888.2.0FFICE or ask your Account Manager for details.

MY ACCOUNT

My Account Manager is:

My Account Manager’s Contact Information:

©Copyright 2020 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 have added expandable menus to help
you navigate the site even faster. Popular tools such as the “Ink & Toner Finder,” are

all accessible from within these expandable menus 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.

Account: 31218200 ContactUs = Logout
Products *  Services » My Account earch & Q m
7] Order By item % Shopping List T2 Bulletin Board [ My Files More =
Welcome Chandan
Account: 31218200
Er onomics Budget $389.57
elgvated pending Approval )
Unmatched comfort for maximum Cart i
productivity o
FREE Delivery!*
Estimated Total $1,581.97
¥ View Cart Checkout
&
Alerts & Notifications hd
Recently Viewed v
Frequently Purchased v
Bulletin Board & Messages
9 Order By Item v
@ You have a new message, view it here. Edit - NEW! Learn about our most recent site
i i - e Store Near You e
’ Office enhancements including self-serve returns and other
Eiac Mo DEPOT. mobile-friendly feature:
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Chapter 2 | Getting Started

LOGIN
Visit 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 are case-sensitive and now accept 8 — 30 characters.
Passwords must include at least 1 upper case letter and 1 number.

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
'inactive’ status and you will be locked out. If your Login Name is made inactive, you will be instructed
to contact your account administrator or Office Depot Account Manager.

< Chat Now  Contact Us +
I Office
DEPOT

Welcome to the Business Solutions Division

Registered Customers

e

(7] keep me logged in

Forgot your login name/password?

Need Help Logging In?

Industry Solutions Quality Products Business Services Services & Support Sustainability Programs
Get support tailored to your Find all the essential items you Credit Card Processing, Clover From print & copy to procurement Get involved with Office Depot's
business and industry, from need to keep your business POS Solutions and a host of other and payment solutions, we help many efforts to support diversity
education to government and running as efficiently as possible. financial solutions to help keep you save time and money. to your community and our
much more your business viable. environment
Privacy Policy Online Tracking Tools Terms of Use Terms & Conditions

Copyright © 2019 by Office Depot, Inc. Al rights reserved.

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. If you did not select a secret question,

you will simply be asked to provide the email address and first and last name linked to
your user ID. 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 section called Bulletin Board & messages. The Bulletin Board
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 link to Office Depot messages is located to the right.

EDITING THE BULLETIN BOARD

Super Users edit messages within the bulletin board. The Bulletin Board messages have
a 4000-character limit. 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.

Bulletin Board & Messages
You have a new message, view it here, Edit Learn about the most recent site enhancements,
s o Office ad M
& Read More DEPOT Read More

To place your company’s logo onto the Bulletin Board, or change an existing logo,
e-mail 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.

Bulletin Board Administration

Bulletin Board Options

Logo Image

(File name must be all lowercase and may not includ spaces]
Filename: (gif or jpg) EMAIL IMAGE

Text Color
® Color Name: Black v

© Color Hex Value: |

Bulletin Board Text

Maximum 4000 character

Bsawe DR @ B[x 0 BEG EEIEEAEE)
LBmrgvpsxpelinlli=y:= B === 90 M
‘IE Hm=Eo0 »ZH Styles v||FurrnaI v|| Font v||Size -||A. vI

Bulletin board test

4

CANCEL UPDATE
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DASHBOARD

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 dropdown

menu. The Dashboard provides a suite of reports including
‘User Activity’ and ‘Savings Opportunities.’

‘Spend Analysis,’

Please Note | Dashboard views are dependent upon the User’s Account setup. Users will only see this

option on the homepage if ‘Reporting’ has been enabled in Account Administration.

Office
DEPOT

Products ~  Services - My Account ~

Manage Account bl Dashboard

My Profile Bill Management
Orders

My Lists

Online Reporting

Order By Item

@

d Aha S

Sper

Review the chart below or view the full Annual Report
9K

§7.2K

$5.4K = =

$3.6K E I |

F18K - I 3 I 5
50 Bendl = -

Jan Feb Mar

View Dashboard
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Contact Us «

3] Order By Hem % Shopping List C; Bulletin Board 7 Subscription Manager
Welcome Bsd
Dashboard
Dashbcard Spe A - yv ngs - ty : °
What annual
f - . - - Alerts & Notifications v
W
Wha &
Frequently Purchased b
Order By liem W
Recent Searches W
Helpful Links W
s .

Office pEPOT

Explore our additional solutions sam'f mTlE,g.IE ey
to help you get more.  EEEEED) ror

Customer Service Company Info

Help Center Corporate Sustainability
FAQs Terms of Use

Check Order Status Privacy Policy

t Card Balance Terms & Con

ons

ice Depot Tracking Tools

Copyright © 2019 by Office Depot, Inc. Al rights reserved. Pices showm a2 1
and offers on www.oHkedepoLcm may not apply b0 pLIThases made on business officede

Please bogin for your
com. See Terms ar

Prices are subges
1 cetails.
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Chapter 3 | Order Entry

SEARCHING THE CATALOG

You can search for products using keywords, Office Depot Item Numbers, Manufacturer
Numbers, Customer Item Numbers, or by Category. Searching by ltem Number displays
only one item while searching by keyword might yield a page or more of results.

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

CATEGORY SEARCH

Select a category to browse from on the homepage by clicking on the Products header.
Then select a group, like Office Supplies, Furniture or Technology, the page will then
expand to show a list of all categories available. Click on the category to review. It will
also display a list of subcategories if applicable.

Account: 21217836 ContactUs = Account: 21217836  Logout

Office
DEPOT.

Products ¥ Services * My Account v [yeelgel]

o 8 Office Supplies > f"@ Shopping List E} Bulletin Board S Subscription Manager

Paper >
Breakroom

Cleaning

Technology

Furniture

¥oeqpesd

School Supplies

Print + Copy

Proprietary ltems

Please Note | On the search results page each line item displays an ‘Add To Cart’ and an ‘Add to
Shopping List’ button. ‘Add To Cart’ adds the item to your Shopping Cart and ‘Add to Shopping List" adds
the item to a Saved List.

*You can narrow your search by clicking on the search modifiers located on the left side of the page.
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Account: 21217836 Contact Us ~ Account: 21217836

Products * Services * My Account ~ [lefelate] & QqQ

) Orders Order By Item [

We Recommend:
he laptop
touch screen laptops
dell laptop
eneve laptop
refurbished laptops
laptop stand
laptop backpack
laptop sieeve
laptop bag

laptop case

Category Matches:

Laptop Computers

Laptop Bags

KEYWORD SEARCH

Typing a keyword in the ‘Search’ field will display ‘Search Suggestions’
and ‘Category Matches.’

ADVANCED SORTING

With Advanced Sorting, you can sort your search results using attributes such as 'Price,’
‘Best Value’ or ‘Contract Items.” To ensure you see all the Advanced Sorting filters,
please use one of the filters on the left to narrow your search to less than 400 results.

For access to additional sort options, please use one of the search or category filters on the left to narrow your

24 Per Page

By | Relevance

Relevance
Best Value

Mew Arrivals
Itern 6096825

T de o 32 Reviews
HP Laptop, 14" Screen, 8th Gen
Intel® Core™ i5, 8GB Memory,

Customer Rating

Price Low to High

Price High To Low 256GB Solid State Drive, Windows ®
Brand A-Z 10 Home, 14-cf1051od Qty [
Brand Z-A « Sold Online

J Sold in Stores
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ICON LEGEND

As you are viewing products, you will see various icons displayed beneath the product
details. The Icon Legend below represents a few examples of special attributes for
products that can be purchased through Office Depot.

ltem 196517

11019 Reviews
Boise ® X-9® Multi-Use Copy
Paper, Letter Size (8 1/2" x 11"), 20
Lb, Bright White, Ream Of 500
Sheets, Case Of 10 Reams
Availability: 49,873
" Scold Online
qf 5old in Stores

l Best Value

=C0| Eco-conscious

Icon Legend

The lcon 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 an
www.officedepot.com may not apply to purchases made on business.cfficedepot.com. See
Terms of Use for details

Delivery only Indicates items that are available for delivery only.

Sold in Stores Indl_catg; these items may be purchasn_ed at Office Depot® stores. ltem

availability may vary based upon location.

HUB - Histerically Underutilized Businesses include minority-owned,

+ HUB women-owned, disabled-owned, veteran-owned, and small (SBA 8(a)
SDB, and HUB Zone) businesses.

Indicates praduct has been serviced and restored to original state by

efurbighed L . L.
ues manufacturer. It has been tested and i1s in a good working condition.

lume Discount
ailable Indicates item has added cost reduction based on guantity orderad.

Indicates items that are shipped directly from the manufacturer.
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.

@Mon-Returnable

For the full list, please click on any of these icons in the product path, or click the
following link: business.officedepot.com/catalog/iconlegend.do

Please Note | 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.
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GREENEROFFICE

A link to our GreenerOffice products can be found on the footer of the
Business Solutions Division Website.

Account: 21217836 Contact Us » Account: 21217836  Logout
Products = Services My Account = Search & Q _
l":[‘o Orders [2] order By Item [?3 Shopping List [:3 Bulletin Board S Subseription Manager

Home / GreenerOffice

GreenerOffice

Shop

Air Fresheners (4

Appliances (5)

Art & Craft Paper (179)

Feqpas

Art & Crafting (277)
Arts & Crafts (141)
Audio (39

Bags & Luggage (6]

Basic Supplies (80

Basic Supplies (23

Copy and Printer Ink, Toner & Ribbons Binders & Accessories Filing & Storage (1446)
Paper (371) 1

Batteries & Power Protection (74

Beverages (1

P . EE————
T —
=

ECO-CONSCIOUS & DIVERSE SUPPLIER FILTERS

You can see ‘Greener’ or ‘Diverse Supplier’ attributes under the item description.

.-.-.. _,. -:.,-.-
Item 207126 @

= WK T 28 Reviews
fie

Smead ® Manila Reinforced Tab
Fastener Folders With Two
Fasteners, 1/3 Cut, Letter Size, Pack
Of 50

Availability: 95

« Sold Online

*» Diverse Supplier

Leremnly.
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SHOP OFFICE DEPOT® BRAND

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

ltem 348037 W
5514 Reviews

Office Depot® Copy And Print

Paper, Letter Size (8-1/2" x 11"}, 20

Lb, Ream Of 500 Sheets, Case Of 10

Reams

Availability: 18,483

el Cald Pl

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

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

® A Personal List is only accessible for the user who created it.

To begin working with a Shopping list, select “Shopping List” at the top of the page.

The 'My Shopping Lists’ page appears with an index of currently available shopping lists.
Click on the list you want. You can change the item quantities if needed. Click “Add to Cart”
next to each item to select them. You will see the cart update with the items selected.

- Lontact us v AcCcount
Dffice
[DEPOT.
Products + My Account v [NEegey
0 Orders Order By Item f‘@ Shopping List G Subscription Manager

CREATE NEW LIST

You can also click ‘Create New List" and create a personal shopping list.

Products ¥ My Account + Search

&) 0 Orders 5] order By Item [ Shopping List

Home / My Shopping Lists

My Shopping Lists

Create New List

an account can use them. You must be fully logged in with your lagin name
ur I

y affect the Shopping

CREATE NEW LIST
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ADDING ITEMS TO SHOPPING LIST

Find an item and below the item you will see 'Add to List". Once you click on 'Add to List'
you will be asked to select a list to add it to or you can create a new one. Please note Super
Users can add items to both a company-wide list and a personal list. Non-Super Users

can only add to their own personal lists.

Item 855883 @

102 Reviews

Office Depot® Brand Rubber Bands, $236 / bag
#33, 3 1/2" x 1/8", Crepe, 1-Lb Bag [

o[ ]
Availability: 885

« Sold Online Subscribe  Add to list
of Snld in Starac -

EMAIL SHOPPING LIST

You can email your entire shopping list to others. Click on the list you would like to send,

it can be personal or company-wide. You will see an option “Email List”, once you click this
a new box will appear and prefill with your name and email. Just add in the email address
you would like to send it to and any comments.

Home / My Lists / Edit My List

BINDERS AND ACCS Items In Your List

1 Select all Add by Item # | Sku Add to List ™ Email List £} Settings

$26.76 / each

0 Reviews
Cardinal® XtraLife® Locking Slant-D® Ring Binder, 4" Rings, 53%

Item Number 715708 Entered ltem # 715708 0 m

Manufacturer # 26340 Update
[E€9) Eco-conscious
= [£4) Recydled content

\

Category Binders Group | &

Share your ltems X

Please provide the details below to share your selection via email.
* Required Information
Your Name ADMIN ONLY .

Your Email donotreply@reply.com *

Recipient Email Separate multiple emails by a semi-colon() | +

Comments: |

¥ Send me a copy of this email cance. B seno
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PRODUCT COMPARISON

When searching for items you will see a Compare check-box below the price and Add to Cart
button. To compare the different product features of up to four items, check the Compare box.
The wording “Compare” will turn into a blue hyperlink. Click on that hyperlink and a new page
will appear. Remove an item from the Comparison by clicking ‘Remove’ just above the image.

Product Comparison

Comparing 3 Products
Print This Page

X Remove

Email
==
Office Depot® Sticky Notes Value Pack,
3" x 3" Yellow, 100 Sheets Per Pad, Pack
Of 18 Pads
Item # 420994
[
Your Price [x] 3248
Item # [»] 420004
Unit Of Measure \Z\ pack
Assembly Required Y|

ORDER BY ITEM NUMBER

* Remove

Post-it® Super Sticky Notes, 4" x 4", Rio
de Janeiro, Lined, Pack Of 6 Pads
Item # 722832

=
g
723832
pack
No

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

X Remove

Post-it® Greener Notes, 3" x 3",
Helsinki Color Collection, Pack Of 24
Pads

Item # 563300
]
$1217
563300
pack

No

You can add an item to your cart from the Product Comparison by clicking on 'Add to Cart'.
Our ‘Order By Item Number’ feature allows you to add up to 20 items directly to your Shopping Cart.

I+ Cdes By em ) Shopping List €7 Bulietr Bowrd 7 Swbacrpton Managr
[N —
Order By Item Number
Enter the § B or 10-digit item numiber and quantity for #ach item you would ke to order in the approprate flds below

anilis Fite Foldurs, Latter Size, 1/ $15.99 oo

Customer Service

Company Info

Copyright € 013 by Office Diepet. Inc. A0 rghta marved. 11
st CAeTS o e P sampok com .y nk

iy not appy 10 puschases made on Bue

Rososroen

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.

Office pEroT OfficeMax
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INK & TONER

Our 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 from the
‘Ink & Toner’ header under ‘Products’ within the navigation bar or from the ‘Ink & Toner’
home page.

Please Note | The top ten printer manufacturers are listed at the top of the Manufacturer drop-down list
for your convenience.

Ink & Toner Cartridges

Select a Printer Search by Printer or Cartndge

bursed dﬁ

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 ‘Print and Copy’ under Services on the navigation bar. Once you enter the Custom
Printing homepage, choose one of the categories, select and design the item, then add it
to your shopping cart. Once you add the item to your cart, you can continue to add items
or proceed to checkout.

View all 2,481 items >

Print & Copy

my-,

\

Brand Identity Same Day Printing

files

NEED TO STORE YOUR
DOCUMENTS ONLINE?

My Files

Shop The Power of Sharpie®

Badges & Name Plates (114) I Shnﬂpwl 8 Now in a Gel Pen!
o

Business Cards (80)
Catalogs (20)

Checks & Forms (475)
Custom Stamps (306)

Custom Stationery (181) c-‘

Document Printing (9) E‘:V HHurpor Salon

| &
Invitations & Announcements (90) -

Labels & Stickers (110)

- Business Cards (80) Document Printing (9 Marketing Materials (31
Large Format Printing (300)
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Please Note

e |f 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.

e Custom 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.

Home / Find Your Product

A Due to limited availability, we've kept 6 of the 10 you requested in your cart

= Office Depot® Brand Ballpoint Stick Pens, 1.0 mm, B Ship4more
s Medium Point, Clear Barrel, Blue Ink. Pack Of 48 $12.42 $8.29 pack ;
[‘};’3‘ item # 744320 Entered ltem # 744320 when available.

ADD TO CART

Continue Shopping

SHOPPING CART

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.

The available quantity will be placed in the cart. A backorder will be placed for the remaining
quantity if you select the checkbox where it states it will ship when available.

Please Note | Customers may choose to suppress the backorder option by contacting their Office Depot
Account Manager. If no message appears and you're not provided an option to check back-order, this item
may no longer be available. Please contact Customer Care for a replacement.
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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’ session for future delivery. The user must exit the future order
section of the website when placing their next regular order.

ﬁammﬁ&gﬂm&rhﬁﬂudﬂﬁw@%ﬂpnﬂhﬁamﬂmﬁ&ﬁﬂlmm

Home / Advanced Orders for Future Delivery

Advanced Orders for Future Delivery

Need Help'p This feature has been designed to allow you to place your orders now for FUTURE delivery. This should ONLY be used for
i orders you wish delivered in NO LESS THAN 21 DAYS and NO GREATER than 180 days.

® Email Assistance The advantages of Advanced Orders include:

® Phone Support * Earlier back-to-school planning

* FAGs

* Early allocation of inventory, less back orders
T 2 gieaiarive * Advance planning online for delivery date and summer telephone contacts
Chat Now et .

* Deliveries sent on time

Nat all items are eligible for future delivery. If you order an item that is not eligible, you will receive an error message
notifying you that the item is ineligible and should be ordered for standard delivery {within 1-20 days).

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.

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

e A PO number is always required for a Future Order.
® The delivery date defaults to 21 days out but can be extended to a max of 180 days.

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 (the Delivery Centers require 21 days to process a ‘Future Order’). All future orders that are not approved
within 150 days from placement date will be automatically canceled.

Subscriptions Manager What's New?

Products Services Oniginating user - Q Sort By =

Boise® X-9® Multi-Use Copy Paper, Letter Size (8 1/2" x . " . ; —
11°), 20 Lb, Bright White, Ream Of 500 Sheets, Case OF 10 . ey, ADD11 ety ECAUNOEIER... AT
$62.89 / case

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.
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SETTING UP AN ITEM SUBSCRIPTION

You can start a subscription for an item by selecting ‘Subscription Delivery’ on the item
detail page, or by clicking ‘Subscribe’ in the shopping cart. You can subscribe to an item

and your first delivery will be sent immediately. You'll be asked to provide a delivery address,
payment method, and billing address at check out.

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 subscription by five days.

Heme / Office Supplies / Filing & Folders |/ File Folders | File Folders / Product Details What's New? List $30.50
9.97 b
Smead ® Manila File Folders, Letter Size, $ e
1/3 Cut, PaCk Of 100 - 1 + Subscribe

Item #315515 | Manufacturer #1531

Add To List

TR A (1334)

Save More with Bulk Pricing »

n
L |
Ly ~| Subscribe
1/3-cut tab :

~ e Month v
il
kg Delivery

—— Estimated delivery 1-3 business days

| | 99+ in Stock
B =

Store Pickup ()

4

99+ in Stock Change Store

s
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Chapter 4 | Checkout

After you have added the items you wish to purchase to the ‘Shopping Cart, you may hover
your cursor over the Shopping Cart icon to see the list of items and click the blue "Check
Out" button at the bottom of the hover window. Alternatively, you may also click on the
Shopping Cart icon which will bring you to the Shopping Cart page where you may review
your items and quantity. You can then select the blue "Check Out" button at the bottom of
the page when you are ready to complete your purchase.

VIEW CART

You can view the items in your 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.

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.’ (These options are at the bottom of the cart, underneath all items)

Contact Us + Account: 31218200  Logout

8 Q

My Account =

':i:@ Orders =] Order By Item [ Shopping List [T, LOAD TEST AC PROD-NO AB ORDERS
Custom Premier 3-To-A-Page Binder, 1 $34.99
- Premiwm. Black
Shopping Cart
v HON® Metro Classic Double-Pedestal 1 $819.99
Desk. B0"W. Harvest/Putty
View Full Cart
Estimated Total: $833.21 Current Delivery Info:
i TEST MAM 2255 LINDELL BLVD DELRAY BEACH, FL 33444-
g Shipping 1137
2 Change Delivery Address
HON® Metro Classic Double- Delivery
Pedestal Desk, 60"W, Harvest/Putty | stock anc  Estimated Total $854.98
Item # 670902 Entered ltem # 670902 ship

[FURNITURE DELIVERY
- l

Save

Comments
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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 alternative, simply click ‘Choose this item’ on the ‘Greener Alternative’ item and click
the ‘Replace Checked Items’ button.

Home / Find Your Product

Here is the Green Alternative for the item you selected:

You requested this item But this item is eco-preferable
cvr o
Post it® Super Sticky Notes, 3" Post it® Greener Notes, 100%
x 3", Canary Yellow, Pack Of 12 Recycled, 3" x 3", Camary
-:iﬂ - Pads Yellow, Pack Of 12 Pads
g = tem # 504728 e Item # 738233
s -

gl fg:gw—m

List Price: $24.76 d List Price: £27.03
$23.69 /pack

Your Price: $15.27 /pack Your Price:
Qty.: 1 Choose this item,

Cancel

REPLACE CHECKED ITEMS P

SHARE CART
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.

Recipient Emai
[ Separate multiple emails by a semi-colon() ]

# Send me a copy of this email
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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. (This option is underneath the QTY

of each item)

To remove an item you have saved, select the item in the check box and click the
'REMOVE' button.

Shopping Cart

Cantinue Shopping -

Shipping Qty. Price
- Smead® Manila File Folders, Letter Size, 1/3 (8 Delivery E §9.97
Cut, Pack GT'IGFI _ Estimated delivery 1-1 8557 how
‘ therm # 315515 Entered e # 315515 brusiness days Save For Laker
=5 Divarss o ) List Price - §3858
L Pickup in store | T
ML T3 Harer tDI:IE'_I,'
S99 vailable
|:| Subscribz @
Comments S
Update Emipty Add to List Share Cart
Saved for later
Realspace® Landon 56°%W Desk Hammemill® Paper, Copy Flus Realspace ® Magellan L-5l
- With Hutch, Cherry MF, Lettes 2117, 20 Deck, Horey Maple
Clear Barrels. Black ink, Pack OF Lb, Rearn OFf 500 Sheets, Came
Oy 1 Oy 200 Oty 4 Oty 1
List Price: $30.80 List Pricec 5444.53 List Price: S2B870 List Price- £456.25
§16.62 comon §329.99 cacn §43.22 §279.99 cach
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MOVING SAVED ITEMS TO A SHOPPING LIST

You can move your items from one shopping list to another shopping list simply by selecting
the item in the check box and then clicking on the ‘"MOVE’ button. Add your item to an
existing list or create a new one. (For this option, you will need to be in a shopping list,
select the item in the check box, and then select ‘'MOVE’ at the bottom of the page).

= $15.99 / box

49 Reviews
Smead ® Manila File Folders, Letter Size, 1/3 Cut, Pack Of 100

v
v H { Item Number 315515 Entered Item 315515 -
—“ Manufacturer # 1531 1 Add to Cart

pplier

Update

(&) Recycled content

Category | File Folders Group

To organize your items, check boxes in the right column then choose one of these actions: Remove | Move | Copy | Share ltems

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

0D Test v List Mame:

Comment:

$15.99 / box

49 Reviews
Smead® Manila File Folders, Letter Size, 1/3 Cut,
Pack Of 100

ltermn Mumber 315515 Entered ltem # 315515 1 Add to Cart
Manufacturer # 153L

» Diverse Supplier
[t
_\.C,

.r.’::_, Recycled content

_—
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CHECKOUT

When ready, click on ‘Check Out’ in the Shopping Cart view at the top of the page to go to
your one-page order review and placement.

CHECKOUT REQUIRED FIELDS

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

The Payment information section displays your payment method or provides the option of
Credit Card or Account Billing.

The "Email Options’ section allows you to send yourself an email order confirmation, and/or
enter the email 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.

Checkout
Please 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 Delivery information
CHANDAN T APP2 -Change YKM -Change
- 2200 OLD GERMANTOWN RD -
(516) 974 - 9879 Ext 4765 SDASFASFA
mehrotra.nestesh1@officedepot.com DELRAY BEACH, FL
33445
(Taxable)
Email options Order summary
Send me an email confirmation of this order Delivery order 1 # 401971664-001  Estimated delivery 11/13/2019

C] Send a copy of order confirmation to

Please Note | Payment method may vary. Speak to your Super User or Account Manager to adjust
your payment types.
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SUBMITTING YOUR ORDER

The bottom of the Checkout page displays the items you selected. Verify that this
information is correct and click either the ‘Place Order’ or ‘Submit’ button to finalize

your order.
Your order is not processed until you click the ‘Place Order’ or ‘Submit’ button.

Please Note | If your User Account is set up to ‘Hold,’ your order is automatically placed on hold for approval,
the 'Place Order’ button will not be available and the ‘Submit’ button must be used.

Account information

* PO Number Select * Contact
|ABC123 ) Test User )
* Release Select Contact Phone Ext
A8CD J [ Jjc
* Cost Center Select Comment: Not used by our delivery carriers.
A ) [ ]
* Desktop SelectJ [ ]
(AAA [ ]

(O Make these my default values, if permitted

« Marked fields are required

Payment information

© Credit Card FWE4 ¥

) Office Depot Credit Card

() Alternate Credit Card

@ Redeem a Gift Card or Rewards Certificate

@ Apply a coupon code

Delivery options

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

applies to stocked items, any items shipped directly from the
vendor will be delivered as previously indicated):

Select a desired delivery date:
(B 1171372019
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ORDER CONFIRMATION

When you click on the "Place Order" button, your order is now submitted. You will be
directed to the Order Confirmation page. This page will display your order summary which
includes items ordered, order total, and order confirmation number. This confirms that your

order has been successfully submitted to the Office Depot system. Your order can now be
tracked using the order number displayed on this page.

Thank you for your order!

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: 412221272-001 Estimated Arrival By: 11/13/2019 View Order Details

My Account

View Order Details for This Order
Print Order
View Your Order History

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
View Your Account Infarmation

Reorder

your account, or view your previous orders.

Order Information

Account #: 31218200 TEST12: LS-PO1

Your Order Number is: 412221272 NAME: <<

Company Name: LOAD TEST AC PROD-NO AE ORDERS  DESKTOP: AAAAZZZZFDGDFG
HEY: or

Contact:  Contact: PRDALLSDGH VS5U
Contact Phane: (445)201-0207Ext.22

Shipping Information

12 AUG 2015

TEST NAM

2255 LINDELL BLVD
DELRAY BEACH,

FL

33444-1137

UsA

(Taxable)

Payment Information

Credit Card (CHANDAN)
Credit Card Number, ** s ssxexssx

Order Summary

Hide Images

= Order Date: 11/12/2019
Shipment 1
Delivery Date: 11/13/2019 08:30 AM - 05:00 PM

Order Number: 412221272-001

Description Your Price/unit  Qty,  Available B/0® Total Comments

7 Smead® Manila File Folders, Letter Size, $9.97 / box 1 1 0 $9.97
1/3 Cut, Pack Of 100
Entered Item # 315515

n
1
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ORDER TRACKING

The Order Tracking page gives you the ability to view all orders or to filter orders using

specific search.

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 on the Order Tracking page, you will see a
checkbox in the ‘Select’ column for orders that have a status of ‘Held By Customer’ and
'Held For Review." To release these orders, check the box for each order, and then click the
‘Release Selected’ button at the bottom of the page. All orders checked will be released.

Orders

96 Pending my approva

Status

All

Al Perding
All Processed
Canceled

E Date Range

081242019

1 1122019

Apply

Order Value

Approver

Showing 1 - 2 12034 e
OROER NO T ORDER DATE
" MA22019
mazRms
4 P 1MARMY
14 F M22me
° 22005
" ARG
P 1MA2R019
" MAZ2018
o v /N2
4+ 4 0 P nwmnrng

TESTY

18P0

LSO

LEpon

15RO

HULL)

WA

AUT PO

UL

MULL

N

DESKTOR

ARARITTEFDGORG

AAAZITEIDGDRG

AMAATEIFIDGDRG

ARAATTTIFINGIF

« FRAME >

AT CO

<FRAME>

 FRAME

«FRAME>

<OT-TEST>

oA

AUT REL

<OT-TEST>

<D1-TEST =

<DT TEST»

| Cvder Number

CEDERED Y

PROALLSOGH V55U

PROALLEDGH w350

PROALLSDGH vi5U

PROALLSOGH WS5L

PRIMARY CONTACT

FFOD FFF

TEST TEST

PRIMARY CONTACT

PRIMARY CONTACT

PRIMARY CONTACT

STATUS

In Process

In Process

in Process

In The Warchouse

Ot Sidymitled

I Procids

Advanced Order

Hald Dvogichip

Rzady to be losded

TOtAL

$9.06

§1.83

34877

View Dietails

§38.27

123536

1245

t8.47

5645

§6.45

Please Note | Orders in the

or cancel the order.

status of ‘Held For Restrictions’ require Workflow options to approve, reject,
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ORDER TRACKING SEARCH CRITERIA

You can search for Orders using the search bar in the top right of the Orders page. Search by
Ordered By, Order Number, Cost Center, Desktop, Release, PO Number, Item Number. Once
you have made your selection and entered the search criteria, click on the magnifying glass or
press enter on your keyboard. Filters are available to the left of your list of orders. You can apply
filters based on Status, Date Range, Dollar Range or Approver. To release, the approver must
click on the order to openit.

Status

Al
All Perding
Al Processed

Canceled

Date Range
08/12/2019

T 1111242019

Order Value

Approver

L
SPUT

ORDER DATE

A0

R ]

AN

A

AN

AN

A0t

201

2me

nARNe

THSTR

L5PO

LSPOT

LEPOT

15RO

(HULL}

WA

AUT PO

UL

MULLY

NULL

[

NAME

AARATITIFOGORG

AARAIIZZFOGOFG

ARAIIIIOGDRG

AARAZETEFUGDFG

<FRAME =

<FRAME>

S FRAME®

<FRAME>

<DT-TESTs

A

AUT REL

<OT-TEST>

DT TES T

<DT TEST>

| Order Numbeer

CRDERED BY
PROALLSDGH VS50
PROALLEDGH V55U

PROALLEDGH VESU

PROALLSDGH VESU
PRIMARY CONTACT
FFOD FFF
TEST TEST
PRIMARY CONTACT
PRIMARY CONTACT

PRIMARY CONTACT

-

STATUS

In Process

In Process

In Process
Advanced Order
Hedd Dengship

Ready to be loaded

$1.53

$4077

View Details

$3.08

53827

4123536

1248

ORDER DETAIL

To view the details of an order, click on the order number in the Order Number column
of the Order Tracking page. On the Order Detail page you can reorder items or submit
a 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 split will be listed at the bottom

of the page.

Showing 1 - 20 of 132 results
ORDER NO
412191880-001
412181401-001
412178900-001
412178899-001
412168865-001

412168343-001

(]
spLIT

ORDER DATE

11/09/2019

11/08/2019

11/08/2019

11/08/2019

11/07/2019

11/07/2019

TEST12

AUT_PO

A MAX

<EOMBSD-

9941>

<EOMBSD-

9941>

PO-MAX

Office pEroT OfficeMax

DESKTOP

AUT_CC

<IFRAME >
</A>

<IFRAME >
</A>

AA_CC12

CC-MAX

NAME

AUT_REL

<<

<IFRAME/>

<IFRAME/>

REL

REL1

Cancel Selected Release Selected

ORDERED BY

TEST TEST

CHANDAN ORG

NITIKA ORG

NITIKA ORG

RAHUL AGARWAL

12MARCH10
WFORIGINATOR

STATUS

Held for
Restrictions

Held for
Restrictions

Held for
Restrictions

Held for
Restrictions

Held for
Restrictions

Held for
Restrictions

TOTAL

$127.31

$109.11

$453.38

$126.95

$5454

$72.55
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ORDER RETURNS

You may create a return request online by following these steps:
* Open Orders page to view orders.

* Click on the desired Order Number to place a return.

e Click on ‘Return Order’ from the Order Detail page.

* Select the item or items you want to return, select a reason from the drop-down list,
and click '‘Return Selected.’

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

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

* You 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.

* You 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 | If a return has already been placed on an order, the ‘Submit Return’ button will not be available.

Thank you! Your order is being processed. print. @

Here's what to do next for your return:

= & Lb

Step-1 Step-2 Step-3
Print label for each box Package your Items Ship your Items
Your return is being processed. You will be notified by
email when your label is ready 1o be printed.
Returned ltem Order ID: 412221371-001
W Office Depot® Brand Newsprint Paper Roll, 30 Lb, 1 Return Damaged/Defective 9.1
24" ¥ 1,440, 100% Recycled

Item # 100031

We are Refunding $9.75

Refund will be made to your original payment methodis). A mail check will be issued for any gift card or rewards applied to your original order.

$9.75 Will be refunded o your MasterCard account.

Return Address

LOAD TEST AC PROD-NO AB ORDERS
BG00 N MILITARY TRL
BOCA RATON, FL 33496
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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
account, 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.

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

My Account
Create and store your information for easy access.
Order Tracking

My Profile

My Profile Overview
Select Ship To
Select Contacts
Select Deskliop

Select PO Number My Recent Orders Search By: | Order Number[~] Future Orders
Select Release T77689194-001 06/24/2015 ; -
Select Cost Center Status: [ALL [] This Teature Nas been
My Proxy Approver designed to allow you to place
H From: To: your orders now for future
H . delivery. This should only be
o Orders Pending Approval Date Range: = &= used for orders you wish
Need Help? No orders found pending Min: Max: delivered in no less than 21
approval Dollar Range: : : days and no greater than 180
= Email Assistance ’ days.
= FAQs A
pprover:
Talk with a Representative + Go to Future Orders
Chat Now

SEARCH ORDERS

My Shopping Lists

Shopping Lists help you keep

o . has Create a new list
track of items you purchase on

Select an existing list

a regular basis and can be set  |ng2015 |Z| List Name: *
with reminders so you will never
run out of your supplies! Comment:

» How to use and create lists
» Set up reminders for yourself

VIEW LIST
CREATE LIST

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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UPDATING YOUR USER INFO

You can update your User Information, Email Address, Email Format and Subscription (catalogs,
promotions and services) options by clicking on My Account -> My Profile -> Overview.

Click on "Edit" or the "Subscriptions & Settings’ link to make your changes and then

click the "Update Account’ button to save your changes.

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

& by i LE Prodde Db oere

Manage Account w4y Profile Overview

" igngger Coniscts
* asage Shap To Weliome, LOWUIS CORDERD!

Pl baiE § MeoeTaeTd b0 wendy 0 Dbk andevetann

= s 0 TOP
® Wlyrgoe PO

® hlwranger B LEAS
"

-

hinudeger WY 1 ¥our User Settings Uneer infe Subucriptionn & Settingn
Wt 111N Caros [T rees i i pi By & P T
Manage Users
A ks | e

SR AN L -

Ao Fve Ea et Lisets
Hiptind deboped crwib

CIL T

halast F.O0

Crecks Cord Cuonaps Aocounting Flelds/Shipto

P utiivarsl Ciedl

Fapepsts pten

Permilsslsng  oow Workllewy/Approvals  Vow 0

My Profile
= by Perfiie heerosrs Cuitam “.H‘ ;
® Selwrt Shap To
® adeyt wilm i
= ket B I0P ASisciatiang - oW
®

felect BE-LEAY

YOUR LOGIN ID AND PASSWORD

You can change your password, security question, or security question answer by clicking

on My Account —> My Profile -> Overview and then selecting the ‘Edit Login Info & Lost
Password’ link. Passwords must be between 8-30 characters and contain at least one uppercase
letter, at least one lowercase letter, and one number. Click on the ‘Update’ button to save

any changes.
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Home / My Account / Account Settings

Manage Account Account Settings

" Manage Contacts
" ManageishipTo Login Name & Password Update Security Question
" Manage Desktop
" Manage PO Number .
t
® Manage Release Question
" Manage Cost Center Lagin Name PRDALLVSSU [ What was your first jOb? v ]
® Manage Credit Cards
® Bulk Upload Credit Cards
Current Password Answer
Manage Users [ ] ["" ]
* Add New Users Mew Password Confirm Answer
= Edit Active Users
= Active/Inactive Users [ ] [u.. ]
® Tiered Approvals
® Credit Card Groups
R L Confirm New Password Current Password

Registration [ ] [ ]

My Profile Password Expires Never Expires

My Profile Overview [[| Keep me logged in (Cookies must be enabled for auto
Select Ship To login.)

Select Contacts o w—
Select Desktop - -
Select PO Number
Select Release

Select Cost Center

My Proxy Approver

Manage Quotes

SELECT CONTACTS

If you need to change the contact before you place your order, you can select a different contact
by choosing My Account -> My Profile -> Select Contacts. Select the right Contact for your
order in the Select Contact screen and press the Select button at the bottom of the section.

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

Select Contacts

Manage Account

Select Contacts

Cumrent Comtact: CHANDAN T
516) 97498
TR P

ds Contacts on Your Account

Tow
Search for a Contact By: Lasthama ¥

Beginaing With %  Costaining “

Setec! Comtact name Emad Addrew.
UYIG NVHIOR b
CHANDIAN APPE
WITYO0 BFOOGE
HONCND TAAVKE
OTXRUT VOIWGM

ARSHAY LYRGEY

MNOSEN GLWGDA
SPTGY VUMDER.
Need Help? HRELUE YTHGRC
NMCLHO SCSSNY

TWANC] KIFLUB

MLFYAD UNAGRG

ERGHTH NIV
D0 (RGN
LAIVRID NZGOM.
TINKD METVOR
PN AR

TEDATM MWK
PTTRCT BVGXYE

JBCIMG MULBGT
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SELECT A SHIP TO LOCATION

View your current and default ‘Ship To’ by choosing My Account -> My Profile -> Select Ship To.
Depending your profile settings, you may be able to search for and select alternate ‘Ship To's." To
go back to My Account, click on the ‘Return to My Account’ link at the bottom of the page.

Home | My A tf Salect a Ship To

Manage Account

Select a Ship To

Your Current Ship To: Your Default Ship To:
sEQ-2 SE1-2

OLD GERMANTOWN BD

Budget Limits f/4
Budget Used: 342 29
Budget Start:
Budget End:

Select a Ship To by searching or viewing the entire list

To view cther Ship To enter seanch criteria below

Search for a Shiptos By: |