February 1, 2001


PROCEDURES FOR DESKTOP ORDERING 

FROM OFFICE DEPOT BUSINESS DIVISION
1. Office Depot Business Web Page is:  http://bsdnet.officedepot.com/default.asp    

· The User Name is your phone number, which has been customized for each user.  Each user will receive their individual User Login.

· Password:  Each user will receive their individual Login password

· Click  the “Start Shopping” button
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Office DEPOT:

Business Services Division

Login

Please enter your login name and password

User Name:

Password:
o
Start Shopping

Autologi

Business Services Division
Electronic Commerce Support Desk  1.800-269.6888
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2. After successful Login, the first page to open is their Home & Browse Page.  See below.
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MyOrders | EC Support | Logout | Help =

OfficeDEPOT.

Business Services Division Welcome MARIA BERNARDINO of SAN
JOAQUIN DELTA39

Account
Center

Products

Searchfor [

Home & Browse

" Bulletin Board
=D

SAN JOAQUIN DELTA-33

Office Depot Bulletin Board
Due to high call volure you may experience langer than usual hold time
when calling the EC Support HelpDesk (800-285-6888). W are warking to
reduce this delay. We apologize for any inconvenience. We have changed
the look and enhanced the site to make shopping easier and more
converient. On Decernber 16th, we implemented new features such as:
New Look of the Site

> Navigation at the top of the page- no more scrolling!
Enhanced Search Functionality

> You can select categories to make search faster

> Search results will have images, making product selection easier
Enhanced Security Features =
New User Approvals and Warkflow

> Dollar lmit / ter restriction override functionality
The intent of these enhancernents is to improve your Internet shopping
experience with Office Depot. Thank you for your business.
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3. You can now start shopping from here.   If you don’t have a hard copy of the catalog you can select the “Products” button to obtain a list of the different commodities that are available.   Click on the category desired and it will automatically take you through the process up to the point of adding the items to the Shopping Cart.
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My Orders | EC Support | LogOut | Help

OfficeDEPOT.

Business Services Division Welcome MARIA BERNARDINO of SAN
JOAQUIN DELTA39

Account
Center

Order
ttorn #

Toneriink
Quick Find

Searchfor [ In [All Categories

Home & Browse

o producs

[omce Suppies JFurniture ]

AV Supplies & Equipment Amaires AV Supplies & Equipment

Basic Supplies & Labels Bookcases & Sheling Computer Accessories

Business Cases Carts & Stands Computer Media

Calendars & Planners Chaitmats Computers. Monitors, PDAS

Desk Accessories Chairs Copier & Fax Machines

Filing. Binders & Storage Computer Desks Data Storage. Networking

Maintenance & Breakroom Desk Collections Office Machines

Paper, Forms., Envelopes File & Storage Cabinets Phones & Accessories

Pens. Pencils & Markers Fumishings Printers & Al-in-Ones

School Supplies Lamps Seanners & Cameras

Technology Supplies Panel Systems Software, Books & Maps |
Tables Technology Supplies

Workstation Callections
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4. If you already have the Item numbers for what you need to order, you can click on the

 “Order By Item #” button.  You can fill in the columns as appropriate.
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Wyorders | EC Sumport | Logout | Help
Office DEPOT:
Business Services Division ‘Welcome MARIA BERNARDINO of SAN

JOAQUIN DELTA39

Account
Center

Products

Search for

Home & Browse

Order b‘ item Number

Quickly add iterns to your shopping cart or custorn shopping list by entering an item nurnber and a quantity. Sirmply key in t

nurnber, the quantity, and click “Add To Cant” or "Add To List." You may change quantities from within your Shopping Cart o
later.

ttem # aty Comment ¢

. “Breakroom Supplies
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5. After completing the order form, scroll the right task bar to the bottom of the page and click the red button that indicates “Add All Items to the Cart”.  If you wish to create a list for future orders, you can click the blue button that indicates “Add All Items To List”.  Do not use the “Express Checkout” button at this point.   Otherwise you will not have the opportunity to review your order prior to placing it.
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MyOrders | ECSupport | LogOut | Help =

OfficeDEPOT.
§£;,.g,, Services Division Welcome MARIA BERNARDINO of SAN JOAQUIN
DELTA39

Search for

Home & Browse

Items in your Cart

The item listed helowwas added to your shopping cart.

amty  eae wow om Doarpton vowrdes  Tob e
4 0331 E7iosy  AlAdGlance® Buihat's Day Counter® Refil 4 12°x 7 38", oy eps.;30  $25.03 | |
Jan_-Dec. 2001

Related ltems

You may also want to buy:

satte satte
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3M Highland™ Self Stick Notes. 2
758" % 2 7/8", Assorted Colars, 542761 B549A $3670  pack +Shopping Cart Add to List 2%
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6.
The following screen will confirm the information of the item that you are ordering.  If everything looks OK, click on the gray  button called “Go to Cart”.
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Listed below are the items you have put into your shopping cart so far. You can click here to continue shopping, or you can
buy these items now.

Review the contents of your cart. Remember to press the Update button if you change anything below.

Items in your Shopping Cart

iy bme tm Dwrpton VourAee  Tomimas  Untor femowmn  Conments
n sioppingGary

| 3383 At-A-Glance® Burkhart's Day $25030  $25.03 each

Counter® Refil 4 12" x 7 38"
Jan-Dec_ 2001

Cartsubtotal: $50.06

Upe Click ‘Update’ once if you have changed anything above.

Click ‘Continue’ to proceed with your purchase.
[T e changed my mind about purchasing right nows

please cancel my order and empty my cart.

Counter® Refill, 4 172" x 7 38"
Jan-Dec. 2001
| 39331 At-A-Glance® Burkhart's Day $25030  $25.03 each I
I |

» Back to top
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dditional Order Information

Please review your billing and shipping information and change it if necessary.

Your Information

MARIA BERNARDING

(209) 954-5085 Ext

Shipping Address

SAN JOAQUIN DELTA-33
5151 PACIFIC AVE
RECEIVING DEPT
STOCKTON, CA 95207-6304
UsA

1

Payment Information
Payment Method Account Billing

Order Options
PO Number.

Release:
DEPT#
DEPT NM:

Contact. [MARIA BERNARDING

Comments:

T
& =0=[ [Sosument Done





7.
Once you are in the Cart, you will have another opportunity to review your order or to remove the item from your Cart.  Make sure to click the update button every time you make a change on your order.  If everything is OK, click the blue “Continue” button, to continue with your order.
8. At this point, it will give you the page where you can enter the billing information.  Fill in the information under “Order Options” as follows:  

· PO NUMBER:  Enter your phone number

· RELEASE:  Leave Blank

· DEPT #:  This field will default to one of your supply account numbers.  However, you can change it to another account number that is within your department authorization.

· DEPARTMENT NAME:  Enter the name of your department

· CONTACT:  This will default to your name.  
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PO Number. [p54-5085 -

Release:

DEPT# 430278 -

DEPT N [Purchasing

Contact [MARIA BERNARDING

Comments:

Additional email confimation

This order il be placed on hold
(Click this button to continue to order verifation)
Back to top
1 have changed my mind about purchasing right now;
please cancel m§ order and empty my cart
I |
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COMMENTS:  You can use this section to enter comments that you would want to appear on your order and on your receipt.  If you are placing the order for someone else, you can indicate their name on this field.  You can also indicate another internal delivery location, if you don’t want the order to be delivered to your location.  Make sure to indicate only the current available internal delivery locations identified in Oracle.
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1 Review and verify allinformation on this page
2. You may pint this page as  reference for tracking this order.
3. When you have completed your review, click the "Purchase Now” button to corplete your transaction

Team Leadei/Rev Miktplace

Please click the "Purchase Now" button to finalize your purchase.
To avoid duplicate orders do not press the button more than once.

Purchase Now

Order Number: 120940532-001
Contact Information: MARIA BERNARDING
Shipping Address: SAN JOAQUIN DELTA-39

5151 PACIFIC AVE
RECEIVING DEPT

STOCKTON, CA
95207-6304
UsA
ShipTolD - 1
Payment Information: Account Billing
Additional Information
PO Number: 954-5065
DEPT#: 430278
DEPT NM: Purchasing

This order will be placed on hold.

You will not receive a confirmation by e-mail
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After entering the above information, scroll to the button of the page and click “Continue” to proceed.  Please be aware that you also have another opportunity to cancel your order at this point, by clicking the “Empty Cart” button.

10.
The Order Number of your order is assigned.  The system gives you the opportunity to review your order and the billing information entered.  If everything looks OK, you can click “Purchase  Now” button to process the order.   After you click the Purchase Now button, the order number becomes your confirmation number that you will need to track your order.
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MyOrders | ECSupport | LogOut | Help

OfficeDEPOT.
\ oL vision Welcome MARIA BERNARDINO of SAN JOAQUIN
DELTA39

Business Services

Products

o Toneriink
ttorn # uick Fing

Searchfor [ In [All Categories

Home & Browse

Order History

Click on an order number to see the products you have ordered. For more advanced search options including filte
by date, cost center or Purchase Order numbers click he

Ordor Number OrderDate Total Delivery OKto PO DEPTH Release Status Contact
Date  Change Number

1SAO001 11292000 $423 1102000 No  100BASY 431801 Delivered MARIA
R — BERNARDING
NMSAEO0N 1292000 7192 11A02000  MNo 1008497 43239 Delivered MARIA
UPRPIPANL BERNARDING
1S01EBLO01 11292000 $3980 11A02000  No 1008457 431782 Delivered MARIA
115201654001 BERNARDING
1ME01219001 11292000 $425 11A02000  MNo 1008497 430956 Delivered MARIA
AIPRPIANL BERNARDING
150009001 11292000 $805 11402000 MNo 1008497 430956 Delivered MARIA
115200809001 BERNARDING
NMSMEZO00 11292000 §139 11A02000  MNo  100B4%7 432198 Delivered MARIA
PR BERNARDING x|
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Please note that the order form indicates “This order will be placed on hold”.  What this means is that after you submit your order, it will go into a “hold” mode until Purchasing releases the order.  The purpose of having Purchasing release the orders is so that they can be reviewed to make sure that unauthorized items are not going to be ordered.  Unauthorized items include: computer related items, A/V items, fax machines, copiers and  personal items. 

11.
To track your orders, simply click on the gray “My Orders” button on top of the page.  If you need to view an specific order, simply click the “Order Number” on the left hand side.
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G to Your Cart
Go to Custom Shopping Lists
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12.
Congratulations, you have successfully completed your Office Depot Order.  Be sure to click the “Log Out” button on the top of the page before closing the window.

