Office pDEPOT Final Approver Guide
Takirng Cave of Busirers Multi Approver

Steps/ Action Screen

STEP 1: _ Office pEroT {
Login to your Office Depot | Bus \s

-rv‘_ -v,w

BSD account. Sign s ooy 0 boutOffice Depo
b, § l o2
Website: =] g Cus
WWW. Officedepot_ Com/bsd ?'| . : Please enter your login name and password '
. AL Login Naie: Small Business
Login Name: = ' s LoG e
\ [ Autologin: f1- 5100 oy
/ ¥ ST
Password: g Govermme

BSD Customer Service: 1-888-2-OFFICE (1-888-263-
3423) For Delivery, Order, and Product Related
Questions

BSD Technical Support Desk: 1-B00-269 6888

Login: —
CliCk on the Iogin button Make the Web work for you! Use Future Orders when

delivery of your order exceeds 3 weeks from today!

Blace a Future Order
<] [+
(@  Trusted sies Haw -
4]
o] M=V (V[ (-HOIfe[STEHONIN | Office pEPOT
Basieass Soldions Divislon Home Bullabin Board Twch Dwpol Dexign & Prant ———
. Office Supplies Technology Custom Printing Customer Services
If you are appr_ovmg an [ T
order to be delivered
oea)inCan | Furnitwee ]
then B 500 AR T, F—
- . 5 > ook rts & Stand Lables, Surge B Power Protechon
select this option. Miows Car | Chock 0| Buc S e — :
Find Pﬂmorll | Husingss Cases ﬁe_ﬁ_baﬂel_imm Deskiop Computsrs
Example would be for e ? oy ot o e i
aStore i e Flla A Siocaos Cabinets & F »
start-up order or annual OrderTracking  © P T—— Furniice Collections e
¥ s | Eiling & Storaga Homs Fumiturs & Fumishings Monitors & Brojectors
order need. T lok. Taner & Gibbons \amps & Light Gulbs tebworking
Ordarbyltems Q| Laksls b Label Makers Qffice Fumishings Hetabook Computers & Tablets
My Shopping Lists @ Mairaom Suppkes Tabies Gffice Machines
- . mPnoll. o: FI:DEL ’FOI'“\E. Envelopes E:hon:s b A’_‘.'_‘iﬂfﬂfﬁ =
Futu re O rde r L 18] k - e :,-J::ul cr:::lslI::Ln‘ﬂl(‘cm anbcr&.!r:nnn_p. Copiers & Fanes
Online Catalogs @ School Supgh g & Bocks

ogy ACCRssonias
Future Orders

If you are approving an
order for next day delivery,
please continue to STEP 2

Office Depot's Technology Experts

Streambine Your Technology

Buying Expenence
on next page for nextday | L &R U
p g y Now there's a new way for Office Depot BSD customers Microsoft
ta make the
o rd ers. maost of their purchasing experience through Tech Depot, TOSHIBA
our expert technalogy source. Tech Depot understands W
the needs of today's 3

businesses and provides the right solutions. With an
unlimited selection
of the most progressive technology, backed by expert

assistance,
Tech Depot wil help you make informed dedsions before,
during,
and after the purchasing process. i
— - ¥
£ 13
(@ o Trusted stes Hov -

Customer Service: 888.263.3423 BSD Technical Support Desk: 800.269.6888
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STEP 2: Office peroT

Business Sclutions Division

0 hoenis)in Can

Subtctal 5000 W r— sk Shelving ﬂals.s 185
[nnghrj Q‘ .\Ir;n(sgﬂas h;! I'.a[\s Q‘ lggr Mats ?
Find Printer Supplies m: S ﬁﬁﬂ__pm,_“ﬂ_m
Marutacturer [ ®| Catandars & Piannee ssk & Wall Accssans
Find a Store [+] M;o & Wall Accessoriss TR : =°
Order Tracking @ Exscutive Gifts £ o Collac tio
Order Approvals: Order App : g YT "
Shodes oy .S, abals 2l Makers ice Fumishings
Select Order Approvals to BT e e
view orders that have been | weewe  © Pane. Pancar & va

Green Book Online

Searchfor |

[Furniure W iechnology

Dffice Supplics
AY Supphes & Fg

Bullekin Board Welcame ACCC

Toch Owpol  Design & Print

Custom Printing

| (se4rch)

Customer Services

Produgts

submitted for your Online Catalogs  © school Supg
Fut de
approval. wweOrders  ©
Office Depot's Technology Experts
Streambine Your Technology
Buying Expenence
Now there's 3 new way for Office Depot BSD customers  MiCrosoft
ta make the
maost of their purchasing experence through Tech Depot, TOSHIBA
our expert technalogy source. Tech Depot understands W
the needs of today's 3
businesses and provides the right selutions, With an
unlimited selection
of the most progressive technology, backed by expert
assistance,
Tech Depot wil help you make informed dedsions before,
during,
and after the purchasing process. i
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(@  Trusted sies #oosh -

STEP 3: Office peroT

Solutions Division

0 hoenis)in Can
Subtctal 5000

informa

ima ot | amck Guak)

Shopping Tools
Find Printer Supplies

Manutacturer [0 Selact All

Order Number: = |_siiis0e  ©
Click on the link of the :‘:“:vw:lv: ~
order that you are Orémbyitems  © :_'
H My Shopping Lists
approving. sl f
Sreen Book Online @ O

Online Catalogs

L]
o COIEOTTR [ cancel Selected )

Note that order numbers

Future Orders

Searchfor [
Order Tracking

click an order number to see the details of your order, or to view delivery tracking

Welcome ACCC

Home Bullebin Board Tuch Dwpot Dissign &

Custom Printing

| (s24rcH)

Customer Services

Orders On Held

Currently showing orders 1

- 5 out of 5 total orders. from 7/19/2008 to 8/19/2008

Mumber  BROE—  yora  REMEC ORI PO Mumber MARKFOR Status Contact 1
10'3%: 8/14/2008 $19.18  B/15/2008 yes PENDING PO KELLY ROOT Held for Revrew OUTLOOK STAFF ORDERING o
c_ﬁaim B/14/2008 5243.12 8/19/2008 vyes PENDING PO KELLY ROOT Held for Review QUTLOOK STAFF ORDERING Qo
o1 B/13/2008 $134.73 @/22/2000 vyes PENDING PO DEGRAAF Held by Customer  OQUTLOOK STAFF ORDERING o
I."':: = 8/12/2008 5259.05 B/13/2008 yes PENDING PO WOLFE Held for Review QOUTLOOK STAFF ORDERING o
orp B g/7/1008  $253.45 8/11/2008 yes  PENDING PO CLAUDIAOWLR  Wald for Review  OUTLOOK STAFF ORDERING O

that have an “™” prior to

the order number were
submitted as a future order
and need to be process
under the future order
mode.

Terms of Use
Privacy Policy

AffEate Program
International
Mare

E-Commarce Support (esk
Phong Support

(@  Trusted sies #oosh -

Customer Service: 888.263.3423

BSD Technical Support Desk: 800.269.6888
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STEP 4:

Find Printer Supplies|
y

Modify Order: =

Click on the Modify Order
button.

Find a Store o
OrderTracking  ©|
rder Approvals |
Orderbyltomd O

My Profile o|
Account Conter |
User Prafiles o

Online Reporting @
Green Book Online @ |
Onlins Catalogs @
Fulure Orders 0|

Wi PInter bngndly Yeraon

Waodify Order ) (_Cancel Order )
Your delivery date has passed, Please click "Release “or "Approve” to recefve your
order on the next available delivery date. To specify a different delivery date,
please click the "Modily Order” button.

Order Information

Tracking info:
Status: Hald for Restrictions
rdered By: 5095476583 Delivery 08/18/2008
Last Modified 08/15/2008 Date/Time 08:10 AM - 05:00 PM
on: shipping

Last Modified 5095476583 Address: JAMES MCGEE ELEMENT ARY
4601 HORIZON CR
PASCO, WA

Contact: JAMES MOGEE ELEMENTARY
(509) 547-6563 Ext:0000
Payment Infe: Account Billing
PO Number: WAITING FOR PO
MARKFOR: ROBIN HAY
o

G9301-3429 USA

Datalls Comments

Approved TAMMY
MITCH

Comments:

Prior approver comments
will appear here. This may
have PO info or special
needs.

14.20.52
Pending NORMA

Release CARDODZA
from

) disapprove {requires comments)
O ratease
Cemmants

Order Summary

Item Number Units  OurPrice

e Backorder shapped
A = ool gast  comments

602 b 5115 4 o o 460
Paper Mate® Ballpoint Stick Pens, Medium Point, 1.0 mm, Green, Box 0f 12

156560 dezen £2.24 5 o o £11.20
BICE Round Stic Grip™ Ballpoint Pens, Medivm Point, 1.0 mm, Purphe Ink, Pack 0f 12

Totak $17.11 ;
3 B
i (@ + Trusted shes H 100% =
STEP 5:
lni':c':l 2sac=gna PO Number| PEMDING PO :;::c"_-"'l azceunt Blng [
Purchase Order: ance MARKFOR =D [crd Stevers e
[t taes cur Gt tumbar: o e acacoras dudhes
Update Purchase Order field Contact oo hanace expiation 5 )
if needed Contact Phone: E:-, 242 | [a5e0
comments: @ o on for thie order
Additional
Email
Place Order:  Delivery Options ¥
For Standard Delivery:
i i B A A A A o e s T B
Review submitted
o) rd er an d u pd ate any Reguest a desired delivery date: S
- Wed. Aug 20, 08 £
other fields or payment o Fature Detiery.
typeS pI’IOI’ tO Selectl ng . I\J:Yp:réﬁi?‘-gir!c'nr\.ﬂ delivery, (deliverad in ne less than 21 davs and no grester than 100
place order. oR—
expected delivery date: 08/ 20/ 2008
H S Units Quant Back Exended oo rints Remove
Click on the Place Order ZEME numbarQUTTICR IR QU ardacedfrice
button to submit order. G2 oW o wew e b o sa0s o
Office Depot® Brand Faper OO . 1 Regular, Siver, Box Of 100 Clips
PEST VALUL
Subtotal 50.05
Small order handing fee £0.00
Misc $0.00
Taxes $0.00
Total $0.05
{ Eontinue $hopping [ Sawe Ttems for Later ) Put this order on hold |
p (@ + Trusted shes H 100% ‘-_2

Customer Service: 888.263.3423

BSD Technical Support Desk: 800.269.6888
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STEP 6:

Printer Friendly =

Use this to get a “Printer
Friendly” version of your
order

Delivery Date\

Order Number: =

Office peroT

Business Sclutions Division

Bullabin Board

Tuch Dwpot

| (s24rcH)

Decsiggn & Prant

Custom Printing

TR [WE TR My Profile

Find P
Manufacturer 58 ()

Home
Office Supplies
Sumhfer[
Dhtsen{a}in Ca Your Grider Number is 440867028-001
Subtotal 3000

Find a Store O/ | Yicw Your Order History
Order Tracking @/ | yiew Your Account
Order Approvals @
Orderbyitems @ |
My Shopping Lists @
my Profile o
Green Book Online @ | |Shipping Info:

) SUNNYSIDE HS
Online Catalogs | o) \nverne HIGH scHooL
Future Orders €| |1801 E EDISON AVE

SUNNYSIDE, WA 95944-1658
A

Contact:
ACCOUNT MANAGER
(509) 242-8560 ext:0000

Comments

Thank you for ordering with Office Depot Rusiness Solutions Divisien

Use the hnks to the left to quickly access
infarmation about }your account, You may
check the status of your order, view the
order's details, change the information in
YOUr BCCOUNE, Or view your previous orders.

PO Number: TEST
MARKFOR: GAIL STEVENS

Payment Info:

Account Billing

Order & 440867028-001
Order Date: 08/19/2008
Delivery Date : 08/20/2008

08:30 AM - 05:00 PM

\Expected delivery date: 08/20/2008

%0.05

Subtotal:

Small order

handiing fee: $0.00
Discaunt: $0.00
Mise: $0.00
Taxes: $0.00
Total: £0.05

Customer Services

Welcome ACCC

E

[~
o B
Dane. (@ o Trusted shes 1% -
STEP 7 (After the order): | UGS | order Detail
Viewe Cart | Chick Out xi::.: ile%nr:gezesu!rs
i - Shopping Tools mu_u_d—‘.{-‘i-ﬁlﬁﬁ“““"“-"‘
O rder TraCkl ng - View Carton Detaids and Proof of Delivery
Manutacturer |6 (@) (Submit Return )
You can check the status Find  Store S
- Qrder Informatien
of your order at anytime by | eremaa® o sossios: o0: Tracking Infe: :
selecting “Order Tracking” ° "“;.‘L‘;;;'; ss/07/2008 w Woises
- te:
on yOUI" Ieft Slde menu; m:h::duum g ()nl.-..n.-..l MELLOPEZ @SUNNYSIDE. WEDNET.E .,n?::‘{::‘rx__ gﬁf;ﬁ’iﬂ‘{s{,ﬁm oM
. rolie i B
C|ICk on the Ol’der number Green Book Online - I'Il'",‘ll 08/19/2008 i.n.fxl': SUNNYSIDE SCHOOL DISTRICT
and get the follow vie IHERRG|| ™ or: SURNYSIDE, WA
Futu " £l A § =165 5
g ture Orders ° ‘.Irnx‘I MELLOPE, NNYSIDE WEDNET.EDU 98944-1658 USA
Submit Return: 2 oA LopEz
(509) 836-8723 Ext:0000
You can submit a return Py ot ccount Bling
online and we will credit Numbart
. MARKFOR: MELINDA
and send a call tag for pic c
Up at no COSt Order Summary
Item Number Units Our Price ::‘"'" ?"—h"d" :"'PPN" Cost Comments
Tracking I nfo: 07512 ear_h- s1..n 5 ou . s‘:m“w:s.es
Sanford® EXPOE Original White Board Eraser, Soft Pile
. 304057 aach $1.15 5 o 5 $5.75
Proof of delivery of your R @ O, Tt
470237 £ 4 $2.44 10 o 10 $24.40
Order' Avery® Ready Index® Recycled Table Of Contents Dividers, Jan.-Dec. Tab, Multicolor @
GITEOE b 51331 1 o 1 51231
Reorder Items: ™= Office Depot® Brand Loose-Leaf Rings, 1 1/2" Diameter, Box Of 100
Subtotal: $49.11
. . Taxes: $3.88
Can quickly reorder items > oetviry 5000
into your shopping cart with Totol: $5298 L
the ability to add or o S s

remove.

Customer Service: 888.263.3423

BSD Technical Support Desk: 800.269.6888




