Office pEroOT Approver Guide
Takirng Cave of Busirers Multi Approver

Steps/ Action Screen

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

6% w

BSD account. Somm compmeze. boutOffice Depo
.._, : I.‘ 0 :
Website: = | sting Cus
WWW. Officedepot_ Com/bsd g\ . . Please enter your login name and password '
/ - Login Name: SR
Login Name: w= ' s EE)
\ ! Autologin: fi-5000 oy
Password: 1 B

BSD Customer Service: 1-B88-2-OFFICE (1-B8B-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
<] [+
(@ o Trusted stes Haw -
.
For Future Orders OnlVARe ist B e
Businezs Soltions Divislon ERTR  Buitelin Board  Twch Dupel  Design & Print iy
T; you are approvi ng an Office Supplies [ Techaology__ S Custom Printing Customer Services
order to be delivered
smislinGat | Furnitwee ]
then B 500 AR T, F—
select this option. M ac | Sinck 0t | BascSupshes Cuspiand Cabla3.Suge 8. Bonze Brtecton
Shopping Tool 2 akr ny Chars Compytsr Upgrades & Add-Qng
Find Printer Supplies | Husingss Cases Subecls B Pansl Svgtams Deskiop Computsrs
Manufacturer | ®| Calandars & By 2 gl " Jsctron:
Finda Store o Mt g ik Sras Cabiiats TR T T
start-up order or annual OrderTracking  © P T—— Furniice Collections Matatein
' | e Homs Fumityrs & Fumishings Monitors & Brojectors
order need. SR Zone Lamos & ight s biatacring
Orderbyltems @) Labals b Labal Makers Office Furnishings otabook Computers & Tablats
My Shopping Lists @ Mairaom Suppkes Tabies Office Machings
. 1 Baper, Foms. Envelopes Bhones B ACCess0nes
Future Order Link: :::‘::“ i :. ri‘u'Cf‘::'f::L“‘l‘;“ :E?:Efunners. Cogiers & Fanes

g % Books
00y SCCRESONEE

Online Catalogs @ School Supgh

Future Orders

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

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

o rd e rs - 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 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. E
— - ¥
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(@ o Trusted stes Hov -
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STEP 2:

Office perPOT
Bu:

Solutions Division

Bullabn Board

Home Twch Dpol Diesign & P Welcome ACCC

Custom Printing

|
| (se4rch) [I
|
|

Customer Services |

Searchfor |

Order Approvals:
Select Order Approvals to
view orders that have been
submitted for your
approval.

Ofice Suppkes Lo Wiccnoiooy |
Subtctal 30 00 AV Tucok Slarll Bagk 3 Shahving Batt
Basic Supshies 1 & Stand Cabl »
ingars & Accessona Chaw Mats & Figor Mats Camar i
s akros gl Chars Computar Upgr Add-Qns
Find Printer Supplies ine: C Cutecls & Pansl Systems Resktop Computs
Manufactures 54 @l Calandars & Pignnar ask & Wall Accassorie lsctronic
Custom Printing 2 ante o) H e
Findasiore @ e s s e x T T
Order Tracking @ cacutive Gif B s Collectip Misce¥anso
Order App o Eilling & Storage Homs Fumniturs & Furnishngs Monitors & Projectors
nk, Toner & fibbons amps B Light Bulbs Hetworking
Ordeebyiteme O Labusls B Labal Makers Qffice Fumishings Hgtebinok Comguters & Tablets
My Shopping Lists @ Maioom Suppkes Lakdes Qffice Machines
Baper, Forms, Envelopes
My Profile
i ° ans. Pencils & ha
Green Book Online © Br 03l Products
Online Catalogs Schagl Sups
Salf-suck & Flgs
Future Ordars [+] Tace & -
Office Depot's Technology Experts
Streambine Your Technology
Buying Expenence
MNow thera's a new way for Office Depot BSD customers
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
—_— - 2
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STEP 3:

Order Number: =
Click on the link of the
order that you are
approving.

Note that order numbers

that have an “™” prior to

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

Office perPOT
Bu:

Solutions Division

Bullebin Board Welcome ACCC

Home Twch Dwpol Desiggn & P

Custom Printing
Searchfor [

] I SEARCH )
Order Tracking

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

Customer Services

0 hoenis)in Can
Subtctal 5000

Orders On Held

Currently showing orders 1

Shopping Tools
Find Printer Supplies
Manutacturer [ ®| Select All

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

Qrdar o Dalivery  OK to
e o der Mumber Date Tatal Date Change PO.Number MARKFOR Status Contact L
acking 2L 8/14/2008 $19.18 B/15/2008 yes PENDING PO KELLY ROOT Held for Revrew OUTLOOK STAFF ORDERING o
Srder Appeeaesi By | B ﬁa;&::‘un_ 8/19/2008 §243.12 §/19/2008 yes PENDING PO KELLY ROOT tald for Review OUTLOOK STAFF ORDERING O
Orderbylteme @O -~
My Shopping Lists @ O erml @/13/2008 $134.73 @/22/2000 vyes PENDING PO DEGRAAF Held by Customer  OUTLOOK STAFF ORDERING o
My Profile [+] B I."':: 2 8/12/2008 $259.05 B/13/2008 yes PENDING PO WOLFE Held for Review QUTLOOK STAFF ORDERING o
Green Book Online @ " 439652424
O = B/7/2008  $353.45 /1173008 yes FENDING PO CLAUDIACHLDE  Held for Review OUTLOOK STAFF ORDERING O
Online Catalogs  © 001
Future Orders O | QITIONTITRED  ( cancel selacied)

Terms of Use E-Commerce Support Desk Affliate Program
Privacy Policy Phong Support International
Mare
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STEP 4:
Workflow Status:

Click Approve or
Disapprove. Add PO
number if needed in
comments section.

Final approver will update
order with PO number if
needed.

You will receive an email
when the final approver
releases the order.

If you disapprove, please
let the enduser know that
you disaproved.

erw s
Order Approvals
Order by ltem #

1]

o

My Shopping Lists @

My Profile
Account Center
User Profiles

[+]

Online Reporting @

Green Book Online &

___________
Order 440691712-001 | | Tracking Info:
Number: Status: Held for Restrictions
Order Date: 08/17/2008
Ordered By: 5095436789
Last Modified 08/17/2008

Shipping
On: Address: ROWENA CHESS ELEMENTARY

715 N 24TH AVE
PASCO, WA
993014590 USA

Last Modified 5095436789
iy:
Contact: ROWENA CHESS ELEMENTARY
{509} 543-6789 Ext:0000
|Payment Info: Account Billing
PO Number: WAITING FOR PO

MARKFOR: LINDA HISKEY
c

Comments

) approve
) disapprove (requires comments)

Comments

Order Summary

Item Number Units.

Our Price

it G
548648 padk $1.20 2 o 1] §2.40

Riverside Paper Groundwood Recycled Construction Paper, 8" x 12", Holiday Green, Pack
Of 50

338483 Dack 50,85 1 o o 30.85

Riverside Paper Tru-Ray® Recyded Construction Paper, 9" x 127, Blue, Pack Of

50 BEST VALUE

102936 pak: 5060 2 o ) s1.20

Riverside Paper Groundwood Recycled Construction Paper, 9 x 12", White Free Sheat,

Pack of 50 "FTvAILEE)
102936 pack
i e Paper

Pack Of 50 asnw\uu:@

$0.60 2 o o $1.20
1 ted C ion Paper, 9" x 12", White Free Sheet,

|

Done (@ o Trusted shes #oosh -
STEP 5 (After the order): | 955wy | Order Detail F
Wigw Cart | Choch Qut 3::::: iﬁ}ﬁezﬁum
1 - Shopping Tools View Printer Frendly Version
Order TraCkl ng - View Carton Detais and Proof of Delivery
Manutacturer |6 (@) (Submit Return )
You can check the status Find  Store | h ' ! —
- Or er Information
of your order at anytlme by Dl : " ol:cl:l. 439581952-001 Tr.uki Info: 7
selecting “Order Tracking” ©||  order 081072008
. Date:
on your left side menu ; m:h:;nluulu g onl.-..n.-..l MELLOPEZ @SUNNYSIDE WEDNET £
- rofie '8
C|ICk on the Ol’der numbel’ Green Book Online - I'Ir'“‘ll 08/19/2008 2||||n-.mu: SUNNYSIDE SCHOOL DISTRICT
H ine Catalogs el 1831 E EDISON AVE
and get the follow vie Onlton Catabome 10 on: o SUNNYSIDE, WA
Future Orders @ Last MELLOPE NNYSIDE. WEDNET EDU 9B544-1658 USA
Submit Return: 2 oA LopEz
(505) 836-8723 Ext:0000
You can submit a return PV ar ccoun B
. i . PO 7640
online and we will credit Number:
. MARKFOR: MELINDA
and send a call tag for pic c
Up at no COSt Order Summary
Item Number Units Our Price E"’" ?"—h"d" :"'PPN" Cost Comments
Tracki ng I nfo: 07512 ear_ﬂ_ “.“ H ou . s‘:m“w:s.es
Sanford® EXPO® Original White Board Eraser, Soft Pile
; 304057 eath sL15 5 6 3 5.5
Proof of delivery of your T Ear e, O, T
470237 £ 4 §2.44 10 o 10 $24.20
Order' Avery® Ready Index® Recycled Table Of Contents Dividers, Jan.-Dec. Tab, Multicolor @
GITE06 B 51331 1 o 1 $13.31
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
remove.
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