Staff Ordering Guide
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Steps/ Action
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STEP 1:
Login to your Office Depot
BSD account.

Website:
www.officedepot.com/bsd

pffice DEPOT

Login Name: =
10 Digit Phone Number

(This is the main phone number to

the school; Example:509242856
Password:
Welcom/

Login:
Click on the login and start
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L Password: o
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= 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

Make the Web work for you! Use Future Orders when
delivery of your order exceeds 3 weeks from today!

Place 3 Future Order
shopping
o
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If you are doing an
be delivered

then select this|
option.

start-up order or annual
order need.

Future Order Link:

Note that STEP 3 will ask
for the delvery date, loction
of delivery, and contact a
time of deliver

If this is an order for next
day delivery, please
continue to STEP 2 on next
page for next day orders.

Office Supplies

Custom Printing

Searchfor | | (se4rch)
OemisinGan AL e [Furniure W iechnology
Suibictal 3000 4 Supphes & Fqupenent Shebying Battenes
Vigw Cart | Check Ot Bagic Supghes Carts & Stands Cables, Surge B Power Pratection
et e e ey | fingars & Accessonag r My lggr M; Camarag & Imaging
Shopping Tools -aakr n; Chars Ci s 3 A
Find Printer Supplies Husingss Cases Cubecls b Pansl Sygtems Deskiop Computsrs
Manufactures 54 ®| Calsndars & P 2 peal A 2 Elactronics
Custom Printing Dasks B Warkesntars k. Toner b fibbons
FindaStere o esk & wall Accessaris Eils Cabiine o " s
Order Tracking @ xacutive Gi Eumiturs Collactions Miscelaneoys
Order Approvals @ Eiling & Storage Homs Eumiturs & Furmish =
Ink, Toner & Abbons Lamps & ught Gulbs blefworking

Orderbyltems  © Labals & Labal Makers

Maioom Suppkes
Baper. Forms. Enveiopes
Bens. Pencils & Madtes

My Shopping Lists ©
My Profile o
Green Book Online O |
Ondine Catalogs @
Future Orders o

[+ ]

Office Fumishings
Tabies

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,

our expert technolagy source. Tech Depot understands
the needs of today's

businesses and provides the right sclutions, 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.
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Customer Service: 888.263.3423

BSD Technical Support Desk: 800.269.6888
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STEP 2:

Checkout:

Office peroT

Business Sclutions Division

Office Supplies

Home Bullabn Board Twch Dpol Design & Prant

Customer Services

Welcome ROW

Custom Printing
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This Item Has Been Added

Select Checkout when you
are ready to submit your
order
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Site Info:

Customer Services:
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E-Commerce Support Dask
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Phone Support

try specfic pricng.
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Enter your name here - (e S o o
Contact: ROWENA CHESS ELE m
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Enter your email address
here
PLACE ORDER: Request a desired delivery date:
- Wed Aug 2008 n
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submitted to your approver

Customer Service: 888.263.3423

BSD Technical Support Desk: 800.269.6888
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Information on Your Pricing

Government Purchasers Saving You Money

Founding Co-Sponsors
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The Association of School Business Officials International
(ASBO), the National Association of Counties (NACo), the
National Institute of Governmental Purchasing (NIGP), the
National League of Cities (NLC), and the United States
Conference of Mayors (USCM), jointly sponsor the U.S.
Communities Government Purchasing Alliance

U.S. Communities

1350 office, arts, crafts, and classroom supplies discounted up
to 85% off of the manufacturer’s list price. Copy, print, and
binding services discounted in each of our Office Depot stores.
Discounted full line promotional catalog. Multiple programs
benefiting schools, teachers, parents, and students such as our
5% Back to School, Star Teacher, and Backpack Programs. No
delivery fees or minimum order size required. More
information can be found at http://www.uscommunities.org

Business Services Division

Staff Ordering Guide

B ) (Submitting Orders For Approval)

Business Supply Source

Online Ordering
1) Use browser to access the Internet to:
http://www.officedepot.com/bsd

2) Type in your Login-Name: (10 Digit Phone #)
(This is the main phone number to the school)
Example: 5092428560

3) Type in your Password:  welcome
4) Click on and start shopping

*If you are doing an order to be delivered 3 weeks or
greater, please select  Future Orders o|

5) Select MWhen you are done
6) Edit your RelCLRSEMERERN and put your

name in the “MARKFOR” box

7) Enter your email address S Lo
8) Review your order and select

to complete the process. S e e,

9) When you see “Thank you for ordering with Office
Depot Business Services Division. Your order will be
placed on HOLD for containing restricted items or

exceeding dollar limits. Notify you Supervisor” your
order has been successfully completed ©.

Need Assistance?
Internet Help Desk 800.269.6888
Customer Service: 888.20ffice (888.263.3423)
Online Training is available in the Customer Services section.

Contact Information

Rob Miller - Account Manager
Email: Rob.Miller@OfficeDepot.com
Website: http://www.dwstiw.com

(Useful account information, user manuals, forms, or view current
savings events)






