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HOW TO ORDER GUIDE

Together, Palm Beach State College and Office Depot’s Business Services Division have established a partnership to support and service your business.  Recognizing the value of your time, we have developed a quick and easy ordering process and have included this simple instruction guide.

HELPFUL INFORMATION TO PROCESS ORDERS AND SERVICE REQUESTS

· For Office Supplies, your account number is: 51277763.         
· Your account has been set up to order via our business-to-business website, http://business.officedepot.com.
· For Customer Service please call our Customer Service team at 888-2-OFFICE (888-263-3423).

INTERNET 

To order on the business-to-business website, please note the following:

1. For any specific Internet questions, please refer to the User Guide attached.
2. Using your browser, type in the business-to-business website address: http://business.officedepot.com.  Type in your assigned user i.d. at the User Name prompt and your assigned password at the Password prompt to access PBCC’s account.  
· To log-in right away, simply use your e-mail address and the word WELCOME as your password at business.officedepot.com.  

3. The home page will display your options on the navigation bar to your left.  
4. Once you have finished shopping, you may check out by selecting the “Go to Cart” button under the shopping cart.
  
In the event you have any navigational questions or need assistance signing on, simply refer to On-line Help or call the Internet Help Desk at 1-800-269-6888. 

PHONE 

Office Depot’s Customer Service Department is available to assist you with any questions you may have concerning product, pricing, ordering, or support services. The Customer Service Department is available Monday through Friday between the hours of 8:00 a.m. and 5:00 p.m. local standard time. The toll free number is 888-263-3423. 
Please be aware that we will be closed on major holidays including New Years Day, Memorial Day, July 4th, Labor Day, Thanksgiving and Christmas Day. 

DELIVERY & FREIGHT INFORMATION

All orders will be delivered free of freight charges regardless of the order value. Delivery will be made direct to your office so please insure the correct Building Code and Room # are entered when you place your order. In the interest of controlling overall costs, it is suggested that you accumulate your requirements as much as possible and try to place orders valued at $75 or more. Orders processed by 5pm local time will be delivered next business day. There are occasions where the destination point is out of our next-day delivery zone.  In If you would like to know if your location is in a next-day delivery zone, you can contact Customer Service at 888-263-3423.
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RETURN POLICY AND PROCEDURES

What do you do if you have merchandise to return?  

Please use these guidelines to assist you in handling a return request.

· Returnable items include any products sold by Office Depot.
· Merchandise should be returned within 30 days of the original purchase.
· To ensure accurate credit and pick-up coordination, please be prepared to provide the following information.
1. Account number
2. Office Depot order number 
3. Item number of product being returned
4. Reason for the return
5. Your name and how a Customer Service Representative or the driver may contact you. 
(This information may be located on your packing slip, within your account history on the Internet, or by calling Customer Service at 888-263-3423.
· Items should be in their original packaging.
· Returns may be requested by calling Customer Service or on-line via the bsd.officedepot.com website. To use this process simply click on the Order Tracking link on the Shopping Tools menu on the left side of your screen. Click on the correct order # and on the next screen click Submit Return and follow the instructions. 

EXCEPTIONS:
1. Items not in the original packaging.  (Please, contact the Customer Service Department if you have any concerns).
2. Custom or imprinted items (unless produced incorrectly or delivered defective). 
3. Special order items (unless received in error from the manufacturer).
4. Dated items must be returned within 30 days of purchase.
Once your return request is processed, you will receive a RETURN AUTHORIZATION NUMBER (RMA #) on-line or via the Customer Service Representative (CSR).  The CSR will also be able to inform you of the process that will take place to pick up the product and deliver a new item or process the credit due.


To receive a catalog, simply add
 SKU #871-630 to your next order!

THANK YOU FOR YOUR BUSINESS!!
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Order Tracking
: 
Access under 
My Account
 to see the details of your orders.
Search by:  Order #, Item #, 
PO
, Contact, Release, etc.
Status: 
Date
 
Range
; and 
Dollar
 
Range
Orders on Hold and Order History are displayed
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Forgot Your Password?
Type in Login Name (Email Address)
 and click login
Answer Security Question
Start Shopping
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Website Address
 (URL
):
https://business.officedepot.com
Log In Process:
Login Name: Your E-mail Address  
Password:  
WELCOME
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User Profiles
: 
Access User Tools –Create, Edit, Admin Permissions
Shows all 
user
 ordering information on one page, plus your account number.
Sections to Edit – User Info; Login; Lost Password; Payment
Selection Boxes – Ship Info, 
PO
 Info, Release Info, GL CC, Desktop Info, Contact Info, Workflow/Approvals.  You will see those selections that pertain to your default user   only.
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How 
To
 Order
:
Homepage, Product Search Tool, Order by Item #, My Shopping Lists, Online Catalog (drill down to product); Top Quick 
Nav
 Bar 
Checkout
: 
Can be accessed at anytime in the site to verify all user information or to change order information.  Check Out /Cart – Showing User Info, 
Order  &
 Delivery Options; Shipping & Payment Information and
 
the Cart are displayed.
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