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Office Supply Program for


 NYSAIS
          Account Rep:
Cynthia Sobkowich
           Phone Number:
518-365-0916
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HOW TO USE YOUR ACCOUNT
With Office Depot you can order in several different ways:

On Line Ordering
If you can access the Internet, or if your computer has a modem, this method is for you! Why?  With our custom web site you can:

1. Process orders quickly

2. Get Instant access to your pricing and inventory

3. Locate “hard to find items quickly

4. Review order history

5. Keep frequently ordered items on file

6. Track your order from placement to delivery

7. See who signed your order

8. Place returns online

Fax Orders to (888) 813-7272

Call Customer Service at (888) 263-3423
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Quick Step Internet Ordering Instructions

Placing an Order

1) Use browser to access the Internet

2) Type in http://bsd.officedepot.com
3) Type in your Login-Name:    your e-mail address

4) Type in your Password:   password – you will change
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Click on: 

6) Select:                      

7) Type in Office Depot Item # (found in catalog), quantity, and comment if desired
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Select: 
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Select                                  if you are not through or                                  if you are done.
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If you selected                                     then click on                                       to add more items.

11) If you selected                                    then validate and complete any required information.

12) Review your order and select                                        to complete the process.

13) When you see Thank you for ordering with Office Depot Business Services Division your order has been successfully completed.  

	Order Confirmation

	 



Thank you.
 
Your order has been placed.

Your Order Number is: 123456789-001
Need Assistance?  Internet Help Desk 800-269-6888

Online Training is available in the Customer Services section.

Delivery Schedule

Next Day Delivery

Telephone and online orders placed by 5:00 pm will be delivered the next business day.  Fax orders placed by 4:00 pm will be delivered the next business day.

Back Orders

All catalog items are in stock, diminishing the chance of backorders. In-stock backorders are automatically filled within one (1) to three (3) working days from automatic replenishment of inventory and a re-order is not necessary. Your packing slip will identify backordered items. The Internet ordering system actually notifies you immediately of any possible low-stock condition. Customer service can update you on the status of a backorder at any time or you may track your order online under the Order History/Tracking icon.

Returns

Your complete satisfaction is our primary concern.  You may return most items in their original packaging within 30 days.  We will gladly replace the item or refund your account.  To process a return, log on to the internet or call Customer Service at (888) 263-3423 with the following information:

· Your Office Depot account number:  42964668

· The order number on the packing slip

· The product number and unit of measurement of the item to be return

· The reason for the return

Your Customer Service Representative will assign a Return Authorization Number and inform you of the process to return the item.

Contact Information

Contacts

Your primary contact will be the Office Depot Customer Service Team.  This team of associates specializes in understanding your office product supply needs.  Our goal in developing this unique team is to offer our customers a knowledgeable group of associates to achieve superior customer service.

Customer Service Telephone Number:  
(888) 263-3423
Customer Service Fax Number: 

(888) 813-7272
Customer Service is available from 8:00 am until 5:00 pm.  Please contact Customer Service to place orders, schedule returns, check pricing, or discuss recent orders.

I am often out of the office on sales calls.  If you have questions regarding special orders, want me to visit your office, or if you have inquiries regarding other Office Depot services, please call my voice mail and I will contact you as soon as possible.

Account Manager: 
Cynthia Sobkowich
Voicemail: 

518-365-0916
Office Depot Business Services Division

1081
http://bsd.officedepot.com
Office Depot Products and Services

Office Supplies

Our commitment as a company is to supply your office product needs with brand name and private label, quality products.  We have 12,800 in-stock office supply products ready for delivery!  If you are unable to locate an item online or in the catalog, Customer Service may be able to assist you in ordering it.

Furniture

Office Depot’s Business Services Division inventories more than 1,100 different furniture items at all times.  So in addition to being able to order more specialized pieces, you can always choose from a vast assortment of stocked furniture and know your selection is available for immediate delivery.

Tech Depot

Over 60,000 products such as workstations, networking, notebooks, PCs, monitors, servers, printers and more. Services include equipment leasing, software licensing and special volume price discounts. See your account manager for more details.

Printing Solutions

Office Depot has made it easy to order stationery and personalized items online when it’s convenient for you. With Custom Stationery Online you can create custom stationery at any time. At Your Company Store Online, you can order embroidered apparel, promotional products, and more in a few simple clicks.  Both Custom Stationery Online and Your Company Store Online orders will be integrated with your standard BSD billing…so there’s only one invoice to track, one payment to make!

Janitorial/Sanitation Supplies

Office Depot can help you maximize your purchasing power with competitive pricing on top-brands of janitorial products. We offer, among others, cleaners, wastebaskets and bags, mops and brooms, paper products, first aid products, safety items, recycled bins, air fresheners, hand trucks ladders and stools.

Billing and Remittance

To Add a Ship-To

To add a Ship-To location, please contact Customer Service at (888) 263-3423.

To change your billing address

If you have a correction or change to your billing address, please contact your Account Manager.

P-card Set-up

To have your credit card linked as a P-Card to get your contracted price at one of our local retail stores, please contact your Account Manager.

Office Depot Federal Tax ID Number

Office Depot’s Federal Tax ID Number is 59-2663954

Credit Terms

Office Depot’s standard terms are Net 30 days.

Remittance Address for Business Services Division Account

Office Depot, Inc.

PO Box 70025

Los Angeles, CA 90074-0025

Please note:  Invoices and statements have the remittance location clearly indicated.

Phone Numbers

Credit Services: (800) 222-1404

 Tax Department: (800) 937-3600 x 84353

Payment Inquiries:  (800) 341-2340


Requestor:  

Address:
 


Phone Number:  

Fax Number:  


Purchase Order Number:  

	QTY
	U/M
	6 Digit Product Code
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Units of measure:
BX=Box
CS=Case
CT=Carton
DZ=Dozen
EA=Each
PD=Pad
PK=Pack
PR=Pair
RL=Roll
RM=Ream
S=Set
TU=Tube




Internet Ordering Worksheet





Online Ordering Address


http://bsd.officedepot.com








