








Working with exceptions obtained when using Order by Product Code Shopping Method

If the unit of measure or product code is invalid, the page displayed will help you navigate through
the correction.

e Make your correction in the provided fields, put a check mark in the Add box if not already checked

and click AddtoCat 1, 54 items to your order.

o Verify the unit of measure to ensure your desired quantity is correct.

MIWIWIMH

Memanges | Oreber iy Product Code | Shipping Lists | Refll Frecler @l

p Order by Produ-* C.de
FeywordsFeodacc &

(Aavarcedegrch e P Gty

PR N 1 oot s

Fhees peroscict i youlve snbaned ks nol vabd. Pleases verily thes promucl oo of enter the desorpton
(Filis Gl & ]| " Prosiwt 10 sl wwen o your comt
Aischovimsal & Fres taton Asd dfy OB Product Cade [LE———
[erwdiers. B Filng = i] FLOHA00)
Brislcases, Pad | dders, B Portfokod l l
Cabercdars B Org_nicers
Cotg o ALoRs et & Supqind vl LMOa
Computer Harde = b Perghersls | Y0u b enbered an vl LIOM (Unll of Rusaderemment), Pleade vriry e LOM charge wi fave
Citngeee Softmare rresche For yodp mnad ackd Tre om0 youe carf
Cigetoh Prindirey Huhd Oy 10 Procuct Coxdn Dhpcriphion
| Bectronics I—‘—‘-‘-‘— PR BEMESS L G00
A F i EL  [nacH10%s
Furriurs & Office Socessone.
Paakth b Safuty Reabriched Reomvs Found
Nkl 2 M0 Sifpbet Vi ey ik ra i v T Grdering (e De ke
me:um 1M Prodhuct Cedn Demerios=n
ifice Supeles & Desk Accmssories [ [pasassis | EAPMAMDLRNPOSM
Pager B Pageer Produchs
Printes Sopeles & lbbons.
Prirstars B Acomssonies
[y destruments S Spele_ | Al L,

18



3.5 Shopping using Shopping Lists

To shop using Shopping Lists, click on the Shopping Lists tab on the top navigation bar.
When you choose this shopping method, all available shopping lists will display. Scroll to view all lists
available.

e You can limit the shopping lists displayed by clicking on the personal or shared link in the “Filter
By” section.

e To select a shopping list, click the List Name link.
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3.5 Shopping using Shopping Lists, continued

Your selected Shopping List items will display. Each page can display up to 100 items.

e To add items to your order, enter quantity desired into the “QTY” field for a specific item in the list and
click Addto Cart,

e The Shopping Cart summary will be updated with the number of items and the subtotal amount.
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3.6 Shopping using Refill Finder

To shop using Refill Finder, click on the Refill Finder tab on the top navigation bar. You will navigate
through a product hierarchy.

e Click the drop-down menus to select a Product Type, a Brand, and a Model Type to get a list of
appropriate refill items.

Refill Finder
rdsFraduct # FRaf¥ Fimsder = Friv= Lar ==~ Crmn

o The category path you selected will display under the navigation tabs. You can click on one of the
path links (e.g. Canon) to go back to the refill finder selection page.

e To add items to your order, enter the quantity desired into the “QTY” field next to the item you want

to order and click Addfo Cart,
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4 Editing or Viewing the Contents of the Shopping Cart

The Shopping Cart contains all items added to your order. When applicable, the items are segregated by
cost center. At the top of the Shopping Cart you will see your account number, ship to code and Shopping
Cart (Order) subtotal.

e Update Cart — You can make the following updates to your cart:

1. To [AddEdt] an item comment click on jﬂﬂm"ﬂ“ﬁ . You will be directed to a page to enter the

comments for a specific product code item. Once you save the comments, the icon j will display
under the specific item product code. The comments are printed in the packing slip,
acknowledgments and invoice.

2. Change Quantities for items — Type in the new quantity and click Lpdate Cadt | 1 save update.

3. Delete items off your order — Check the “Remove” box next to each item you want to remove
and click JpdataCart update the Shopping Cart and the cart subtotal.

4. Edit Cost Center — Click on Edt to change Cost Center Information.

5. Delete Cost Center — Click on Delete to delete a Cost Center from your order. Delete is
available only when your order contains more than one Cost Center. Deleting a Cost Center from
your Shopping Cart will delete all of the items that were added under that deleted Cost Center.

e Continue Shopping — Click ~ &entinue Shopping, 1, yeturn to the last shopping method you used.

e Checkout - Click wEheckouty 1 proceed to checkout and submit your order.
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Viewing Item Description Detail

Click on the Product Description link to view detailed item information.
Delivery stock is based on the actual quantities that are in the “Qty” field. Position your mouse over the
icon to get an explanation of stock availability.

]

Met Dary

5 items are in the nearest location and 5 are in an alkernate
locakion, These itemns may ship separately.

Until a “Qty” is entered and the item is added to the Shopping Cart, the inventory stock check for
Delivery is based on a quantity of 1 (one). See legend below describing each of the delivery terms.
Click on the item comments icon =, under the product code to view or edit an item comment (if an item
comment has been entered for that item).

i, e R, A, . . o
Position your mouse over each of the product description icons FO % W& 1o view their description, or
click on them to view a legend of all the website icons.

The Moadify link with a P icon will display only when you add a customizable imprint item product code
(e.g. business cards) to your cart.

Oty LOR duct  Description Delivery*  Your Suldtotal Feermowe
il Price
1 By . P Sl me - Cushorn Prind - Custom B iy - il ':"' BT Iy B

Yorve. 4480 2 21 07, Reouler Peel & Segl. 24 B, 1-5D&
[, 100 Freipbar Présiel & Sl [ uily |
i

ll_ R PILCIONE  Boie - 25% Coffor inkist Pager - White 477 211" 2¢ @ 52000 300
B, 200 SheataiRanm ok Doy
PRRMIT COTT liito)
4]

5.1 Delivery Terms during Shopping

® . .
Mest Dy Usually delivered next business day.
(.} Portion of order is in stock and will ship next business day. Remaining portion is
Partial out of stock.
ot of Stock All items are out of stock in both the primary and alternate locations.
@ Typically will ship in 1 to 3 days.
1-3 davys
@ Typically will ship in 1 to 5 days.
1-5 Days
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6. Saving or Deleting your order during Shopping

At any time during shopping, you can save or delete your order.

6.1 Save Order

e Click on the

1.

Save Order link to save your order and select one of the following actions:

Click the radio button next to “Save this order and place it later” and click Save, The
contents of your order will be saved for you to continue later. To access the Saved Order click on
Saved Orders in the left navigation menu within the Manage Orders page.

Click the radio button next to “Save as Repeat Order with the name you specify below” and
Save

click "=22=4, to save the order as a template. You'll be asked to name your repeat order. To access

the Repeat Order click on the Repeat Orders in the left navigation menu within the Manage Orders
page.

Click the radio button next to “Save and Replace an existing Repeat Order” and select the

Repeat Order you want to replace and click 'SaYe (o access it later.

6.2 Delete Order

e Click on the

Delete Order link to delete your entire order.
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7.1

Checkout to Place Order

You will be taken through two steps during checkout in order to complete your order.

Billing and Shipping Information

Some information will be pre-populated based on “Your Profile” settings. Please review for accuracy.

Enter billing and shipping information. When applicable enter an alternate shipping address.
Enter credit card information when applicable.
Enter Order Comments if applicable.

Click the box next to E-mail To and enter your E-mail address to receive order confirmation.
Click the box next to Fax inform to and enter your Fax information to receive order confirmation via fax.
You can perform the following additional actions on this page:

1. Click Lentinue Shopping, 1, 4o pack to shopping.
2. Click MewCart, go back to the Edit/View Shopping Cart.
3. Click Ceontinue Checkout, ;, , oceed to the next checkout step.
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7.2 Checkout — Order Summary

The checkout order summary is the second step during checkout. Review order and verify all the
information is correct including your item and PO comments. If the merchandise is out of stock, an

o

Qut of S0EK jcon will display under the delivery column within the line item information.

e You can perform the following actions on this page:
1. Click SubmitOrder, \heon all the information in your order is correct.
2. Click ‘Bagk 1o go back to the Billing and Shipping checkout page.
3. Click MewCart, go back to the Edit/View Shopping Cart.
4. Click &ontinue Shopping, , 4o hack to shopping.

& Print This

. Page .
5. Click to print the Order Summary page for your records.
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7.3 Checkout Complete

This page displays confirmation that your order has been submitted.

e You can perform the following actions on this page:
1. Click Manage Orders, , 4, pack to the Manage Orders page.

2. Click &hangeorDelete Order, (. -hange or delete your order. You will be directed to the Order
History Detail page. This action is the same as selecting Order History in the left navigation menu
within the Manage Orders page and then selecting the specific order you want to change or delete.

If you pay via a credit card, only the delete option is available. Click on QDelete Order, 5 your order
will be deleted, returning you to the Manage Orders page.

OfficeMax ey

Srielp

Ry anaf Shipping Order Sumimanry Clephunut Complite

Thank Youw. Your grder has been submited

PO & DEMOPD
Subtotsl 3805
Estimated Tag 253
Shipping 000
Total™ Jl1 58

our order has besn accsplad snd (= waling ba be prooessed.
This orces c:an ke Changed or clebebed witkan the med v mercies
* Refer to finsl invoice for order tatal.

Manage Orders, | Change ar Delobe Order,

Once you have placed your order, you have 5 minutes to edit or delete the order before it is submitted for
processing. You can edit or delete the order by choosing Order History or Track your Order in the left
navigation menu within the Manage Orders page.
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8 Track Your Order / Order History

Click Track Your Order, or Order History in the left navigation menu within the

page. A list of your online orders for the past 90 days with status will display.

e Click on the
e Click on the

click 2.

PO Number link to view Order History Details.

Status link to view Order Status details.
e To search for a specific order, enter the PO Number or Invoice Number in the Search box and

Create Maw Order

Saved Orders
Fepeat Orders
Manage Shopping Lists
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8.1 Track Your Order/Order History — Order History Detail

The Order History Detail page displays when you click on the PO Number link in the Order History Page.
When the order status is “Submitted and Changeable”, “Submitted”, “Pending Approval”, or “Denied”

the following actions are available

o Click Relete Order, 1, qojete your order.

o Click EditOrder, , change your order. This option is not available when you make your purchase using
a credit card.

o Click ‘Back 1o go back to the Order History page.
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8.1 Track Your Order/Order History - Order History Details, continued

When the order status is “Shipped”, “Being Processed”, or “On Hold” the following actions are
available

o Click Lreate New Order, , \;se this order to create a new order.
o Click ‘Back 1o go back to the Order History page.

e Click on the (Track Your Order) link next to the order status to view the Order Status page.
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javascript:jumpToInvoiceStatusDetail('65032597',

8.2 Track Your Order/Order History — Order Status

e Each item is broken down by cost center, if applicable, with status of item.

e Select View under Details to view “ltem Details” or secondary “Iltem Details” depending on if entire
amount of item was backordered or was partially shipped.

e Click View Delivery Details to view delivery and signed by information.
o Click ‘828K to return to list of orders in Order History.

o
Order Status
Bk,
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Order Date m‘lﬁ,i‘ﬂh mmw
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8.3 Track Your Order/Order History — Item Details

The Item Details within the Order History page, allows you to view specific order details when
available. When an item is backordered, a link will display with backorder specific information.

o Click ‘BaEK (5 return to the Order Status page.
OfficeMax' W‘“‘“ﬂ

1.“-!:151-1 -pr ‘Henar Prodile Erieip
ttam Details

PO XT3 Original Inwoles & ES01259T

The produc you ordened i nokt i stack and bas been backondersd . The ssfimeded delrvery dabe for This
Dachondes L!'h'h:l'-e-sdu-.- Jure 18, 003

Product  UOM  Deseription Backordered

ﬁ‘h‘ﬂ Mwm Code nice

1 1 Lk ] Ea G DESH DRWER COL e ]
Ty

e The Delivery Information page from the Order History page allows you to review the order’s
delivery and signed by information.

o Click ‘BaEK (5 return to the Order Status page.
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9 Order Approvals
This functionality applies only when your company administrator has set you up for order approvals.

9.1 Order Approvals — Originator

. When you submit your order, a confirmation page displays notifying you that your order has been
submitted for approval. When applicable your approver will receive an e-mail notification that your order
was submitted for approval.

OfficeMax
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Manage Orvers, | Clungs or Dsiels ey,

e Your order waiting for approval will be visible in the body of Order Updates within the Manage Orders
page.

e Click on the You have orders pending approval link to view your order. You can also access your
orders pending approval through Order History or Track Your Order in the left navigation menu.

OfficeMax M*ﬂﬂ

Maram Oriar, | Asoar g W Patle Qoo
Manage Orders
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9.2 Order Approvals — Approver

This functionality is available only if your company administrator sets you up as an approver.

e To approve orders waiting on your approval, you can either click on Approve Orders in the left

navigation menu within the Manage Orders page or click on the message You have orders
awaiting your approval in the body of Order Updates within the Manage Orders page.

OfficeMax’ wmﬁ

o
| Manage Orders

Hella, Approvor Dne.

IMPORTART HOWSE Our prodect ines for soma Bome will be changing, Click hape

Pl =age Rowd
Subdect Lising the Mezzage Doard
ous doh poat LR Boten messades wheth Can e viewed by evinyons i polr organzation,
B yias ire an adminisiralor | o ¥ yiar admirdsitalor had ghve piu T ety b posd
mansages, B OBk O Ehe Master Meris Buthon and chol on Manags Mes oags Boand fhom
Olluer Mennagne;
Sulgoct Dty
Using the Mossace Bawd G0
e} Yist Soat B B Massage
Ry Sigmeind on [ nbeind SR04 Hitet Mossane =
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9.2 Order Approvals — Approver, continued

e You can approve the orders in the Approve Orders, which display order summary information.

e If you deny the order, a Reason for Denial comment can be entered.
e Click to submit your approval choices.

OfficeMax’ W'mﬂ

Masrioge Orclers | Account Setup | Hour Profie CHticln

Approve Orders
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9.2 Order Approvals — Approver, continued

e The Approval Summary page will display. Click ‘Submit, process your approval choices. A
message will display with the orders processed for approval.

e An Approval Complete page with your processed approval choices will display.

OfficeMax s m :
- o ot Sticlp
T Approval Summary
Trarim Cradir g d Fall Sfgr bl OF Ol WDl v Choh I Sadrell Bl
Jubemit | Back
Deny These Orders
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9.2 Order Approvals - Approver, continued

e To view the details of an order before approving, click on the PO Number link back on the Approve
Orders page.

. Click ABRrove, . \Deny. 1o approve or deny that specific order only. If you deny the order you can
enter a Reason for Denial before clicking the Deny button. The Approval Summary page will display.
o Click ‘B9 1o make changes to the order. You will need to checkout once again to re-submit the order.

o Click B2€K {5 return to Approve Orders page.

OfficeMax
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10 Maintaining Your Shopping Profile

You can maintain your personal shopping preferences on the Your Profile page. Your preferences will be
utilized to pre-populate your shopping pages when applicable.

e Click on the Your Profile tab located along the top navigation.

OfficeMax W'mw

nhugqo.ﬂm ﬂ.-:-:n:urrt-. -. SHieip
Manage Orders

Hello, Bire. Sofia Monzon,

IMPORTANT HEWS! Gur product lnes for some fems will be changing. Click here
teget more details,

[ ovder updutes

Ordder History
Track Your Ordar - ¥ou havwe an order thol bas besn denied,

Riequest an Order Return » Hins haves orders pending sceecval,

S Suilwjmet Lizirg the Mescage Boosrd
Yiahia

You can post Up 1o ben messages which cin be varened By everyons in your organization
H you are: an admenistrator, or if your sdministrator has given you the authority to post
massages, then cick on the Masier Menu bufton and cick on Marsge Meszage Board from

ey Messagers:
Sulbjeet Dite
Using the Mossaqe Board BR2004 -

You can update the following profile information when applicable

Click on Contact Information to update your contact information.

Click on Username and Password to change your login information.

Click on Billing and Shipping to update your Billing and Shipping information.

Click on Shopping Preferences to select your default shopping method when you begin an order.

WIMM
@il

Your Profile

Contact Information
Upaiats you personal congact informabon.

Username and Password
Changs your usermams and passwornd.

Selact your detacl Diling srd Shipping prefecances.

Shoppéng Preference
Select 1he shopping meth=c wo want to start with when you begin an crder,
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11 Available Support and Assistance
There are a variety of help options at your fingertips when you need them.

Live Online Assistance

e Click the Live Online Assistance button located in the upper right hand side of every page.
e Choose phone to request a call back. A Customer Service Representative will call you back promptly.
e Choose a live Web chat session with a tech support associate.

Online Help

Click on the @Help icon located in the right hand side of every page, to get written online information.
Customer Service

Click on the Customer Service link to view information regarding: Customer Service/Technical Support
contact information, Frequently Asked Questions (FAQ) and Web site Help reference information.

Phone

Contact our technical support representatives at 1-800-817-8132, option 2 or our customer service
representatives at 1-800-472-6473.

39



OfficeMax:
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Program Manual

For

DRAKE

UNIVERSITY

Account # 660179
By

Bryan Bellis
OfficeMax
Business Relationship Manager
(515) 254-9227 or (800) 472-6473 XT: 4953
bryanbellis @officemax.com
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OfficeMax’

User Profile Sheet

www.officemaxsolutions.com

Name:

AAAAANAANAAANAAANNAANAANAAANANAANAANANAANAAANANNANAANANANAANANNANANANAANAANANAANAANAAANANAN

Account Number: 660179

Consignee/ Ship To:

Cost Center (FOALPAL #):

AANAANAAAANANAAANAAANAAANANAAAANAANANANAANAANANANANAANAANANANAANNANAANAANAAANANANAANANAAAN

PIN #:

User Name:

Password:

Username and passwords are case sensitive. If you are having problems logging
into website, please check typing of username and password and re-enter.

If problem persists, please contact OfficeMax Web Customer Service at
1-800-817-8132 opt: 2

www.officemaxsolutions.com
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www.officemaxsolutions.com

OfficeMax

1. Login at www.officemaxsolutions.com Welcome to OfficeMax

Username or Pit: 5 —trm——————

Enter your Username and Password. PN
Then click on the login button - Logn

2. Create New Order
e nam | e

~ | Create New Order

To start your order, choose Create new order. - - | Seesseontvume,  amious.

s

" If your account uses cost centers you will be L =
asked to input your cost center and routing r *_TJ““ sy

information. - Rotosso e

Routing Instructions ||

To start shopping, click on the Continue button.

3. Ordering Screen

You will see several shopping options in the ordering screen. You may choose any
shopping method to add items to your shopping cart.

View your message Quickly add items to yowr Use the refill finder to find ink
board for important order with the product and toner by the machine model
announcements. codes. | number.
}
. i ———— ! - S G| Daln e ot S | Lot
Shoppmgflart displays the = eMax |
number of items and order  ~ > """' Wil A woe compaa )
subtotal | demian Coees lmmﬁ T Oried
: ~ | Shopping Lists
Search by keyword or product —————p | FEmeiessmr B b by D
code. e —
| Lt Moy Oste Last Cloanged Type
I~ = | Qs e @ ot
| Oty Sccpims l P Lt Q004 wred
Browse our electronic catalog by ':",,::T citilies | &£ Sea<nn0d i
searching through our item i seriars b Crgarars | it Tem Tnver TG40 Shared
. Compuier Xo0ttaren & Sooee
categorres oty madege b faoes | SESE 0 R0 i
rmbemmg ‘ CEAC420004 Shwredt
‘ stam Prtrg . e s s e
[ ctrors 281 2004 Perscoas
|Fead & bmverage
{Fumire B Offics Scomssone:. A0 Darea
. . . rwalth b Soen aaTans -
Find an item quickly and  Harsrrep S gmsd —
easily by using a shopping — il v
list. ROD004 Tareo
| ey e - — _
[iveesrs 4 5coimn j o i P e

| |ty ntnmerts b Sugpies {10y ML Pared




vy Yy Yy Yy YW e WY e P we wve @ e e o vwe e e e E ee @ e e e e e e e e S w

6. Refill Finder

Find your machine’s inks and toners in just four easy steps!!

1. Select a product type

[— e ——r—
Refill Finder

Selmen n Frodont Type:

3. Select Model Type

Select @ Product Types Lager Proder

Select Meychandise Brand: Hmwe Peccard:
Seloct Model Type:

2. Select a merchandise brand

Select a Product Type: ater Priter

Select Merchandias [ snd:

4. Add oroduct to the shobbina cart

Tener Cartridges, Kits for HP Laserdat 4800 Series

Priioget Code o L il Vo Pres  Compara

n SO L " . ‘Q.

To add the item to your order type in
the quantity in the QTY box then click
on add to cart.

7. Order by Product Code

Order by Product Code screen is for quickly adding items to your order by typing in the

product code.

| M | | Sovniy i | Pl P |
Order by Product Code

—

Product Code" Gty*  UOM Iem Cormmernts

After typing in the product

h codes click on any Add to

Cart button. You will then be
taken to the Shopping Cart
screen. Click on the Continue -
Shopping button to type in
more product codes or select
another shopping method from
the left side and top of the

_ screen




4. Shopping List

The Shopping List contains several items that you may order frequently. A shopping list
may be a list your purchasing department has created for you or your own personal list.

You will see a picture and
description ofeach item,
Chck on the v Tined

fiplion 1o view more
item detall.

|
|

Add items to your order by ‘
typing in the desired
quantities next to any item !
vou want to add to your
order. After you type in '
your quantities, click on
any of the add to cart
buttons displayed on the
screen.

. o Pl P svR ] S e

Shoppmg List - office Supplies

Soriea By AbGrevated O
s ._-|--- 3

Addd Rewres 1o [Tein Cont Cantar <C: - -]
o ]
e inages
Paper
Produxt Code UoM
. 1 Sl I
i i
& 1 = Coxy.faper - whia O 4]
L ) 208 8 511 WE
ary| Al
Pens
Produt Codo UOM
-
> 14
=
B
g
ol amnca -
Produt Code
-
}D = ]
- =
. . -

Coanpas Ilems

List Price Your Price Compere
0 &S $1095 @3 g

List Price Youwr Prce Compse

B Sy

List Price Your Price Compare

1. n® g ™

5. Shopping Cart

The shopping cart screen appears every time an item is added to your cart. You can
change quantities, delete items from your order, and add item comments from the

shopping cart screen.

To add item
comments click
on Add Edit.
Comments will
be displayed on
your packing
slip

To change a
quantity, type in
the new
quantity then
click on the
update cart
button.

Don’t foroet to chck on update
cart to save your changes’

Shopping Cart

Account MSCET - ECS Demo Account
Ship To Code L
Cart Subtotal 17253

Floticta Test Consigriee

Cost Center: LOC028 [ty
Release: c. smith
Routing Instructions: 1. room 3
Oty UOM  Prosuct: [Descrption
Code

EA  MNIESD |

1

LR POl

1ess sioss @ -

T Check the
remove
box next to

— the item

you want to
delete then

e Bl « click on
_ update

cart.

1853
e

To return to the ordering screen you were at click on the continue shopping button. Or
you may click on any of the shopping methods on the top and left of the screen.
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8. Search/Advanced Search

The search and advanced search allow you to find product codes by typing in a product

code qr an item description.

......

———T e = p i = B
- — | Search Resuits
fa « Y
L.“rv‘-‘n!'-:l-ﬂ et Pamakh

Type a description into the search
box then click on Go. Categories will
appear in the center of your screen.
Choose a category of your choice or
refine your search.

Search Hests = L
]
s el
(R —
e
— -
e, o
LS - o o wr C—
N ,/ . e ]
% .
L E 3
e e - sy - me e
°
pres

To add an item to your order type in
the quantity and click on add to cart.
Or, you can click on the underlined
description to view a larger imagine
and more detail.

r Keyword/Product ¢ Go il

- S

Click the Advanced Search link.
Submit your search criteria using any

of the methods available. To find items

that match your description and are on
your core list, click the box marked
Contract. Then, click on the "search"
button.

Advanced Search

Eter Keyword or Froduc Cooe {

Andior

Gearch Results

A Lo W | wmdy
Fangary Compusy Looessrm
btoC e gury: et Crpmrzany
rand: imation

Refine Results:

[+ S —— ) Copasty [ B =]
T Show o Cortct tems Befesfimats
Sertly famiakch | Gmocifer | P Gl
e 1202
Zhioam. Commtem
i Prestuat Cast xaa ey VourPrice  Compare

1SR Y (’ - - & -~
| o :

After using the advanced search you can type in
your quantity and click on add to cart or refine
search results. You will also have the choice of
revising your search or starting a new search.
Both of those options will take you back to the
Advanced Search screen.
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9, Catalog Drilldown

The catalog drilldown allows you to browse our catalog by categories to quickly find the
items you are looking for. You can find your items in three easy steps!

L TP ey i Sy SfiAme—

Office Machines & Equipment =

s L
| [Feyword/Froduct . Go ~ Gynakes
| Advanced Seach Es 23 and Supplies

Select the catalog
from the drop down I

box. (
%3 Select a subcategory
i on the center of your
;.f:;ej_ Office Accessonies screen to view items
Choose a category. —»| and add them to your
order.
Printers & Supphes
10. Item Comparison Tool l
The item comparison tool allows you to
S “Sampre e, . . . .
— display items side by side and see what

the similarities and differences are.

Bromer Fix 484 Pain Papar . Coplar, Telepbene

- - i a ; :'u; u::.- l
g e ’ There is a compare column to the far
5 . right of every item. Check the boxes of
w i o the items you want to compare then click
B TR L e e wee | ON the Compare ltems button.
.f’ e £A 12_7 ’ =}
‘. 2z -2 X Py P Cobe FaxiCoicr Copier - 2 Shaels 4801 Lne s ©
fem Comparison - » The selected items are put side by
78 T s et s e e o s side. Everything in red is the difference
- - between the two items.
. — '
i L= . . .
- — You can type in a quantity and click on

e o, add to cart to add an item to your
. order. You also have an option to print

Qwrﬂ QW}““ » " 3 =,
. " the page by clicking on the print this
Manufacturer BROTHER INTERNATIONAL CORP BROTHER NTEA R, C2RP pag e b utto n .
Bescrigtion rutna | gt | .
- a ' E
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11. Save Order, Delete Order & Customer
Service

The options to Save Order and Delete Order
will always be located at the top right of your

‘screen.

When you click on Save Order you will have
a choice of saving the order as a Repeat
Order or as an order you will finish later. A
Repeat Order is an order template that you
will use over and over again. A regularly
saved order is a one-time order that you will
complete at a later time. If you choose to
Save as a Repeat Order, you will be asked to
name the order before clicking on Save.

Click on Delete Order to permanently delete
your entire order.

Customer Service is where you can find
online forms to return items or contact
customer service.

Logout will let you exit the system. If you log
out when you are in an order the order will still
be there when you return.

Save Order | Delete Order | Customer Service | Logoud

TT 11

B TR P T TN 2 ] T m——

Save Order

¢ Save this order and place it later.
You can access i in the Saved Orders Fst after you log in.

¢~ Save as a Repeat Order with the name you specify below.
*fou can access i in the Repeat Orgers ket after you log in.

Save

12. Online Assistance

We provide a unique service of offering you
Online Assistance. You can request a
customer service associate to contact you
via chat or phone. You can contact them for
any reason, technical or customer service
related. They respond to your request within
30 seconds!

The Live Online Assistance Button is
available on every page at the top, right
corner of your screen. Just click on it and
choose how you want to be contacted.

ﬁ Online Assistance

Speak With Us in Three Easy Steps

Please do not close the windows currently open on your montter until after you
have completed your web chat/callback with our Boise Support Associate.

i 0 Please choose how you would fike Boise to contact you.

Phone
& " Cigsephoresds (7

@ Enter your name, company name, User IR and phone number.

Hame Winn.D ixie sixhundredfout

Company glﬂ:‘_u}n Dixie 3teres - HOTRS,. TS1€PRORE liyor Neededs

) Cxamoier 122-456-7890
| FRequres i avalable direct ine)

) Comnectiiow




e - - - - - . - - - . . " . e - . - -— -

13. Checkout and Place Order

—-
To place your order click on the Checkout ot T sme
button located in the top left corner. | oot Gomina
The first checkout screen is Hilli i .
Click on Continue Shopping to add i T
more items to your order. m—— -
Click on View Cart to edit your order. —"" _
SEe Ry YEaGk Sres GTeowy:

Click on Continue Checkout to place i i i

your order.

= =

The second page of the checkout dad
process is the 1 ummary. This | N
screen shows you every detail of your — —_— " I
order. —_—— - ;

Click on the Print This Page icon to | E——

print your order summary. e - R S —
Click on the Submit Order button to . = i ) -
The final page is a confirmation that your —

order has been placed.

Thank You, Your temer mes e pasemiied

Click on Manage Orders to return to the Trskdow o PO
main menu. ol
You are able to delete your order by e

** Bt in el ITGOICE Tor ovder totst,

clicking on Change or Delete Order
(option available for five minutes after

boage Oroers . S of Dedeta Ordes
you place the order). " t

Call tech support at 1-800-817-8132 or click on the Online Assistance button!




OfficeMax:

Creating a Personal Shopping List

1. Log in to www.officemaxsolutions.com
Under Manage Shopping Lists, choose Manage Personal. -

2. Verify or modify the Account/Ship To Code that ' r“j
you will use to build your list. (This is just to gain .
entrance to the order forms.) g

Enter a list name, category (all shopping lists must List ame e
contain at least one category) and select a sort i min: |
method.

Click start shopping list.

4 k4 W W wr W W W W W W W W W W W

k4

3. Select one of the shopping methods to begin adding items to your

wF k- 4 k4

k4

- - b hd o L4 4

w

list: Blank Form, another Shopping List or the Catalog Search. U/pt Product Cade
If you use the Blank Form, add items to your list by typing a Product Blank | |HPIz2za14
Code for each item in your category. F:rrr]n | ;
[

If you use another shopping list or the catalog searches, just put a R HTEN DEFATL
checkmark beside the items you want to add to your category. List or AllFrasn

Catalog i T

r
When you are finished typing or selecting the items for this category,
put them on your list by clicking add to shopping list.
4. When you're i)t rered 5. Type a category
ready for the next _— name, submit and Akl Catagary Mame
category click on © ampTe AVOH then continue adding
add category in items to the category. Enter a Categary name
your shopping Papar Repeat this process i o
cart. PAPER XERDWES 5X1 1 20 for each category you
i ER O WE £ 5Y 14 308 Create m

6. When you are done creating your list, click save list. raviewr and edit shopping list | save list | delote list
7. You'll be taken back to the “Set Up/Get Started page. L T —— ‘

o

To use your list to order items, begin your order by using a
billing and shipping template (Repeat Orders) or clicking Create

Use existing ofder w:

lank Form

Ehopoma List

Belect a Catalog

a New Order. | [eetecy

After you click on start shopping, click on Shopping List. You T | e
will see your list appear. If there is more than one shopping list, a—
select yours from those displayed. ez

Confidential: For OfficeMax Customers Only
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OfficeMax

Please Read!
OFFICEMAX RETURN POLICY AND PROCEDURES

Dear Valued Drake University Customer,

In an effort to improve our customer service, we are asking your assistance. If you have a
return, please follow the steps below to insure a quick accurate credit:

e Call a customer service representative at 1-888-472-6473.

e Provide the original invoice numberfound on packing list or carton label for the item
you wish to return (top right hand corner of packing list).

e Provide the product code of the item(s) you wish to return.

e Return carton must be in resalable condition.

o After the customer service representative gives you an ATR (Authorization To
Return) number, write that number on the shipping /abel/and place it on top of the
carton. If you don’t have a label, you can attach a fax back or e-back confirmation to
the carton. Please do not write any information on returned merchandise itself.

e Place the carton where your deliveries are made and a delivery representative will
pick it up for return to OfficeMax. If UPS'is to pick up, please place returns in your
receiving area for easier access.

e TONER RETURNS (EMPTIES): Return procedures are the same as a typical office
product return. Contact customer service for ATR # to place on empty toner
cartridge box. Place where deliveries are made for pick-up. Some inkjet cartridges
come with return labels and bags. Feel free to still utilize this process.

**Special Orders. Please contact a customer service associate as special ordered
merchandise may or may not be returned and/or a restocking charge may apply.™

**Claims are required to be processed within 30 days of invoice.**
**All returns must have an ATR number (this insures quick and accurate credit).*

We appreciate your business and look forward to a long-term business partnership with
Drake University.



OfficeMax:

Personal Purchases

Below is an outline detailing the policies and procedures that all DRAKE
UNIVERSITY employees are to use when ordering office products for their
personal use. Please call Customer Service at 800-472-6473 if you have any

guestions.

1. Personal purchases are to be placed only by phone. Call Customer
Service at 800-472-6473 to place your order.

2. Personal Purchase Account # = 0660179
3. Ship to/ Consignee = EMPLOY

4. Ship To Address: Please provide your home address to
the customer service representative for delivery of your order.

5. Credit Card Information: You will be asked to provide the
following information regarding your personal credit/debit card:
- Type of Card...ex. Visa, Master Card
- Card Number
- Expiration Date
- Name as it appears on the card




OfficeMax

OFFICEMAX IMPRESS PRINT AND DOCUMENT
SERVICES PROGRAM

Dear Valued Drake University Customer,

To provide a complete and productive office products program to Drake University we now
offer support in printing and copying, binding and finishing, business identity materials,
customization and personalization materials, specialty services and imprinting and
engraving.

Utilizing your Digital Retail Connect Card (loaded on the Drake University Intranet), you
can order your print and document needs via phone, e-mail or in person. The Digital Retail
Connect Card provides you Drake University discount pricing. You must still make
payment through your Drake procurement card or other means at time of checkout. The
Digital Retail Connect Card is not a billable card.

Contact one of the three local OfficeMax Retail IMPRESS locations in the Des Moines
area:

West Des Moines Location: Downtown Location: South Des Moines Location:
Clock Tower Square 2700 Ingersoll Avenue 5020 SE 14" Street

2900 University Avenue Des Moines, 1A 50312 Des Moines, IA 50320

West Des Moines, |IA 50266 515-280-6992 515-256-0288
515-223-2820 impress0645@officemax.com impress0083@officemax.com

impress0030@cofficemax.com

We appreciate your business and look forward to a long-term business partnership with
Drake University.



OfficeMax is your ImPress Print & |
Document Services resource.

Whatever your printing needs,

Below is your new OfficeMax Retail Connect M Card. This card provides we can doit. And do it better. .
you with access to your company’s negotiated prices on office supplies and From training manuzls t¢ 4
imPress Print and Document Services at any of the nearly 900 OfficeMax retail locations. banners, our services deliver i
more than you everimagined. '
itage of your : al pricin i
L4
1. Take your card to the ImPress Print and Document Services counter. Some of the services
Upon your first purchase, we'll laminate it for free. available to you include: g
2. The cashier will scan your card to pull up your special pricing. » Diaital Color ﬁ".
N B |
3. Allitemsincluded in your agreement are automatically priced at your » High-Speed Digital rad .

special pricing and instantly displayed on the register and receipt. Black and White

« Full-Service Print &

Copy Centers

« Custom Printing

W

mE

+'Binding and Finishing
Services

« Large Format Print &
Duplication

/
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OfficeMax

I

Present at any Officebax retail store to purchase office supplies
and ImPress Print & Document Services at your contract price /

W vy

P

and ImPress Print & Document Services at your contract price

K Present at any OfficeMax retail store 1o purchase office supplies \




OfficeMax:

OfficeMax / Drake University Contact List

Customer Service

Internet Ordering Questions
Account Number
Consignee/Ship to location
Cost Center

OfficeMax Account Manager

Drake University Contact:

Phone = 800-472-6473
Fax =800-572-6473

800-817-8132

660179

(Drake abbreviated department)
(Drake FOALPAL #)

Bryan Bellis
bryanbellis@officemax.com
V-mail: 1-800-821-8586 ext: 4953

Office: 515-254-9227
Fax: 515-254-9337

Donna Blunck
Donna.blunck@drake.edu
Office: 515-271-311%
Fax: 515-271-4169




