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1. Login

Open your Internet Browser and navigate to: http://www.OfficeMaxSolutions.com

e Enter your Username or PIN and Password.

e Click on ‘kogin,

OfficeMax’

Welcome to OfficelVi x

Useorname or PIN:
Pasnward:

Login, Eorget Vour Paggwords
Repns £ Lo
B o Requirements

@ 2004 OMX, Ine boizeld snd OfficeMan® sre tradarmarks of OMX, Ine or Boize Cascades Conparation

Lo Motices | Privecy Sabement

2. Getting Started with Manage Orders

To start shopping click on: Create New Order, Saved Orders, Repeat Orders or Order History from
the left navigation menu.


http://www.BoiseOffice.com
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oo
| Manag = Orders

Hello, Bles. S00ia Blanzon,

IMPORTANT HEWS., Our product Imes Tor sorme tems will e changang. Chelk baro 1o oot enors datals,

o Order Updates

i i T

St Ll whd
¥ahoo Subjact Mew Special on Lzt
Fromn J Carnngion
Date 622004

Cleck cut the rever labels on conbract for greal prcang!

Hher Messages:

Subject Date

Wi e Mezsnge Boord Grar2004

v Tzt Sont Graraind Hew Massage
Hese Special on Labeks! Grarsid Hew Massage

2.1.Creating an order using Create New Order

To create a new order, choose Create New Order from the left navigation menu. The Create New
Order page will display with your account information.

e You can change your default account related information by clicking the available drop-down
arrows.

o Click — \Gontinue;
e Your default shopping method will display so you can begin adding items to the Shopping Cart. You

may change your default settings in the “Your Profile” area.



Manage Orders | Account St | Your Profile

Create New Order Create New Order
Saved Orders
Resetto Defaun ,  Continue
.'lqmat C‘mm : —
Manage Shopging Lists
Browse Catalog Only Account JATIFET - eCOMMErCE Lemo
[ s> Tocode | [S#i-swu1 ]
Crder Hiskory
Track Your Order
& 2 Cvclew: AT Ship To Code Detail  S00W. Bryn Mawr Ave,
Your Custom Link ftazca, IL 60143
Yahoo Cost Center:
IE]r[.‘nstCent,et
Release: I 123-AE

Routing Instructions: p) case Deliver to

|I).Bruun on the 5th Floor

‘Resetto Defaults,  Continue,

2.2.Creating an order using Repeat Orders

Select Repeat Orders from the left navigation menu, to shop from a template previously set up. A list of

your Repeat Orders will display. Click on a specific Repeat Order name link to display the Repeat
Order Detail.



OfficeMax W'WM |
onc

E T Repeat Orders
ireate New Qrder
Saved Orders
Repeat Orders
A count Ship To Subtotal
0,32385 - eCommerce Demo SHP < Ship o1 §1085
0432385 - eCommerce Demo SHP1 - Ship o1 F10.85
0432383 - eCommence Demo SHPT - Ship o1 $9475
e Inthe Repeat Order Detail page click on Lreate | Edit and the Repeat Order will be copied
and displayed in the Shopping Cart.
e To add more items to your order click on &entinue Shopping, ., simply checkout. See Section 4 —

Editing or Viewing the Contents of the Shopping Cart.
« To cancel and exit out of this order click on ~ ‘Delete Order,

OfficeMax W'Mm §

Manags Orders. | Account Setup | Your Profile @Help
P Repeat Order Detail
l:rmﬂmlirdw et
Fapast Crdess Oviginator  Safis Mongon
| Mariage Shopping Lists Accoundt 0432385 - eCommrca Demo
Browrcs Catalog Onky Ship To Code SHM - Shipto 1

Cost Center: MyCostCenter
Relesse: 123-45

Routing Instructions: 1. Plaase Deliver fn
2, 0 Brovaem on Bhe Sth Floor

Oty OM  Product  Description Your Sub
Code Price  Total
1 R POWS00T  Boese - X-9™ Copy Paper - While, 8027« 11, 20 b, 055 w05 i
S00 Shesd s feam, 10 Reams/Carlon

PPR -0 208 85011 WE

"Subtotal: 1085
* Dollar amount does not inclide taxes,

2.3 Creating an order using Saved Orders

Select Saved Orders from the left navigation menu, to access an order you have previously saved.
Click on a specific PO Number link to display the Saved Order Detail.
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e Inthe Saved Order Detail page, select a shopping method or click on ~ &entinue Shopping, a4 or
delete items in your order or simply checkout. See Section 4 — Editing or Viewing the Contents of your
Shopping Cart.

e Clickon — BeleteOrder i gelete your saved order

OfficeMax S

Shoppin Saved Orders

Create New Order

S e Date:Time (Central) PO Humber Subtotal
Rapeat Ordars OBD4/2004 01:50 P 23024847 32180
|EI =5 wym OB 2008 01: 23 P 24546 §54.75
s 125 et
Order Hiskory

Track Yaur Order

Rﬁmmwﬂ

Your Custom Link
Yahoo

Managa Onders | Accoamt Sotup | Your Profile @ el

Saved Order Detail

PO & TEE

Date Frigary, Jure 4, 2004
Originalos  Sofis Morzon

L O432RS « eCommevce Dama
Ship To Code SHP . Shipta 1

Cost Center: MyCostCenter
Aelrane: 12345
Fnisting Instroetiorms: 1. Piose Deiver {0
2. D Brgre o th S5 Floss
Cdy BOM  Produel  Description Vour Suly
Coe Price Totsl
1 FM  PIONS0D!  Boise - X.5™ Copy Paper - Whie, B-172 % 117, 2010, 500 ShestzReam, 10 51085 §1095 i
FeamyiCuton
PRG0S 54 1 AE
Cost Center: SGEA
Releames 4500
Bouting instructines; ¥ Pieacie Dl 1o
2 iy Ry
Gty BOM . Product  Bescription Your Suls
Code Prica  Totsl

3 FM PICRM0T-P Bioien . M- Doy Pager - White, 81177 2 117, SHole Punched, 20, 500 $120n S0 i
SresetsReam, 10 RasmsCarton
PPRLJ3 00 0 501
Sublofst 53457
** Rasfer f0 final inwoics for order tolal.

2.4 Creating an order using Order History

Select Order History or Track Your Order from the left navigation menu, to access a previously

submitted order. Click on a specific PO Number link to display the Order History Detail page.
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¢ Inthe Order History Detail page, click on Lreate New Order, , create a new order from this previous
order.

o Select a shopping method or click on Eentinue Shopping, 1, 54 or delete items to your order or simply
checkout. See Section 4 — Editing or Viewing the Contents of your Shopping Cart.
e To search for a specific order, enter the PO Number or Invoice Number in the Search box and

click <=2

OfficeMax ey

PR € r History

Saved Crders sgqr:nil’ﬂ Humber or Imvoice (G2

Date/Time (Central) 0 Humber  Invoice*  Stafus  Order Total
Q4062004 0437 P 2E0TOESS E5413942 Shipped 6277

(Browse Cacalu, Onhe

Track Your Order 037242004 000 P 2771348 B2032587  Shintd 33454
Fequest an Ordar Leturn

*Invoice numbere will not appear until the order le processed. -

OfficeMax SR M

o

Order History Detail

Stetus: Shipped (Ireck Vour Qrger)

L g 20T0RES

Ovcer Dt Fhurscay, dori 05, Hibs

O] Fubure Delecry Duiss Friday, Ao 09, 2004

Originstor ‘S bONTn

Azgcun: [T
Biautdt o6 Codes Beturn Ship To Code: 008 - HOAT G Blec. Comm

Cost Center: So
[

dy UoM Prodedt  Doescigtion Vol Suls
Code Price  Totsl

1 EA  EGOSESS  Fubbermed . Heh-Aduitebie TRng Footrest - Charcoel, 41 A%0 91036 91038
B34 Hx AW AT B
RESTFOOT ADAST DG

1 EA  EETISIEL  Saito- SoMapot®Back Rests - Bk, & M x 13.287 Wx 200D Hmn mn
BACHRESTLUMELAR SFTSPTER

1 EA  EG0X08  Salco. SoMspol@Fioine Heybowd Vet Suppod - Bleck, 1.1 Mx 8943 443
16 W 31D
AL KYBROSOFTSAOT i

1 EA NERSD0 215 W28
LM GOOGENDCH fo

Subdotal:  §5277

Estimated Taz 500

Shippiog: 3000

“Totek: 36277

Bl e 3. Using Shopping Methods

= Rsfed b Fival e T oo e Vsl

Your default shopping method along with the Shopping Cart summary totals are displayed throughout
shopping. You can add items to the Shopping Cart using one of the following shopping methods:

OfficeMax



Search, Advanced Search, Catalog, Order by Product Code (formerly known as Blank Form),
Shopping Lists, or Refill Finder.

Shopping Cart
e The Shopping Cart is accessible from any shopping page. The total number of line items and the order
subtotal will get updated as you add or delete items to your order.

e Atany time during shopping, you can view or edit the details of your order by clicking Mew Cart,

clicking «Eheekout | 14 submit your order for processing. At least one item must be in the Cart to submit

an order.

Zublotal

‘FE&H 01’" IE e MIMIWIMMA

|L_-MesCn Checkot tessaes | Ordor By Product Gade | Shopping Lists | Refil Finder @ielp
| ==

T, T Order by Product Code

Heyword/Froduct #  Go,

Bhvared Search Artd Hems to This Cost Center: |u¢gmg_1;3¢g_-_rj
[ T gkt ot oot Cantee To Tris Crder
T | Agatocan
Frall Lires Catalag o

i Visusl & Presentation * Rogined for esch b sotered

Einders & Fiing Product Code® one UM ftem Comments
Briafcases, Fad Hobdess, £ Portfolos| I I [_ |'
Calersdars & Organizess

(Compubar Atcessoris B Supplas I I I_ |

Computer Hardwane & Peripherals

Compuiter Scftware [ |

Elschronics

Food & Baverags I I [_ |
Jarétorial £ Mainkenances Suppbes

Labeding, Mading, & Packaging [ | E_ |

(Cffice Machine: & Equipment.

Cffice Supples & Deck Accessories | [ [ ]

Foper & Paper Products

Prinker Supphes & fibbons [ 10
Prinkers B ACCBSS0rES.

Wikt Instruments & Supples. | | 1]

aboo Add to Cart, -




3.1.Shopping using Search

To shop using Search, enter a keyword or product number in the Search field located in the left

navigation menu and click &8 The search results will help you navigate through the product hierarchy to
refine the search results.

e Click on a category (e.g. Binders and Accessories) from the product hierarchy that results from the

search.
OM“ m:mnw:wm -

SHelp

] Meossages | Drder By Product Code | Shopping Lists | Refill Finder

| Search Results

our search for "binders™ found Bems inthese cabsgonies,
L sults tothl Dra. r‘-‘“’- = _ﬂ Rafine Resulis

- Binders and ACCESSONRE (1155 malches)
Full Line Candog =] = Promotional Froducls (55 maiches)
Ferzonal Planners (39 metches)

= Eilling Zopplizs, (18 malketas)
- Ead Holdars 7 mabchas)
- Card Filing (5 malches)
- Computer Accassonas (5 maches)
- Labels ¢4 metches)
- Beport Coverg (3 metches)
« Bresertation Equiprvent and Supplies (2 matches)
- Bunches (1 mabches)
= Bulers (1 mstches)

e Click on the next category level (e.g. Data Binders — Hanging).

Search Results

Your zearch for “Binders"found items in these categories.

Category: Binders and Accessories
Limit results to this brand: |<AII> LI w#

- Binders and Accessories

Fiesentation and Repot Binders (723 matches)
Reference and Storage Bir ders (365 matches)
Data Binders - Handing (35 matches)

Binder Accessories (15 matches)

Hanging Binders (14 matches)

Diata Bude: - - storage Racks (5 matches)
Custom Binders (2 matches)

Ledger (2 matches)

Data Binders - Mon-Hanging (1 matches)

- Promotional Products (55 matches)
- Personal Planners (39 matches)
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3.1 Shopping using Search, continued

o Alist of items with item availability and price will display.
e You can sort the search product results by Best Match, Description or Product Code.

e Navigate by scrolling or using the paging mechanism 12 HNed ¥ \yhen the search results in
multiple pages.

e To add an item to your order, scroll to find the specific item you want to order, enter desired quantity

into the “QTY” field and click <Add.te Cart,

By Eaea Order | Deieio Drger | Customes Sorwios | Logeat
b o e 1| OfficeMax
Supicts Hoss
Meuingas | Onler By Prodoct Code | Shopgang Links | Febll Finder Sy
Search Results Bawiee Search,  byw Search,
cd/Froduct § 480, | v sesrch for "indors™ reluned M resuts
Aipvmrcwd Seardd Cabegory: Brass and Arossooes
P swcwspny: o oo
Ful Line Clmion =]
sazrimaiimunl & St aon e N -] Bl E73 =
Erederd & Al Capaeity
Erieficaces, Pad Hokdeis, & Porifolos Iuh =I
Coiendars B Qe ganivers: I e Oy Coniract bems B Faine Result
Computer Supphes
mm:thﬂ-ﬂ- Addd Bwrma 4 This Cr i [UCastCane - 10 78 =1
st Prirting 1) dromer Cont Cany.  tier]
Elsciranics .
oo B Drvecngn Sort By, Bwmhatct, | Ceoroion, | St Code,
Furriture & Cifics cmiionin B 1-H e M 17 Bty
deirtint s s, A R,
| Jaedhowinl B PMairtenande Supoles
ke wi o Code i Delivery” o Comas
Dffics Machines i Equpment y -
offen Segples 8 Dest Aeoeiseren e i i, o s
Fapes & Pager Products . T
Frinker Sungles B Fbtons RS-l b R VO T RO ER T B
e S me e BREEH AT A DI 410 18
Wiy bty B Supries | &
3 e
raon | N
Prostuct Code = frT— e Compaie
Piice
LBSE1Y EA .3 saas I
[T
| et Pl Campit LT e D el S 7,
1
ERDER DU T b [ 4 200 L
&
ory [ \ddingal)
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3.2 Shopping using Advanced Search

To shop using Advanced Search, click the Advanced Search in the left navigation menu.

e Enter Keyword or Product Code criteria (e.g. Copy Paper) and click ‘Search,
e To refine your search enter additional criteria in the Category (e.g. Office Paper), Brand (e.qg.

OfficeMax) or check item type (e.g. “Contract Items”) and click ===,

e To clear the search criteria click ﬂ.E'.:".!';.r.

M B b Lt | oyl e s | L .

i rinea = H
e e |Coepy R o
_ Advanced So. i

Zaktpt |
A Sk /| | bsen e o T Cos 0 Paces

e Click one of the product hierarchy categories to drill down (e.g.

T, 5 s o i

Multi-Use Copy Paper).
o Alist of group detail items with item availability and price will display.

NG = Sang Ofdor | Dobele Ovder | Custirnegd Seivecs | Logowt
e :| OfficeMax
Suntobsl 13855

7| search Results
ed/Fe e F 80, | your seschior “Copy Paper* found Bems in fhese calepaies
Category Ofice Paper
. S—] o -
JFu Cre Catmicg = :

Al Peeoosl B Presentsbon
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3.2 Shopping using Advanced Search, continued

e You can sort the search product results by Best Match, Description or Product Code.

12 et

¢ Navigate by scrolling or use the paging mechanism ==" when search results in multiple

pages.
e To add an item to your order, find the specific item you want to order, enter desired quantity into the

“QTY field and click Addto Cart,
e To refine the search results to Contract Iltems only, check the box under refine results and click

RefineResults, v, can also refine results using the available attributes for the specific product. In this

example you can refine your results by Color, Weight or Size using the drop-down menus.

OfficeMax m'm'm'mg

Diclp

F Search Results Bevee Soach  Wew Soarch.
ed/Peoduct # B8, | vour sesech tor "Copy Paper® rehured B nssls,

Lidepocedfarch | Categery Otk Pager
IR ncseeeny: b coos o

Messages | Order By Product Code | Shoppang Usts | Refll Findar

Ak Boiss
Full Line Catslog i
B Frfiw Beaulis:
Burcders & Pl Codor  [Lane | Size |Lap. =
Brwlcases, Pad Holders, & wifokos
Calerdars b Crganizers Waight [z ES
Comoit Hadiwas & Parrrds [ (1 570w Oty Cortract toms. I Bstie Resuls
Compitiae Soltwart e B 1o THi: et mentar: [Snan . asar -
flectrores i
IAckd Ancirer Sost Cerf Lo
Pood b Derverage
Furmiure B Offics Acorssones SoriBy Pestuistch | Destrigon | Erodat Code
12 e
Coenpans Bems,
LT Cmpead s
Price
muE
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3.3 Shopping using Catalog Drilldown

To shop using Catalog drilldown, click the drop-down menu in the left navigation. You can select a
catalog or use the “Full Line Catalog” system default. You will navigate through a product hierarchy to refine
your drilldown.

e Click on the first level category (e.g. Paper & Paper Products) under the Catalog.
e Click on one of the next category results (e.g., Office Paper).
q mﬂ‘ Eaen Oydor | Dolote Order | Cusomar Sersee | Lagoul -
s of Bema 2
Sutditsl =M
ewCan, Shechou Qe
‘eyword/Frodace § G o [ s
Eeingee o | - Gompaer Paper
N e

Praheo .

Ll L]
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3.3 Shopping using Catalog Drilldown, continued

e Click on the next category (e.g. Inkjet). This will return a grouped item list page showing item
availability and price.

e m Sapn Tedor | folots G | Cusiomor Sorsice | Lagou
2

| Redill Findor [~ 1o

oy Custanu L ik
lraboo | -
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3.3 Shopping using Catalog Drilldown, continued

e Click on the product Description to view detailed item information.
e To add items to your order, find the specific item you want to order, enter the quantity desired into the

“QTY” field and click AddtoCart,

e The category path you selected will display under the navigation tabs. You can click on one of the links

to go back to a category page previously viewed (e.g. ~ Office Paper).

e S, Gy | Db 1 | Grshime S0 | Lo -
e et ‘| Office™ x
uirin R
e JSEacas Qi
Pamen & P Prothcts » S Papon - kit
cd/Praduct § *,
Ak B 1y Thiim Lot Comlir: (5000 . pasar -
ek Arestor oot Cerier 1o T Crn]
Pl Lires Catwiog =
ik il i P et
Birckess b Firg
BFiliiche P i, & Portiiioe iakmsge = it
i i Ciparaes
Coneputar Acemsiriesh Supphey | 10 LA IR
e S TS | 2% Cottor _uijet Papar
st Printrs) Fradet Cace oM [a— Yom  Compurs
| sctrorcs
Foasd s B LIRS Y . mw
i ey e W 790 Comon bnked P Wi, .03 A1, P, 508 Shhects s
el b 5oty EPRAR T OTIOHBRN
Lt s M ok S o
Labosirel, Mslirg, & Psckining
CHTich Mchiret & ERAE ary [ hddieCan,
P s e | Evaneta inklet Papar
Prinded Sppie & Abbore — “radha] Code L] D lwony” Toum Cadngese
Fvindess b ACoebE ool
(st b g FIEDLT10M w -] mu@E
Fuima - Evoryri Jekiet Pagos - Whits, 40" £ 417, 27, 598 ShevtsSnm
PRSI
ary [ EIMENY 1 mpied b o Sccrstones -
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3.4 Shopping using Order by Product Code Method

To shop using Order by Product Code, click on the
bar.

Enter the

[ )
packing slip, acknowledgments and invoice.

Order by Product Code tab on the top navigation

Product Code and Quantity into the order form.
Entering unit of measure (UOM) and item comments is optional. The comments are printed in the

e Click io to add items to your order.
7 ommax S Ordar | belete Grong | Custemss Soivics | mm
R e o e e e

L.. d-- b Product {‘nde

Add R o This Cost Conbor: [Zo0n . 24480 -

I Ancther Cos Center o This rdke]
Full Lirm Cataiog =] Ao Cart
Wm:“mm ¥ Recpared fow eacs boh ofladad
Eriefeasas, Pad robdsrs, & Poetfobor] Prodhiet Code” Gy UM Rem Ceamimants
Calendars b O “:; T [T s e
mm"“"mﬁk FROI00E i [ froas tcem
Custom Prirking & GECELOAA BBz |
Focd & Barvrage 555553 E I 1
Furmiure & Office Actesories
wa:iw [0
Janaial e Markensrcs Sgphen. | [
s i =1 .

Machrars & Ecumrrncd [ e
e Sk I_ VP Y - —
Paper B Paper Froduds B
Friviee & bl
el r—' (i |
wiriire; Imanrrds f Soptns ——
o
lrabwo |
ol i Gt X
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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,
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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.

Em:urmm: # g, ’ Fillar ' AN | Barsorad | Shared

Lt Hame Date Lasd Changed Typs
Debecape o OO0 Shared

Full Line: Cataiog =
uofisial b Prasent sticn e : !
Eirders & Firg P forrest et BT 004 Sharea
riafcasas, Fad ikdars, 5 Porbfobod -

Calandans B Drganizens Briong tong AG0 Fhared
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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.
F shopping Eave Ordar | Dolefy Ovded | Customes Soivece | Loioon
e raees | OfficeMax: m
Subgobsl p k]
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2D By o B i Flow
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i_ Faa PIOX AN Boime - X8 Copy Paper - Whibe, 8900 x 117 ] Fioss FoeME
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R0 2 8.5%1 1 WE
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Cost Center: SG&A ) (Daiis)
Release: 24540

Routting Instrisctions: 1 Pioase Debver b
2. Tom Fiey
M Py et Trecraption ¥ o S
Code Price
I_ Fad PILCIOA8 b % Cofton iokict Pager - Wil B350 % L] e e
115 __zm_s;mam:!-. Pert Doy

o
Cost Contor Sublofel  $20.00
Cart Subtotal: 53895

*SAGEK b et WlocH S Uil 09 06T B PlAced. Dy B0 1 Dowe W10 DURING IS days W MMy vy
degending o delivery lod sts.
See Irequently Asked Guestions foe Detss.

Eitinnh Socppiog, | Lpdi G,  Checkiad,
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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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Subdolal 1

B TR T 0 o ot | o e i
X cd/Peodus 0 G8,

| Avarced Seare' Yoo £ e i e Savved Orders B afler yiu kg

m =  Sewe wu a Ropost Ordor willly the haima you spoclly bebow,

@nelp

| Save Order

o Sewe thée order and plece #l leler,

Wil Caf agcaes € i e Mepeal Crders It afler you login

Ot

Yahaa

Firnburs siakog = [
m:m:m [ Sewe snd replste s existing Repeat Order.
Comguter  ardwarn & Porgher s il

i i

Frurrature O e ACCeisore
T

Cofpal) 2

B D’ Acpessones
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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.

Mx_ WIWIW|ME

QHelp
| Ehlbrl and Shigyin Moo SinmiTiary Chet ot Coemiplete
Hider 00 W L yOLF [t 0l in oFmalion T ey oue Prévecy PORCs
oot Shopping, HiewCat,  Contous Chacknl,
Generate PO & W (For Repeal Ordars) Luer Confmation
PO [pemora ¥ Emeail To |Sofis Momzon
Bitention [Eo:n —m—— S Grens lsntis=snzaiboiaraf fice. Con

Grder Comments 1 |—Hm¢hh- SEak OGRE ™ Faa e 1o |
order Comments2 [ Facx beyoem [ega]

Shap thin of der b0 @ different ealion?

e To
Address I—
Chy
{lize Bl oty name For sosnpls, For Lasuclardsle, nol P Lsugen dada
fAuta Gkt State-. ¥
e [ ]

il To Crodi Card T

Crodet Card Typa wSpect Card Type-- *l
Crodit Card Humdien - o

(HuarEars ony. Mo dasfas of fpaces }

EEPTION e I
Lontinua Shopping  Wiew Cart, | Cookws Clathout,
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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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-
-
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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

Cushomer Supphed Link

OfficeMa—~

e B BRI
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Dt Thma (Ceniral,
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OFHS200301:12 PW
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O2HE2000 04:12 PW
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011120055 DB: 12 PM
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2TT13em
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St o] s il Changeabin 34155
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65032557  Shipped 14 62
IMSETEY  Being Procogyed $58.05
53456769 Being Procogged 5 03
D #9575
SME6780  OnHold #3520 35
IMGETE  Boing Processed B23505
THMSETED  Shipped #0815

dPrevicus 1234 Masie

“inpmice numbers will not appear until the order is processsd,
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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.

OfficeMax me
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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,
PO# T34 Original Invalce # BS032597
Order Date m‘lﬁ,i‘ﬂh mmw
Future Deliveny Date: June 16, 3003 o Ordered
R, ik Ship Shigged
Y ShigSen  Shigoed Separdshy
Teack Your Order Apenumt 425067 g ‘Backorder e
Risquest an Order Return Ship To Code Lo Sub Substiuderd
Cnckd Cancelisd
o Approvats Order Status Shipped
Bpprove Orders
PO TR NS L Cost Center My Cost Certor
Customar Sipobed Link Deli Infi tion W o 0
Gty UOM Product Code  Description Gty Oty Oty Oty Oty Defeils
ord Ship Ship Bko Sub  Cockd
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2 PD  ADEESRE PAD NOTE BE 155 2 0 o 0 0
2 PD  ASSOBE PAD JOTE RULED B8 4.5 200 e
1 EA  HEOT4NS BOSSORS CAST-STEEL frok 1 0 @8 0
1 EA KIS0 ORI DESH DRWER 00 8 o 1 0 @ Wiew
Back, -
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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
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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.

OfficeMax W'“H
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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