OfficeMax \yep Ordering Guide

WORKPLACE

LOG I N Username or PIN
Access the website at www.OfficeMaxWorkplace.com .
Enter your Username or PIN and Password. Password
Then click on the Login button.

Lug In

CREATE NEW ORDER
To start your order, choose Create New Office Products Order.

WORKPLACE Customer Service | ()Onhne Assistance | Logout

| o I
Manage Orders

Saved Orders

Repeat Orders Order Updates
Manage Shopping Lists
Browse Catalog Only
¢ Message Board
Print & Document Services Subject: Using the Message Board
Create New Custom Print Order Message:
You can post up to ten messages which can be viewed by everyone in your 1f you are an , or if
i your administrator has given you the authority to post messages, then click on the Account Setup tab and select Message
Service Center
Board from the Administrative options area.
Order History
Invoice Copy Additional Messages:
[ Track an order | = _—
Request a Return Using the Message Board 9/27/2012

Customer Service

If you order for multiple locations or if your account uses cost centers you will be asked to select your delivery
address, as well as cost center and routing information. To start shopping, click on the Continue button.

| oo
Create New Order

Create New Office Product Order —
m Reset to Defaults
Saved Orders

Repeat Orders Account
0472170 - Guy Brown Test Account
Manage Shopping Lists

Browse Catalog Only

Select Ship

st
Create New Custom Print Order 500 PARK BLVD - SUITE 1425 TO a nd/or
Ttasca, 1L 60143 H
Cost Center if
—— Cost Center :
senveecener ety appropriate
Order History
Release
Invoice Copy

1234
Track an Order
Routing Instructions

back door

Request a Return

Customer Service

— ) (oot to Dt
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OfficeMax

WORKPLACE

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. Use the Ink &

Quickly add Fin'd an item Toner Finder to SI_'lopping Cart
items to your quickly and find ink and toner displays the
order with Order easily by using by the machine number of items
by Item # a Shopping List model number and order
OfficeMax
search by WORKPLACE Save Order | Delete Ordefl | Customer Service | {) Online As3iifance | Logout

keyword or

item # ﬁ o w gems

Q Search by Keyword or Item #
View Cart

View your .
Message Board * | Il orseroyens ik Tone e

for important

announcements Order by Item #

Basic Office Supplies

Cost Center for this order TEST 2 - 1234 E] Add another Cost Center
Binders & Filing

Browse our Calendars & Organizers
electronic ﬁ Computer Accessories & Supplies * Required for each item added to cart. Quantity is not needed to add an item to a list.
Catalog by 5
N Computer Hardware & Peripherals Ttem #* Qty UOM  Item Comments
searching
Computer Software
through our

Item Categories Custom Printing

Documents & Forms
Electronics

Food, Beverage, & Breakroom
Fumniture & Office Accessories
Health & Safety

Janitorial & Maintenance Supplies

Labeling, Mailing, & Packaging
Office Machines & Equipment
Paper

Presentation & Audio/Visual

Printers & Supplies

ORDER BY ITEM #
Order by Item # screen is for quickly adding items to your order by typing in the item #.

Order by Item #

Cost Center for this order | TEST 2 - 1234 Add another Cost Center

* Required for each item added to cart. Quantity is not needed to add an item to a list.

Item #* Qty* UOM  Item Comments
M1GSM11BE 2 for the mailroom
[
After typing in the product
codes click on any Add to
Cart button. You will then . . .
be taken to the Shopping Click Add to List to add items
Cart screen. — [Pd to shopping Lt — to your shopping list.
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WORKPLACE

SHOP BY CATEGORY

Need to quickly find an item? Shop By Category groups our product offering into intuitive headings, making your
product search a snap! You can find your items in three easy steps.

Basic Office Supplies

Choose a _ - - - Select a Subcategory
Category. ﬁBlnders & Filing Binders and Accessories (1277) —
Calendars & Organizers Binding Systems (157)
Computer Accessories & Supplies Card Fiing (241)
Binders & Filing > Binders and Accessories
Computer Hardware & Peripherals Catalog Ral =
Binders
i Image
\ ‘ S
-
Binder Accessories Data Binders - Hanging Data Binders - Non-Hanging Durable Binders

Further Refine

' n - your product
= . search to view

Durable View Binder Economy Binders Economy View Binders Heavy Duty Binders items to add to
your order.
Image i#]
Currently b
Unavailable
&
Heavy Duty View Binders Ledger Specialty Binders Specialty View Binders

VIEWING PRODUCTS

Once finding an item using the shopping options noted above, you will see a picture and description of each
item. Click on the Product Name and Description to view the Product Overview and Item Specifications. To
add items to your cart, enter Quantity then click Add to Cart

Avery - Framed View Binders with EZD® Rings - Blue, 11" | [€
x 8-1f/2", 1", 275 List Price: $13.23

Avery Framed View Binders with EZD®
Fir.:le'_m % Ril'lgS

Bt Ttem #: 1268055

UOM: EA

&

Ttem#: L268055
UOM: EA

&

List Price: $13.23 Cost Center for this order

Delivery: Stock Unconfirmed TEST 2 - 1234¥]

aty o Add another Cost Center
Q Enlarge Image = Add to Cart

Add to Compare | View Similar tems B adito Hizpping

View Accessories

Product Overview Ttem Specifications _

One Touch ? EZD locking rings open with ease

Wider front and back binder panels fully cover standard dividers and sheet
protectors

2 clear interior cover pockets and business card pocket

Easily insert title page and spine ID with convenient mounting sheets
Pages lie flat with back-mounted rings

Gap Free ? ring feature helps prevent gapping and misalignment of rings Avery - Framed View Binders
40% post-consumer chipboard with EZD@ Rings - Blue, 11" x
Environmentally Prefered Products 8-1/2", 1-1/2", 400
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SHOPPING CART

Click Add Item
Comments to add
info that will be
displayed on your
packing slip.

Shopping Cart

Ship To Code: TEST1

q ® Add rem Comments

Cost Center: TEST 2 Edit
Check the box next === v ad o shopping it
to the item you m]
want to add to a
list then click on
Add to List.

by

Account: 0472170 - Guy Brown Test Account

Release: 1234

Bic - Round Stic™ Ballpoint Pens - White, Blue,
Medium

Ttem #: N1IGSM11-BE
UoM: DZ

Boise - X-9™ Multi-Use Copy Paper - 8-1/2"x 11",

White, 92, 20 Ibs

Ttem #: P1OX9001-CTN
UoM: CT

Active Promotions  (2)

| Apply Code |

Continue Shopping ‘ [ ]

Routing Instructions:
1. back door

c
List Price: $4.08

Delivery: Next Day (]

| update | h

[%] Remove Ttem

Qry. 2

c
List Price: $195.82

Delivery: Next Day &
Qy. 1 |update
[%] Remove Ttem

_

Cart Subtotal: $.00

Continue Shopping | g

The Shopping Cart screen appears every time an item is added to your cart. You can change quantities, remove
items from your order, and add item comments from this screen.

To change a
quantity, type in
the new quantity
then click Update

Check the box next to
the item you want to
delete, and then click on
Remove Item.

To return to the ordering
screen you were at click
on the Continue Shopping
button.

INK & TONER FINDER

OR
Select the Product Category:

Select your Device Type -

w | View Results

Updated February 2013

Find your toner, ink, transfer kits, ribbons, and more with our Ink & Toner Finder.
or use the selection guide to find what you need easily and quickly.

Order By Item # Shopping Lists Ink & Toner Finder
==INK TONER===
[ HAVE D
YOUR

Find your toner, ink, transfer kits, ribbons and more with our Ink & Toner Refill Finder. Search by
cartridge number, printer model, or use the selection guide to find it easily and fast. From OEM brands to quality
remanufactured cartridges we have what you need for your office machines.

Enter your Cartridge # or Printer Model: (i.e. Q2612A, LaserJet 4050n, HP 56)

Search by cartridge number

You can either:
Enter your Cartridge # or
Printer Model

OR

Select a Product
Category, Manufacturer,
Product Line, and Model
from the dropdown
menus.

Click View Results to see
the products available for
your machine.
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SEARCH
9 Not sure what you’re looking for? Our Search feature allows you to quickly and easily find the items you need.

Q Search by Keyword or Item #

Type a Keyword or Item #

into the search box and click > C, clipboard
Search. OR, our predictive Keyword Matches

text feature will display | dlipboard |
possible results, and you can metsl clipboard

click on a suggestion to see plastic clipboard

additional information. m ctorage cliphoard

Clipboards and
Archboards (73) [] Aluminum (1)
[[] Assorted (2)
Refine search results by O »;SS_or‘ceg; RaSpbeCrrv_bR;Jedf
i rin reen or Cari ean
[] small Business sB (6) === selecting a Product Type — BILTe (f]
[7] Diverse Supplier fem (6) (such as Small Business, ] Black (13)
] Recycled Goods % (32) Diverse Supplier and/or [ Black, Brown, Blue (1)
Recycled Goods), Brand, See More
Color, Size, or any Other
[ Baumgartens (2) Attribute that appears e (e
for your product. Simply [ 107x 16" (1)
[[] MNPLACE (7) = Check the Boxes as ey [7] 10-1/4" W x 2-3/8" D x 13-
. 3/4" H (2)
[C] Just Basics (5) needed and your search . .
. [ 11-3/4" W x 1-1/2" D % 14-
[] OfficeMax (8) results will update 1/2" H (1)
automatically! 12" % 9" (1
] o (s) y [ 12"x 9" (1)
See More [0 6" wx9"L (1)
See More
You can sort the results by using the Sort By dropdown menu.
Sort By: Ttems 1 - 25 of 32
| v Compare Featured tems || e —— 1)2|Next >
Featured Items
] Offi{Description (Z-A)  flastic Clipboards - Blue, 9" x 12" c h See the C? c indicates this
eMem # (z-A ;:r:,:i:, f,ii: Day @ item is on your company’s

preferred core list.
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ITEM COMPARISON
The Item Comparison feature allows you to display items side by side and see item similarities and differences.

There is a —— (v Gompare| Topselon ] i
Compare Column
to the far |eft Of :;[::t'a; ;ﬂ::je Profile® Retractable Ballpoint Pens - Black, Lil; I
every item. ! ,ﬁf; Ttem#: N189465 Delivery: liext Day

e - uom:pz PN
Check the boxes oy | J
of the items you & Add to Shopping List
want to compare ﬁ

i Paper Mate - InkJoy 300RT Retractable Pens - Black, c
then click on the Medium, 12/ Pack st Price: $7.08
Delivery: Next Day &
Compare button —  Ttem#: N11781490
. UOM: DZ

Pl o o |

B Add to Shopping List

Item Comparison B = ot | m—\(0 have an option
Cost Center for this order TEST 2- 1234 E ‘Add another Cost Center to Pri nt o r Email
HOTE: Highighted arcas indicote i i product specicots the page by clicking
e 8 8 on the respective
buttons.
7
Q Enlarge Image Q Enlarge Image .
Part Number ” " - - You can type In a
N11781450 MN189465 . .
quantity and click
Qty Qty
[ nidocart | [ ito art | ¢ on Add to Cart to
B st o g it B s o Shoppng it add an item to
0129834 0760666 d
your order.
Manufacturer SANFORD PART OF NEWELL/RUBBERMAID SANFORD PART OF NEWELL/RUBBERMAID
Paper Mate - InkJoy 300RT Retractable Pens | Paper Mate - Profile® Retractable Ballpaint .
Description ~Black, Medium, 12/Pack Pens - Black, Black, Bold Th e se | ected items
Price/UOM - B - e are put Side by
Delivery™ NexleDay Naxglav S i d e. Th e
Key Features . .
Barrel Color Black h nghllghts show
ok Clor sk dock the difference
Point Size Medium Bold between the two
Quantity/Unit 12/Pack ite m S

SAVE ORDER & DELETE ORDER
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. If you
choose to Save as a Repeat
Order, you will be asked to
name the order before
clicking on Save.

# Save Order | Delete Order | Customer Service | g’}OnIinE Assistance | Logout

Click on Delete Order to permanently delete your entire order.
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CUSTOMER SERVICE & ONLINE ASSISTANCE

Our Customer Service and Online Assistance features will ensure you have the answers to any questions that

arise, right at your fingertips!

Sawve Order | Delete Order | Customer Service | i"}OnIinE Asgsistance | Logout

Customer Service

Track an Order

Whather you're looking for office products, papers, furniturs and technalogy products,
you'll enjoy an unparsiisled and unequaled customer sxperience, No other company
makes ordering easier ar mors personalzed while defivering superior service and an
unequaled buying experience to every customer, So, you can count on World Class
treatment each and every time!

Online Assistance

Request a Catalog
Request an Invoice

Request an Order Return Customer Support

Request an Order Tracer

Track an Order
Request Product Information View up to the minute detsits on the delivery status of your online orders.
Online Assistance
Gt immediate answers to your questions by either chatting online with a customer service
representative or we'll call you - It's your choice! Just dlick the ‘Online Assistance’ fink in
the upper fight hand corner on any page.

Service Center

Track Orders by Account

Request a Catalog
Pick and choose from a list of cur catalogs and we'll mail them direct to you.

Search Invoices by Account

Request an Invoice
Need 2 duplicate invoice or order acknowledgment? Fill out the form and e will send i to
you via email, fax, or traditional mail,

Website Help

Broviser Requirements

Request an Order Return
Need to return 2n flem ar entire arder? Complete the sasy return form and well send you
an Authorization To Return (ATR) number.

Frequently Asked Questions

Contact Information

Request an Order Tracer
Didn't receive your merchandise? Submit a tracer request and we'll track your order,

Contact  Sales Rep

Contact Us Request Product Information
Have questions about an tem? Fill out our quick and easy request form and we'll contact
you vith the ansurers.

Policy Statements
Service Center

Legal Nofices

Privacy Statement Track Orders by Account

Office Products Return Policy

Search Invoices by Account
Technalogy Return Policy

Website Help

Browser Requirements
Find the recommended and supported browser versions,

Frequently Asked Questions
Get the answiers you need from cur most frequently asked questions.

Contact Information

Contact A Sales Rep
Need to speak with your local sales representative? Email us and we'll have them contact
you.

Contact Us
Wiewr cur customer ssrvics and technical support phons numbers or send us an smail.

We provide a unique service of
offering you Online Assistance.

Hello! How can we help you
Sally Customer?

PIN: 1098440444

Customer Service

1-800- 564-8008

(Man-Fri, AM - 3PM, Cantral)
(Sat, 8AM - 2PM, Central)

Website Support
1-800-817-8132 (option 2}
(Men-Fri, 7AM - 3:30PM, Central)

How do 1 shop by product code?

What is an Account, Consignes,
or Cost Canter?

How do I add multiple cost centers
to my order?

1 received = product code from
Customer Service but I cannct
find the item when searching the
wieb for .

I completed the checkout process,
but have not received my order.

How do 1 print my order?

Online Assistance

Clicking on the
Customer Service link
will take you a page
where you can find
Customer Service
Phone Numbers,
Track an Order,
Request a Catalog,
Invoice, Return or
Tracer, as well as
obtain Website Help
and FAQs.

close window

You can request a Customer
Service associate to contact you
via Online Chat or via Callback.
You may contact Online
Assistance for any reason, @ ¢
technical or customer service
related, and your request will be
responded to within seconds!

2  Enter your name, company name and phone number.

The Online Assistance button is Hame
available on every page at the ol Cstomer
top, right corner of your screen.
Just click on it and choose how

you want to be contacted. Products.

Updated February 2013

Speak With Us in Three Easy Steps

Please do not close the window until after you have completed your web chat/callback with our Guy Brown Support Associate.

1 Please choose how you would like Guy Brown to contact you.

online Chat

Choose chat and a Guy Brown
representative will begin a text
chat with you. (Does not require
an available direct line.)

Company

Guy Brown Test4

» I

Note: Your call will be recorded by Guy Brown Products and a transcript of your chat session will be maintained by Guy Brown

sy Phone
Choose phone and a Guy Brown
J representative will call you.
(Requires an available direct line.}

Telephone Example: 123-456-7820
<Not Needed>

OfficeMax Workplace User Guide
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CHECKOUT & PLACE ORDER
The Checkout screen allows you to review your order, as well as confirm your shipping and billing information
prior to placing your order.

To place your order, click on the Checkout button ‘E 2

) . View Cart
located on the top right side of the screen. e

ship To Code Generate PO #
TEST1

) PO #
Ship to Address: 133006153

500 PARK BLVD - SUITE 1425
Itasea, 1L 60143

Future Delivery Date ‘Order Confirmation

Loiz/2012 = Send an Email

Attention Name

pane Doe Sally Customer

order Commens 1 Emai Address The first checkout screen is Billing and Shipping.
SALLYCUSTOMER@OFFICEPRODUCTS.COM

Order Comments 2 Here you can confirm your Shipping Address, as

Send a Fax

well as enter Order Comments, your PO# and
Order Confirmation information.

Name
Ship this order to a different location? Joe Customer
Deliver To

Fax Number

(201)842-1325

Shipping Address Example 555-555-5555

Click on Continue Shopping to add more items to

Shipping Address Continued (0ptona) your order, View Cart to edit your order, or
Apartment, suite, urit, buiding, floor, etc continue to p|ace your order_
City

(Use full city name. For example, Fort Lauderdale, not Ft, Lauderdale.)

state
~Selact state~ [¥]

Zip

Need Help?
Call 3 Customer Service representative at 1-800-564-8008 | Continue Shopping| | View Cart

Order Summary

This is not an invoice - Please refer to the final invoice for order total

Attention: Jane Doe PO #: 133008884 & print
Account: 0472170 - Guy Brown Test Account. Payment Type: Direct Bil
Ship To Code: TEST1

Shipping Address:
500 PARK BLVD - SUITE 1425

Irasca, 1L 60143

Future Delivery Date: October 2, 2012

On the Order Summary screen, you can review all foromen T2 ez Tk
order details prior to submitting. Once you've I A e e M e

Trem Total: $1/A

successfully reviewed your order, click on the

Trem #: N1GSM11-BE
vo: bz Delivery: Next Day @

H Limited Availability: This product is only avaiable while supplies last.
Submit Order button to place your order. .t
Boise - X-9™ Multi-Use Copy Paper - 8-1/2" x 11", White, 92, 20 Ibs c
_— 10-REAM CASE X-9 117 List Price: $195.82
ﬁ,," Ttern Total: $N/A
W ‘“ (] Item #: P10X2001-CTN
-ESP uoM: €T Delivery: Next Day &
Limited Availability: This product is only available while supplies last.
oty. 2
Need Help? S O ST
Call 3 Customer Servica representative 2t 1-800-564-8008 | Back | | Continue shopping_\ [ View cart [:

Need Help? For assistance with OfficeMaxWorkplace.com call: 1-800-817-8132
and choose Option #2 for technical support.
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WORKPLACE
Creating Personal Shopping Lists

There are 2 options for creating personal shopping lists: before you begin shopping and during the shopping
process. The below instructions will walk you through both options.

CREATING A SHOPPING LIST BEFORE YOU SHOP O e ||
From the Manage Orders tab, click on Manage Shopping gy Brdars
Lists. R ‘

Message

B
Additional Messages:

Subject Dato
Using the Hessage Board 10147202

Create New Shopping List

CONFIGURE YOUR LIST tist ame
2 On the Manage Shopping Lists screen, click Create New List, iy
Name your list, and enter a Category Name. The Category Name @rersoal
can help keep items grouped by product type (i.e. Binders or 07T oy o Tet e
Writing Instruments). Then, choose how you want your items to ——
be Sorted (the Examples link can help you decide). St Yo code petat
Click Continue to go the next page. ::mej;%gywm
ot tems vt categories by cxampc]
- Abbreviated Description
iy
[ continic. |
ADDING ITEMS TO YOUR LIST e
You will be brought to the Order by Item # page where you can (~ comare S S DD
search for items in the Shop By Category section to add to your - eper st mbony ot meracsbloroe- s, |
list. Within the Search Results, select your Category from the Add Medium, 12/ Pack st Pices $7.44 ‘
Items to This Category dropdown. You can then simply click the e > 1 Y
Add to Shopping List box next to each item you’d like to add, or
click the Checkbox next to the Add to Shopping List box for each 0 rapes Hiate- inkloy 00K Retractabie pons - gie, | I
item you'd like to add and then click the Add to Shopping List box e A
to add all checked items at once. v s
SAVE YOUR LIST
4 Once finished, click Save List at the top of the page - SVE List | Delete List | Customer Service | i':) Online Assistance | Logout

o ece et ooy [N s o i
. . Order By Item # Shopping Lists Ink & Toner Finder
To place an order with items from your personal

shopping list, click Create New Office Products Order,
choose your shipping and billing codes if necessary and
click Continue. Click the Shopping List tab, click on the

Shopping Lists

Filter By All | Personal | Shared

. i X List Name Date Last Changed
Name of your list to open it. Enter Quantities and click Connie's Favarites 01/16/2012
Add to Cart. Jane's List 10/01/2012
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CREATING A SHOPPING LIST WHILE YOU SHOP
You can create a shopping list while you are in shopping
mode. You will see two buttons, Add to Cart and Add to
List. Clicking on the Add to List button will add the item to
a personal shopping list, either new or existing.

Order by Item #

‘Cost Center for this order | TEST 2 - 1234 E| Add another Cost Center

* Required for each item added to cart. Quantity is not needed to add an item to a list.

Ttem #* Qty*  UOM  Item Comments
N1GSMBE 2
P1OX9001CTN 1
Acco - Hanging Presstex™ Data Binders - Light Blue, 14- | [€
7/8" x 11", For Unburst Forms List Price: $11.02
Tem#: 1254072 Defvery: lext Day &
UOM: EA
A_____/ Qty.
@
ﬁ B Add to Shopping List
[ | [ Add to Shopping vist | <

ADDING ITEMS FROM YOUR SHOPPING CART

Remember if you add the items to your list they are not
create your shopping list.
When you are in your Shopping Cart, check the Box to

the left of the items you want to add and then click
Add to Shopping List.

[ ¥ Add to Shopping List | <

Cost Center: TEST 2 Edit Release: 1234 Routing Instructions:

1. back door

H H H H Boise - X-9™ Multi-Use Copy Paper - 8-1/2"x 11", [€
in your shopping cart! An easier way to create the list [ ~ Wi, s an e Y e prce: $195.82
while shopping is to add the items to your cart then '@f.;' tem #: FLOXSD01-CTH Delivery: lext Day @

uoMm: CT

Limited Availability: This product is only
available while supplies last.

Qty. 1  |update

[%] Remove Ttem

Bic - Round Stic™ Ballpoint Pens - White, Blue,
Medium

c
List Price: $4.08

Ttem #: N1GSM11-BE

Delivery: Next Day (]
UoMm: DZ

Limited Availability: This product is only
available while supplies last.

Qty. 2  |update

[%] Remove Ttem

ADD ITEMS TO NEW OR EXISTING LIST
Click Create a New List or select an Existing List
from the dropdown box. Then continue as if

creating a list using the steps on the prior page.

Add to Shopping List

Select a list to add to

Select Shopping List E OR Create a New List

CONFIRMATION OF ADDED ITEMS
A confirmation screen will appear to
display how many items have been
added.

Remember:
You must click Continue Shopping to

Jane's List

2 items were added to this list <

Ttems Sorted By: Entry Sequence
Number of Ttems: 9
Modified: 10/01/2012 02:16 PM

Cost Center for this order TEST 2 - 1234 Add another Cost Center

| |Edit List || Copy List | | Delete List Ttems1-9 of 9

return to your shopping cart.

Binders

| ¥ compare |

F;

@

Updated February 2013

officeMax - Heavy-Duty Easy-to-Load Slant D-Ring View
Binders - White, 11" x 8-1/2", 3", 675

c
List Price: $25.62
Delivery: Next Day ]

B Add to Shopping List

Ttem#: [20M36213
UOM: EA

&

oty
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