Ordering Q-Pads via the OfficeDepot web site

Please call Dan Evans at 425-518-6846 if you have any questions...

First, go to:_https://business.officedepot.com/
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Ordering Q-Pads via the OfficeDepot web site

Next, click on “Copy and Print”
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Ordering Q-Pads via the OfficeDepot web site

Next, click on “File Cabinet” ‘
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Ordering Q-Pads via the OfficeDepot web site

You will be prompted to log in again...if the login doesn’t work, call Kevin Patton, our OfficeDepot rep at
253-347-2602

User Name will be the same, password will be “Welcome”
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Ordering Q-Pads via the OfficeDepot web site

The “Q-Pad” will be the only option for now. Please note that the current order set up is for sets of 4
pads. If you want to get 40 pads total, you would type 40 in the “Quantity” section, not 10. If you
wanted to get 10 pads, you would not be able to — you would have to choose between 8 and 12
(multiples of 4).
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Ordering Q-Pads via the OfficeDepot web site

A “blow up” of the language on the order form...

Q Pad

BEWW /55 /4.25"x5.5" ]
Padded in 50's/ This item is
run 4 up and must be ordered
in increments of 4 pads:
Example: Quantity ordered 1 =
dpads/Z=8pads/5=20
pads. etc.

Cuantity:

\

Select quantity and click “Add” - the system puts the order in your “Cart” You can “View Cart” or

1 —
Order Total: $54.80 -H | <

Q Pad

BEWW /55 /4.25"x5.5"/
Padded in 50's/ This item is
run 4 up and must be ordered
in incraments of 4 pads:
Example: Quantity ordered 1=
4dpads/2=8pads/5=20
pads. eic.

X Remove

—

—

“Remove”
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Ordering Q-Pads via the OfficeDepot web site

When you click on “View Cart” the following screen appears...

You can click on “Add to Order”
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Ordering Q-Pads via the OfficeDepot web site

When you select “Add to Order” you will be prompted to log in again...and you will see the order page...
which you can print for your records.
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When you select “Check Out” you will be taken to a shipping screen...
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Ordering Q-Pads via the OfficeDepot web site
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Ordering Q-Pads via the OfficeDepot web site

.. at the bottom is a “Shopping Cart” summary screen where you will be able to “Place Order”

Shopping Cart Hide Images

Estimated Delivery Date:

Some services may need to be completed at Office Depot's Print
Distribution Center. Print on Demand orders require varying time for
production. An Office Depot employee will call you to confirm delivery
availability.

Description Your Price/unit Qty. Backorder Tot, Remove Item

Online Print Center

ltem # 0102842 §1.37 feach 40 EDIT 0 554.8 B
Entered tem # 102842

Comments: QPad

Subtotal: $54.80
Delivery Fee: FREE
Miscellaneous: $0.00
Taxes: $4.47
Total: $59.27

Hawve you made changes to your cart or delivery option® UPDATE CART

By submitting this order, you agree to the Ter@=s and Conditions.

Continue Shopping

TR e IRE M PUT THIS ORDER ON HOLD @ PLACE ORDER

Click to submit YOUr Sraer.

Once you “Place Order” ...
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Ordering Q-Pads via the OfficeDepot web site

...the Thank you screen appears. You can “Print This Page” to keep it for your records. The Thank You
page shows your “Order Number” for tracking purposé
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Finally, you get an e-mail confirmation of your order...

When | did a test order, | got a call from the fulfillment center to clarify how many pads | wanted — they
may call you as well.

Please call Dan Evans at 425-518-6846 if you have any questions about the instructions. Call Kevin
Patton of OfficeDepot at 253-347-2602 if you have any problems logging in to order the Q-Pads.
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