Building the future through quality education

2323 North Broadway, Room 109 | Santa Ana, California 92706 | (714) 480-7370 | www.rsced.edu

Santa Ana College | Santiago Canyon College

RANCHO SANTIAGO

Community College District

Office Depot

BUSINESS

ONLINE ORDERING
PROCEDURES
FOR BLANKET

PURCHASE ORDERS

July 2013
Rev. 09/24/2020


http://www.rsccd.edu/

Table of Contents

1.0 Introduction

2.0 Getting Started

3.0 Searching the Catalog/Verifying Price and Stock/Ordering
4.0 Restricted Items

5.0 Checking Status

6.0 Merchandise Returns for Blanket Purchase Orders

7.0 Merchandise Returns for Itemized Purchase Orders

3

3

5

10

11

12



1.0

2.0

INTRODUCTION

All employees utilizing the Office Depot Business online ordering system should purchase
office and instructional supplies aiming to fulfill business necessities, comply with all
applicable laws and District's Board Policies and Administrative Regulations, and align with
the Purchasing Services mission to obtain the lowest available acquisition costs consistent
with the specified features, functions, quantity, quality, level of service and required delivery
time and methods for all goods.

The ordering of office and instructional supplies is accomplished by utilizing the District’s
blanket purchase order mechanism allowing departments to order directly online through the
Office Depot Business website. Registered access to the Office Depot Business website
provides the capability of browsing the catalog, accessing contract pricing, checking stock,
viewing order details, and placing orders. Registered users can also view order status and
previous orders, and Utilizing the online ordering system reduces processing time behind
individual purchase orders, speeds up the direct delivery time and consolidates deliveries
made by the Warehouse staff.

Office Depot Business provides next business day delivery on most items ordered online by
5:00 p.m. Non-stock items are normally delivered within two business days, based on
availability.

A Bulletin Board with messages for Rancho Santiago CCD users is displayed upon logging
onto their website.

GETTING STARTED

2.1 To access the Office Depot Business website, you will need a Login Name and
Password. For the initial set-up to occur, you must complete an Office Depot Online
User Application (Figure 1). To obtain a copy of this form, click here.


https://intranet.rsccd.edu/Purchasing/Documents/Office-Depot/OfficeDepotOnlineUserApplication.pdf

Account #: 89024976

Office Depot Business Online User Application

ACCOUNT SET UP/CHANGE:

Q New d Password Setup 3 Change d Delete

TYPE OF USER ID [THIS PORTION IS TO BE COMPLETED BY DEPARTMENT ADMINISTRATOR]:

3 Order Entry Only (User is Classified Staff] < Approval Only (User is Department Administrator]

MName of User:

Approving Administrator (Signature): Date:

Printed Name:

SITE CODE: Purchasing will assign site code

SITE ADDRESS, BLDG,
ERM#

[LIST ALL APPLICABLE
SITES FOR ORDER
DELIVERY):

DEPARTMENT:

PURCHASE ORDER # :

DOLLAR LIMIT:

USER NAME:

PASSWORD:

PHOMNE & :

E-MAIL ADDRESS:

Figure 1 (User Application)

When completed, forward the application via email to the Purchasing Services
Department at Purchasing@rsccd.edu. The Purchasing staff will review and forward
the application to Office Depot for set up in the Office Depot Business online ordering
system.

An Office Depot representative will notify you via email with your login name and
password (Figure 2).

New Account Notification

Your new Office Depot Account has been setup with the
Login ID shown below. Please keep the information for
your records. You will be receiving a second email which
will give you the temporary password and instructions
needed to complete your registration process. Please
contact your Office Administrator if you have questions
or do not receive a second email.

Login ID:

Thank you for shopping with Office Depot.



mailto:Purchasing@rsccd.edu
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Figure 2 (Confirmation from Office Depot)

Prior to receiving this email (Figure 2) from Office Depot, you must enter an online
blanket purchase requisition in the District’s Colleague (Datatel) financial system.
Once the purchase order is issued and sent to Office Depot Business, you may begin
ordering supplies against the purchase order on the Office Depot Business website.

3.0 SEARCHING THE CATALOG/VERIFYING PRICE AND STOCK/ORDERING

3.1

| Office

To begin, go to the Office Depot Business website https://business.officedepot.com/.
On the Website Screen (Figure 3), enter your login name and password and press
“Enter” or click “Login”.

DEPOT

Welcome to the Business Solutions Division

Registered Customers

- - work

FROM ANYWHERE

Log In L.
_ |ncrease producthlty for

(g remote employees

Learn More

Forgot your login name/password? Need Help Logging In?

32

Figure 3 (Website Screen)

At the Search Screen (Figure 4), you can either “Search by Keyword or Item #” (top
screen) or if you know the item number, click on “Order by Item #” located under the
“Search” field on the top of the screen. The system will direct you to the Ordering
Screen (Figure 5). If you order by item number, enter the Office Depot item
number(s) in the “Item Number” field and the quantity in the “Quantity” field for each
item(s) you want to purchase. As you are entering the information, the field will
update to display the complete description, unit price and inventory. The “Comments”
field allows you to enter a name or project name at the time of the order. This
information will print on the packing list you receive with your order and individual
invoices, and will remain in your online order history as a reference tool. To add more
items, click on the next line and continue. If you need additional lines, click on “[+]
Enter More Items” towards the bottom left of the screen.


https://business.officedepot.com/

Account: i ContactUs *  Logout
Q

Products v  Services ¥ My Account v

&) 0 Orders [ Shopping Lists C Bulletin Board > subscriptions
Ng © PPing 2 rJ P!

Order By Item

Welcome
Account:
. Pending Approval (0
Everything you
need to get Cart Jo
back-to-school Yourcart s empty
Alerts & Notifications v
Recently Viewed v
A Message from Gerry Smith, CEO, Office Depot, Inc. Steps we are taking to help our customers Learn more
Frequently Purchased v
Order By Item v
Bulletin Board & Messages Helpful Links v
You have a new message, view it here. Learn more about the newest website
? . h; t
Read More Off].ce enhancements.
DErOs Read More

Figure 4 (Search Screen)

33 To view contract pricing, stock, and product details, click on the item itself from the
Ordering Screen (Figure 5) or from the “Search by Keyword or Item #” search results.
The system will direct you to the Product Details and Availability Screen (Figure 6).
This screen displays a complete description of the item you entered, discounted price
and availability. If you have more pricing to verify, continue entering the information
in the “Search” field or select the next item from the Ordering Screen (Figure 5).

2 Account: ContactUs v Logout
Office
DEPOT
Products ¥  Services ¥ My Account ¥ Search Q

§)0 Orders Order By Item [% Shopping Lists CJ Bulletin Board 3 subscriptions

Home / Order By Item Number

Order By Item Number

Enter the item number and quantity for each item you would like to order in the appropriate fields below.

ITEM DESCRIPTION: PRICE: ITEM NUMBER: Qry: COMMENTS:
ITEM DESCRIPTION: PRICE: ITEM NUMBER: Qry: COMMENTS:
ITEM DESCRIPTION: PRICE: ITEM NUMBER: Qry: COMMENTS:

+ Enter More Items

Figure 5 (Ordering Screen)



Services *

My Account -

Search

1 0 Orders

E Order By ltem

Home ¢ Office Supphes | Sticky Motes & Flags / Sticky Notes / Product Detalls

Post-it® Notes, 13/8 in. x 17/8 in., Marseille Collection, 12 Pads/Pack

(44) | Description | e+ Share | & Print

ltem # 322735 Entered Item # 322795

&=l

§ Price does not include any rebates or incentives @

Future Order

$ 4 By pack

Select an option @
O One-Time Delivery

O Subscription Delivery

Order in the next 6 hours 53 minutas and get it Thursday, August 20

Free next business day delivery @
Availability: 254
ay v

E-',; Shopping Lists

T} Bulletin Board

Add to Cart

3.4

Figure 6 (Product Details & Availability Screen)

When you finish, click on “Add to Cart”. The system will redirect you to the

Shopping Cart (Figure 6) from the Ordering Screen (Figure 5) or you can click on the
shopping cart (top right corner). The Shopping Cart displays a list of all the items you
entered on the previous screen.

Office
DEPOT
Products ¥
Shopping Cart
=

Services ¥

Account:

My Account ¥ Search

Contact Us v Logout
Q

0 Orders

Order By ltem

f“@ Shopping Lists

(} Bulletin Board = subscriptions

Shipping

Post-it® Notes, 13/8 in. x 17/8 in., Marseille

Collection, 12 Pads/Pack
Item # 322795  Entered Item # 322795

P Best

Value

[:] Subscribe ®

Update

Order Summary
(=] Subtotal $4.83
Estimated Tax 5045
Qty. Price  Estimated Delivery FREE
Total (1 ltem) $5.28
$4.83
§4.83 pack

Save For Later

Remove

Comments: Purchasing Project Edit

Add to List

Empty Share Cart

Checkout

Need Stamps?

"g HE
“*@‘A\g'\

USPS® Four Flags FOREVER® Postage Stamps, Boolet
0f 20

Add To Cart

3.5

Figure 6 (Shopping Cart Screen)

Checkout Screen (Figure 7).

You may choose to continue shopping or click “Checkout” to advance you to the



3.6

Account]

Products * Services My Account * Search

)0 Orders [%, shopping Lists f'} Bulletin Board 7 Subscriptions
Checkout
Please verify all of your order information below and choose one of the options at the bottom of the page to submit your crder.

User information Delivery information

ESTHER FLORES RANCHO SANTIAGO COLLEGE

(T14) 480 - 7375
flores_ssther@rsced.du

(Taxable)

Your comgany limited your permissicns. To add or update shipging addresses,
contact your superuser or administrator.

Email options Order summary

(4] 5end me 2n email canfirmatien of this order Delivery order 1 # Estimated delivery 02/19/2020

[ send 2 copy of order confirmation ta

Account information

* PO Number Select *Contact
( ] [EsTHER FLORES |
SITE # Contact Phone Ext
DISTRICT QFFICE #100 l”.‘ 4) 4807375 l l l
Deskiop
[ Comment: Not used by our defivery caniers
() Mske these my default values, if permirted [ l
*Marked fields are required
Payment information
© Account Billing
o -
(#) Redeem a Gift Card or Rewards Certificate
Delivery options
Standard Delivery Schedule Future Delivery
I you are not available 1o receive this order on the date To place 2n order for FUTURE delivery, (delivered in na less
below, then select a different delivery date {date request than 21 days and no greater than 180 days} Click Here
applies to stocked items, any items shipped directly from the
wendor will be delivered a5 praviously indicated)
Select 2 desired delivery date:
ER o08/19/2020
Delivery order: # 118209175-001
Estimated delivery 08/10/2020
Price Qny. Totsl  Remove item
Post-it® Notes, 1 3/8 in.x 1 7/8 in. Marseille Collection, 12 Pads/Pack 5483 3483 ]
= tem # 0322705 Entered |tem # 322795 I pack

|

value
Comments: Purchasing Project

Subtotal  §4.32
Delivery fee  FREE
Adjustments  $0.00

Taxes §0.45

Total §5.28

Have you made changes to your cart or delivery option? | UPDATE CART

By submitting this order, you agree to the Terms and Conditions.

Figure 7 (Checkout Screen)

At the Checkout Screen, review your shopping cart by verifying the PO number,

shipping information and items entered. If you wish to make changes to your



3.7

3.8

shopping cart, you have the opportunity to do so on this screen. If you make changes,
remember to click on “Update Cart” at the bottom of the screen. Always review all
the information on your order before advancing to the next screen. When you are

ready to proceed with your purchase, click “Place Order” at the bottom, right-hand
corner of the screen.

The Order Confirmation Screen (Figure 8) displays your order summary details such
as the order number and shipping information. You will receive an email
confirmation shortly. Please save this email for your records. Always click “Logout”
located at the upper right-hand corner of the screen to securely exit from the site.

‘Account: 6902]

Products = Services * My Account =

&0 Orders 5] order By item [% Shopping Lists C) Bulletin Board 3 Subscriptions

Home / Thank you
Print This Page

Thank you for your order!

You will receive an order confirmation email shortly. Please save this email for your records. Your Account Billing will be
charged when the order ships,

Shipment Summary 2 Shipments

Shipment 1 Ordler Number: 125132166-001

Details

Shipment 2 Ordler er:125123021-001

My Account

tails for This Order

PO Number: 21-P0061562

SITE#: DISTRICT OFFICE #109
(CHO SANTIAGO COMM COLL  Desktop:

Contact:

Contact: ESTHER FLORES
Contact Prone: (712)480-7375

SANTA ANA,
ca
92706-1640
usa
(Taxable)

Payment Information

Account Billing

Order Summary

Hide Images

Shipment 1 Orero== 021202 Order Number: 125132166-001
Deliery Date 00/22/2020 0830 AM - 0500 PA
Description Your Price/unit  Qty.  Available B/0® Total Comments
Mini,  $9.33 / pack 1 1 0 8933
]

g $850/pack 1 0 1 5850
Entered Item # 963561
Available: 5933
Backorder: @ $8.50
Subtotal: $17.83
Delivery Fee: FREE
Taxes: S1.65
Total: $19.48

Figure 8 (Order Confirmation Screen)

For your convenience, an Order Sheet (Figure 9) is available to record and keep track
of your purchases. To obtain a copy of this form, click here.


https://intranet.rsccd.edu/Purchasing/Documents/Office-Depot/OfficeDepotOpenPO_OrderSheet.pdf

PO #:

Date

Office Depot Blanket PO Order Sheet
Fiscal Year:

Order # Order Amount

Grand Total Orders Amount. $0.00

PO Beginning Balance:

Ending Balance on PO
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Rev. 08/18/2020

Figure 9 (Order Sheet)

4.0 RESTRICTED ITEMS

4.1

The Office Depot Business online ordering system does not accept orders for company
catalog restricted items. All restricted products are identified on the website with a
minus red circle and labeled as a restricted item (Figure 10) above the product price.
To request a restricted item, you must enter an itemized purchase requisition in the
District’s Colleague (Datatel) financial system indicating the product description, item
number, and contract price found on the Office Depot Business online ordering
system. Once a purchase order is issued, Purchasing Services will send it to vendor for
order processing.

10




Account: 20024576

i

Products - Services - My Account - Search

B Orders [E=] order By Item [% Shepping Lists

Home / Electronics / Office Equipment / Calculators / Basic Calculators / Product Details

Office Depot® Brand OD02M Standard Desktop Calculator

Item #853197 | Ma

urer #0D0ZM

P dede e A1 (34} Write a review

1JJuccng
IC 1f'

a0 10

a . +. =

C} Buletin Board /7% Subscriptions

‘What's New? ° Restrcted lzm

$8.74 eac

Next Day Delivery
Order by 4:50 PM today
99+ in Stock

Figure 10 (Restricted Item)

5.0 CHECKING STATUS

5.1

5.2

Services - My Account -

My Profile

My Lists

Onlime Reporting

Order By [tem

Figure 11 (Search Screen)

|y
} Crrder Tracking
|

Crrder Approval

Future Orders

Subscription Manager

Reorder

To view the status of an existing order, log into the website and on the Search Screen,
click on “Order Tracking” located under “My Account” (Figure 11) on the top of the

screen.

The system will advance to the Order Tracking/History Screen (Figure 12). This screen
will display the status of your current orders and other pertinent information. To locate a
specific order, you can search by PO or order number, item number or ordered by.

11



Orders Crder Number -

Select By Sta
All

All Orders Pending Approval 0

Search Q i

)0 Orders 2=| Order By Item [, Shopping Lists [} Bulletin Board 7% Subscriptions

What'

Date From Date To
A Approver User ID 05/19/2020 08/19/2020 Min Order Tota

=

Order # 4 Order Date « Ordered By 4 Approver # PO Number ¢ SITE# & Status & Total ¢ Delivery Date #

111720287001 P 07/28/2020 ESTHER FLORES 21-P0061569 DISTRICT OFFICE #109 Delivered $20253 07/30/2020

Figure 12 (Order Tracking/History Screen)

6.0 MERCHANDISE RETURNS FOR BLANKET PURCHASE ORDERS

7.0

6.1

6.2

6.3

It is the responsibility of the end-user to make all the necessary arrangements with
Office Depot for the return of merchandise ordered on a blanket purchase order. The
Purchasing Services Department does not handle any blanket purchase order returns.

The end-user must first contact the Office Depot Business inside sales representative
to schedule a pickup time and obtain a return merchandise authorization (RMA)
number which is required by Office Depot for any item(s) being returned. The end-
user is responsible for contacting the District’s Accounts Payable Department
regarding returns and exchanges.

Office Depot Business contacts:

Outside Representative: Inside Representative:
Collin Frandsen Phillip Horn

Phone: (801) 643-7166 Phone: (717) 719-9028
Email: Email:

collin.frandsen@odpbusiness.com Phillip.Horn@odpbusiness.com

IMERCHANDISE RETURNS FOR ITEMIZED PURCHASE ORDERS

7.1

For merchandise originally delivered to the Warehouse address, an email must be sent
to the Warehouse/Receiving Department indicating the purchase order number,
item(s) being returned, the reason for the return, and whether or not a replacement
item is required prior to merchandise being returned. Additionally, the email should
indicate the location of the merchandise (site, building, room number, contact name,
email address and their extension number). The Warehouse/Receiving Department
will contact the vendor and obtain the RMA number for the return to take place. Once
the RMA number is available, Warehouse/Receiving notifies Purchasing Services to
generate the change order to record the return and/or replacement item details, picks
up the merchandise from the department, and returns it to the vendor.

12
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7.2

For merchandise originally delivered directly to the end-user department, an email
must be sent to the Purchasing Services Department indicating the purchase order
number, item(s) being returned, the reason for the return, and whether or not a
replacement item is required. Additionally, the email should indicate the location of
the merchandise (site, building, room number, contact name, email address and their
extension number). The Purchasing Services Department will contact the vendor and
obtain the RMA number for the return to take place. Once the RMA number is
available, Purchasing Services will generate the change order to record the return
and/or replacement item details, and forward the RMA number and instructions to the
end-user to prepare the return for vendor pick up from their department.

13
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