OfficeMax:

www.OfficeMaxSolutions.com

Ordering Guide

1. Login at www.OfficeMaxSolutions.com

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

Welcome to OfficeMax

Username or PIH:
Password:

-

Forget Your Password?
Eeguest & Login
Browser Requirements

2. Create New Order

To start your order, choose Create new order. -

If your account uses cost centers you will be
asked to input your cost center and routing

information.

To start shopping, click on the Continue button.

Manage Orders | Account Setup | Your Profile

Create Mew Ordsr
Saved Orders

Repeat Orders
Manags Shopping Lists

Erowse Catalog Only

Srder History
Track Yaur Ordsr
Request an Order Return

Create New Order

Resetto Defaults, | Continue.

Account 0425067 - ECS Demo Account

Ship To Code

LOCD25 - Florids Test Consignee |~

Ship To Code Detail 1234

ORLANDO, FL 32837

Approve Orders

Cost Center [Locnzs (Preterren =l
Release [c- smitn
Routing Instructions [~

Resetto Defaults, | Continue,

1

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.

Shopping Cart displays the
number of items and order
subtotal

Search by keyword or product
code.

Browse our electronic catalog by
searching through our item
categories

Find an item quickly and
easily by using a shopping
list.

—

—

—

View your message
board for important
announcements.

Quickly add items to your
order with the product

codes. |

numb[r.

Use the refill finder to find ink
and toner by the machine model

Kegword/Product # (GO,

idvanced Search

Shopping Lists

Fitter By:  All | Perzonal | Shared

Full Line 2

Biasic Office Supplies

Binders & Fiing

Brifases & Pad Holders
Calendars & Orgarizers
Computer Accessories & Supplies
Computer Hardware & Peripherals
Computer Software

Custom Printing

Electranics

Food & Beverage

Furniture & Office Accessories
Health & Safety

Janitorial & Maintenance Supplies
Laheling, Maiing, £ Packaging

List Hame:
Cheryl's Sharsd
FOS List

JEFF.

Hurt Test Tayior

Lo 28 List

MEXICO
Office Supplies

Paper & Pens

OFfice Machines & Equipment
Paper & Paper Products
Presentation & Audio/visual
Printers & Supplies

Wiriting Instruments & Supplies

Ofﬁcé' Max
A BOISE JOMPANY

Messages | Order By Product Code | Shopping Lists | Refill Finder

l

Save Order | Delete Order | Customer Service | Logout v
Live

Assistance

@Help

Date Last Changed
07113/2004

0B/24/2004
0672472004
06/24/2004
0B/30/2004
OF/24/2004
0541/2004
071372004
0B/24/2004
0B/24/2004
0B/24/2004
0672472004

06/24/2004

Type
Shared

Shared
Shared
Shared
Shared
Shared
Personal
Shared
Shared
Shared
Shared
Shared

Shared



http://www.officemaxsolutions.com/

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 of each item.
Click on the underlined
description to view more
item detail.

Add items to your order by
typing in the desired
quantities next to any item
you 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.

Add items to a personal shopping
list by clicking on add to list.

Compare ltems.

51419 [@ -

$1095 [@ Il

Compare ltems.

Office Supplies {EditList . Copy List,
tems Sorted By Abbrevisted Description
Humber of Hems 2
Modified 12/23/2005 09:43 AM
Add Items to This Cost Center: [[ocnzs - c_smith v
[£dd Ancther Cost Center To This Order]
tems 1-2 of 2
Hide Images
Calendar
Product Code uoM Delivery List Price Your Price
B1G400-00 E& $14.18
~ Neoct Day
/ Ab-A-Glancs - At-#-Glance Dayhinder® horthly Planners - 6-7/5" » 8-3/4", Black, January - Decermber
N PLANNER G55, JAN-DEC B
L4
orv][ (AddtoCat, | Addtolist
Paper
Product Code uoM Delivery List Price Your Price
P1OKI001 F $10.95
Neoct Day
Y ¥ Boise - %-0™ Copy Paper - 8:112" x 11", White, 92,20 b
PPR¥-9 20# 55511 WWE
orv[ (AddtoCart, Addtolist
Hide Images
tems 1-2 of 2

Delete List

Compare]

Compare]

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 forget t
cart to save your changes!

Continue Shopp pdate Cart") | Checkout

AddtoList | (Remove

Shopping Cart

Account 0423067 - ECS Dema Account
Ship To Code LOCO23 - Florida Test Consiunes
Cart Subtotal 5676

J ltem
= Comments [2dd/Eci]

Cost Center: LOCO028 [Edt)
Release: ¢ smith
Routing Instructions: 1. room 3

Oty  UOM Product Description Delivery* List Your Subtotal Select
Code Price Price
4 EL BIG400-00 ap.p Glance - At-2-Glance DayMinder® Monthly Planners - 6-74" x &- (] 1419 $1419 §3876 [€ |
/4", Black, January - December Mext Day
PLAMMER B&,JAN-DEC B
Cart Subtotal: 56 76

Addtolist, |Remove

* Stock is not allocated until order is placed. Days indicated above are business days and may vary depending upon delivery
location.

Continue Shopping  _Update Cart | _Checkout

Check the
box next to
the item
you want to
delete then
click on
remove.

Check the
box next to
the item
you want to
add to a list
then click
on Add to
List.

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.




6. Refill Finder

Find your machinef6s inks and

1. Select a product type

Select a Product Type:

Refill Finder
Select Merchandise Brand:

toners in ju

2. Select a merchandise brand

Laser Printer

I-SE|EC| Brand- 'I

Select a Product Type:

Applied Comp Science
Bezier

3. Select Model Type 4. Add oroduct to the shoobina cart

Toner Cartridges for HP LaserJet 4, 4 Plus, 4M, 4M Plus, 5, 5M, 5N by HP

Product Code UoM Delivery* List Price  Your Price Compare
Select a Product Type: Lazer Printer - -, @ ® s1e582 12050 G r
!! 1-3Days
e !! HE - Toner Cartridoes for HP LaserJet 4,4 Plus, dh, 4 Plug, 5, SW, SH - 922084,

Blck, 6800, Prirt Cartriiige
TOMER HP LJ4/5,8800 YLD

[Tech tem Return Policy]
o[ AddioCart) \AddtoList

Hewlett Packard

Select Merchandise Brand:

Select Model Type:

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

7. Order by Product Code

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

After typing in the product

codes click on any Add to

Cart button. You will then be

taken to the Shopping Cart

pda screen. Click on the Continue

| | Shopping button to type in

| | more product codes or select

— another shopping method from
—

[ [

[ [

Order by Product Code
Add Hemns to This Cost Center: |LOCDQS ~o.smith =]

Add to Cart Add to Lﬂh

* Required for sach tem added to cart. Guantity is not needed to sdd an tem to = list

[£dd Another Cost Center To This Order]

Product Code* Tty uom

the left side and top of the
screen. Click on Add to List

c hto add items tc
—— shopping list.




8. Search/Advanced Search

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

code

an item description.

Advanced Search

Search Results

“Yaur search for "pens™ found tems in these categaries.

pens &

Full Line: -

Basic Office Suppliss

Binders & Filing

Briefcases & Pad Holders
Calendars & Organizers
Computer Accessaries & Suppiizs
Computer Hardware & Peripherats
Computer Software

Custom Printing

Electranics

Food & Beverage

Furniture & Office Accessories
Health & Safety

Janitarial & Maintenance Supplies
Lebeling, Maiing, & Packaging
Cffice Machines & Equipment
Paper & Paper Products
Presentation & Audio/¥isual
Prinkers & Supplies

Limit results to this brand: [

Cetegory. Pens

- Pens

Roller Ball (357 matches)

Ballpoirt (330 metches)

Refils (197 matches)

Fine Writing (52 matches)

Courter (13 matches)

Porous Poirt (12 matches)
Multi-Function Dats Pens (5 maiches)

- Conection Supplies (10 matches)

- Markers (9 matches)

- Highlighters (8 matches)

- Handheld PCs (7 matches)

- Presentation Equipment and Supplies (4 matches)
- Input Devices (3 matches)

- Pencils (2 matches)

- A and Drafting (1 matches)

- Miscellaneous (2 matches)

- Refine Results

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 Results [———

Your seerch for "PENS™ refuned 22 resulls

Category: Fens

SubCategory: Courter

Refine Results:

T soowr iy Cortrstbems [0 Refing Results|

Add hems to Tis Cast Ceater: [L00178. c soin 7]

1A Angther Cost Center To This Order]

e images, Comgarkems

SortBy BestMaich | Descrigfion | Srogust Cogs
leas1-20f 2
Product Code (5] Defvery’ Ust Yow  Compare

Price  Price
e ue@ r

o. MO0t = 14
NexiDey

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. Click on add to list to
add items to a shopping list.

Eeyword,/Product # | Go

Advanced Search

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.

Keyword/Product # (GO,

Advanced Search

Advanced Search

Entter Keyword or Product Cods: I

Category
Custom Printing r |<A||> j

And/Or

Custom Printing Brand | = j

And/0r

~
™ Cotract tems (€ ™ Diverse Supplier MWeE

n
™ Smal Business 5B r Recycled Goods e

Clear, | Search

[Search Results

‘our search for "CD" returned 23 results.
itter: Contract tems:

ategory: Diskettes and Data Media
pubCategory: CD-R Media

Revise Search, New Search,

Refine Results:

Color  [ali-

[Z Show Only Cortract tems (€

= Capacity

<All- -

[0 Another Cost Center To This Order]

Hide Images

Hems 123 o 23
Product Code

Add tems to This Cost Center: [Loco2s- c. smith =

SortBy: BestMsich | Descripfion | Product Code

uom Delivery*

pic
1-3Days

DISC,CORA0X,B0M1 OFK WL
[Tech kem Return Folicy]

are [ AddtoCart) (Addtolist

L sTisTa ]
S ration - 0.R Recordsive Diee - 700MBIEDMN, 60, 10K, Includes sl jewel cases

Compare ltems,
List  Your  Compare
Price  Price
E @ 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.

Click on add to list to add an item to a shopping
list.




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!

=

T e e

Select the catalog

IKeword;’Prnduct # Go

Advanced Search

Office Machines & Equipment =

- Copiers and Supplies
- Fax Machines and Supplies

from the drop down
box.

Choose a category. —»]

|I Technology hd |

Computer Accessories & Supplies
Computer Hardware & Peripher als
Computer Software

Electronics

Furniture & Office Accessoties
(ffice Machines & Equipment
Paper & Paper Products
Presentation & Audiofisual

Prinkers & Supplies

Select a subcategory
on the center of your

screen to view items

and add them to your
order.

10. Item Comparison Tool

Supplies - Fax Machines - Personal

Addems to This Cost Center: [[6C025- 5. smih <]

e Ancther Cost Certer To This Order]

Fax 1240 FaxiPrinter by HP

=

Product Code

MIRSE21 ARADA

HP - Foc 1240 Fax Printer - 16-215" W x 8" D x 7-110" H, 200 Paciss, Ao Resll, 33 Bbps

di
th

FAN200GY
[Tech tem Return Policy)

Qv AddtoCart) \AJAMOLISt [yip Reiten terms or Accessorizs)

Faxphone L80 Laser Fax Machine by Canon

- Produet Code
WIS 52800884

uoM

A

Delivery* List
Price
[ 20600
1:3Days
Delivery* List
Price
© w3500 1
1:3Days

Canon - Faxphone LN Laser Fax bachine - 17-1 2" x 22810 D x 15-810" H, St
1 b

atv AddtoCart) \AROLIR)  [view Reisted tems o Accessories

Item Comparison

Agd items to This Cost Center: [L0c125- ¢, smin =

[Add Another Cost Center To This Order]

NOTE: A shaded hackground indicates differences in praduct specifications.

' b Print This Page Email This Page

Remove, Remove All r r
i !‘
Part Humber
MI9198006AR V30561 A#ABS
ary oty
AddtoGart) | Add o List Addto Gart) | Addto List
Manufact CANON USA ING HEALETT-PACKARD
Canan - Fexghone L80 Lser Faux Macking - 17112" Wox 220410 D x 18- [HP - Fex 240 FauxPrinter - 16-268" Wx 8D x T-AHD"
Descriptio ano 50 pages, 15 Speed Dials, 3.5 Kbps H, 200 Page i, 3.5Kbps
[Tech fem Return Poicy [Tech e Return Poiicy]
PriceloM 229,00 1EA 11948 /EA
Delivery* 1-3Days 1-3Days
Key Features
Dinensicns [T wx 280 xisano [1626"wxa"Dx 710K

|stores upto 350 pages

[200 pages

The item comparison tool allows you to

splay items side by side and see what
e similarities and differences are.

There is a compare column to the far
right of every item. Check the boxes of

e items you want to compare then click

on the Compare Items button.

The selected items are put side by
side. Everything in yellow is the
difference between the two items.

You can type in a quantity and click on
add to cart to add an item to your
order. You may also an add item to a
shopping list by clicking on add to list.
You also have an option to print the
page by clicking on the print this page
button. You may e-mail the page by
clicking on E-mail this page.




11. Save Order, Delete Order & Customer
Service

Save Order | Delete Order | Customer Service | Logoud

The options to Save Order and Delete Order

will be on the screen. I I I I

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 Save Order

Repeat Order IS an Order template that you « ﬁztecta:izcz;d:srﬂai:?hgI;';iei;Igtrz;.rs list after you log in.
WI" use over and over again' A regl'”arly ¢~ Save as a Repeat Order with the name you specify below.
Saved Order is a One_time Order that you will You can access i in the Repeat Orders list atter you log in.
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.

Save
Click on Delete Order to permanently delete I
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.

ﬁ Online Assistance
12. Online Assistance N
Speak With Us in Three Easy Steps
Please do not close the windows currently open on your monitor until after you
have completed your web chat/callback with our Boise Support Associate.

We provide a unique service of offering you
Onllne ASSIStance_ You Can request a 0 Please choose how you would like Boise to contact you.
customer service associate to contact you o e s & Onlne Chat
via chat or phone. You can contact them for LJ] Doserepessrtatie g Boise epresentaive

. R will call you, (Requires will begin & text chat
any reason, technical or customer service on sl \ iy, e
related. They respond to your request within directine.)

n H Enter your name, company name, User ID and phone number.
30 seconds! (2]
. i . i Hame I[JlnnDixie Fixlmdredfout
The_ Live Online Assistance Button is Company [ Diete eores ~ RS, 1PN [ erae
available on every page at the top, right Example 123.456.7690
. . Reui Iable direct l

corner of your screen. Just click on it and (rees vl free e
choose how you want to be contacted. € Comectiow




13. Checkout and Place Order

To place your order click on the Checkout

button located in the top left corner.

The first checkout screen is Billing and
Shipping.

Click on Continue Shopping to add
more items to your order.

Click on View Cart to edit your order.

Click on Continue Checkout to place
your order.

The second page of the checkout
process is the Order Summary. This
screen shows you every detail of your
order.

Click on the Print This Page icon to
print your order summary.

Click on the Submit Order button to
place your order.

The final page is a confirmation that your
order has been placed.

Click on Manage Orders to return to the
main menu.

You are able to delete your order by
clicking on Change or Delete Order
(option available for five minutes after
you place the order).

Shopping Cart
Mumber of tems 3
Subtotal $189.67

View Cart, | Checkout

Billing and Shipping

Ho tly W Lse your personal Information? Yisw our Privacy Polic

Continue Shopping, | View Cart, | Continue Checkout
Generate Tracking of PO¥  [7 (o Ropest Orcrs)
Tracking or PO # [esarazen
Store Access [road vateer
Bill To Credit Card?
Select Alias
Continue Shopping, ViewCart, Continue Checkout

1117

- —— e

Biling 2 Shipging Order Summary

Back Continue Shogping, MiewCart,  Submi O
Siore Aocess  ToodVita Subtotal ECTy
Trackingor PO 2361664 Estimated Tax sta3t
Rorownt  D4SHBSE- T e S Peger Servie Charge 0o
Store umber {20504 i P  Tooes Ok Tott* man
Pament Type Gt Cord
B Cics Soklime:

Dept 1D & GL Account: 1250212723
Four Phne 2094 928559

four ame: 1€
Oy DM Product Code  Description By Yo
P SO Brother - Broker Fax Woctine Dnum K, Toner Carrege D250, TNOSD - Back, Tover Cartridge, 2200 ] 1
TONER FPFZE00 2900 3500 130 [0
3 EA SN S Grover DCRSees, L, Seres NFC:Sens F9F Senes FanPrrtr Sugpies Bk, T4 [] 1
e @
R Shep - ShepFOM1420, 1451, 1650, 166DM, 50, 04500, 510, 600, 1000, 0D P Supges - Bk, ) [] 1
JASCF, Genne g i 130as
RENTHOL K100
Billing and Shipping Order Summary Checkout Complete

Thank You. Your order has been submitted

Tracking or PO # 23414364

Subtotal §169.87
Estimated Tax $12.34
Shipping $0.00
Total* §202.21

“our ortler has been accepted and is waiting to be processed.
This order can be changed or deleted within the nexd five minutes
** Refer to final invoice for order total.

Manage Orders, | Change or Delete Order.

11

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




