{ﬁomceMax www.OfficeMaxSolutions.com
Ordering Guide

Username or FIN:

1. Login at www.OfficeMaxSolutions.com

Password:

log in
Enter your Username and Password.
Then click on the login button
2. Create New Order e e |

‘ Tom Create New Order _
To start your order, choose Create new order. e
Browse Catalog Only Ship To Code DM

If your account uses cost centers you will be ot s
asked to input your cost center and routing R e &
information. Relesso 5 e

Routing Instructions |3 Finor

To start shopping, click on the Continue button.

Reset to Defaults, | Continue,

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.

View your message Quickly add items to your Use the refill finder to find ink
board for important order with the product and toner by the machine model
announcements. codes. number.

. . Shopping Cart P Save Order | Delete Order | Customer Service |Logout
Shopping Cart displays the Mo of fems {w Lie
number of items and order ——» Assistance
subtotal Messages | Order By Product Code [ 1T} Refill Finder Helg
Shopping Lists
Search by keyword or prOdUCt > epworiProduct? | \Ggy Filter By:  All | Perzonal | Shared
code Advanced Search
List HName Date Last Changed Type
Ful Line: v CALENDARS 11#6/2007 Shared
Basic Office Supplies MY FAYORITE ITEMS 111672007 Shared
Browse our electronic catalog by Binders  Fiing - Jp— —
H B . Calendars & Organizers —
SearChlng throth our item Computer Accessories & Supplies '

categories

, Beverage, & Erealroom

Furniture & Office Accessories
Find an item quickly and ioe 30 Ry
. . . Janitorial & Maintenance Supplies
easily by using a shopping

Labeling, Mailing, & Packaging
list. ©ffice Machines & Equipment:
Paper & Paper Products
Presentation & Audio/Visual
Printers & Supplies

Wiriting Instruments & Supplies




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.

OFFICE SUPPLIES Edi st Copy List, Delete List
Itemns Sorted By Product Code
Humber of kems 2
Modified 11/9/2007 DE:00 AM
Add ltems to This Cost Center: |cosT cENTER #1 v
[&dd Another Cost Center To This Order]
tems 1-2 of 2
Hide Images Compare ltems.
Calendars
Product Code uoM Delivery Your Price Compare
B15K14-00 E& 5679 [6 |
MNext Day
Af-A-Glance - Compact YWorkstation Monthly Calendar - 17-3/4" W x 10-7/8" H, Black, Jan. - Dec
PADDESK,CAL BK,11X18
atv AddtoCart; | Addto List
Pencils
Product Code uoM Delivery* Your Price Compare
. HSOMSTO0 DL 3099 [© O
ifz’ ?-\\31 Next Day
4 OfficeMay: - Economy Woodcase Pencils - Yellow, Mo, 2 Medium
PENCIL WWOOD #2
e 5B
aTv AddtoCant) (AAIOLISL, |yisy Relsted hems or Accessoriss]
Hide Images. Compare ltems.
tems 1-2 of 2

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 to click on update
cart to save your changes!

Shopping Cart

Account 0431140 - OFFICEMA K DEMO
Ship To Code DSk

Cart Subtotal $54 .32

Wuhat's & Promotion Code?

j hem
4 Comments [Ldd/Edi]

Cost Center: COST CENTER #1 [Eut

Release:

Oty  UOM  Product Description Delivery* Your Subtotal Select
Code Price
& B4 BISK14-00 st s Glance - Compact Workstation Morthly Calendar - 17-3/4" W x 10-7/8" H G et B8 $5432 [© F]
Black, Jan. - Dec. Day

PAD DESK .CAL BH11X18
Cart Subtotal:  $54.32

AddtoList |  Remove

*Stoek 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 machine’s inks and toners in just four easy steps!!

1. Select a product type

Refi Finder
Refill Finder

Select a Product Type: -Select Procuct- v

-Select Product-
Calculator
Copiet

Dt Matrix Printer

Fax Machine
Inkjet Prirter

MEDALAB

Phato Printer

POS and Bar Coding
Solid Ink Printer
Teleprinter

Thermal Printer
Typewwtiter

[icie Format Printer

3. Select Model Type

Select a Product Type: La=er Printer

Select Merchandise Brand:

Hewslett Packard

Select Model Type:

2. Select a merchandise brand

Select a Product Type: Laser Printer

Select Merchandise Brand:

I-SEIECI Brand- A

Applied Comp Science
Bezisr

4. Add product to the shopping cart

Supplies for HF Coler LaserJet 4500/nidn Series, 4550/in/dnfhdn Series by HP
Pruduct Code uom

S1catana

Dedivery” Vour Price

BE- e
(@a-nhu-n; I
B

2SS Sarise - S191A DRk G000

(T2ED Ren Reman oot
arv AddioCar, | Addio List

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.

Compan

7. Order by Product Code

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

product code.

Order by Product Code

Add ltems to This Cost Center: | cosT CENTER #1 v

[£cd Ancther Cost Certer To This Orcler]

AddtoCart, | AddtoList

* Required for each tem added to cart. Quantity is not needed to add an tem to & list

Product Code* aty* uom em Comments

Add toCart, | AddtoList

After typing in the product
codes click on any Add to
Cart button. You will then be
taken to the Shopping Cart
screen. Click on the Continue
Shopping button to type in
more product codes or select
another shopping method from
the left side and top of the
screen. Click on Add to List
to add items to you're a
shopping list.

-




8. Search/Advanced Search

The search and advanced search allow you to find product codes by typing in a product
code gr an item description.

Search Results ReviseSearsh,  NewSearh

Vou searched for. PENS

Search Results

Citegory:  Pens emove

i Search for “pEna” inund Bens in these calegnies

b SubCategory: Rollrball - Gl remove

Cabegory. Peres

Limift results to this brand: l‘.‘—d Hafiog Rusuls Refine Resuits:

Pens [ how Only Corbact tens € Refine Results,
Biraders b Fil: cedici
= b iy Snlnont (; Add llems t This Cost Center:
sepelininlm COST CENTER#1 v
Calernlars B Orgarioes Ak Ancther Sost Center To This Order]
Comguieer Arcnssories b Supples
Computer Mandwans Ik Perichersls Hidelma Aempare lems.
Comnder Scllmare . R delmages Lpie e/
Custom Priving - Lomaction Sugglies (10 saiches) SortBy: BestMatch | Description | Product Code
::u‘il::vmv Markers (9 malches) Hems 1-25 0f 25 12345670010 Nexy
Furriure 8 Offics Meesssoriss + Hbhabtiag (3 mesches) Produet Coe oM Deliery’ YouPrice  Compare
Hesalth & Safely - Hardheld PCs (7 mabches) i
e - Presentation Cquigment and Supplies 4 nelches) 31204 i e O

Labekry, Mabig, & Pachagin Input Devices ) metehes) e sy
Cfficn Machines & Equipment m

P Piot - G2 Min Refrac:able Gel Roller Bl Assorted 8-Pack - dasorted, Assorted, Fire, Tmm
Paper b Papdr Produits 1 £="a

bt s e S PENGMI THEPKAST
Frinkers 1 Sugches - Miscallansoys (2 mabches) arv AddtoCat; |AddtoList

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.

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.

N

HevywordiProcuct #

Advanced Search

HeywordProduct # ﬂ

So

Advanced Seath Erter Keyword or Product Code:

AndiOr
Advanced Search
Category <Al v
Technology v
Basic Office Supplies Brand ahlls v
Campuker Accessories & Supplies Andior

Compuker Hardware & Peripherals

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.

Computer Software
Electronics

Furniture & Office Accessories
Labeling, Mailing, & Packaging
Office Machines & Equipment
Paper & Paper Products
Presentation & Audio/Visual
Printers & Supplies

[ contract tems (G

D

D Diverse Supplisr  MWEE

-

[ Recyoled Goods =

[ promotions! tems 222

[ smll Busingss 58

Search

Bearch Results
‘o searched for CDS

i SRROOIDM 3 .
TEVRY o Sowge 50 Pwch - T WY 53 S0ack

Contract Resns
Deabetiis aend Dt Media (sorires
Aegory: CO-B Media p—
Retion Resume:
prrs v Copacity | otts v
B shew rty Contract tems [ s Rosits
[ Wemns 10 This Cost Comter: | coot conter o)«
lissa Ancthar Gogt Carbar To Trig Qo)
Hige images, Lompare mems,
Sorily: Dest Malch | Desorpnon | Progied Sode
e 1190119
Produc Code wom Dettvery” e vicy Gompare
- vl M

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!

Paper & Paper Products = Copy and Multi-Use Paper =
KesrwordiProduct # ﬂ . Calars - Brites
Advanced Search - Colors - Pastels
Select the catalog - Fine
- Inkjet
Eo)r(n the drop down—b Recycled Products % _ Laszer
OX. Basic Office Supplies - biulti-Use Copy Paper
Binders & Filing
Calendars & Organizers
Compuker Accessories & Supplies
Food, Beverage, & Breakroom
Furniture & Office Accessaries Select a Subcategory
Janitorial & Maintenance Supplies
Labeling, Mailing, & Packaging on the Cent,er Of yOUr
Office Machines & Equipment screen to view items
Choose a category. —»| and add them to your
Presentation & Audiofvisual d
Printers & Supplies oraer.
Writing Instruments & Supplies
10. Item Comparison Tool 1
e e S o o o W i oo Lo The item comparison tool allows you to
sattemte Tl Gt S 257 1 display items side by side and see what
p— the similarities and differences are.

Faxphene L130 Fax Machine by Canen
Prostuct Code L Delivery”

E wostaonas @ o
- -

o AddloCat,  Addio List

There is a compare column to the far
right of every item. Check the boxes of
the items you want to compare then click
on the Compare Items button.

Faxphone L170 Laser Fax Machine by Canon
Presdued Code: L] Dalivary'

\ T vosonADIIAR B -]
—

':;T«:TJFEIT_:::T ‘ e The selected items are put side by
. e e e side. Everything in yellow is the
i E difference between the two items.

o _ You can type in a quantity and click on
— P P 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

e - 5 button. You may e-mail the page by
o —— = — clicking on E-mail this page.

[ TG Krpe

[ [Shires g b 250 Prges S ity 10 pagrs




11. Save Order, Delete Order & Customer
Service

The options to Save Order and Delete Order
will be on the 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. A
Repeat Order is an order template that you
will use over and over again. A regularly
saved order is a one-time order that you will
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.

Click on Delete Order to permanently delete
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.

11T 11

Save Order

(¥ Save this order and place it later.
“You can access it in the Saved Orders list after you log in.

¢~ Save as a Repeat Order with the name you specify below.
You can access it inthe Repest Orders list after vou log in.

Save

Save Order | Delete Order | Customer Service | Logoud

e, &)

12. Online Assistance

We provide a unique service of offering you
Online Assistance. You can request a
customer service associate to contact you
via chat or phone. You can contact them for
any reason, technical or customer service
related. They respond to your request within
30 seconds!

The Live Online Assistance Button is
available on every page at the top, right
corner of your screen. Just click on it and
choose how you want to be contacted.

ﬁ Online Assistance

Speak With Us in Three Easy Steps

Please do not close the windows currently open on your monitor until after you
have completed your wehb chat/callback with our OfficeMax Support Associate.

Please choose how you would like OfficeMax to contact you.

. Phone Online Chat
O k. Chooze phone and & G:' g i Choose chat and &

i _g Orffietta o Ofinetda
representative will call " representstive wil
youl. (Reguires an begin & text chat with
available direct line) you. (Does not reguire

an avallable direct line.)

Enter your name, company name, User 1D and phone number.

Hame | our Mame
Company [y, Compary Telephone [yt veededs
Example: 123-456-7890
[(Requires an available direct ling)

Connect Now

Mote: Your call will be recorded by Officeidax Enterprize Solutions and a transcript
of your chat session wil be maintained by OfficeMax Enterprize Solutions. Please
s8€ Our Privacy Policy,




13. Checkout and Place Order

Shopping Cart
Mumber of tems 2
To place your order click on the Checkout Subtotal $Ei4.22

button located in the top left corner. - Tr——

The first checkout screen is Billing and =

Shipping. If your account uses credit g

cards, enter your info at the bottom of S W ———
this screen. o T

Futus e Dolivery Dale My EmadTy Compary com

Click on Continue Shopping to add —

Shipping Addrews

more items to your order. Tm———
Click on View Cart to edit your order. o

Ortizabaae Buyer

Click on Continue Checkout to place T T l l l

Expiration Date

your order. e T S o _

The second page of the checkout » I
process is the Order Summary. This s Gy (i, ot
screen shows you every detail of your S e e I
order.

Click on the Print This Page icon to s

print your order summary. o

8 EA BISKIHD ot Mt Calarcar - 17-34" A 1078 H, B, b - Dea 8Nt bay 53

¢

Click on the Submit Order button to UL G, s o =
place your order.
The final page is a confirmation that your p—
order has been placed. Billing and Shipping Order Summary Checkout Complete
Click on Manage Orders to return to the kg or PO #2544
main menu. awng 3000

Total** f202.1
You are able to delete your order by et pnihrivhios bonseey il
clicking on Change or Delete Order ey order et

. . . . Manage Orders | Change or Delete Order

(option available for five minutes after

you place the order). "‘ I‘

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




There are now two ways to create a Personal Shopping List.

A. Creating and Using a Personal Shopping List from the Manage Orders Screen before you begin
shopping

Manage Orers

Manage Shopping Lists (creste ew sy

1. Create your Personal Shopping List
;T,ZT;Z:SFHKE Product Order
Repeat Orders

To create your personal list click on Manage Shopping Lists

on the left side of your screen.
Then click on Create New List option located in the top,

Browse Catalog Only

Filter By: MMl | Personal | Shared
List Hame
Ho ing lists found.

Order History
center portion of your screen. TR Gy
Request an Order Return
List Hame
2. Follow these four steps on the next screen: List Type @ peroona
Account 0431140 - OFFICEMAX DEMC
¥v" Name your Personal Shopping List SeToCode EE
v’ Enter in a category (all shopping lists must contain at hip To Code Detal iy Shpsng Adbese
least one category) My Shipng oy, 1L 60563
. Add Category
v’ Choose how you want your items to be sorted on your Categorios ave vsed s rganize vour shapping fsk
list. (You can click on the Examples link to help you Hare can o adtied 3tor
decide. Sort items within categories by: [Examples
3 ) R O abbrevisted Des:r\p:'nn
¥ Click on the Continue button to go to the next screen. © FulDescription

© Product Code
© customer Product Code
& Entry Sequence

Reset to Defaults, | Continue

3. Select one of the shopping methods to begin Order by Product Code

adding items to your list: Blank Form, another
Shopping List or the Catalog Search

Add Hemns to This Categons | Calendars ~

[&dd #nather Cateory To This List
Add to List
* Recuired for sackh tem

Product Code* uom

If you use the Blank Form, add items to your list by typing a
Product Code for each item in your category.

If you use another shopping list or the catalog searches, just
put a checkmark beside the items you want to add to your

CIUUTIYeT Ty
Product Code

A4231-03190-08
¢

category. e S
When you are finished typing or selecting the items for this == aditoShoppingLis
category, put them on your list by clicking add to shopping

list. Addio List,

4. Save your list
Save List | Delete List | Customer Service | Logout

1 o (D

When you are finished adding your items to the list click on the

save list option located at the top, right of your screen. :

Manage Orders

Manage Orders

5. Use your shopping list

Saved Orders

Repeat Orders
Manage Shopping Lists
Browse Catalog Only

To place an order with
items from your personal
shopping list click on
Create New Order then
select the Shopping Lists
tab.

Order Updates

Message Board

Subject Using the Message Bosrd l

Shopping Lists
Shopping Lists

Filter By:  All | Personal | Shared

Crder History
Track Your Order
Request an Order Return

List Hame
CALEMDARS

Date Last Changed

b FAVORITE ITEMS




B. Creating and Using a Personal Shopping List While in an Order

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.

| socon comton | prevemmy oraeey ot cove EXTTIPRETID

IKEywordFrodu:t # Go

Advanced Search

IFuH Line x

Basic Office Supplies

Binders & Filing

Calendars & Organizers
Camputer Accessories & Supplies
iZomputer Hardware & Peripherals
Computer Software

Custom Prinking

Electronics

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

Janitarial & Maintenance Supplies
Labeling, Mailing, & Packaging
OFfice Machines & Equipment
Paper & Paper Products
Presentation & Audiofisual
Printers & Supplies

‘Writing Instruments & Supplies

Order by Product Code

Add tems to This Cost Center: [Tasca vl

[&dd Anather Cost Center To This Crder]

Addto Cart, | Addto List

* Required for esch tem added to cart. Quantity is not needed to add an item to 2 list.

Product Code* oty uomMm Hem Comments

Shopping Cart
Account
Ship To Code DS

Cart Subtotal $5825

E tem
- Comments [ dcl/Elit]

Cost Center: COST CENTER #1 [Eat)

Release:

0491140 - OFFICEMAX DEMO

Add

Active Promations:

‘What's 8 Promotion Code?
Continue Shopping _Update Cart %ﬁm

AddtolList,  Remove

Select !

Oty UOM Product Description Deliveny*  Your Subtotal
Code Price
8 EA  BISHI4-00 st A Glance - Compeact Wiorkstation Monthly Calendar - 17-3i4" v x 10-7i8" H, § Next $6.79 35432 € O
Black, Jan. - Dec Day
FAD DESK,.CALBK 11418
4 DI MNSOMITID  orfficentax - Econamy Woodcase Pencils - “Vellav, Ho. 2 Medium 4 Next §99  $3% [C O
PENCIL WOOD#2 YV Day
SB
Cart Subtotal:  $53.25

AddtolList,  Remove

Remember if you add the
items to your list they are
not in your shopping cart!!
So an easier way to create
the list while shopping is
to add the items to your
cart then create your
shopping list. So to make it
less confusing add the
items to your cart first.

When you are in your shopping cart just
check the select box by the items you want to
add your list and then click on Add to List

Shopping Cart
Mumber of tems 2
Subtotal $55.28

View Cart, | Checkout

KeywordProduct # Go
Advanced Search
Full Line N

Add to Shopping List

Selectalisttoaddto | _ceect Shopping List--

/'

*¥ | or Create a Hew List

Click the Create a New List link or Select an existing shopping list;

then continue as if creating a list using the first method (A)

Shopping Cart
Humber af tems

N

Subtotal $58.28

View Cart. | Checkout
KeywrordProduct # Go
Advanced Search

Full Line: v

Basic Office Supplies
Binders & Filng

Calendars & Organizers
Computer Accessories & Supplies
Computer Hardware & Periphersls
Computer Software

Custam Printing

Electronics

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

Janitorial 8 Maintenance Supplies
Labeling, Mailing, & Packaging
Office Machines & Equipment
Paper & Paper Products
Presentatian & Audiofvisusl
Printers & Supplies

\riting Instruments & Supplies

Save Order | Delete Order

MY SUPPLIES

1 item was added to this list
ltems Sorted By
Humber of tems 1

114312007 11:55 A

Eniry Sequence

Modified
Add tems to This Cost Center: | osT CENTER #1 v

[Add Ancther Cost Certer To This Order]

ermes -1 of 1

Hide Images.

PENCILS
Product Code uoM Delivery* Your Price

AT NSOMIT0H0 oz 3099 @
=)
p Officeha - Economy Winodcase Pencils - Yellow, bo. 2 bedium

BENCILNOCD #2 WY
@ se
oTY AddfoCart, |Addtolist, |yi,, Reisted flems or Accessories

| Customer Service | Logout
Live {01
Onfine

Shopping Lists ;21T Help
Edit List|  CopylList, DeletelList |Continue Shopping

Compare Items

Compare

]

A confirmation screen will
appear letting you know how
many items have been added.
REMEMBER!!!

You need to click on Continue
Shopping to get back into your
order.




OfficeMax Sclecting Your Billing and Shipping Preferences.

Depending on your company’s business rules, this template can streamline your ordering process by saving
the information you need to enter with each order.

Manage Orders [ (145103

Your Profile

Contact Information
Update your personal cortact information

Click Your Profile tab, then
C“Ck B||||ng and Shlpplng I|nk Contact Information

Username and Password

shapping Preference Username and Password
Change your username and password

Billing and Shipping
Select your default biling and shipping preferences

Shopping Preference
Select the shopping method you wwant to start with when you begin an order

In the Billing and Shipping page, click on your

account number and your shipto code. It will Billing and Shipping
highlight. Scroll down on the page. Select your Account/Ship To Cade
Accourt lm
i . Ship To Code - location Dem - Loc '_
If you use a credit card, you can add that info. LLoci7- ok vl b Lo 7
SCFO" to the Credlt Card Informatlon Sectlon I you do not use credit card aliases, enter card information below.
3 Credit Card Type Select Card. 5
Click the pull down menu to select the type of N IL
credit card you will use (Mastercard, Visa, (Hmiers enly, no spaces of dashes)
. . . Expiration Date: l_’,l—
American Express, Diner's Club)
Type in your credit card number Syt e it PO or ol f Yo cxdor
Type in your credit card expiration date in the po I
MM/YYYY (ex: 01/2004) format attertion: [y rr—
Scro" to the bottom Of the page and CI|Ck subm|t. (;;en:l:jifmailTﬂ"hﬂxmhauey:ir‘ljrﬂd‘ehricﬂkjf:l\ﬂe:‘]ffn:eﬂrfemﬂiledtnthe contact below.
If you use Cost Centers, the Cost Center page
. Delete Cost Center Release Routing Instructions
appears next. Select or type in the cost centers e
. . . . . =15 0 2rier e
you use and fill in the information for the fields to | Ii
the right. Then scroll to the bottom and click E—

submit.

You will receive a message stating “Your
Preferences have been updated.”

Exit your browser completely for your T Billing and Shipping

registration to take effect. Username and Passvord

Eiling and Shipping Continue,
Shopping Preference

‘Your Biling and Shipping information hes keen updated

Need Help? For assistance with officemaxsolutions.com call: 1-800-817-8132 and choose
Option #2 for technical support.

Confidential: For OfficeMax Customers Only




Email Order Confirmation Sample

Thank you for your order. We appreciate your business! Your order details appear below:

Do not "Reply'"™ to this email. Please direct inquiries to customer service at (800)472-6473.

Invoice Number: 15074310

Order Date: 09/22/2007

Your Reference: 17962

Contact Name: Very Best Company
Contact Phone: 630-864-5092

Your order is shipping from:

OfficeMax
800 West Bryn Mawr
Itasca 1L 32837

SHIP TO: 0320906 DCC
Very Best Company

Jane Smith

4800 DEERWOOD CAMPUS PKWY
Itasca, IL 32246

SOLD TO:

Very Best Company

4800 DEERWOOD CAMPUS PKWY
DC4-1 PURCHASING

Itasca, IL 32231

CC# : 144
CC DESC: 10000 SGBU SLES CR/MIAMI
ROUTING: COL 03

PO 17962
564-5788
Jane Smith
QTY UN PRODUCT NO. DESCRIPTION UNIT PR. EXT PR.
1 EA G814301 CART,LUGGAGE, 250LB CAP,BK $ 30.25 EA $ 30.25
ALTSRC=U90 1EA
COST CENTER TOTAL ORDERED: $ 30.25
COST CENTER TOTAL SHIPPED: $ 30.25
PRE-TAX MERCHANDISE TOTAL ORDERED: $ 30.25
PRE-TAX MERCHANDISE TOTAL SHIPPED: $ 30.25

This is NOT AN INVOICE. Please do not pay from this document.




Packing Slip Sample

PACKING LIST 3

!'El Itasca, IL
; 14 123456 Consgne

OFFICENAY
Ofﬂcemax' 200 West Bryn Mawr PACKING LIST
Itcasca, IL |— — i
| -
(4 (5) [ oreresa |
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Packing Slip Guide

Sold To Address

OfficeMax Account Number and Consignee
Shipped From Address

OfficeMax Invoice Number

Customer PO Number

Ship To Address

Attention To

Cost Center

. Cost Center Description

10. Quantity

11. OfficeMax Item Number

12.1tem Description

13. Unit Price

14.Extended Price

15. First Initial Last Name

16.Routing Lines 1-5 — if applicable
17.Your Inventory Number — if applicable
18. Quantity Shipped

19. Quantity Not Shipped
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