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1. Login at http://www.OfficeMaxSolutions.com Welcome to OfficeMax

Username or PIH: l—
Enter your Username and Password. Password: [
Then click on the login button ‘ Login Eorast v Password?

Fequest & Login
Broweser Reguirements

2. Create New Order

Create New Order

To start your order, choose Create new order. ‘ Creae i cre e —

Repeat Orders

If your account uses cost centers you will be '
asked to input your cost center and routing e | n szeor .
information. Reloses =

Routing Instructions [ o, 5

To start shopping, click on the Continue button. |

Reset to Defaults, | Gontinue,

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.

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. ‘ numbTr.

1 1 0 Save Order | Delete Order | Customer Service | Logout oo
Shopping _Cart displays the Shopping ot Max' i a‘
number of items and order ~—————» | |sutoa S0 A BOISE COMPANY Aisiars

subtota tosin et

Shopping Lists
Search by keyword or product ——p reyoord/Product # 88 | fier by Al | personsl shared
code Advanced Search
' List Hame Date Last Changed Type
lm Cheryl's Shared 071372004 Shared
BT FosList 0612472004 Shared
. Binders &Fi

Browse our electronic catalog by T il er40 Shere

searching through our item —————p | |colendors B Organizers Hurt Test Tavlor 062472004 Sheres

. Computer Accessories & Supplies

categories Computer Hardware & Peripherals | Loc 28List 0673072004 Shared
EE:;';L:Z'N::ZWM MEXICO 082412008 Sharedt
Electronics Otfice Suppiies 057112004 Persanal
Food & Beverage
Furnibure f Ofice Accessories Baper & Pens. 071312004 Shared
. . . Health & Safety
Find an item quickly and Jonitorial & Maintenance Supplies | 212 L Shared
H H H Labeling, Mailing, & Packacing - 0E/24/2004 Shered
e_aSIIy by using a shopping Office Machines & Equipment - "
list. Paper & Paper Products steve 061242004 Sharer
Presentation & Audia/visual
Printers & Suppiies Supplies 0B/24/2004 Shared
“riting Instruments & Supplies Test OBf24/2004 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.

B Jp—
Shopping List - Office Supplies
tems Sorted By: Abbrevisted Description
Mumber of tems: 3
Add tems to This Cost Center: || 0028 - o smith «
[Add 2nother Cost Center To This Crder]
tems 1-3 of 3
Hide Images Compare ltems.
Paper
Product Code UomM Delivery* List Price Your Price Compare
F10X9001 Rm F10.95 §1085 [€ (]
Mest Day
Boise - X-8™ Copy Paper - Vwhite, 8-1/2" = 11", 500 Sheets/Ream, 10 ReamsiCarton, 201
PPR.X-9 20# 5 5X11 . WE
ary | Add to Cart
Pens
Product Code uomM Delivery® List Price Your Price Compare
i M148500 EA e $399 $399 € O
g = Mest Day
//7’ Papermate - Aspire® Retractable Ballpaint - Slste Blue, Black, Medium
i’ i PEMBALLPT ASPIRE,BE
' arv| Add to Cart
Product Code uomM Delivery* List Price Your Price Compare
= M1 46508 Ea
4 [ $3.99 $399 @ -
5 o Mext Day
AT 5 Papermate - Aspire® Retractable Ballpoint - Plum, Black, Medium

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.

Shopping Cart .
’
o 0551 €65 Do Don’t forget to click on update
Ship To Code LOCO2E - Florida Test Consignes |
St To ote Lo cart to save your changes!
TUhal S & Promomon Coee?
\ﬂ' ftem
 Comments  [cf/Eciit
Continue Shoppin Checkout
Cost Center: LOCO28 (Eai
Release: ¢ smith
Routing Instructions: 1. room 3
Oty UOM  Product Description Delivery* List Your Subtotal Remove
Code Price Price

ll_ EA  M46500  Papermate - Aspire® Retractable Ballooint - Slste Blue, Black, Medium (] $398 $399 BN @ O

PEN BALLPT ASPIRE BE Mext Day
ll_ EA MI4BS0B  Papermate - Aspire® Retractable Ballpnint - Plum, Biack, hedum Q $389 §383 183 € [T

PENBALLPT ASPIRE PLM Next Day
ll_ FM  P1OX9001 Boize - ¥-0™ Copy Paper - White, 8-1/2" x 11", 500 Sheetsifeam, 10 0 #0835 $1085 §085 (€ [T

Reams/Carton, 20 lb Mext Day

PPR X9 20# B 5%11 WWE

Cost Center Subtotal:  §1593
Cart Subtotal: ~ $15.83

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

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

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

Refill Finder

Select a Product Type:

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'SEIEC‘ Brand- -

Applied Comp Science
Bezisr

4. Add nroduct to the shopnina cart

Tener Cartridges, Kits for HP LaserJet 4600 Series

Product Code UoM Delivery* Your Price  Compare
S1CH7264 EA ] O
1-3Days

.ﬂ' HP - Toner Cartricgss, Kis for HP LassrJet 4600 Series - 87264, Fussr kit (220v)
| FUSR.220v L4600
[Tech tem Return Palicy]

ary l_ Add to Cart,

1

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

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

* Required for sach ftem sntered

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

Product Code* Qty*  UOM Hemn Comments

After typing in the product

p— h codes click on any Add to

N  E— -

N  E—

N  E— -

N  E— -

I  — -

N  E— -

N  E—

N  E— -

N  E—

IS  — -

—

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




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

ok seareh Tor “eRa" 1ound Bems in thess calegoies

Cabegory. Pere
Limit results to thes brand: [0 | Hefine Hesuls
Pens

Ficker U (357 matches)

07 mmbchoms)
o P (52 malches)

Couner (10 meeches)

Ponua Point (13 maiches)

il Fuetion Daln Parys (5 matches)

Calernlars B Orgarizers.
Compater Accessories b Supphes
Comparer Hardwane b Peripherals
Compnier Sof tware

Custon Frinkng - Comection Sypglies (10 stches)
Ellrivics Markers (9 matches)

i o - Highlighiers (8 mesenes;
Furdture & Office Aocessores —l—l—p‘_‘ )

Hllh & Safely - Handheld PCs (7 mabches)

- Bresentation Equiprent and Sugplies 4 nelches)

Labeskry, Mading, & Packeging Input Devices [ matches)

(O achines & Erpupmonk - Bungils (2 matckes)

Faper b Pager Prodat

P mkmr.;w + et aand Dritineg (1 matches)
A Sl + Miscellansoys (2 melches)

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 B Sach, — Jio Sourt - |
o0r Seerch Vr “pasa” rerred 1 eaute
ooy fors
st argary, Cost
Bl Ristaty
11 i
Conpun b
U Vo Conpmr
L LS
v r
U Yo  Compun
e Pren
¥ (

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.

Keyword/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.

[Bearch Results

‘our search returmed 2 resuls.

ategory: Compuder Accessories
ubCategory: Meda Organizars

Revise Search, | New Search |

11

Keyword/Product # GO,

Advanced Search

Advanced Search

Enter Keywvord or Product Cocle: I

AndiOr
Categor
Custom Printing v = |=A") j
Custom Printing Brand | Al j
AndiOr

~
™ Cortract tems c ™ Diverse Supplier Mwee

SB

n
™ Small Business O Recycled Goods L1

Clear | Search

rand: Ination

Refine Results:

Color oz 5] Capacity  [Ca- -

™" Show Only Contrct ems 1€ Refine Results

SortBy: Besthsich | Descriion | Procuict Code

Imation - Siim Desion CD Storate Cases - Assorted

CASES SLMLMCDDYD, AST2S
[Tech kem Return Policy

ary ,_ Addto Cart

Hems 12012
Hide Images Compare ltems
Product Code UoM Delivery* YourPrice  Compare
7085 3 O
13 Days

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.




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!

Select

from the drop down

box.

Choose a category. ——»]

the catalog

|KewordﬁProduct. # 1 Go,

Advanced Search

I Technology hd l

Zomputer Accessories & Supplies
Compiter Hardware & Peripherals
Computer Software

Electronics

Furniture & Cffice Accessaries
(ffice Machines & Equipment
Paper & Paper Products
Presentation & Audio/yvisual

Office Machines & Equipment =

- Copiers and Supplies
- Fax Machines and Supplies

Select a subcategory
on the center of your
screen to view items

and add them to your
order.

it R

==

Printers & Supplies

10. Item Comparison Tool

!

Hide images, Compare [tems.
Herms 1-20 of 20
Brother Fax-565 Plain Paper Fax, Copier, Telephone
Product Code oM Delivery” Your
_— MiFAXSES B4
,,/ - 143 Days
hh-\/ Brother - Bofher Fax 565 Plan Paper P, Copier, Telephone - 1-15" H x 13-316" W 11-7/8° D, 10 Sheets, 25
Patges, 116 Char
EANPLAN FAP
80 [Tech tem Return Policy]
qv [ (AddioCat
Brother Intellifax 1800C Plain Paper Color FaxfColor Copier
Product Code oM Delivery* Your
= Pric
A v EA 3
/ e | 143 Dy
Aﬁ, Brother - Bofher itelifex® 1500 P Paper Color FexiColor Copier - 20 Sheets, 480, 1 Line x 16 Charecters,
336Khps
FAN.COL INKIT
[Tech tem Return Poicy]
qv [ AddtoCat
Item Comparison 4, PintThis
e
NOTE: The areas with red text indicste ifferences hetween praduct specifications.
Remove, Remove All O [m]
Part Humber Entarge Image 4 Enlarge maga 4
MIPPF1800C MIFAXSES
ary Qv
Add o Cart Add to Cart
Manufacturer BROTHER INTERNATICNAL CORP BROTHER INTERNATIONAL CORP
P Broiher - ot itelfex 1800C Plain Paper Calor FexiColor [ Erather - Brcther Fax.55 Plen Paper Fax, Copier, Telephone - 1-
Fovies N heets, 450, 1 Line x 16 Characters, 335 Kbips 1124~ = 36" x 11748 D, 10 Sheets, 25 Pages, 1 x 16 Chr
Price/loM
Delivery* 1-30ays 1:3Days
Key Features
Dimensions -1 Hx 1338 W 178D
Page ezl 20 Sheets 10 Sheets
Wemory 450 25 Pages

The item comparison tool allows you to
display items side by side and see what
the similarities and differences are.

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.

The selected items are put side by
side. Everything in red 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 also have an option to print
the page by clicking on the print this
page button.




12. Save Order, Delete Order & Customer
Service

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. 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 Repoeat 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.

Save Order | Delete Order | Customer Service | Logoud

11T 11

Save Order

¢+ ‘Save this order and place it later.
“You can access it in the Saved Orders list after you login.

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

Save

13. 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 currenthy open on your monitor until after you
have completed your web chat/eallback with our Boise Support Associate.

0 Please choose how you would like Boise to contact you.

-y Phone Online Chat
(e} L Choose phone and a ol Choose chat and a
Buoise representative &é?, Boise representative
will call you. (Reguires & * will begin atext chat
an availahle direct \ swith you. (Does nat
lire.) reguire an available

direct line.)

@ Enter your name, company name, User ID and phone number.

e IUirmDixie aixhundredfout

ComPaNy [yirm Dixie Stores - HUTRS, 1SPPMONe Loy Heeded>

Exatnple: 123-456-7390
(Requires an available direct ling)

@ Connect Now




14. Checkout and Place Order

Shopping Cart
Mumber of tems )
Subtotal §189.87

To place your order click on the Checkout
button located in the top left corner.

View Cart, | Checkout

The first checkout screen is Billing and -
Shipping. :
- . . How G0 we use your personal nformation Wigw gur Frivecy Polcy - M ——
Click on Continue Shopping to add P
more items to your order. i
Click on View Cart to edit your order. —. o]

Click on Continue Checkout to place I I f

your order.

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

DeptID & GL Accsunt: 1xozizte
.

Click on the Print This Page icon to o
print your order summary. Y et s et = ™
“ . 3.
Click on the Submit Order button to R
place your order.
The final page is a confirmation that your =
order has been placed. Billing and Shipping Order Summary Checkout Complete
Click on Manage Orders to return to the Tracking o PO # 25414564
main menu. s
Total* f202.1
You are able to delete your order by e

** Refer to final invoice for order total.

clicking on 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!




