Ordering from Office Depot through BruinBuy

Note: Use only Firefox or Chrome and disable the pop-up blocker — select
“Always Allow” or similar Option

Click on Supplier Site Orders
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A new window will pop-up (screenshot below). Type item number or item description

on the search box.

Tip: From the actual (book) catalog, use the OD Item #
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List of items will appear. Add quantity on the item selected, and click Add to cart

Help *  Account 90240294  Hi, PUNCHOUTUSER  Logout
Taking care of business Order By ltem | My Lists
Office 2 @ ® = 7 oltems
DEPOT. L -
[ HANGING FILE FOLDERS LEGAL Q} My Account~ Orders- Quick Order~ MylLists~ Cart~
Office Supplies Paper Ink & Toner Breakroom Cleaning chnology & School Supp

Home / Text Search / HANGING FILE FOLDERS LEGAL

= Categories

PU

i MY OFFICE DEPOT

Hi, Punchout
Logout

Account 50240294

[ Hanging File Folders 80)
O Filing Accessories (9)

[ Expanding File Folders ()
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Were you looking for? Hanging File Folders, Hanging Pockets, Wall Files

Proprietary ltems

T —

O File Folders @

Hltemn Type
O hanging file folder (84)
[file pocket ¢4)
[ basic file folder (2

[ classification folder (3)

B Sheet Size
[legal (8 172" x 14" (95)
Uledger/tabloid (11" x 17" (1)

See all Color Family

B Expansion

(]
Item 394974 [~]
Pendaflex® SureHook® 1 8% /pox
Technology Hanging File Folders, . Frequently Purchased [~
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Click on Continue Shopping to order more items

If done, click on Shopping Cart to review items in shopping cart before checkout.
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Home / Find Your Product

The item listed below was added to your shopping cart.

Description Your Qty.
Price/unit
Pendaflex® SureHook® Technology Hanging File Folders, Legal Size, Standard Green, ~$18.99 /box 5
Box Of 20
Item # 394974 Entered ltem # 394974
» BESTVALUE

£COJ Eco-conscious

(£4) Recycled content

Continue Shopping

SHOPPING CART CHECK OUT

In Shopping Cart, double-check:

e |tem description and total price

e Quantity

O to update, change quantity then hit Update

O toremove item, click on Remove

e C(lick on View Alternative to see alternative items offered at a cheaper price

Shopping Cart

Pendaflex® SureHook® Technology
Hanging File Folders, Legal Size, Standard
Green, Box Of 20
Iterm # 394974 Entered ltem # 394974

* BESTVALUE

Kleenex® 2-Ply Facial Tissue, Boutique™
Box, 95 Tissues Per Box, Pack Of 6 Boxes

Price Qry. foral Order summary
518::: 5 J $94.95 Subtotal $103.25
Update

Estimate Shipping & Taxes

Remove
Total (2 ltems) $103.25
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If everything looks good, click on Checkout

Note: After you hit Checkout, items can no longer be added

Shopping Cart Need HElp?l o Pring

Price Quy. foral Order summary
Pendaflex® SureHook® Technology $18.99 - $94.95
~ Hanging File Folders, Legal Size, Standard / box E supese! #0225
Green, Box Of 20 Update Estimate Shipping & Taxes

Iterm # 334974 Entered llem # 394974

Remove
+ BESTVALUE Total (2 ltems) $103.25

@ Order by item #

Kleenex® 2-Ply Facial Tissue, Boutique™ $8.30 $8.30
Box, 95 Tissues Per Box, Pack Of 6 Boxes I pack
Item # 618405 Entered Item # 618405 Update

* BESTVALUE Remaove

Need Stamps?

@ Save $4.31 . )
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Contnue Shopping Update Cart | EmptyCart | Save Cart To List

After clicking Checkout, a new window in BruinBuy will appear (screenshot below),
click Yes if asked, “Do you want to close this window?”
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Fill-out the empty fields on the screen:

Dept code — your department’s 4-digit department code

Requester and requester phone — contact person for the order

PAN SUBJECT - name for your order (e.g. Office supplies, toner, Supplies for Jane Doe, etc.)
Bill Ship to — click on magnifying glass and make sure the shipping address is correct.
Account, fund, sub code, object — these are required fields; for object use 4700

Tax CD - always use T (stands for taxable)

To delete an item you no longer wish to order, click on the ' icon

Click Save, then Preview Submit to review.

If everything looks good, click Submit and you’ll get a PO number.

Tip: To cancel an order, contact Office Depot at 1-877-226-6189. Do not close the PO since
closing the PO does not automatically cancel the order.
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