Staples Business Advantage Contact Information

Ohio University Staples Business Advantage Account Number: 1839202DET
Staples Customer Service Team: 877-826-7755 or Support@StaplesAdvantage.com

Available Monday-Friday 8AM - 8PM ET

A knowledgeable representative is standing by to help you with a commitment to a one-call resolution. Their goal is to help keep your
office running smoothly. They are available to provide assistance on any questions you may have including urgent inquiries, resolving
escalated issues, expediting rush orders, billing and tax exemption, questions regarding your orders and anything else you need.

Dedicated Staples Customer Success Specialist:
Laura Courtney | Laura.courtney@Staples.com |

Nicole is also available to assist you with answering questions about your unique program, resolving issues to your satisfaction, as
well as assisting you with any projects and special requests. She is added support to handle your day to day issues, account
maintenance, special requests and more. The Customer Success Specialist is a part of your unified support team to deliver
additional program value.

Staples Strategic Account Leader:
o Lisa Deley | Lisa.deley@Staples.com | 614-472-2132

Karie is your in-person connection to Staples Business Advantage. She will schedule on-site meetings to help you identify ways to
take full advantage of your program, reduce costs and streamline processes. She will connect you with our specialists in
breakroom, facilities, technology, furniture, print and promotional products to provide consultation and recommendations so you
can excel at meeting your work goals. By partnering together, your unified support team will ensure that your business has
everything you need to succeed. 51619 2772
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Welcome to
Staples Business Advantage®.

This handbook provides useful information and tips on how to place orders with Staples Business Advantage. With
StaplesAdvantage.com, you'll find the widest assortment of products at your organization’s own contract pricing.

Plus enjoy a simple online shopping experience with:

e A search function that finds product by keyword, item number,
brand and more

e A “Shopping List” feature that shows favorite and frequently
ordered products, so you get things done quickly

A dedicated customer service team to assist you

Online hassle-free returns in just a few clicks of your mouse

Special offers and incredible prices on must-have products

Ordering and consolidation tips.

Order once a week.
Determine how much you need to carry you through a full week.

Anticipate projects and events.

Think about projects or events that may require special or
additional quantities of office products. Ordering in advance saves
time and avoids frustration.

Need help? For online ordering technical support:
Phone: 1-877-826-7755

Email: Support@StaplesAdvantage.com

e Efficiency of online ordering through the BobcatBUY system
e A dashboard that has everything you need in one place

e An Ink & Toner finder to help you order the right product for
your printer

e Product ratings

e Live chat

Order early in the day.
This helps ensure prompt delivery.

Consolidate to save time and money.
Whenever possible, consolidate orders with co-workers and pick a
time of the day/week to place orders together.

You can find Staples Business Advantage in the
BobcatBUY system.
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Quick guide for Users.

Easy ordering with Staples Business Advantage.

Accessing the Catalog

Find Staples Business Advantage in
the BobcatBUY system and click the
link.

Home Page

The Home Page gives you
access to all of these features.

O Search
® Browse Categories

® Quick Order
® Dashboard
3 My account

Operating System and Browsers

e Click Help from the
StaplesAdvantage home
page to confirm support for
your system and browser.
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Business Advantage
7tems
BROWSE QuIcK YOUR YOUR
S Q Q CATEGORIES ¥ ORDER ~ LISTS ~ DASHBOARD ~
APPROVALS ORDERS QUICK LINKS
You don't have any orders pending approval. As orders are placed, Ink and Toner Finder
use this area to quickly approve or deciine them. Track Order | i Croerfurmoer Chet

Track any order placed on your account.

You don't have any recent orders to display. When you make
purchas: i review your order information and shipping status
here.

Need to order a few things?

‘Shop Now

CONSIDER THESE

Stride® QuickFit™ D-Ring View Binder, White, 225-
Sheet Capacity, 1" (Ring Diameter)

$8.33 ean

drrenor Fes
DOCUMENT FRApp

Lawrence Frames 8.5" x 11" Wooden Black Picture
Frame (755581)

$13.39 eat

Add items to your order

e Search: Search by keyword or item number. Search will display a summary of
matching categories and top-ranking items that match your criteria. Narrow the
results by product attributes, change the sort by option or compare items.

* Browse Categories: Browse the online catalog to find the products you need.
Includes Ink & Toner Finder, Eco and Recycled, Minority-Owned Business
products, and recently purchased.

e Quick Order: Enter up to 10 item numbers and quantities and click Add.

e Dashboard: Quick access to view order history, shopping lists and frequently
ordered items

Customer Support: Support@StaplesAdvantage.com



mailto:support@staplesadvantage.com

Quick guide for Users.

Easy ordering with Staples Business Advantage.

Product Page

Access the Product Page either by Browsing Categories or
through a Search.

e To add an item to your cart, enter quantity and click Add.
e To add an item to a list, click Add to List.

To check the expected delivery date, enter the quantity
you want and click Check Delivery Date.

Click Chat to get more information about the product.

PRODUCT DETAILS

Description

Your Shopping Cart

Click the Cart icon or to see items in your current order. Click
Review & Checkout to edit your cart.

e Review and complete your Shipping and Payment
method information.

e Click View All Delivery Dates to view expected delivery
dates for all items in your order.

e Change quantities, add Packing Slip Notes or Remove
an item, then click Update Cart.

e Submit Order to complete your transaction. Click
Continue Shopping to add more items.

My Order Status and Tracking

To check the status of your submitted orders, click Dashboard to
review Orders.

e Click View all to display all orders in the past 90 days.

e Click the Order # to view order details and to check
Package Tracking.

e Track your orders by clicking the Truck icon.
e Click Return an item to process an online return.




Your Staples Business Advantage delivery.
What to expect.

Receliving your order.

Your Packing Slip. When you receive your merchandise, it will come with a packing slip; please retain this for your records.

Back-ordered Items. If the packing slip shows a quantity in the “QTY B/O” column, this means an item has been back-ordered. There is no need
to reorder. Back-ordered items will be shipped as soon as they are available. You will be notified of any extensive delay.

Contact your Staples Business Advantage® Customer Service Team if:

e There is an item that does not appear on the packing slip but was on the original requisition. (It will need to be reordered.)

® The packing slip does not match the quantities you received.
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Save time on your next return.
Just follow this Quick Guide.

My Order Status

o view detals for an order youve placed inthe past S0 days,cick on the Order Number.

Returns: My Shipped Orders

* Returns can be accessed through the Dashboard by B o Tt e o e T
clicking on the Return an ltem link.

Looking

e My Shipped Orders page displays orders that have S
been shipped. e R

7144979243 Po0es0  Soped [ 10212015 Onine se8.38 6

e Click on Order # to review line item detail. T G ] (D
e Click on Returns to process a return for an order. »

7144959890 Po06s0  Stoped [ 10212015 Onine se8.38

144757224 PO008%0  Shoped [ 10762015 Onine sssee

140422000 o200 Swoped (] 10122015 Onine sir280

Rotum | | Duplicate this Order

Order Status Details: Order # 7136696977

he orderuilinot orter

Return ltems: Order Information

e Your user and shipping information automatically populates.
e Enter Quantity of specific item(s) to be returned.

e Select Reason for Return.

¢ |ndicate the number of boxes to be picked up.

e Click Submit to complete online return.

Shipped Snip-To:  Jeremiah Lyone2
ststststststststst
3940 CLENBROOK DR
7438806077 HALEY 10 83333
usa

081142015

Hem Expected Customer  MFRNem# uomwary. YourPrice Q. Packing Sip lote tem Total
Suts  DelweryDate  fem#

BIC® Reund SHc® Ballpoint Penc, Medium Point 10 mm, Red Ink Translucent Bartel, 1258
Staples fem# 123455

N stioed  osaz015

123455 2018GSU11RD ozn2

‘Staples® Retraciable Ballpoint Pens, Wecium Point 1.0 mm, Blackink / Black Barel, 12k
Stapies lem 814960
oo

Stipps 05182015 14960 220118838 ozn2 00 5 2545

o

Return Confirmation: Please print this page

1
2 Mark the outside ol the box "Retu 1o Staples.”

3. Place the box where you receive deiveries.
‘Your retum wll be icked up 1.5 business days.

Returns Confirmation

Return ltems from Order # 7082194748

Returns Confirmation Page = Iz

¢ Print a copy of this page and include one in
each box being returned.

o Total

MERom # oty

YouPrice Gty Shippod Gty To Retum

Meiad Five St Hotebook. 5-Subject 8 12°x 117 Callege Ruled, 200 Sheets
Staples fem #: 400605

608006208 e s02 1 1 592 Vireng see recened

MERRom # YourPrice  Qty. Shipped . To Retum

vomaty.

Estmated numbae ofretum boras Staples wil pick up. 1

How can we make it even easier for you?

We're always looking for ways to make your Staples experience even
easier. Please let us know how we’re doing by filling out our customer
satisfaction survey online. Your invitation is on the packing slip with every
order, as well as in your packaged order. Thank you for helping us give
you the beSt Service pOSSib|e. Your opinion means evefything to us. If we can make your Staples

experience even easier| we want to kmow. Please take our survey
at www.SurveyforStapleg.com or call 1-800-890-7729.
Survey code 1234567890] Thank you.
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STAPLES

Business Advantage

Savings, every
which way.

At Staples Business Advantage®, we understand that
sometimes you need something right away, so we've
made it easy with our retail program.

Use your pre-registered credit card to pay for everything
from last-minute supplies to copy & print services at any
Staples® retail location across the country.

Be sure you are getting your company’s discounts in store:
e Register your credit card online using the link below

e You'll receive an email in 24 to 48 hours detailing that your
card is ready to use for shopping

e Use that registered credit card when shopping at any
Staples location in the U.S., including Copy & Print centers

You'll pay either your company’s discounted price with
Staples Business Advantage or the in-store sales price —
whichever is lowest at the time of purchase. Discounts will
occur after your registered credit card is swiped and your
final amount will be charged. All discounts are displayed on
your receipt.

Register your card here to use it in any Staples 3 e |
retail focation. —

If you have any questions, contact your Nicole Ray
at Nicole.Ray@Staples.com.

STAPLES IR
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Focused on your needs.

Staples Business Advantage® is known for its leadership in office supply procurement, but that’s just the
beginning. Our comprehensive offering provides organizations around the world with a full complement of
products, services and product experts in just about every business function. Plus your Account Manager will
help oversee your program and can answer any questions you may have.

Office Products. From the basics to the unexpected, we have everything you need.

Facility Solutions. Our experts can recommend the maintenance products, cleaning systems and cafeteria
and janitorial supplies that are right for your business.

First Aid & Safety Solutions. We've got employee and customer safety covered, from first aid kits and safety cones to
specialty products like hard hats, safety gloves and more.

Coffee & Breakroom Solutions. We have everything you need to stock your breakroom, from coffee and energy
drinks to healthy snacks and supplies.

Technology Solutions. Ready to help you find the hardware and software you need for the office, telecommuters or a
mobile workforce.

Furniture Solutions. With Workplace Studio, you'll have access to a wide selection of high-quality, commercial-
grade furniture, ready for delivery where and when you need it. For bigger projects, count on our team of designers
and space planners to get the job done on time and on budget.

Promotional Products. With customized managed programs, special-order services and more than 700,000
high-quality promotional items to choose from, we help get your brand noticed.

Print Solutions. We can provide you with every solution, including digital copy & print services, print management,
labels and flexible packaging, and more.

Staples Business Advantage also provides you with:

e The national brands you prefer, plus value-priced options

e Pricing tailored to your organization’s needs

e An Account Manager to help you maximize your program

e National coverage for product consistency across all your locations
e Customized reporting so you'll see what you’re buying and saving
e Targeted communications to help enforce compliance

e Easy online ordering

e Fast, free delivery on all your supplies

Now that you have everything you need to get started, visit StaplesAdvantage.com and
browse our wide assortment of business essentials, create shopping lists and get to know our
easy ordering system.

For more information, or with any program questions, contact your Strategic Account
Leader today or visit StaplesAdvantage.com.

Thanks, and welcome to Staples Business Advantage!





