"Shopping Cart" Office Depot
Vendor ID 001400 - Shopping Cart Lakeshore Learning

Online Ordering

** Office Depot requires a minimum of $50.00.

Requisition entry

1. Change the delivery site to your School /department
2. Change the PO type to PO WITHOUT RECEIVING (if each line item is quantity of 1 is under
500).

If a single item is over $500 please create a separate Requisition WITH RECEIVING, as it will
need to be Asset tagged. Choose the warehouse as the shipping location for these items.

3. Choose Vendor ID 001123 — Shopping Cart Office Depot

4, Do not put names in the Comment field as these notes show up on payment checks. If you
want to make a note as to which room/teacher the items belong to, please put this information
in the Notes tab.

Requstion [Kems | Accourts | Payments | Quotes | Approvals | Assets | Atachments | Notes | Hstory |

T B

FOB Destination

B 1 - Requisition Information E 4 - Order Cost Information
Dept Id & ACCOUNT {Accounting/Purchasing Department} Non Taxable Amount )
Academic Department Taxable Amount a
Requistioner Angela Gudmunds
Request Date —

Order Location ADA {Adam Hementary

Delivery Location ADA {Adam Hementary}

Room

Comment School Supplies

Responsibility

Category Adjustment Amount

Goods and Services Category B 5 - Summary/Status Information

B 2 - Vendor Information On Hold No
Order Type PO w/o Receiving Status Comment
Online Order a Date Approved
Online Order Contact Board Date
Vendor Category PO Print Date 8
Vendor Id 001123 {Shopping Cart Office Depot} Line tem Cnt ]
Vendor Address Id Line ttems Fully Revd a8
Vendor Name & Shopping Cart Office Depot Total Qty Ordered &
Street Address & PO Box 29248 Total Qty Revd [}
Ctty State Zp & Phoenix, AZ 85038-9248 Amount Received 8
Phone / Fax & (805) 890-0349 x0 / (561) 438-8044 Date Completed [}
Allows Emailing POs & No Days to Complete 8
Quote Number Fxed Asset Count )
Credt Card Id ) B 6 - Accounting Information

B 3 - PO Information Account Distribution Option
PO Date Acct Distributed Amt ]
Buyer Acct Undistributed Amt [}
Delivery Date Amount Encumbered é
Change Notice Date ] Amount Expensed 8
Change Notice Count é Amount Liabilty 8 0.00
Change/Cancel Msg a & 7 - Add/Update Information
Ship Via Best Way
Tems Net 30



It is advised to start a folder on your desktop for (each) Amazon, Office Depot, and Lakeshore Learning
and save a copy of your orders there. This will assist you in verifying the ACTUAL items received. If your
packing slip is SMALLER than 8.5 x 11, please tape it to an 8.5 x 11 piece of paper before sending to
Accounts Payable.

If Office Depot did not send a packing slip, you should print a copy of the order and verify with a check
mark ONLY of the items received. Sign and date your paperwork, attach a copy to the invoice or taped
receipts, and send to Accounts Payable immediately.

Online Shopping for Office Depot

On the Items tab, click Tasks>Start Online Shopping. This will open up a tab in your browser for the
User to start ordering through the online cart process:

Requston | beme | Acoourts | Paymerts | Quotes | foprovels | A | Atacharts | Notes | Htory
B9 pcn [ New B Egor :
Uee] Oy | um | Copy Line ltems #Pics | ExtendedCost | fsset [QtyRowd| DasR
' Start Online Shopping
Get Online Shopping Cart
Cancel Online Shopping

You may add as many line items as you need by adding to the shopping cart.



Note: Below shows Office Depot’s punchout site. Place items in the online cart as you normally have
done:

Stare lecalsr ~  Hdp~  Account C453427  Hi Patngs fdcKaight

Taking care of business Quder By llem My Lisis

Office
DEPOT
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| Search by Keywaord or jtems Q] MyAccsest- Orderss OnickOeders Mylhts- Carp - 320050

Offica Suppies Paper Ink &Tonar Breakroom Clasning Technology Fumnitore School Supp Print « Copy  Sarvices

Shopping Cart Needtiep? mows @r | e
'+ Order summary
- - HammermiN® Papaer, Copy Plus MP, Letter 483,05 2 $176 10 i $500 60
Wiaff™  Stza Paper, 20 Lb, 500 Sheets Per Reuam, Case i —En N
"A. Of 10 Reams Prate gstimate Shpping & Taxes

Nem ¥ 327005 intered [tam = 3470
[

Total /. lrerac $200.80

Sovew for Later

When you are finished and select “Checkout” it will open a tab with the following statement. After
entering items in the Office Depot website and receiving the notice below, go back to Escape

Thank you for shopping online!

Don't forget to select ""Get Online Shopping Cart" on the Items tab in Escape Online to
load your item(s) into your requisition.

Close the Message Box and back in Escape, go to Items tab click Tasks>Get Online Shopping Cart. The
System will populate the selected items from the online cart from the Vendor website into the Items tab
of the Vendor Requisition.

Reqs

Fegusticn, Bevm | Accourts | | Paymerts | Gustes | Arparvale | Asets | Atachmerts | totes | Hiatory

e e 2 e [Pl Tekes
BT OyT TS Copyline htems #Pice | ExtededCon |
Start Online Shopping

Get Online Shapping Cart &
Cancel Online Shopping




Then, items from the Vendor website appear in the Item tab of the Vendor Requisition, see below.

Req#

| Requstion  1oms | Accourts 1 | Paymerts | Guctes | Aooeowsis | Amsets | Atachments | Notes | Hustory:
[+ ‘f'.v' :f‘;f @le'

s

Descrgaen

Hammeraw N R) Pagas, Copy P M

Click on the Accounts tab and add the necessary budget code(s)
On the Tasks tab Click “Submit” to begin the Approval process.

Once the full approval is received, a PO # will be issued and the order will be released for Office Depot’s
processing. Please allow up to 48 hours to receive the item(s) after FULL APPROVAL OF PO.



