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OVERVIEW

OfficeMax has been selected to provide office supplies and related products to Cal State San Marcos.  By using OfficeMax, you will be saving time and money, you will experience how easy, cost-effective and customer service friendly this program can be.  

THE ORDERING PROCESS AND NEW USER ACCOUNTS
General office supplies are purchased via http://www.officemaxsolutions.com – OfficeMax’s Internet based ordering system using your ProCard or have an approver.  Any CAL STATE SAN MARCOS staff member who has the responsibility for ordering office supplies must receive OfficeMax website training from an internal department user.  Upon completion of training the employee will be granted website access after submitting a completed “OfficeMax Supply Agreement” form on web site: (http//www.csusm.edu/procurement/fbs/online forms.htm to the OfficeMax Program Coordinator, Procurement & Support Services.  You can access an “OfficeMax Internet ordering guide” on the OfficeMax home page under “About Shopping” lower left corner of page, once your “Login” and “Password” has been emailed to you by Procurement.  Please allow 5-7 business days for Procurement to email your login and password.
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OFFICEMAX ASSISTANCE (ONLINE HELP)
If you need assistance on office products, returns, etc., call OfficeMax @ 1-800-472-6473.  You may also click on the “Online Assistance” icon on the OfficeMax Internet site (www.OfficeMaxSolutions.com). After signing in with your personal login I.D. number and password (your personal login I.D. number is different than your “Login name & password”, please see below for information on PIN numbers), you can choose for an OfficeMax Representative to call you back or you can initiate a “live” web chat session with an OfficeMax Representative.
PERSONAL iDENTIFICATION NUMBER – P.I.N.

What’s a P.I.N.?  It’s a unique 10-digit Personal Identification Number specifically for each individual office supply user.  Your profile will include: first name, last name, telephone number, fax number, email address, and delivery address.  You will receive your PIN number when you log into the website the first time (you will received this by email after you complete your profile).  This contact information is the basis for personal interaction with OfficeMax.  PIN will help streamline information so you won’t have to repeat information each time you speak to an OfficeMax Customer Service Representative.  This is not your log in for placing order.  
Order Summary PAGE
This page is the best page to print for your departmental record as it shows all quantities, items and totals, including tax, for your order.  
SUBMITTING ONLINE ORDERS
Click on the “Submit Order” button when you are ready to send your order to OfficeMax or your approver (if applicable).  A confirmation screen will appear.  If you do not click “Submit Order”, your order will remain on hold.  You can change or delete your order for a short time (10 minutes) after you click on submit.
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RELEASING HELD ORDERS 
This feature is for Approving Officials and users that have previously placed an order on hold. To release held orders, click on the message “You have orders awaiting your approval” in the body of Order Updates within the Manage Orders Page.  You can approve the orders in the Approve Orders (box in the upper Right of the screen), which displays order summary information.  If you deny the order, a Reason for Denial comment can be entered.  Click the “Submit” button to continue.  The approval Summary page will display.  Click “Submit” to process your approval choices.  A message will display with the order processed.  An Approval Complete page with your processed approval choices will display.  To view the details of an order before approving, click on the PO Number (OfficeMax PO not a PeopleSoft PO) link back on the Approve Orders page.  Click “Approve” or “Deny” to  approve or deny that specific order only.  If you deny the order your can enter a Reason For Denial before clicking the Denial button.  The Approval Summary page will display.  Click “Edit” to make changes to the order.  You will need to checkout once again to re-submit the order.  Click “Back” to return to Approve Orders” page.
ORDER CUT-OFF TIME
Place your order on-line before 4:00 p.m. to receive next day delivery.
DELIVERY
All online orders will be delivered by OfficeMax to the location selected by the Requestor.
RETURNING GOODS/REPORTING DEFECTIVE GOODS

OfficeMax’s exchange policy is simple:  100% satisfaction.  If for any reason your order doesn't meet your expectations, simply exchange it for an account credit. All we ask is that you return the product within 30 working days, and the product stays in its original package so that it can be resold.  When a return needs to be returned, please call OfficeMax Customer Service @ 1-800-472-6473 to get an Authorization to Return (ATR) Number.

You may also visit the OfficeMax Internet Site for online Returns @ www.OfficeMaxSolutions.com.  Enter your personal PIN number and password. Go to the “Customer Service” tab at the top of the page. In the box on the upper right hand portion of the screen, click on “Return Request” to go to the online return form. After submitting the form, an OfficeMax Representative will send you an ATR number. 
· The ATR  # MUST be attached to the package that is being returned to receive proper credit. A copy of your packing list is also helpful.
· Please write the ATR number on the outside of the sealed carton. Do NOT write on the manufacturer's original packaging.  Remember, the product needs to be returned within 30 working days and must be in resalable condition.

· Place the items to be returned in a sealed carton and place the package to be returned at the location where the desktop delivery was made. 

· An OfficeMax delivery specialist will pick up the merchandise within four days. If not, please call Customer Service at 1-800-472-6473.
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Ordering Replacement Items for a Return/Damaged Item

After returning defective/incorrect items, the requesting department is responsible for re-ordering replacement goods through the OfficeMax website.  This helps to ensure streamlined electronic invoice data feeds from OfficeMax.  
Order Summary
This page is the best page to print for your departmental record as it shows all quantities, items and totals, including tax, for your order.  

Reconciliation of Transactions
Per the ProCard Manual – www.csusm.edu/procurement/procard/ProCardManual.doc
KEY OFFICE SUPPLY PROGRAM CONTACTS

Bart Westbrook, OfficeMax Program Coordinator

Procurement & Support Services

(760) 750-4456
Fax (760) 750-3286

bwestbro@csusm.edu
OfficeMax Customer Service Team
OfficeMax Customer Service Support Centers operate from 6:00 a.m. to 10:00 p.m. (CST) Monday through Friday and from 8:00 a.m. to 2:00 p.m. (CST) on Saturday. 1-800-472-6473 or use the “Online Assistance” icon on the OfficeMax Internet.
OfficeMax Internet Help Desk

Please contact the Internet Help Desk at 1-800-817-8132 or use the “Online Assistance” button for any Internet related questions.  The help desk can reset your password.
Anna Kreucher, Business Relationship Manager
OfficeMax Enterprise Solutions
(800) 542-4524 x2761
Cell (949) 212-0512
Fax (949) 487-0110
-3-
-i-
-i-


_1162622183.bin

