WORK WITH US’

DAV Chapter Business Card Job Aid — Document Manager 2.0
Login:

e Login to OfficeMax using the login below:
o www.officemaxworkplace.com
o Login: DAV1
o Password: Veteranl
e On the manage order screen select “Create Custom Print Order

WORKPLACE"

- Manage Orders

Create New Office Product Order

Your Projile

Saved Orders

Repeat Orders Order Updates

Manage Shopping Lists

Browse Catalog Only

Message Board

Subject: Product Substitution
From: L Thomas

Create New Custom Print Order Date: 10/5/2011

Print & Document Services

Message:
Service Center

If you order copy paper by the case it will automatically be replaced with the contract ite

Order History questions please call 1-859-441-7300 ext 2008

View Invoices

S Additional Messages:

Request a Return Subject : e
Using the Message Board 3/4/2

Product Substitution 10/5,

Customer Service

Your Custom Link

.

STATIONERY PRODUCTS
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@ OfficeMax

WORK WITH US"

e Select the gty on the item using the drop down then select “Customize”

»> Business Card

DAV Business
ChapteriDivisio
Price: $46.49
Quantity. 250

% Customize

e Complete the fields you wish to have on your item and click “preview”

Enter your

information in each
field

Select your chapter
OR state from the
appropriate
dropdown list

@® | You may use either Chapter OR Department options.
| Chapter:[ state: [Choose State 1=
Title 1 )
Adjutant =
Address 1

FULFILLING OUR PROMISES _ksaumN

TO THE MEN AND WOMEN WHO SERVED I
Address 3

L
g STz Select your title from
First Lastname Telephone 1
: o the drop down
Chapter 000 State Telephone 2 {optional)
Department of State [ Ext|
] " Fax
| Title1 _ )
_ email [
| | adaresst - When you have entered all
e po 22 of your information select
Address 3
e s [ = cancer | preview | save | S
Preview
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WORK WITH US’

o Important Note: Enter your delivery address

s

YOURSELF

s

ADDRESS
BOOK

NEW RECIPIENT

Recipient Select Delivery Quantity

DAV Multiuser

E Disabled American Veterans KY Dolvet: ! o m 2

3725 Alexandria Pike
Cold Spring, KY 41076

& Continue Shopping | Continue

= Cancel Order

e Enter your credit card information (Required)

g ey
Review and Place Order :
(0o i Step3 Select Fayment ...

Summary Receipt: Ord otal: Special Order Instructions:

i

i

WIS W e P

S _\. Items Subtotal: 54649
Shipping and Handling: $0.00
VIEW RECEIPT
DETAILS
Total: $46.49

Confirm your order details by viewing the summary receipt. Specify payment information and click the "Place Order” button.

Payment Information
Item Name / Description: Price: Quantity: Total:

NAV - DIBMWNSO
@ DAV Business Card - ChapterDivision $46.49 58 250 $46.49

Sublotal:

Action

Preview:

54649

Enter Order Information: Comments:

PONumber e . ]
Card Type: Select Credit Card Type =]
Expiration Date:

Card Number:

Previous Place Order

= Cancel Order

Ve Y WY Vae T T W T Va Y

Click on the DAV
address to change it.

|~

To view an order receipt or
print the receipt select
“View Receipt Details”

When ready to submit
select “Place Order”







