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OfficeMax appreciates the opportunity to serve you.  Our goal is to earn your business every day, by helping to make your office products purchasing process as efficient and effective as possible. We’ve worked hard to ensure that our people, service and systems work together to make your job easier.

In this information packet, you will find out more about OfficeMax and its ordering process. We look forward to working with you to use the new office supply program.

If you have any questions regarding OfficeMax or the information in this packet, contact your representative, Tracy Mahlstadt @ (515) 523-2199 or teresamahlstadt@OfficeMax.com.

General Information

Catalogs  – You can make your office supply selections using your 2010 OfficeMax Product catalog . Catalogs are provided at no cost to you, and are available by calling (877) 969-OMAX.  All of the items can also be viewed electronically via at http://www.officemaxsolutions.com/, Internet ordering site.  

Pricing – Associates will receive specially negotiated pricing on all products. Pricing for a specific item can be obtained from the http://www.officemaxsolutions.com/ site (username & password required), by calling customer service at (877) 969-OMAX or visiting the IEC website at www.iec-ia.org. 
Next Day Deliveries – OfficeMax’s commitment is to provide next day delivery to most locations when orders are placed online by 3:00 PM in your time zone. Some locations require two-day delivery.

Contract Enhancements — The contract includes a Retail Connect program allows you to get contract pricing when you buy supplies at any OfficeMax Retail Store located throughout Iowa. For additional details on how to get set up with a Retail Connect card, contact Jamie Albertsen @ (515) 270-0405 ext. 12346 or jalbertsen@iec-ia.org or contact Tracy Mahlstadt @ (515) 523-2199 or teresamahlstadt@officemax.com.
Getting Started

To set up an account and get your Internet ordering log on, please download the following excel document:
IEC Account Set up form.xls
Instructions for Internet Ordering: OfficeMaxSolutions 7 page User Guide.doc
How to Place an Order
Internet Ordering  Visit our home page at: http://www.officemaxsolutions.com/ where you will find information on new products and our Internet ordering solution. You will receive your logon information directly from OfficeMax . It will include a username and password that will allow you to place orders. You will also receive a Personal Identification Number (PIN) that identifies you as an employee of the State of Iowa. Please use the PIN number on all correspondence with OfficeMax.

PLEASE REFER TO THE INTERNET ORDERING GUIDE FOR INSTRUCTIONS.

Phone and Fax Ordering   For those without Internet access, you can also place orders via phone or fax using the attached fax order form. Call these numbers: 


Phone orders:  (877) 969-OMAX (6629)

Fax orders:      (877) 969-1MAX (1629)



If you would like personalized Internet training, contact Tracy Mahlstadt at (515) 523-2199 or teresamahlstadt@OfficeMax.com to schedule an appointment.

Fax Back/E-back (Automated Order Acknowledgments)

What Is Fax Back/E-Back? Fax Back or E-Back is OfficeMax’s automated order information system that integrates fax and e-mail technology with the order entry system. Customers will receive clear, easy-to-read order acknowledgments usually within 30 minutes of order commitment automatically.

Who Can Use It? Any customer service representative or www.OfficeMax.com customer can access Fax Back or e-back. For Internet users just check the acknowledgment button during checkout. 
How to Return Merchandise 

Our exchange policy is simple: 100 per cent satisfaction. If for any reason your order doesn’t meet your expectations, simply exchange it for something else or return it for an account credit. You must call within 30 days of the original order return the product in its original package so it can be resold.

If you didn’t receive all the items that you ordered (short shipment), simply notify customer service of the items not received with your initial order and they will immediately be reshipped to you.

To notify us of a return, call Office Max customer service at (877) 969-OMAX with this information:    

        Nature of the problem

        Invoice number (located beneath the shipped from address on your packing slip)

        Purchase order number (if applicable)

After the customer service representative has recorded the pertinent information, you will receive an Authorization To Return number (ATR#).


         The ATR number must be written on your original packing slip (or a photocopy) and included with the package that is being returned.

         Please DO NOT write on the manufacturer’s original packaging.  Remember, the product needs to be in a condition in which it can be resold.

         Place the package to be returned at the location where the original delivery was made, i.e. mailroom or receptionist desk where applicable.

         OfficeMax will pick up the merchandise within two days.  If they don’t, you should call customer service (877) 969-OMAX
Credits to your account resulting from an ATR will generally be made within 7-10 days of returning the merchandise to OfficeMax..  

Please note:  If the total merchandise you are returning is less than $20, our policy is to issue credit immediately, AND ask that you keep the merchandise.  Any merchandise over $20 will be picked up for return to OfficeMax.  Should you have any questions on our return policy, please contact your sales representative.
Billing

We can bill your purchase in one of two ways:  Direct Billed or Procurement Card. You have the option to place the order so that all invoices will be sent to your designated billing location or place the orders using your State authorized procurement card. 

Based on how you choose to pay, the billing/payment process may vary as follows:

Direct Billing (the same as your current process)
        Place your order via Internet website, http://www.officemaxsolutions.com/ or by phone or fax.

        Do not fill out the information provided for procurement card.

        An email or fax confirmation will be sent to you with the order details.

        A bill will be sent to your billing location to be distributed for your review and payment. 
Procurement Card Billing

        Place your order via Internet website, http://www.officemaxsolutions.com/ or by phone or fax.

        Complete the procurement card section.

        An email or fax confirmation will be sent to you with the order details.

        Your procurement card will be billed for the purchases made.

        Keep the email or fax confirmation to reconcile with your procurement card statement.
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Important Numbers

Telephone Numbers


Customer Service  (877) 969-OMAX (6629)
Fax Number (877) 969-1MAX (1629)
Local OfficeMax Representative
Tracy Mahlstadt
Office:

(515) 523-2199

Voice Mail:
(800) 821-8586 x4954

Email: 

teresamahlstadt@OfficeMax.com
IEC Representative


Dan Dreyer
Office:

(319) 268-9000
Email: 

ddreyer@iec-ia.org
Jamie Albertsen
Office:

(515) 270-0405 ext 12346
Email:

jalbertsen@iec-ia.org
Cut off times for next day delivery   Internet

3:00 P.M.

To allow individuals/teachers to view contract pricing; however, not be able to actually order, we have created a “browse only” log on.  This will allow them to retrieve contract pricing information to submit to school administration for purchase.  See log on information below:

Browse Only log on:

Official website:
www.officemaxsolutions.com
Username:

iowaschools
Password:

school1

(Note; they are case sensitive!)







