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OFFICE BASICS
BPO & Ordering Training



Office Basics Blanket in Self-Serve
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1
1 – Select Vendor #0482435 Office Basics, Inc.

2 – AP Type is PO Purchase Order for all BPOs

3 – One line and ONLY ONE GL for each Amazon BPO

4 – Printed Comments “BLANKET PO for Department” 2
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Email w/ BPO Information
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NOTE: Need to increase your BPO? 
Simply reply to this email and CC 
your department budget approver. 
We require their confirmation in the 
email thread to process any funding 
increases throughout the fiscal year.



Click SHOP NOW to Log in

Logging In  
www.officebasics.com
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http://www.officebasics.com/


Enter username and  
password here

Logging In  
www.officebasics.com
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All usernames are your lincoln.edu email and passwords are set 
up as “LINCU1” you may change your password under “My 
Account” dropdown at the top and “My User Information”

http://www.officebasics.com/


Selecting your Department & Ship To

If you have multiple departments your screen will allow you to select  them here. 
If not, this screen will be skipped.

6



You’re In!

You will know you are logged in because you will see  
your company name in this space.

Once you are logged in, you can access your contract  
items, favorites lists, saved carts and past orders.
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Action Tabs

HOVER your mouse over the My Account tab to  
access all the action tabs you will use on the site.

Note that not all these options in the drop-down  
menu will be available to all users.

8



To “favorite” an item, you need to first create a  
favorites list and give it a name, then a blue  
heart will appear with each item giving you the  
option to add it to your favorites list(s).
You can then access your favorites lists here.

Accessing Favorites
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Add a new Favorites list here.

Name it here.

This is a Users Personal Item Favorites list (one you  
create for yourself).

This is your contract items.
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Adding to favorites from the main screen

When searching in the main screen you may -
1. Add this item as a favorite by clicking  

here
2. Obtain more info or
3. Add to cart
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Ordering from Favorites

Click on the item number to pull up  
a detailed view if you wish

Add to cart here
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Placing a QUICK ORDER

If you know your stock numbers,  
You can use our quick order function.

This line lets you type in comments for each item.

Note: This is for your use only. It will show for you on the packing slip.
It does not show for our warehouse.
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Contract items are listed first.

Placing an Order from the Search
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Placing an Order via the search bar

You may click “view cart” or “go to your cart” at  
any time to place the order.

As you continue to “add to cart” this box  
will appear to let you know you are  
building an order.
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Search for the item you  
want here.



Check out options

Cart options

Keep shopping

Cart options- if you save your cart, the same items will be  
available for a future purchase. You must name your cart.

Delete item

Click here to add this item to your favorites list.
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The Bill To and Ship To fields will  
auto populate. However, you  

must fill in the boxes for
Contact Name*
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When all is filled in, click  
Next >



If the order information on this screen is  
correct, then click Submit to process the order.

You will then get an order confirmation #.
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Your order requires approval, it will go on to your approver for  
processing and you’ll get an email when it is approved.
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Order Confirmation Email



Creating a Saved Cart

Click here to save your cart.
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Please name your Saved Cart

Type a name in for your cart here.
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Accessing your saved cart

Accessing a Saved Cart
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Saved Carts (1)



Using your saved cart will bring  
up this message.
What this means is if you have  
anything in your current cart, it  
will be wiped out. So, you will  
need to make sure your cart is  
empty before trying to use a  
saved cart.

Using your Saved Cart
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Using your Saved Cart
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Using your saved cart will bring you back to the shopping cart screen.  
You may update or place your order from there.



Returning from History

iChoose the invoice that the item is from and click the RETURNS button it w ll
bring you to a return screen.

To process a return, go to Order History/Returns in the drop down menu.
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An authorization will be generated in our warehouse. The driver will pick up  your items when 
they deliver a new order or are in your area again. If you have difficulty online, please call 
800-541-5855x1361 for Melissa Slider to process your return with our customer solutions 
team. Please have your invoice number ready. You may also email the return request to
mslider@officebasics.com. Please include the invoice #, item # and quantity of the return. 
Also include  your phone # in case there are questions. Returns must be in resalable condition 
and in their original packaging. We cannot accept returns older than 30 days.

On the return screen
1. Double check the bill to and ship to information.
2. Check the box next to the items you wish to return.
3. Fill in the quantity.
4. Fill out the reason for return.
5. Click Return Checked Items.

Return Screen
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mailto:mslider@officebasics.com
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To Check Your Remaining Budget

Please note that displayed budgets are more of a guideline or tool to estimate 
dollar availability. It is not in real time. If there are pending returns, credits, orders 
etc. this will affect the budget totals. Generally speaking, at the start of each 
business day the budget should be correct as it’ll include any invoiced orders or 
credits. As the day progresses and orders are placed, approved and processed, 
the budget totals online may update, but will not necessarily show a correct # 
until the next day when invoicing is completed.

“Budget” is a dropdown 
menu option on the top 
of the webpage.



Thank you
for your business!
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