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What you need to know:



STATE OF ARKANSAS OFFICE SUPPLY PROGRAM

INTERNET ACCESS SIGN UP FORM FOR CAMPUS USER’S

COMPLETE AND SIGN THE FOLLOWING INFORMATION TO OBTAIN YOUR INTERNET ACCESS TO ORDER OFFICE SUPPLIES THROUGH OFFICE DEPOT B.S.D.
USER INFORMATION
1. USER NAME:

2. USER PHONE #:

3. USER E-MAIL ADDRESS:

4. Department Name:

5. ORGANIZATION NUMBER:

6. SHIPPING ADDRESS (where orders will be delivered to):

7. WILL YOU BE ORDERING FOR ANY ADDRESSES OTHER THAN THE 
   ONE LISTED ABOVE (YES OR NO)?

    IF YES, THEN PLEASE LIST ALL APPLICABLE ADDRESSES UNDER NUMBER 8.

8. ADDITIONAL SHIPPING ADDRESSES: 
    (IF MORE SPACE IS NEEDED, PLEASE LIST ON AN ATTACHMENT)

9. WILL YOU BE ORDERING FOR OTHER ORGANIZATIONS OTHER THAN
   THE ONE LISTED ABOVE (YES OR NO)?  
   IF YES, PLEASE LIST ALL APPLICABLE ORGANIZATION NUMBERS UNDER NUMBER 10.

10. ADDITIONAL ORGANIZATION NUMBERS: 
     (IF MORE SPACE IS NEEDED, LIST ON AN ATTACHMENT)

ADDITIONAL SHIP-TO ADDRESSES:

ORGANIZATION NUMBER’S:

PROCESSING INFORMATION:

A SEPARATE FORM MUST BE COMPLETED FOR EACH PERSON AUTHORIZED TO USE OFFICE DEPOTS WEB SITE FOR OFFICE SUPPLY ORDERS.

ONCE YOU HAVE COMPLETED THIS FORM IN IT’S ENTIRETY, PLEASE ATTACH IT TO YOUR BLANKET REQUISITION FOR OFFICE SUPPLIES.

UALR PURCHASING WILL ISSUE A BLANKET PO TO OFFICE DEPOT

UALR PURCHASING WILL RETRIEVE AND PROCESS THE ACCESS REQUESTS/PO AND THEN E-MAIL DIRECTLY TO YOU YOUR LOGIN AND PASSWORD FOR THE SITE AS WELL AS ALL NECESSARY ACCESS INFORMATON.

Required Signatures:

User’s Signature                                                   Date

User’s Supervisor’s Signature                                     Date
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