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1. Ensure that you are on the home/shop tab.

2. Enter paper clips and click on the Go button. Note: Office Depot is the only punch-out supplier to
enable the SmartFind Level 2 feature that will display some of their catalog items in a PORT hosted
catalog search.
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3. The # of items found will be displayed above the results.
4. Scroll down the page or select another page if appropriate to find the desired item.
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5. Notice the items for Office Depot may have an image and will identify the supplier.
6. Click on the Punch-out to Supplier link in order to see item pricing.
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7. Now you can determine if the Office Depot item is comparable in quantity and price.

8. Click on Cancel Punch-out button to return to PORT.
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9. This brings you back to the PORT hosted catalog search. You can continue shopping by repeating
steps 2 — 8 to compare hosted catalog items with Office Depot punch-out catalog items. After
determining the supplier with the most competitive pricing for the items needed, you can either do a
hosted catalog order or a punch-out catalog order with Office Depot..
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