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Getting Started

To request an account with Home Depot under Gallup McKinley County Schools, contact the GMCS
Account Manager.

Requirements to become a Home Depot Pro X user under GMCS you must first have the following:

e PCard
e GMCS email address
e Signed Home Depot onboarding form —form must have signed approval from a supervisor.

The restrictions of this program will mimic that of the PCard Program.

e Spending limits will be the same as your PCard spending limit.

e You must have a Wells Fargo PCard PO in place before any items may be purchased.

e Youwill also need to complete and submit a reconciliation packet after each purchase using the
Pcard.

NOTE: Admin can access and see every purchase made under GMCS, including:

e List of items purchased, quantity, and cost.
e Delivery address (if applicable)
e Payment method

Gallup McKinley County Schools is tax exempt and only with a Home Depot Pro X account under GMCS
will you be authorized to use tax exemption.

Gallup McKinely County Schools Account Manager:

Breana Kesner

Procurement Buyer / Business Office
(505)721-1084

bkesner@gmcs.org



mailto:bkesner@gmcs.org

Activate your Home Depot ProX Account

Once you have been approved, you will receive an Invite email from Home Depot.

s
&

Breana, You're Invited!

County Schools Gallup Mckinley (bkesner@gmcs.org) has invited you to help
manage the GALLUP MCKINLEY COUNTY SCHOOLS Home Depot Business
Account as a purchaser. Accept this invitation for exclusive access to expanded
online tools for pros, including:

Accept the Invite

+ Save and manage product lists
« Create quotes and lock in pricing for up to seven days
+ Manage payment methods and track purchases

Ready to get started?
Accept Invite

This invite expires 01/15/2025
You can request a new invite from the account admin if this invite has expired.

Thank you,
The Home Depot

For any questions, visit the Pro Cuslomer Support page or contact support.

Please do not reply o this automated message

You will then be redirected to the Home Depot website, and you will verify again that you accept the
invite.

Accept Invite

You're invited to help manage The Home Depot Pro Xira business account for GALLUP MCKINLEY COUNTY
SCHOOLS. Accept this invite to join the account and get started.

By accepting this invitation, you agree to the My Account Terms & Conditions Privacy & Security Statement and Pro Xtra

Terms & Conditions.

Accept Invite

[N
Enter Your Email Address

< Back

Email Address

Enter your GMCS email address




You will receive a verification code that
will be your secondary authentication.

Verification Code Entry

Enter the verification code we sent at
11:01 AM to (**)***-8172

Verification Code

Enter Code ‘

Keep me signed in (i ]

Ve rlfy — Uncheck i using a public or shared device,

Select your account

Personal Account

Breana Kesner

(505) 728-8172

§Pro
Gallup Mckinley County Schools

Purchaser
(505) 721-1084

Enter Account

| Cancel |

Not getting the code?
More sign in options will be available in

2 Seconds

Note: If you have a personal account
with Home Depot, you will get this pop

up.

Make sure to choose the correct
account

Click on ProX and Select Account Dashboard

——

= %3 =
Menu Quotes Lists
Welcome Back, County schools X
o Account Dashboard

[_'® Purchase History

@ Rewards Hub
ﬂ Cards & Accounts
= Pay Credit Card Bil

A Profile

g,q’\ Military Discount Benefit

Sign Out




Once in “Account Dashboard” scroll down to “Account Details”
This is where you will set up Addresses and your Pcard information will be entered as your “Default Card”

NOTE: Home Depot does not accept Pos. Payments can only be made with Pcard.

Account Details

Addresses

You don't have a default address. Add, edit or delete your
saved addresses for quick and easy checkout.

Cards & Accounts

Add credit cards, gift cards, PayPal and other payment methods to
see all your online and in-store purchases.

Set Default Address

Security & Sign-In

View and edit your account email, password, contact phone and
signed-in devices.

Set Default Card

Home Depot Credit Cards

Sign up for a Home Depot Credit Card or link an existing one to
see current balances, view statements and make payments.

Manage Sign-In

——

View Card Offers




Logging in to Make a Purchase

Login to your “The Home Depot Pro” account using your GMCS credentials.

Sign In or Create an Account X

“ Aealster

Are You a Pro?

p'gn Get online tools to manage and grow your business — plus, Pro Xira
Members unlock more benefits and savings. Learn More

Eé Track Order

F_ﬂ| Cards & Accounts
B8

Pay Credit Card Bill
;9,,\ Military Discount Benefit

Profile

O Product Lists

Verify you are logged in using your GMCS account

Need Help? D Call 1-800-525-5000 or Text 33955

E3 CreditServices (% Buy it Again

BP0 0 oo o aom s &S
UP TO 30% OFF

Quotes Lists

Select Storage and Organization

Shop Now

< 35 >
Pro Special Buy of the Up to 40% Off Select Bring the Heat to the
Week SPECIAL Tools & Accessories Job
R
Shop Savings Shop Now L]

Shop Portable Heating

Pro Xtra MEMBER x Your Latest Orders Add Receipt | View All Orders

Date Status Items Order/Receipt # PO/Job Name Order Origin  Total
0 ) Z TWINLAK #3514,
10/10/2024 Complete 00053-60672 $32.39 >
Pro Xtra Loyalty Spend @ | ES TRAL... Gallup
-y, Save Up To 20% On
Paint Products > [} Va
~ TWIN LAK #3514,
” View Paint Rewards 09/27/2024 Complete E +3 00001-07953 $31.44 >
= ES Gallup
=




Online Ordering:

Search for the items you would like to purchase using the search bar at the top of the screen

E5 CreditServices (% Buy it Again

Need Help? [] Call 1-800-525-5000 or Text 33955

& : . = B = = L
&f Pro = Gallup 9PM [Lb 87301 What can we help you find today? Q o Quotes Lists Me

Once you have found your items, add them to your cart.

Best Saller
« Anti-snap design ensures 3X improved impact performance
DEWALT « Preci ip reduces cam-out
« Laser engraved size ID enables easy bit identification Th |S a rea W| “. S hOW you have ma ny a re

MAXFIT ULTRA 1/4 in. Hex Steel Screwdriving Bit Set (30-Piece)

« View More Details

catup Store / in stock at your local Home Depot

/115 in stock Aisle S2, Bay 001

- Choose Delivery or Pickup
Pi;u; < De.e,y Note: you can see how many are
/ available with each Option

Today Thursday, Jan
115in stock 1,877 available

FREE FREE

-;b Get it as soon as today. Schedule

D 9 your delivery in checkout Add to cart
n [ Add to List } [ Add to Quote ] — You Can also Choose to get a

«

Hover Image to Zoom
quote.

Free & Easy Returns In Store or Online
Return this item within 90 days of purchase.

2> share [g] Print

Read Return Policy

Continue to do this until you have added all you wish to purchase, then go to your cart to “Checkout”.

Need Heip? [] Call 1-800-525-5000 or Text 33955 E3 CredtServices (% Buy it Agan

— o— ProX
@Pro @ Galup 9PM O 87301 What can we help you find today? Q — s L (B [
| — Menu Quotes Lists Me Cart




Verify the items you wish to purchase

CART (1)

Remove All ltems  Save All to List EE Detail View = List View

Delivery
Delivering to 87301 (1 item)

Eb Your Delivery Cost: FREE

DEWALT $9.97
MAXFIT ULTRA 1/4 in. Hex Steel Screwdriving Bit Set (30- 297
Pisce) Save 23%

Number of Pieces: 30
Pickup at Gallup Delivering to 87301

Pickup Delivery

Today Friday, Jan 10
115 in stock 1,877 available

Limit 5 per order FREE FREE

- Get it as soon as tomorrow. Schedule
your delivery in checkout.

Save for Later Save to List Bemove

Your Order

Subtotal $12.97
Pro Xtra Savings -$3.00
Delivery FREE

Sales Tax (determined in later step) —-

Total $9.97
You Saved 23% Off Your tem Add PO number (you must have a PO in place before any purchase may be made)

Have a Promo Code?

PO/Job Name (optional)

‘ Your PO/Job Name

“

Create a Quote (optioral) Checkout

Quote Name |

* Delivery fees are calculated at the lowest rate available. Other delivery
options may be available in checkout.

Or

PayPal checkout




Delivery:

3

@ £ Secure Checkout b Edncan (1)

1N
Delivery Address Your Order You will see the “Tax-
st Nams* Lot Narr® Subtotal #1297 Exempt ID” that verifies

Breana Kesner Pro Xtra Savings $3.00
‘ | Delivery FREE tax eXempt.
Phone Number * Sales Tax
‘ (505) 721-1084 | Tex Exempt ID
r " . . . — Edit Bemave

Sireet Adcress Total $0.07 Complete all Require Fields
‘ 405 Boardman Dr | You Saved 23% Off Your lter
Acress Lo 2 Have & Promo Gode? Then Continue
—— City, State “The arder confrmation and updates will be er
‘ 87301 Gallup, NM ~ | Phesnertems

Text me updates on the status of my order

Messags and dai
Policy st wwwhon

vedepot com/e/Privacy_Securty. Full terms

Verify Delivery Information:

Delivery Address  Breana Kesner
640 S. Boardman Dr.
Gallup, NM 87301
(508) 721-1084
Delivery Options

& Your Delivery Cost: FREE

tes may sapéy and texts may be sent betwesn the hours of .00 am and 3.00 prrl. Privacy

Sens s vwdaies io

'n Perks 4X Faster*

Earn $36 in Parks Spand on a $9 qualifying purchase when
you join Pro Xtra, register and use your card.

Cantinue

Edit
Your Order
Subtotal $12.97
Pro Xira Savings -$3.00
Delivery FREE
Sales Tax

Tax Exempt ID

9444843252 Edil | Bemove

If you select an upgraded delivery service, all items are included at that new cost.

-— DEWALT
g [ MAXFIT ULTRA 1/4 in. Hex Steel Screwdriving Bit Set (30-Piece)
g

oty: 1

© Get it by Friday, Jan 10

() Scheduled Delivery (Outside)

Get it Tomorrow

Then Continue

Cor

Total

You Saved 23% Off Your Item

Have a Promo Code? ™

FREE

The ceder confemation and updates will be smaied io

[ ——
+58.89
Items in Cart (1 Item)

Earn Perks 4X Faster*

Eam $36 in Perks Spend on a $9 qualifying purchase when
wvou loin Pro Xtra. reaister and use vour ¢

ard




Pickup:

S )
»3 @ Secure Checkout p—
e Verify the pickup
Pickup Person Your Order [_I_ th
person as well as the
Who is picking up this order? Subtotal $12.97
First Name * Lest Name* Pro Xtra Savings -$3.00 phone number.
‘ Gounty Schools ‘ ‘ Gallup Mckinley | Pickup FREE
Sales Tax $0.00 .
e Nurmbe Tax Exempt 1D If you would like
~ _ Edit Remove .po .
e | notification when
Total $9.97 :
2 your order is ready,
Home Depot will send you a text message when your order s ready for pickup. ta rates ey oo Jou Saved 23% Off Your ltem
and texts may be sent between the hours of [8:00 am and 9:00 pmy. Privacy Policy at
Have a Promo Code? make sure to check

www.homedepot.comic/Privacy_Security. Ful terms

the box.

Continue
Send order updates to another email
tems in Cart (1 Item) v Continue
Pickup Person County Schools Gallup Mckinley Edit
(505) 721-1084
. Store Picku

Choose between “In Store Pickup” or P
“Curbside” Gallup
Note: If you choose Curbside, you must have e 5 [

ane

the Home Depot App.

Pickup: Today
How would you like to pickup your items?

o In Store Pickup

We'll send an email with detailed instructions once you've placed your order.

Continue

O Curbside with The Home Depot App

Continue




Payment:

You should have already added your Pcard to your “Cards & Accounts” in the Home Depot website (see
page 5).

Payment Method

When you get to payment Method,
make sure you verify your Pcard and
Change Card | Add New Card Confirm CVV

QO PayPal Buy Now Or Pay Later

Apply a Gift Card ~

© s - {EENERH2S N Logiade Lard
640 S. Boardman, Gallup, NM 87301 PO N u m ber m u St be here

Confirm CWV*

PO/Job Name (sptional)
| “

/ReVieW Your Order

In-store Purchase:

e Shop as normal

e When you go to pay, show the cashier your “Tax Exempt” QR Code or number.
e Pay with your Pcard and take your itemized receipt.
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