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Welcome to the Office Depot Online Catalog 

GETTING STARTED WITH THE OFFICE SUPPLIES PROGRAM IS SIMPLE: 

 
1. Know your account number: On the bulletin board 

2. Your  ordering method  INTERNET  

3. Need Help?  Friendly Customer Service:  1.888.777.4044 

 
Once you log in for the first time, this will be the screen you see.  To begin 
shopping click on the Start Your Order Link located in the Cart icon on your 

company bulletin board. 

 

Shopping is simple on the website. You can browse through various product 
categories of our entire catalog to find what you need, or you can shop for a 
specific item. 
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Product Categories 

You may “mouse over” any of the 
product categories featured on 
the homepage. For example, 
selecting "Calendars & Planners" 
will take you to the appropriate 
page in the online catalog where 
you can browse through the 
products to find what you need.  

 

Search 

You may use "Search" to find and 
browse products on this website. 
You may search by keyword, 
product number, manufacturer 
name or UPC number. 

Don’t be afraid to use broad terms. 
You can quickly narrow your 
search by clicking on the sub-
categories and product feature 
lists (e.g. pens & binders).
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Change the Sort By drop down to Best Value. Your best value items will be at the 
top of the list. Enter your quantity and click Add to Cart. 
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Sometimes when a non-Best Value item is added to the cart, a   Best 
Value/Contract Item or Office Depot Brand Item alternative will appear in the 
messaging below. We strongly encourage you to choose the alternate item to 
allow for the most cost-effective purchase. 

SMART-Best Value Alternative 

  
Offers you the ability to convert to a lower priced  Best 
Value/Contract item when a more expensive item is selected. 

 
SMART-Office Depot Brand Alternative 

 
Provides you with the choice of a lower priced Office Depot Brand alternative to 
an OEM product. To replace items with SMART choices, simply check the 
boxes. 
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For your convenience, online shopping lists have been created that contain your 
highest usage core items separated by categories. You can access these lists by 
clicking on the My Shopping Lists link at the top of the page, under My Account or 
My Tools on the right. You can pull items from the list to add to your order as well 
as create your own personal lists of products you order. 

To Create Your First List 

1. Click My Shopping Lists on any of the three navigation bars, which will 
bring you to the My Shopping Lists information page. 

2. Click the Create New List button at the top of this page. You will be guided 
to a page to name your list.  

3. Enter your name and comments, then click the Save button. (Note: 
Comments are optional and for your use only). 

4. You've created your first list! 

Note: You may create as many lists as you like by repeating the steps 
above.  

To Add Products to a List 

1. As you search and browse for products, simply click the Add to Shopping 
List button to add that item to a list. 

2. You can select an existing list or create a new list.  

3. Select the Add to List button.  

 

 

 

Special Orders 
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Please contact your Program Administrator for products not found in our 
comprehensive catalog or online. 

 
Special Order Delivery Timeframe 

 
Special order items are often delivered directly from the manufacturer. Because 
of this a minimum of 3 business days is required for special order delivery. 

 
Return Policy 

 
If you are dissatisfied with your purchase for any reason, you may return most 
items in their original packaging within 30 days of purchase for a replacement 
or full refund. You can place a return through Customer Service at 888-777-
4044 or On-line under My Account-Order Tracking. 

 
Special Order Products may not be returned or exchanged unless damaged or 
defective upon arrival. This includes items that are not stocked in one of our 
warehouses and/or are indicated as SPECIAL ORDER. 

 
Backorders 

 
All catalog items are in-stock, diminishing the chance of backorders. In-
stock backorders are automatically filled within one (1) to three (3) working 
days from automatic replenishment of inventory and a re-order is not 
necessary. Your packing slip will identify backordered items. The Internet 
ordering system actually notifies you immediately of any possible low-stock 
condition. Customer service can update you on the status of a backorder at 
any time or you may track your order online using the Order Tracking function 
under the My Account menu. 
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Order Tracking 

 
 To view orders, check order status, copy and reorder items, release orders hold orders, 

or request product return.  
 Up to 12 months of order history is available 

Searching for Orders  
 

Orders are displayed descending chronologically (most recent orders at the top) If order 
is not visible on initial display, use the following to search for orders.  

 Order # Contact information Accounting field or by Item # 

 Order Status 

 Date Range, up to 12 months of orders can be searched.  Initial display shows 
most recent orders within the last 30 days.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Order Detail  

 

View recent orders, 
Orders pending   
approval and track 
order status up to 
360 days.  Place 
Returns   [See page 
6 for details] 

Date Range: Initial 
display is orders placed 
within the last 30 days.  
The search may be 
expanded to 12 
Months. 

 

Click on the 
Order # to view 
detail  

Search For orders 
by:  

 

Search for orders by the 
following Status: 
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Links to Order 
tracking  

 

Billing information 
including Delivery 
Contact details 

Order creator 
information  

Shipping Address 
details  

If Products are eligible 
for return the order will 
display Begin Return 
option. 

Copy an order to create 
a new one.  The 
REORDER option may 
be used regardless of 
the order status. 


