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Dear Valued Federal Customer, 

Welcome to Office Depot Business Solutions Division.  Enclosed you will find a Welcome kit designed to review our services and system capabilities.  We promise to continue to earn your business each day and look forward to a long successful relationship.
HOW DO I PLACE AN ORDER USING THE APPROVED SHOPPING LIST?

The account number for the Portland VA Medical Center Approved List account is 11661842.
· Simply access the Office Depot Business Services Division web-site at http://business.officedepot.com  (email and password are not case sensitive)
Your Login Name is: Email address   (john.doe@va.gov)



Your Password is: welcome
· Once you log in you can instantly shop, view product, pricing and availability!

· All orders submitted and approved by 4:00pm will ship next business day.
HOW DO I PLACE AN ORDER USING THE CATALOG ACCOUNT?

The account number for the Portland VA Medical Center Catalog account is 12317204.
Please Note:  A ‘Justification’ will be required at checkout on ALL CAT orders.
· Simply access the Office Depot Business Services Division web-site at http://business.officedepot.com    (email and password are not case sensitive)
Your Login Name is: Email address+cat (john.doe@va.govcat)



Your Password is: welcome
· Once you log in you can instantly shop, view product, pricing and availability!

· All orders submitted and approved by 4:00pm will ship next business day.

SAVE FOR LATER

Save an item placed in the Shopping Cart or a list by clicking on the arrow under ‘Save for Later’. This time-saving feature allows the Cart to be saved and placed at a later date.
SUBMITTING YOUR ORDER

The bottom of the Check Out screen displays the items you selected. Verify that this information is correct and click the ‘Put this order on hold’ button to finalize your order.  
Please note: Orders are automatically held pending approval, the ‘Place Order’ button will not be available and the ‘Place this order on hold’ button must be used.   Your order is not processed until you click the ‘Place this order on hold’ button.
WHO DO I CALL IF I HAVE A QUESTION?

The Federal Government Customer Service Department can assist you with any questions you may have concerning product identification, pricing, order status, and item availability.  They are also the source for processing any merchandise returns.   Hours of operation are Monday through Friday between the hours of 8:00 a.m. and 8:00 p.m. (EST).

Phone: (888) 263-9586 

Fax: (888) 263-9587
The Internet Help Desk can assist you with any log on questions you may have when accessing your account.  

Phone: (800) 269-6888
RETURN POLICY AND PROCEDURES

· Please use your Agency’s internal email VHAPOR-LMM Office Supplies to share unwanted office supplies before initiating a return.

· Keep your packing slip at least until you are sure you have the item/s you desire and you are satisfied with it.  

· If you wish to return an item, you can process your return online or call the Federal Customer Service Department at (888) 888-9586 for a RETURN AUTHORIZATION NUMBER.  Make sure you have the original order number (displayed on box label and packing slip) for easy reference.

Web Returns:

Step 1:
Click on “Order Tracking” located in “My Account” in the top navigation bar.

Step 2:
Locate the sales order number that you need to place a return on. Once the order detail appears, click “Submit Return.”

Step 3:
Fill in the return quantity, select the reason for the return and enter any special instructions and click “Continue.”
Step 4:
A confirmation number for your return will appear.   Please print this page and/or write this number down and keep for your records. 

Place the merchandise in your standard delivery area for pick-up.

Returns via Phone:

Step 1:
Call the Federal  Customer Service team at (888) 888-9586 and provide the invoice number and 6-digit Office Depot product/SKU number and/or the manufacturer’s part number of the product being returned and credited.

Step 2:
Provide a brief description of the reason for the return/credit (i.e. ordered in error, damaged/defective, etc.).

Step 3:
Write the confirmation number down for your records.  Place the merchandise in your standard delivery area for pick-up.

· Returnable items include any products sold by Office Depot  EXCEPT:
1. Custom or imprinted items (unless produced incorrectly or delivered defective) 

2. Special order items (unless received due to Office Depot error)

· Items should be returned in the original manufacturer’s packaging.

· Items should be returned within 30 days of purchase.

· For branches and direct delivery offices, place the item in the area where the Office Depot driver places deliveries.
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