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Creating an Order 
1. Log into MIK Hub and select the Office Depot link. 

o When signed into MIK Hub with an active session, you will be automatically logged into the Office Depot site through Single Sign On. 

2. Upon log in, your account will default to the Store Supplies account. Your store budget will be noted under the account number. 
 

 
3. Store Supplies are available to shop though the Shopping List. 

 

JOB AID 604-1: ORDERING SUPPLIES THROUGH OFFICE DEPOT 

Overview 
Regular Store supplies, as well as Ship From Store (SFS) Supplies orders through Office Depot. Orders may be placed once per month, or on a 
weekly basis. Whatever frequency your Store uses, note that any unused portion of your budget will not roll over from month to month. 
Budgets are available in the system according to the Calendar in MIK Hub. 



  JOB AID 604-1: ORDERING SUPPLIES THROUGH OFFICE DEPOT 
4. If you wish to order SFS supplies, you will have to switch accounts after logging in. Navigate to My Account and select Switch Account. 
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5. Select the Switch account button to change to SFS Supplies/eCommerce account. 

 

 
6. After Switching Account, the page will display a Successfully Switched account confirmation. 

 



  JOB AID 604-1: ORDERING SUPPLIES THROUGH OFFICE DEPOT 
7. You will be directed to the Shopping List page. Select the category you wish to ship from on the Shopping List screen. 
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8. From the Store Supplies or SFS Supplies Shopping Lists, items can be selected and added to cart directly by selecting the items and quantity 

needed. 
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  JOB AID 604-1: ORDERING SUPPLIES THROUGH BUNZL 
9. Once all needed items have been selected, click on Add Items to Cart at the bottom of the shopping list. 

 

 

10. Continue adding items as needed. To return to the Shopping Lists screen, select the Shopping Lists tab at the top of the screen. 

11. Review the summary of items shown and select Shopping Cart. 

 



  JOB AID 604-1: ORDERING SUPPLIES THROUGH OFFICE DEPOT 
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1. Select Check Out. 

2. Verify contact information, delivery information and budget information. 
o   Your SFS budget will be reflected in the Account Information. 

 
Checkout 
Once you have added all needed supplies to your cart, click on the Checkout button. 
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3. Payment Information will auto-populate. Delivery date shown will default to next available delivery day. 
o The Schedule Future Delivery feature should ONLY be used for orders delivered 21-days or more into the future. This will not be available 

for all items. 

4. Items shipping from different warehouse locations will split into separate orders. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select Place Order to complete your order. 
o You are still able to make changes to your cart, (i.e.: remove items, update quantities.) 
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7. After your order has been placed, you can track it by going to Orders, located just below the Search bar. 

 
 

6. If you exceed your budget, your order will not go through and you will receive an error message. Remove item(s) from your cart until your 
order falls within your available budget. 
o If you need to order more than your budget allows, refer to the FAQ section of this document on how to obtain approval. 
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Contacting Office Depot 

In the event that you need to reach out to Office Depot Customer Service regarding an order, you need to have the Office Depot account number 
handy. This number is: 25807468. 

 
* You can contact Customer Service by phone at: 1-888-777-4044. 

o The website will show a different phone number for Customer Service. If you dial the number on the website instead of the one listed 
above, you will be transferred to the correct department once you give the agent the account number listed above. 

* You are also able to Live Chat with Customer Service to resolve any issues. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Returns 

If you receive product in error or need to return an item, this can be done online. 
The order status must be either Shipped or Delivered in order to start a return. 

1. Log into Office Depot. 

 

2. Select Orders. 
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4. Select the Order # with item(s) that need to be returned. 

5. Scroll to below the order summary and select Return Order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select the Check Box next to the item(s) to be returned. Once all items are selected, click Return Selected. 

3. Review the Order Status. 
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7. Once the information for the return is received by Office Depot, you will receive information specific to your return. 
o A message may be displayed that instructs the Store that Office Depot will not be picking up item. Instead, a credit will be issued. The Store 

will be able to decide if they keep/donate/dispose of the item(s) 
o They Store may be contacted with a call tag for the product via email. Print the call tag and place the tag on the outside of the box for UPS 

to pickup. Place with other items for UPS pickup. 
o If the Store is not able to print a call tag, a confirmation will be sent once the return has been submitted. The Store is to write the return 

number on the outside of the box(es) and place the box(es) in the area where deliveries are made and an Office Depot driver will pick it up 
between 1-5 business days. 

Frequently Asked Questions 
* I need more product than my budget allows. What can be done? 

o If you need to request additional budget to order critical supplies, email your DM with the following information. 
 

1. Description of needed item(s) 

2. Quantity needed 

3. Total Cost of additional item(s) 
o Your DM will review and if they approve, they are to email storesupplies@michaels.com with the request for a budget increase. 

* Who do I contact with questions on my account? 
o Customer Account Number: 25807468 
o Customer Service: 800-279-1528 
o Please note that the website will show a different phone number for Customer Service. If you dial the number on the website instead of 

the one listed above, you will be transferred to the correct department once you give the agent the account number listed above. 
o Technical Support: 800-269-6888 
o Michaels Support Contact: Michelle Jensen @ storesupplies@michaels.com 


