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Guidelines
Ship From Store (SFS) Supplies are now available to order through Office Depot. Use the steps below to place orders as needed. 

Refer to the last page for a listing of supplies that are available to support SFS.

The Office Depot site is used to order normal Store supplies, as well as SFS supplies. These supplies are accessed in separate areas of the system 

and will be deducted from the appropriate budget when an order is placed.
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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.	 To order SFS supplies, you will have to switch accounts after logging in. Navigate to My Account and select Switch Account.
 	o You will see your Office Depot account number and available budget shown on the right side of the page.

3.	 Select the Switch account button to change to SFS Supplies/eCommerce account.

https://bsdas1.officedepot.com/sp/startSSO.ping?PartnerIdpId=https%3A%2F%2Fsignon.michaels.com%2FFIM%2Fsps%2FOfficeDepot%2Fsaml20
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4.	 After Switching Account, the page will display a Successfully Switched account confirmation.

5.	 You will be directed to the Shopping List page. Click on SFS Supplies shown under the Shopping List category.

6.	 Items can be selected and added to cart directly from the shopping list by selecting the items and quantity needed.
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7.	 Once all needed items have been selected, click on Add Items to Cart at the bottom of the shopping list.

8.	 Review the summary of items shown and select Shopping Cart.
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9.	 Select Check Out.

10.	Verify contact information, delivery information and budget information. Your SFS budget will be reflected in the Account Information.
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11.	 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.

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

13.	 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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14.	 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.

15.	 After you have placed your order, you can track it by going to Orders, located just below the Search bar.

16.	 Once you have placed your SFS/eComm order, be sure to Switch the account back to the Supplies Profile.
 	o  This will ensure that the next time you access your account, you will login under your Supplies profile.
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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. 
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Approved Supplies for SFS Use

Size Office Depot 
SKU Description

E1BF 370587 13X13X2 CORRUGATED BOXES

E2 698986 10X8X6 CORRUGATED BOXES

E2-BF 697195 20X16X4 CORRUGATED BOXES

E3 696700 15X10X5 CORRUGATED BOXES

E4 100115 14X12X14 CORRUGATED BOXES

E7 697168 20X14X14 CORRUGATED BOXES

E9 251023 19X13X13 CORRUGATED BOXES

E10 253003 24"X15"X10" CORRUGATED BX

F2 315824 6X6X4 CORRUGATED BOXES

G1 761155 8X8x30 CORRUGATED BOXES

L7 255019 27"X14"X9" CORRUGATED BOXES

US 801544 17X13X5 CORRUGATED BOXES

U8 445095 18X18X18 CORRUGATED BOXES

V4 697609 24 X 10 X 10 CORRUGATED BOXES

64 253030 24X15X12 CORRUGATED BOXES

Small Bag 933591 POLYPRO BAG,RESEAL,10X13,CLR

Medium Bag 505969 14"X18" 2MIL RECLOS. POLY BAG

Large Bag 780564 POLYBAG,FLAT,3MIL,24X26,CLR

Tape 568419 OD PACKAGING TAPE - 6/PK

Bubble Wrap 653230 OD BUBBLE ROLL,12"X200'

Kraft Paper 401411 KRAFT ROLL,40LB,24X900 


