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Enter Login Name:  
 

VANSXXX 
(XXX = 3 digit store #) 
 
Enter Password 
(case sensitive): 
 

Vans1966! 
 
Click LOGIN button 
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Ordering Guide  
 Vans 

Home 

Login Page URL: https://business.officedepot.com 
 

Bulletin board provides links to frequently accessed items (click 
each circle), budget information & Customer Service contact 

information. 
 

https://business.officedepot.com/
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

• To view your monthly budget and dollars available/used, hover 
your cursor over the Budget icon in the quick link bar as shown 
below. 

• Your budget dollars used will update right after your order is 
placed. 

• Budgets include sales tax.  

• IMPORTANT! Order totals which exceed your available budget 
will route for approval to your DM. 

•  

**IMPORTANT** 
 

When you first login to your account, you will land on your default account which 
allows you to shop for all store supplies EXCEPT toner cartridges & shopping 
bags.    
To order toner cartridges & shopping bags, you must switch to your no budget 
account & place a separate order for these items as they will not deduct against 
your monthly budget. 
 
Follow the instructions on the next page to switch accounts.   
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• To order items excluded from your monthly budget, switch to your 
secondary account by clicking the circle icon (as shown to the left 
here) OR go to My Account (upper right hand corner of page), then 
SWITCH ACCOUNT as shown below. 

Order 
Budget 

Excluded 
Items 

 

• Next click blue SWITCH button as shown below.  

• Add shopping bags and/or toner cartridges to your cart and checkout.  
These items will not count against your monthly budget. 

OR
OR 
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create your own personal/store 
specific shopping lists.  Simply 
click “create new list” and name 
your list as shown. 

You can also build your order by using the SEARCH option as shown.  NOTE: items 
which have a Restricted item icon (see example) will route for DM approval.   

• Click on the store supplies list icon (as shown here to the left) 
from the landing page to view your store supplies lists.   

• Shared lists by product category are noted below. 

• Click on the list you’d like to shop & easily add items to your cart 
with just a click. 

• If you prefer to shop from your own list, you can create a 
personal list(s) which is only visible for your store. 
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Hover over the shopping cart icon (upper right 
corner) to view a snapshot of your cart.   

• Click CHECKOUT if you are ready to place your 
order. 

• Review the shipping address to ensure accuracy. 

• Your budget & cost center will auto populate 

If ready to place your order, 
click PLACE ORDER 
button. 
 

If you have a restricted item 
in your cart and/or if over 
your budget, you will see a 
SUBMIT button.  Entire 
order will be submitted to 
your DM for approval. 
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

• Track the status of your order, request an online return, place 
reorders and/or add to your personal shopping list by clicking on the 
related ORDER # to access these options - see below. 

• Order history will hold orders placed over the past 12 months.   

• Utilize the filters to locate specific orders.   

• Orders for restricted items and/or if your order exceeds your 
available budget, it will route to your DM for approval.  Order status will 
reflect as “held for review” or “held for restrictions” 
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Office Depot Customer Service PH (800) 279.1528 (M-F 8 to 8 pm EST) or Email: strategicsupport@officedepot.com 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

RETURNS/EXCHANGES 
 

• PLEASE NOTE: In order to initiate a return or exchange, the order status must be 
DELIVERED. 

• You can submit your return or exchange online (see below) or call or chat with 
Customer Service.  **If the order status shows as delivered but the return link doesn’t 
appear online then you must either call or chat with Customer Service for assistance. 

• Once in the order detail, click on the RETURN ORDER link located below the items. 

• Check the box next to the item(s) to return or exchange, select the reason, specify the 
quantity and click RETURN SELECTED button. 

• Follow the return instructions provided after submitting your return/exchange. 


