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IMPORTANT INFORMATION
Workday Account Number: 36168528

Office Depot Customer Care

Phone: 800.279.1528
Email: strategicsupport@officedepot.com

WEBSITE USER GUIDE and DEMO HELP VIDEOS

Online Training provides training topics on a variety of subjects. You can find Training Videos
in the resources section on the bottom navigation bar under ‘Web Demo Videos.’ Videos are
best when viewed on Google Chrome.
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PLEASE NOTE: An updated FAQ will always be on file on our website bulletin board.

Bulletin Board & Messages

Welcome Spectrum Health Workday Users!
;S Click HERE for updated Customer Care Assistance!

Office Depot Customer Care
Phone: 800.279.1528
Email: strategicsupport@officedepot.com
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FREQUENTLY ASKED QUESTIONS

Q: Has my PO been placed?

A: Please punchout to Office Depot, click on ORDERS, change the drop down from Order Number to
PO Number and enter your PO. The format should look like this... PO-######. Once there, you
can view your order and the expected delivery information.

Q: How do I find my delivery information?
A: Click on TRACK YOUR SHIPMENT. There you will find the most up-to-date delivery information.

My order shows delivered but I don’t have it.
Please call Office Depot customer service and they will support you with the missing product.
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I checked the site and the PO was not there. What next?
Please send an email to deb.schrouder@spectrumhealth.org with your question and she will work
W|th Office Depot on the resolution.
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Q: I received my order, but it is incorrect or missing something. How can I resolve that?
A: Please reach out to Office Depot Customer Care team at any of the below methods.

1. Phone: 800.279.1528
2. Email: strategicsupport@officedepot.com

Please make sure you have one of the 2 below items for faster assistance.

1. The Office Depot order number. That number can be found on your packing slip or on the
label of the box. The number would be 9 digits with a dash and 3 digits more
(H##HBHBHB-HHBH).

2. Spectrum Health Workday Account #: 36168528 and your Purchase Order. Customer Service
can find your order with these 2 pieces of information.

Q: How do I process a return?
A: There are 4 ways to process a return.

1. Online: Punchout to Office Depot, click on ORDERS, change the drop down from Order
Number to PO Number and enter your PO. The format should look like this... PO-######.
Or, you can enter the Office Depot order # from your packing slip or label on the box. Once
there, view your order and at the bottom of the order, click Return Order then follow the
screen. If the order will not allow the return, please follow one of the options below (2-4).

For options 2-4, please make sure you have one of 2 items. — The Office Depot order number or the
Spectrum Health Account #3168528 with your PO #.

2. Phone: 800.279.1528
3. Email: strategicsupport@officedepot.com
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