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Enter Login Name:  
 

KIPXXXX 
(XXXX = 4 digit store #) 
 
Enter Password (case 
sensitive): 
 

KiplingXXXX 
(XXXX = 4 digit store #) 
 
Click LOGIN button 
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Ordering Guide  
 Kipling 

Home 

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

Message board provides links to frequently accessed items 
(click each circle) and Customer Service contact information. 

https://business.officedepot.com/
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• To view your monthly budget and dollars used/spent, click the circle 
icon or click on the Budget icon as shown below. 

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

• Budgets include sales tax.  

• Orders exceeding your budget will route to Store Ops for approval.  
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• Build your order by shopping from the preloaded store supplies 
lists as show below.  This will allow you to add multiple item to 
your cart at once. 

• Search for items within these lists using the Search field. 

You can also create your own personal/store 
specific shopping lists.  Simply click “create 
new list” and name your list. 

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 Store Ops approval.   
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CHECKOUT 
 

• 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 will auto populate as shown. 

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 
Retail Ops for approval. 
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• Locate the order below and click the Order # to view details such as 
tracking, online return etc.   

• Use search options to filter if needed. 

• View orders for the past 12 months. 

• Orders for restricted items and/or if your order exceeds your 
available budget, it will route to Store Ops for approval.   

• Orders pending approval will be listed under PENDING APROVAL 
tab. 

TRACK YOUR SHIPMENT 
 
Click this link to view 
tracking & delivery 
information. 

VIEW CARTON DETAILS 
 
Click this link to view 
carton breakout details 

RETURN ORDER 
 
Click this link to place an online 
return.  NOTE: Order status MUST 
show as delivered to initiate a 
return.  
If the order status shows as 
delivered but the return link 
doesn’t appear, call or chat with 
Customer Service for assistance. 

Order detail 


