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Introducing the New Office Depot Partnership:   
 

 

Overview:  Office Supplies, Business Cards, Promotional Products 
and Employee Purchasing Option… 
 
We are excited to announce that Cadence Design Systems, Inc. has chosen Office Depot as our primary 
supplier for paper, toner, and office supplies effective January 2017.  Office Depot is recognized as a top 
business to business supplier who will provide excellent service and support to all Cadence Design Systems’ 
sites.   
 
This training document has been developed to assist you when ordering: 
 

1) Office Supplies,  
2) Business Cards, Letterhead, Envelopes & Thank You Cards (Brand Identify Program-BI) 
3) Cadence logoed merchandise  (Promotional Products Program) 
4) Office Supplies for your personal use (Employee Purchase Program-EPP) 

 
Office Supplies:  The process for placing your orders for Office Supplies has not changed, but the price you 
are paying for those items has. We have negotiated greatly reduced pricing across the board and have refreshed 
our Core List of most frequently ordered items.  
 
Print Stationery:  Cadence Imprinted Products such as business cards, Letterhead, Envelopes and Thank 
You Notes will now be ordered through Office Depot via the Coupa platform.  Users will access and complete 
fields on standard templates for real-time ordering.   
 
Promotional Products:   Cadence Logoed items will now be ordered through Office Depot using the Coupa 
platform.  The process has been streamlined, the assortment expanded and overall prices reduced.    
 
EPP Employee Purchase Program:  Office Depot and Cadence have implemented a new and improved 
Employee Purchase Program for you to enjoy savings of up to 10% on your personal purchases (i.e. home 
office or back to school) whether ordering online or shopping at an Office Depot / OfficeMax retain store. 
 
 
 
The remaining pages of this document provide an overview of each program and helpful information, 
tips and tutorials on each topic…   
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Office Supplies 
 
There is no change to the way Office Supplies are being procured through Coupa.  However, the price you are 
paying for individual items may differ.  Overall, we have negotiated greatly reduced pricing and have refreshed 
our Core List of most frequently ordered items to reflect current buying trends at Cadence.   
 
Here are a few helpful pieces of information: 
 

Things to Remember 

  
When you punchout to the Office Depot website via Coupa, our inventory on hand (at the Office Depot 
Distribution Center nearest you) and the Cadence price will be visible for most SKU’s.   
 
Place/release orders by 3:00 PM to receive in-stock items on the next business day! 
  
To access ONLINE TRAINING – CLICK on CUSTOMER SERVICES on the red toolbar and visit the Online 
training section to find tutorial on the features and functionality of the Office Depot website.   
 
There is a relatively new ‘shop and compare’ function which will assist you in evaluating various products on a 
feature-by-feature basis.   
 
Remember to review the Office Depot Bulletin Board for updates on the Cadence ordering program or 
important announcements.   
 

Look for the icon to find items with most aggressively discounted pricing! 
 

Look for the  Eco-conscious  icon to find more earth-friendly alternatives! 
 

 

Customer Service 

 
Office Depot’s Customer Service Department is available Monday through Friday between the hours of 5:00 
a.m. and 5:00 p.m. PST. The Customer Service Department is available to assist you with any questions you 
may have concerning product, pricing, merchandise returns, and support services. The toll-free number for 
your convenience is 1-888-2OFFICE (1-888-263-3423).  
 
 

Delivery & Freight Information 

 
Orders for in-stock merchandise are delivered to most markets the next business day if submitted to Office Depot 
by 3:00 PM local time.  
 
There are occasions where the destination point is out of a major market and/or our next day delivery zone.  In 
these situations, orders will be shipped using a third party such as UPS.  
 
Typical office supply orders are delivered freight free.  However, some special/custom orders and over-sized 
items may be subject to additional delivery charges.  Any such charges will be specified at the time of order.   
 
We encourage everyone to help control costs and conserve resources by consolidating your orders to a 
MINIMUM of $50.00. 
 

https://business.officedepot.com/catalog/iconlegend.do
https://business.officedepot.com/catalog/iconlegend.do
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Return Policy & Procedures 
 

What do you do if you have merchandise to return?   
Please use these guidelines to assist you in handling a return request: 
 

 Returnable items include any products sold by Office Depot. 

 Merchandise should be returned within 30 days of the original purchase. 

 Returns may be requested by calling Office Depot Customer Service:  
1-888-2OFFICE (1-888-263-3423).    

 To ensure accurate credit and pick up coordination, please be prepared to provide the following 
information. 

o Account number  (Cadence Coupa Acct # 67277873) 
o Original order number  
o Item number of product being returned 
o Reason for the return 
o Your name 
o How a Customer Service Representative or the driver may contact you should any questions 

arise. 

 Note:  Your Order and Part # information will be located on your packing slip and in your Order/PO history 
on Coupa.  

 
EXCEPTIONS:  Items not typically eligible for return include: 

1. Items not in the original packaging.  (Please, contact the Customer Service Department if you have any 
concerns). 

2. Custom or imprinted items (unless produced incorrectly or delivered defective).  
3. Special order items (unless received in error from the manufacturer). 
4. Dated items must be returned within 30 days of purchase. 
5. Many technology items must be returned within 14 days of purchase. 

 

Once your return request is processed, your Customer Service Representative will provide you with a RETURN 
AUTHORIZATION NUMBER.  The agent will inform you of the procedure/timeline to pick up the item, deliver a 
new item and/or process the credit due. 
 
Please note your Account manager is Jim Canelo.  Jim can help with your support needs when needed and 
can be reached at:  jim.canelo@officedepot.com 
 
 

 

Order Tracking Process 

 
To track your order, follow these steps: 

 From the Cadence Coupa Home Page, select Office Depot… 

 Place cursor on Orders at the top then Click Order Tracking 

 From this page, you can search by PO # if you Click on the Pull Down menu in the ‘Search By’ field and 
select PO # 

 This page reveals recent Order #’s and their status 

 If you desire additional information, Click on the specific order # (underlined in blue) 

 From this page, you will see the Status of the Order, i.e. Shipped or Delivered 

 To ‘Track’ the package, click on the Order # visible in the Tracking Field 
o If the Order has a “Shipped”, you may see “Loaded/On Route” for Delivery today. 
o If the Order Status is “Delivered”, you will see specific Delivery details (date, time, location) 

 

mailto:jim.canelo@officedepot.com
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Below are screen shots of the process detailed above: 

 
 

 From the Cadence Coupa Home Page, select Office Depot… 

 

 
 
 

 Place cursor on Orders at the top then Click Order Tracking 
 

 
 



 

P
ag

e6
 

 

 From this page, you can search by PO # if you Click on the Pull Down menu in the ‘Search By’ field: 
 

 
 

 

 Select ‘PO Number’: 
 

 
 

 

 Click on the blue underlined order to see the Status of the Order 
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 From this page, you will see the Status of the Order.  In this case the Order has ‘Shipped’.   

 To ‘Track’ the package, click on the Order # in the Tracking Field.   
 

 
 

 

 

 

 Here you see the Order is “Loaded/On Route” for Delivery today.   
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 Using another example, this Order status shows ‘Delivered’. 
 

 
 
 

 Click on ‘Tracking’ to see the Delivery Details…   

 In this instance, the Delivery was made to the DeskTop at 7:36 AM on 10/31/16. 
 

 
 

  



 

P
ag

e9
 

FAQ’s for Ordering Office Supplies: 

 
Q) How do I order office supplies From Office Depot? 

A) Access Coupa.  Select the Office Depot/Office Supplies ‘Catalog’ and follow the typical Coupa process.   

Q) Once my order is placed, how do I know when my order will arrive? 

A) Most all deliveries are delivered next day and you will see a Delivery Date on your order confirmation. For 

those items NOT delivering next day, you will see a message when placing your order on the approximate 

delivery time frame. **Please look for messages concerning estimated delivery date for your order! 

Q) Where is my order being delivered and how do I change shipping address?  

A) Your office supply order will be delivered to your desktop in San Jose only. All locations outside of SJ will be 

delivered to the front desk or receiving dock.  

Q) But I am ordering a large marker board that is larger than 3x4, will that come direct to me desk? 

A) ALL large boards and furniture items will come on a Furniture Delivery truck and will deliver to your 

Receiving Dept. For those items you will see Furniture Delivery under the item when placing your order. This 

will indicate that the item is NOT coming on the standard supply truck next day. You will see a separate 

message indicating when you can expect delivery of these items.  

Q) I have received my order now what do I do.  

A) Please make sure you check your order in against the packing list provided. If the order says you should 

have 10 ea of a notebook but the item is not with your delivery, this is a short ship. Please call Customer 

Service at 888.263.3423.  

If an item is not with your order, please be sure to check that item is not on back order. You can call customer 

service to find out when your item should be delivered. Most back orders are delivered within 3-5 working days.  

Q) I received my order but I am missing an item or I have a defective item. What do I do? 

A)  Call 888.263.3423 Customer Service. Please be prepared to provide them the order # and the item number 

of the product you have a question about.  

Q) What is your return or exchange policy for office supplies? 

A) Call Customer Service at 888.263.3423.  Office supplies in their original, unopened/unused condition, may 

be exchanged or returned for a full refund within 30 days of purchase.  Please be prepared to provide your 

Order #. 

Q) I want to order an item that is restricted. How do I do this? 

A) Contact Alan Maderal in Procurement 408.428.5717 amaderal@cadence.com 

Q) I need to talk to someone from Office Depot, who do I contact? 

A) The Office Depot Account Manager for Cadence nationwide is Jim Canelo.                                                

Jim can be reached at:  jim.canelo@officedepot.com 

 

 

javascript:void(0);
mailto:amaderal@cadence.com
mailto:jim.canelo@officedepot.com
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Business Cards and Stationery (Brand Identity BI)                   
 
You will now be able to order your Office Supplies, Business Cards, Letterhead, Envelopes and Thank You 
Cards all on the same platform. Office Depot and your Purchasing Team have worked to create a simple to 
use process for placing imprinted orders.  
 
From Coupa, select the ‘Business Card’ online catalog.  Once you arrive at the Office Depot landing page, 
click on the CSO link and you will be routed to the online custom stationery store front for Cadence.  Review 
the templates for the various printed products, make your selection, add the variable information where 
specified and proceed through the ordering process like you were ordering standard office supplies. It is that 
easy! 
 
 
 

Stationery Ordering Instructions 

 
 
Below are screen shots of the ordering experience: 
 
Step 1:  From the Coupa Home Page, select the Business Card Catalog.  
 
 
Step 2:  Click on “Copy & Print” 
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Need Help??? 
 
 

 
 
 
 
 
 

 

 

 

Please contact your Brand Identity Specialist with any questions/inquiries at 800-965-6270 Option 1 



 

P
ag

e1
4

 

FAQ’s for Ordering Business Cards and Stationery 
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Promotional Products 
 
Explore the new selection of Cadence logoed items by accessing the Promotional Products Catalog on Coupa.  
 
Thousands of additional items are available by special quote.  Please send your requests to:  
Rob.deGuzman@officedepot.com 
 
Please feel free to make recommendations for additional logoed products that you’d like to see added to the 
site.  
 
 

Promotional Products Ordering Instructions 

 

 
 
 
 
 
 
 
 

mailto:Rob.deGuzman@officedepot.com
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FAQ’s for Ordering Promotional Products 
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Employee/Personal Purchase Program (EPP) 
 
Please Note: This program replaces any Employee Purchase Program that has been in place at 
Cadence in the past. If you would like better discounts for your personal purchases, and a much more 
personalized ordering process, please re-register your personal Credit Card at the new portal site listed 
below.  

 
Together, Cadence and Office Depot have established a partnership to support your personal office supply 
and back to school needs at a discount!  Recognizing the value of your time, we of fer  two order ing  
opt ions:    
 

1)  A quick and easy online ordering process to purchase goods at a discount (on qualifying items) for 
delivery to your residence 

2) An In-store Discount Card that entitles Cadence employees to receive additional discounts (on 
qualifying items) at any Office Depot or Office Max Retail store in the United States.   

 

EPP Online Ordering… 

 

 Cadence Employees will receive additional discount of up to 10% for ONLINE purchases (on qualifying 
items).  

 Residential Deliveries to all major markets in the U.S. will be made the next business via 3rd Party 
Carrier (i.e. UPS) 

 Outlying areas will typically receive delivery within 2 working days.  

 Simply click on the link below and self-register for ONLINE ordering.  

https://community.officedepot.com/GPOHome?id=76525286 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

https://community.officedepot.com/GPOHome?id=76525286
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EPP In-Store Purchases (Office Depot and Office Max) 

 

As an employee of Cadence, you will receive an additional discount of up to 10% off your purchase (on 
qualifying items) when shopping at any Office Depot or Office Max store in the United States.   

 

 Simply CLICK on this link below 

 Print out the card 

 Present it at your local Office Depot or Office Max store where they will laminate it for free.   

 You are ready to start SAVING!!!!!!!! 

http://business.officedepot.com/generalinfo/cadencespc.pdf 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 
  

http://business.officedepot.com/generalinfo/cadencespc.pdf
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 EPP Return Policies and Procedures… 

 

What do you do if you have merchandise to return? 
Please use these guidelines to assist you in handling a return request. 

 

 Returnable items include any products sold by Office Depot, Inc. 

 Merchandise should be returned within 30 days of the original 
purchase. 

 For Online orders, to ensure accurate credit and pick up coordination, please be prepared to provide 
the following information. 

o Account number* (Employee Personal Purchase Acct # is 76525286) 
o Original order number* 
o Item number of product being returned* 
o Reason for the return 

o Your name and how a Customer Service Representative or the driver may contact you. 
 This information may be located on your packing slip, within your account history on the 

Internet or by calling the Customer Service Department at 1-888-263-3423. 

 Items should be unused and in their original packaging.  

 Returns may be requested via phone, fax, or Internet.                                 

 Customer Service Phone Number:   1-888-263-3423     
 

                                                                 
EXCEPTIONS: 

 Items not in the original packaging.  (Please, contact the Customer Service Department if you have 
any concerns). 

 Custom or imprinted items (unless produced incorrectly or delivered defective). 

 Special order items (unless received in error from the manufacturer). 

 Technology Items can be returned with all accessories and original packaging within 14 days of 
purchase. 

 
Once your return request is processed, your Customer Service Representative will provide you with a 
RETURN AUTHORIZATION NUMBER and inform you of the process which will take place to pick up the 
item and deliver a new item or process the credit due.   
 

 

 
 
 
 

We hope you will take advantage of your Cadence Employee 
Discount with Office Depot! 

 

 

 

 

 

 


