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Welcome to Office Depot OfficeMax! 
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The first time you login to the Office Depot website, you will be prompted to choose and 
answer a security question.  This is used to assist with account access should you 
forgot your password in the future. 
 
Thereafter, you will land on the bulletin board page.  Going forward, each time you login, 
you will 

always land here.    
 
  

  
                
 
 
 
 
 
 
 
 
 
 
 
 
 
Preferred Method to Add Items to your Cart 
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**Please utilize the START YOUR ORDER NOW icon as this is the Preferred Method of 
ordering for your Company** To begin your order, please click on the Start Your Order 
Link located in the Cart icon on your bulletin board.  
  

                                             
  
This will bring you to the Best Value/Contract items , which have been 
categorized into shopping lists for your convenience. You can order all your best value 
items for each product category by clicking on the list name and choosing the items you 
need.  
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Secondary Method of Adding Items to your Cart 

When using the Search option to find items, you can sort your search results list by the 
Best Value/Contract Items .   The steps are outlined below.   

 

              Step 1: Type the product you are looking for into the search field  
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Step 2: Once your search results appear, click on the “Sort By” drop down and click on    
Best Value.   
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Step 3: All of the Best Value/Contract items will appear at the top of your search results. 
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Cost Savings – Office Depot Brand Smart Alternative 
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When searching for items and adding them to your cart, the Office Depot Brand Smart 
Alternative cart will offer the option to choose a lower priced Private Brand alternative 
to an OEM product when available.  The below tag will display when added to your cart.   

 

 

 

 

 

 

 

Once you click on the alternate item, you will be shown the item comparison and 
available savings.  

 
 

To accept the suggested alternative and savings, simply 
check the box and click 

  

  
Special Orders  
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Please contact your Program Administrator for products not found in our 
comprehensive catalog or online.   

Special Order Delivery Timeframe  

Special order items are often delivered directly from the manufacturer. Because of this a 
minimum of 3 business days is required for special order delivery.   

Return Policy  

If you are dissatisfied with your purchase for any reason, you may return most items in 
their original packaging within 30 days of purchase for a replacement or full refund. You 
can place a return through Customer Service at 888-777-4044 or  On-line under My 
Account-Order Tracking.  

Special Order Products may not be returned or exchanged unless damaged or defective 
upon arrival. This includes items that are not stocked in one of our warehouses and/or 
are indicated as SPECIAL ORDER.  

Backorders  

All catalog items are in-stock, diminishing the chance of backorders. In-stock 
backorders are automatically filled within one (1) to three (3) working days from 
automatic replenishment of inventory and a re-order is not necessary. Your packing slip 
will identify backordered items. The Internet ordering system actually notifies you 
immediately of any possible low-stock condition. Customer service can update you on 
the status of a backorder at any time or you may track your order online using the Order 
Tracking function under the My Account menu.  

  
 
 
 
 
 
 
 
 
 
 
Ordering Instructions  

1. Open/start your browser to access the Internet.  
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2. Type in https://business.officedepot.com  

3. Type in your Login Name and password.  

4. First time users will have to personalize their password.  

5. Click on             .  

6. Click on                .  

7. Your best value Items will be listed under each list category, select the 
quantity and check the box of the items required.  

8. Click on                  .  

9. Have more to order? Click on   

10. Finished ordering? Click on                       to review/modify your order or 
click on                 .  

11. If you selected                  then validate and complete any required fields.  

12. Review your order and click on                    to complete the process.  

13. When you see                                                     , your request has been 
successfully submitted.  

 

  
   

Online Order Tracking  
 

Enjoy the convenience of 12-month online order history. Search orders by specific item 
numbers, order statuses, date and dollar ranges. Find up-to-date status on your orders 
as well as proof-of-deliveries. Click on the order number to view details. Return requests 
are initiated from the order detail screen (see the Begin Return link at the bottom of the 
page).  
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Requesting a Return  
  
 
 
 
 
 
For Proof of Delivery, click on View Carton Details  

  



  

 

   

  
CONFIDENTIAL  1

   

 

  

 
 
  
Returns  
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Returns are performed on your next delivery. If you do not place an order within 5 days, 
the Delivery Service Representative will be instructed to complete the pickup on day 6. 
To enable us to re-sell the merchandise, please do not write on the packaging or on the 
product that is being returned.  

To place a return online, click on the Order Number under Order Tracking. Click on the 
Begin Return link on the Order Detail page (at the bottom of the screen) to start the 
return process. For further assistance in processing your return online, please contact 
the Technical Support Desk at 800-269-6888.  

There are three reasons why you would not see a Begin Return link on an order.  

1. The order status has not updated yet. Please allow another day to pass before 
attempting to request a return.  

2. A return request has already been submitted on this order. The website will only 
allow 1 return request per order to be requested online. Please contact 
customer service at 888-777-4044 to request any additional returns.  

3. The items on the order were special ordered. These items cannot be returned 
unless, upon arrival, are damaged or defective. Contact your Account Manager 
if you need assistance.  

To request a return via customer service, please follow these steps.  

1. Call customer service at 888-777-4044 and provide them with the sales order 
number and 6-digit Office Depot sku number of the product being returned for 
credit.  

2. Be prepared to provide a brief description of the reason for the return/credit 
(e.g. ordered in error, damaged/defective, etc.).  

3. Also, be prepared to give customer service the total number of boxes that our 
driver will be picking up to complete the return.  

4. Customer service will provide you a return authorization number for your 
records.  
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