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Returning Items to Vendor Job Aid – Office Depot 

1. Situations where the store is required to follow this process: 
 

 To return a product the store received that was ordered incorrectly 

 To return an item that arrived damaged 

 To request credit for an item on the Packing List the store did not physically receive 

 

2. Returning Items to Office Depot: 
 

1. Before a Return to Vendor or a credit can be processed, the items(s) must be received 
in Spend Management. 

2. For Office Depot, rather than calling them to receive an RMA number, the RMA 
number will be issued from within their punchout catalog.  

3. The store must follow the steps outlined in this document first, then continue with the 
regular Return to Vendor process outlined in the following document below: 

 

http://lowesnet.0998.lowes.com/lowesnet_store/thin_client/ezbuy/ALL_returning_item
s_to_vendor_9_2.pdf 

 

4. Replacement, incorrect or damaged items will need to be ordered again on a new 
order. 

5. If the self-service return option is not available or you experience any issues trying 
to initiate the return process on the Office Depot site, please reach out to the 
following: 

 
Office Depot Strategic Accounts Support Desk 

1.800.279.1528, M-F 8AM-8PM EST 
strategicsupport@officedepot.com 
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3. Log into Spend Management. Access the Office Depot punchout catalog by starting to create a 

new Requisition (an actual order will not be created during this process).  
 
Main Menu > eProcurement > Requisition 
 
Select the Office Depot punchout catalog: 
 

 
  
 

4. On the Office Depot landing page, click on the Orders option.  
 

 
 

5. On the Order History page, locate the order needed and click on the order number. 
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6. A summary of the order will display.  To initiate a return, click on the Return Order option. 
 
 

 
 

7. Select the item to return and then provide a reason for the return. 
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8. Click on the Return Selected button and an RMA number will be issued. Write down or copy 
this RMA number – it will be needed when creating the Return to Vendor request in Spend 
Management. 
 

 

9. Exit the punchout session and by logging out of the Office Depot site. This option is located in 
the top right corner of the screen. 
 

 

10. Once the Create Requisition page is displayed again, navigate to the Manage Requisitions page 
to continue the Return to Vendor process.   
 
 

http://lowesnet.0998.lowes.com/lowesnet_store/thin_client/ezbuy/ALL_returning_item
s_to_vendor_9_2.pdf 

 
If needed, create a new order for a replacement item. 
 

 
 

*  *  *  * 


