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WELCOME to Office Depot! 
Office Depot Login Page  

LOGIN 
Access the secure website at  
http://business.officedepot.com. 
Enter your Login and Password. 
Then click on the Login button. 
 
NOTE: If you forgot to access the 
new website and go to OfficeMax 
Workplace Services site by mistake, 
you will be automatically redirected to 
login here.   
 
. 
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LOST LOGIN AND PASSWORD 

The first time you login to 
your account, please select a 
security question and 
provide an answer.  This 
information will be used to 
verify your identify should you 
need to retrieve your login 
credentials in the future. 
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BULLETIN BOARD / LANDING PAGE 
After your initial login, you will always land on this home page.  
This page contains important account information.   

Quickly add 
items to your 
order with 
Order by Item# 

Find an item 
quickly and easily 
by using a  
Shopping List 

Here you will find 
important account 
information such as 
your account number, 
customer service 
contact information 
and much more! 
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CREATE NEW ORDER 
Choose any of the below shopping methods to 
add items to your shopping cart 

Search by 
keyword or 
item number  

Quickly add multiple 
items to your cart at 
once with Order by 
Item# 

Find an item 
quickly and easily 
by using a  
Shopping List 

Browse our 
Electronic  
Catalog by 
searching 
through our 
Item 
Categories 
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BEST VALUE 
Best value icon indicates core list items that are specially priced for your account.  
Use the advanced sorting feature to sort your search results by “Best Value”.   
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INK & TONER FINDER 
Find your toner, ink, transfer kits, ribbons, and more with out Ink & Toner Finder.  Search by cartridge or 
printer to find what you need easily and quickly.  You can save your cartridge and printer information for 
future reference. 

Access this 
feature by clicking 
on the Ink & Toner 
Category 
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SELECT CART 
Alternative item suggestions to drive core spend and provide savings. 

Orange/Blue Color coded 
cost saving alternatives.  
May be enabled or disabled 
on request 
 
Alternatives retained with 
shopping cart until the 
items are swapped, 
removed or check-out.  
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SHARED CART 
Easily share your shopping cart contents with another person.   

Eliminates copy 
and pasting.  
 
Effective method to 
consolidate 
individual item 
requests into a 
single order.  
 

No maintenance 
solution for setting 
up order approval. 
 

Email light box  
appears, User can 
share their cart  in 
just a few clicks 
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SHOPPING CART 
To view your shopping cart contents or make changes, click on the Shopping CART icon located in the 
upper right hand corner 

To change the quantity of 
an item in your cart, type in 
the new quantity, then click 
Update.  To remove an 
item from your cart, click 
Remove. 

To put more items in your 
cart, click on the 
Continue Shopping 
button 

Enter Item Comments 
then click SAVE to add 
info that will be displayed 
on your packing slip. 

Once you are ready to 
Checkout, click the 
Checkout button. 
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CHECKOUT (page 1 of 3) 
 

Order Summary: Order number 
and estimated delivery date is 
shown.  Multiple shipments will 
be identified with a unique order 
number and delivery date. 

Email options: An email 
confirmation will be sent to the 
email address listed on your 
profile. You can also send an 
additional order confirmation by 
entering the email address here.   
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CHECKOUT (page 2 of 3) 
 

Payment 
information:  
Your payment 
information will 
auto populate 

Account 
information:  
Your Location 
Code and Cost 
Center will default 
 

Contact, phone & comments:  The 
name and phone listed on your profile 
will default.  If you are placing this order 
on behalf of another person, please 
update the contact and phone 
accordingly.  Comments section is for 
your use only and will print on the 
packing slip.  Please do NOT enter any 
delivery information here as our our 
delivery carriers cannot see this 
information. 
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CHECKOUT (page 3 of 3) 
 

Delivery 
options:  
Delivery date 
will default to 
next business 
day delivery.  
You can select 
a desired 
delivery date.   

If you aren’t yet 
ready to 
checkout, you 
can always 
choose to 
continue 
shopping, save 
your cart to a 
list or put your 
order on hold.   If you are ready to 

checkout, click PLACE 
ORDER button 
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ORDER CONFIRMATION 
 

Order Confirmation:  
After checking out, you will be 
directed to an order confirmation 
page.  In addition, an email 
confirmation will be sent to the 
email address noted on your profile.   
 
Since orders require approval, your 
order confirmation will note that the 
order is pending approval.  Upon 
approval, you will receive an email 
notification advising you that your 
order is now in process. 
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ORDER HISTORY  
Click on the Orders icon to access your Office Max and Office Depot order history at any time.  Reprint 
order confirmations, place returns, place reorders and view your order status and delivery information. 

View your Office 
Depot pending and 
processed orders 
here.  Orders for 
the past 12 months 
will be visible.  
Click on the desired 
order number to 
process returns, 
reprints etc. 

Search orders by 
choosing the 
appropriate 
selection from the 
drop down menus. 
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ORDER APPROVAL 
Orders pending approval will be visible in the orders pending approval section under the Orders Icon.  
Upon release, they will move to the Processed Orders section.  

Orders pending 
approval and the 
approver appear 
here  
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CUSTOMER SERVICE 
Click on the Customer Services link at the bottom of the any page for assistance 
 

Contact us via email, 
live chat or phone.  We 
also offer website 
demos to assist in using 
our site. 

Browse our Helpful 
Links  
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Questions/Comments 
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