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Technical support:  800.269.6888    Customer Services: 888.777.4044 

 

Web Address: https://business.officedepot.com 
 

 
    
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

 
The landing page includes a bulletin board to keep you informed.  From this page all 
shopping features may be launched.  

 

 
 

 

 

 

 

 

 

 

Help  

Live Chat, customer service 
links, User Guide and online 
Demos 
 
Order by Item #  

Key in up to 20 product #s 
for simultaneous entry into 
shopping cart.   

 
 

Search: 

Type in product description: 
Office Depot or manufacturer 
product codes. Predictive 
search reduces keystrokes  
 
Click on Product Category to 
view product groupings.  
Ink & Toner Find refills and 

supplies for your business 
machines.   

 

 
 

 

 

 

My Account  

To view Account Profile, Add your 
Payment card  
 

 Orders  

View order tracking and place 
returns 
 

Quick Order:  

Add a single item to order or 
shopping cart with fewer clicks.  
 

My Lists 

Shopping Lists, manage lists and 
quick view core shopping lists 
 

 Cart: value, details and current 

shipping address 
 
 
 
 

Enter your Login Name 
(OfficeMax login unless 
otherwise told) 
 
Enter your Temporary 
Password (Case Sensitive): 
Welcome1 
 

Click Log in 

User Login 

NOTE: After 3 unsuccessful login 
attempts, your Login will be 
disabled for security. Contact 
your administrator for assistance. 

Home 

 

Ordering Guide 

Memorial Hermann 
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Step 1    Logon on to https://business.officedepot.com using the unique user id and password provided  

 
Step 2     Combine any of the following tools to build you order:   

 
– Catalog:  Click a category from the Product 

Navigation Bar and select the category or sub-

category to view products. 
  

– Search: type item Keyword or Item Number and click 
Search.  

 
A summary of matching categories and the top ranking 
items will appear. Choose a category or brand, or go 
directly to an item. Results can be resorted by: Best 
Value (Contract), Price and relevance. To filter search 
results by characteristics such as brand, size, color 
etc, click the desired characteristic listed on the left-
side tool bar.  

 
– Order by Item #: Enter the Office Depot,  

manufacturer, or custom product code numbers, then 
quantity and click  
 
Click the “Show Images” check box to view product 

images and details.  Enter up to 20 items at once. 
 

 

 

 
 
 

–  Quick Entry:   Add a single item to order by 

entering Office Depot part #  or manufacturer # , 
quantity then click  
 

 
 

–  My Lists:  Select from Your Personal shopping 
lists. To add an item to your shopping cart:  Enter 

the quantity desired, check the box and then click 
 
 
Hint:  If the shopping list quantities are preset to “0”, 
simply click “Select all” and populate a quantity only 
on the desired items.   

 

 

 

Step 3      Shopping Cart to review your selections, view Office Depot recommended savings opportunities, share your 
cart with another user, save items for later, or add to personal shopping lists.  

 

 

Step 4      eckout   Review selected items and shipping address; modify as needed. If the order is released by 5:00 local 

time, it will be processed for next available business day delivery. 
 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Building Your Order 

https://business.officedepot.com/
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Checkout Page 
 

Delivery information:  
 
Your default address will 
appear here.  CHANGE 
button is visible if you have 
access to ship to multiple 
locations. Click CHANGE if 
you want to choose a 
different address. 

 

 

 

 

 

 

 

Account information: 
 
Contact: Name of person 
receiving order  
 
DEPT: Enter dept or 
location for delivery 
 
Cost Center: You will 
either have a single cost 
center listed or you can 
choose from a list 
 
FL/STE: Enter your floor, 
suite or specific location 
 
Contact & Contact 
Phone: Enter the 
receiver’s information here 

 

Payment Information:  
Automatically defaults to 
Memorial Hermann ghost card 

 

 

Delivery date:   
Defaults to next business 
day.  You can schedule 
your delivery for up to 21 
days in advance. 

Your order may split into multiple 
shipments. The order number and ETA 
will be listed here for each shipment. 

If desired, edit your shopping cart contents – 
such as change the order quantity and 
remove items 

Click PLACE ORDER when ready to checkout.  
You will receive an email confirmation. 
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Order Tracking & Online Returns 

Click  Orders Icon 
 

Select Order Tracking 

Search By:  
Select desired search parameter 
OR Search by order status, date 
range or dollar amount 
 
Order history shows orders for 
the past 12 months 
 
 

Processed Orders: 
 
Select the desired 
order from the 
search results by 
clicking on the 
ORDER NUMBER. 
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Orders that are eligible for 
online returns will have the link 
to process a return 

 

Begin Return 
 

If an order does NOT have a 
return link, please call 
customer service to process 
your return.   
Phone # 888.777.4044. 
 

Order Tracking & Online Returns Continued 

View order status and 
tracking information.   
 
 
You can also place an 
online return from here.  
See below.  
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STEP 2: Enter the quantity of the item to be 
returned.  
 
Indicate if item is to be returned for credit or 
exchanged. Select your reason for return. 
 
 
 
 
 
 

Click CONTINUE 
 
 
 
 
 

STEP 1: Confirm the return address.  You 
can also choose a different address or create 
a new address 

STEP 3: Review your return 
information and if accurate, click 

PLACE YOUR RETURN button 
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Check 
Checkout Page out Page 
  

 

 

 

 

 

 

 

 

 

Custom Stamps  
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How to design a “TEXT” only stamp 

How to design a stamp with custom ART upload 
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Access your Office Depot business account from virtually 
any location 

 

 

Now you can access your Office Depot® custom-discounted 

pricing, best value items and account information no matter 

where business takes you.   

 

The Business Solutions app is synchronized with your 

business.officedepot.com account, so you’ll have the power to 

get things done right at your fingertips:  

 Place and track orders at your convenience 

 Scan item barcodes to check pricing and make 

purchases 

 Access business and personal shopping lists for simple 

ordering 

 

Plus, it’s safe and secure, built with all the industry-standard security practices 

you’ve come to expect from business.officedepot.com. 

 

 

 

 

 

 

Mobile App 

Get it now for your iPhone or Android 
 
 
Simply download the app from your iPhone, iTunes® or Android Market 
 
Login with your Office Depot Max account credentials 
 
Enjoy the benefits of mobile access to your business account 
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ONLINE TRAINING VIDEOS     
Online Training Videos in the Customer Services section of the navigation bar or by clicking on the link below. Online 
Training provides training topics on a variety of subjects.  

https://business.officedepot.com/customerservice/videodemos/index.do 

HELP DESK   
Contact Office Depot’s Technical Support Desk at 800.269.6888 for technical assistance. The Technical Support 
Desk is open Monday through Friday, 8:00 A.M. – 8:00 P.M. (EST).  

CUSTOMER SERVICE    
Office Depot’s Customer Service Department is available to assist you with any questions you may have concerning 
product, pricing, ordering, delivery, or support services. Get immediate help with your online purchases by 
connecting instantly with a customer service representative, Monday-Friday 8:00 A.M. to 8:00 P.M. (ET), using our 
Live Chat functionality or by calling us toll-free at 888.777.4044.  

LIVE CHAT    
Live Chat is available Monday-Friday 8:00 A.M. to 11:00 P.M. (ET)  

SPECIAL ORDERS 

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

RETUN 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 online as outlined below in this guide or through Customer 
Service by calling 888.777.4044.  Please be sure and have your order number ready. 

 
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.  

 

 
 
 
 

Thank you for shopping with Office Depot OfficeMax! 
 

 

 

 

 

 

 

Contact Information & Assistance 
 

https://business.officedepot.com/customerservice/videodemos/index.do
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