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WELCOME

Thank you for selecting Office Depot as your preferred office products provider.  As an industry leader with a global presence in 55 countries, Office Depot has the expertise to seamlessly implement the right solutions for your unique business requirements.

By providing an array of smart solutions tailored to your specific needs, our dedicated team of professionals will help you take care of business more productively.

Please know that we are committed to providing exceptional service levels and to ensuring a successful partnership!
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  Account Information:
Your Office Depot Account #: 58867102
Web address:  business.officedepot.com
Customer Service #:  1-800-685-8800
Ordering Method: 
Internet Orders

Your login name and initial password to your account:

Login Name: Your Email Address ref  ContactPhone  \* MERGEFORMAT 
Password:  Welcome ref  ContactPhone  \* MERGEFORMAT 
When you log in for the first time, you will be prompted to change your password.  Passwords must be at least six characters in length and are alphanumeric. You will also be asked to respond to a security question. This will help us identify you if your password is lost.

On-line Tutorials 

To review how to navigate through the Office DEPOT website, please click on “Customer Service” located at the top right of the screen.  Web Demonstrations can be accessed by scrolling down to General Help on the lower left side of the Customer Service page.
Deliveries: 

Deliveries will be delivered desktop on Mondays, Wednesdays and Fridays, unless otherwise noted by Office DEPOT provided your order has been approved and received BY 5:00 P.M. your local time via the internet.   Orders placed on Monday and Tuesday by 5:00 PM will be delivered on Wednesday.  Orders placed on Wednesday and Thursday by 5:00 PM will be delivered on Friday.  And orders placed on Friday by 5:00 PM will be delivered on Monday.
Freight: 

Orders will be delivered free of charge.  Please consolidate your orders where possible.  Ordering in bulk is a simple way to reduce costs, waste, fuel and greenhouse gases.  You will save on paper, staff time and logistical costs while also reducing the product packaging waste & carbon dioxide emissions associated with delivery of your office supplies.
Upon Receipt of Your Order: 

Verify that all items on the packing slip listed as shipped are in your order.  Any shortages or incorrect items should be reported to the Office Depot Customer Service Desk within 10 days of delivery.  Items on backorder will be noted on the packing slip.
        [image: image5.jpg]Office DEPOT

BUSINESS SOLUTIONS DIVISION



 
THINGS TO REMEMBER

· YOUR OFFICE DEPOT ACCOUNT NUMBER IS:  58867102
· REAL TIME INVENTORY
· YOU SEE YOUR ACTUAL CONTRACT PRICE FOR EVERY ITEM
· ORDERS PLACED BY 5:00PM YOUR LOCAL TIME FOR NEXT SCHEDULED DELIVERY DAY. 
· ORDER TRACKING – Allows you to view 12 months of your order history.  To track an order, view the order detail and/or make changes to the order.  You can simply click on “Order Tracking” located at the top right hand corner of your screen under the “My Account” tab. 

· ONLINE TRAINING – Click on Customer Service Tab (located top of screen) for Online Training
· FIND PRINTER SUPPLIES – Search for the right toner cartridges for your business machines
· ONLINE RETURNS –Go to “ORDER TRACKING”, click on the Blue underlined order number.  Click on the SUBMIT RETURN button (located at bottom of page) to return items for credit only.
· CUSTOMER SERVICE DESK – 1-888-777-4044 7:00 AM to 7:00 PM CST, Monday – Friday.

· INTERNET HELP DESK (assistance with website, forgotten password)– 1-800-269-6888 Hours:  

      7 AM to 8:30 PM EST, Monday – Friday. Or via email:  ecsupport@officedepot.com.

Return Procedures

Web Orders:
Step 1:
Click on “Order Tracking” located in “My Account” in the top navigation bar.

Step 2:
Locate the sales order number that you need to place a return on. Once the order detail appears, click “Submit Return.”

Step 3:
Fill in the return quantity, select the reason for the return and enter any special instructions and click “Continue.”

A confirmation number for your return will appear. Please print this page and/or write this number down and keep for your records. For further assistance in processing your return online, please contact the BSD Technical Support Desk at 800.269.6888.

Please visit our Customer Service page on business.officedepot.com for complete details on our Return Policy.
Quick Step Internet Ordering Instructions

   Placing an Order

1) Use browser to access the Internet and type in http://business.officedepot.com
2) Type in your Login Name and Password

3) Click on  [image: image6.png]LOGIN




4) If you know the item number(s) for the product(s) you wish to order select:

[image: image7.png]Order
by ltem #
Quick Order



                  

5) Type in Office Depot Item #, quantity, and comment, if desired

6) If you do not know the item number(s) for the product(s) you wish to order, you can:

a. Search for product using key words or manufacturer part numbers by entering the information in the space provided in the gray toolbar and then clicking Go  [image: image8.png]



b. Shop using our online catalog.  Simply click on [image: image9.png]@ Home.



 in the upper left hand corner or [image: image10.png]View All Praducts A-Z



 in the grey toolbar and you will be directed to category  listings of the catalog
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  to add your desired product to your shopping cart
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to continue or     [image: image13.png]Chedk Dut



   from the shopping cart  in the top left if you have finished shopping
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   to add more items 

10) If you selected [image: image16.png]Chedk Dut



   verify items in your cart and complete any required information

11) If you are satisfied with your order, select  [image: image17.png]Checkout at Office Depot
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  to route your order for approval to complete the process 

12) When you see “Thank you for your order,”   and your number, your order has been successfully completed.

Online training is available in the Customer Service section or call the Internet Help Desk 800-269-6888
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