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PROCESSING RETURNS 
Overview 

To return a product, 
first go into the 
Office Depot Catalog 
using the Buy From 
Supplier Button. 

1. Log in to Ariba (http://www.washington.edu/admin/stores/eprocurement/) 

2. Select the Office Depot Catalog and enter by clicking the Buy From Supplier 
Button. 

3. Find your order in Order Tracking or select it from My Recent Orders.  

4. Process your return through the Office Depot punchout catalog. 

 

 

 

Returns can be process either online through Ariba and the Office Depot catalog or by calling Customer Service.  

You can either contact Customer Services at 1-888-777-4044 and provide them your Office Depot order number (9 digits long and typically ends with -001) or your 
UW PO# which is the EI# (example EI12345); EI stands for Electronic Invoice. If the only thing that you have is the EI#, Customer Service will need the account 
number as well which is 43271349. If you only have the requisition number (S#) you can call the eProcurement Help Desk (eprocure@u.washington.edu or 685-
3558) and they can show you how to look up the EI#.  
 
The second option is to complete the return online. The return guide can be downloaded by completing the steps outlined in pages 3-10 in this document. This 
process, however, can only be completed by the person that created the original order.  
 
Any order returned that is less than $25 will convert into a credit order. This means that you will receive credit for the return but the driver will not pickup. You may 
use the item, donate this item, or discard the item.  
 
If the order is over $25, the driver will pickup this item within 3 to 5 business days from the same place the order was dropped off.  
If you receive a damaged product, if your order is short, or if you received the incorrect item please contact Customer Service at 1-888-777-4044 and they can 
assist you with any of these requests.  

Also worth noting, supplies can be returned within 30 days and technology items within 14 days though there are exceptions depending on the circumstance. 
These items can be opened or unopened but ideally, we would like for the item to come back with the original packaging. You may also want to look at our FAQ 
page (URL link listed below) since it may answer other questions you might have. 
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http://www.washington.edu/admin/stores/eprocurement/


http://www.washington.edu/admin/stores/eprocurement/office/office.html
 

   

The most recent orders are 
now visible at a glance. 
Detailed information can be 
obtained by clicking the order. 

If you do not see your order 
number or would like to find it 
by UW’s Electronic Invoice 
Number (EI#), Click on Order 
Tracking. 
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Order Tracking and 
your Shopping Lists 
can also be accessed 
from the My Account 
Tab. 

Using the drop down 
menu in the Search 
By: field, Select PO 
Number, then enter 
the EI# in the blank 
field on the right, then 
Click Search Orders.  

Order Tracking can also be used to display the 
delivery status of an order. You may also get the 
status of your order by contacting Customer 
Service at 1‐888‐777‐4044 and providing 
account number 43271349 

 Search results will 
be displayed here. 
Click on the 
desired Order 
Number to bring 
up the order 
details.   
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Here you can find the 
status of your order. If the 
order is shipped by an 
alternate carrier such as 
UPS, the tracking 
information will be 
provided here. 

 To start your return or 
exchange, click the Begin 
Return button.   

If this is the incorrect order, 
click the Back to Order 
Tracking, and not the 
browser’s back button.    



 

 Click the CONTINUE button to review 
the return.    
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Third, select a reason for the 
return or exchange.  

Then, enter the number of 
boxes being returned. A 
minimum of 1 is required. 

Click the CONTINUE button to 
review the return.    

Second, select either Exchange 
or Return. Return for Credit 
will be an option depending on 
the return amount.   

First, select the desired 
quantity you would like to 
return or exchange.  



 

 

Please verify the items being returned. 
If correct, click the Place Your Return  
button.   

You may either click Close Punchout 
Catalog Shopping Session and return 
back into eProcurement or you may 
continue shopping.  

  9 



  10 

 

Click on Print This Page and attach the 
copy to the item(s) being returned. 
Your return is now completed.  

You may either click Close Punchout 
Catalog Shopping Session and return 
back into eProcurement or you may 
continue shopping and checkout 
normally.   



INELIGIBLE RETURNS 

 

If you receive this message, please 
contact the Customer Service team for 
University of Washington. Their phone 
number is 1.888.777.4044 and 
reference account number 43271349. 
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ADDITIONAL WEBSITE FEATURE  ‐ CATEGORY VIEW 

 

Category View can be   
expanded to show the list 
of products.  

Click on the desired 
category to display the 
search results for that 
category.  
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ADDITIONAL WEBSITE FEATURE  ‐ ORDER BY ITEM NUMBER  

 

A preview of the item will be visible 
once the item has been entered.  

There is no longer a limit to the 
number of product being entered 
with this method. Additional lines can 
be added by clicking the [+] in the 
Enter more items [+] link. 
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ADDITIONAL WEBSITE FEATURE ‐ INK DEPOT INK AND TONER LOCATOR 

 

Find your Ink and Toner by 
manufacturer or by manufacturer 
item number simply by clicking the 
Ink & Toner button. 

Model number can be 
entered here or a vendor 
can be selected.  
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ADDITIONAL WEBSITE FEATURES ‐ SHOPPING LISTS 

 

Access your list by 
clicking on the list 
names.  

View/Edit link can be used to 
modify items, quantities, list 
names, list comments as well 
as placing an order using the 
list.   
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To purchase items off a 
Shopping List, click on the 
Select all button, change the 
item’s quantity, and then click 
the Add To Cart button located 
at the bottom of the list.  
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PROLONGED INACTIVITY ‐ LOGIN SCREEN 

 

You will see this Login screen if there is 
more than 15 minutes of inactivity. 
Unfortunately, everything that was in your 
cart cannot be recovered. We recommend 
that you always checkout  if you will be 
away for more than 15 minutes so your 
items are brought back into eProcurement 
for easy retrieval.  

For additional information, please contact  
the eProcurement Help Desk at 685‐3558 
or eprocure@u.washington.edu. 

To exit this screen and return back to 
eProcurement, please click the Close 
Punchout Catalog Shopping Session. 
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