
  

 
Staples Advantage Transition Frequently Asked Questions (FAQs) 

This FAQ document has been created to provide additional information and answers to some 
questions you may have regarding doing business with Staples. 

TRANSITION 

Q1.) Why are we changing from OfficeMax to Staples? 
The University conducted a competitive bid process and Staples was selected as the 
overall best value for the University. 

Q2.) Can I use OfficeMax catalog numbers in the Staples punchout? 
No. Staples Advantage has their own item numbers which are easy to find using their 
search tools. 

Q3.) Will I be able to get the exact same office products? 
Yes. In the rare situation where Staples cannot provide the exact same product, Staples 
will work with you to find an acceptable alternative. 

Q4.) Why did I need to fill out the Delivery Location Enrollment Form?  
Staples will use the information you provided on the form to optimize campus desktop 
deliveries. 

Q5.) Will I still receive monthly department usage reports? 
Yes, Staples will use the information provided on the Delivery Location Enrollment Form to 
send your department's usage report via email. 

ORDERING 

Q6.) What is the best way to order from Staples? 
Ordering through the Staples Advantage BuySite punch-out catalog insures the total 
lowest costs for the University of Chicago. Purchasing at an office supply store or other 
retailer results in a lost opportunity to leverage the discounted prices we negotiated 
with Staples Advantage. 

Q7.) How do I get set up with Staples Advantage? 
Effective August 1, 2011, look for the BuySite Staples Punchout logo. Please complete a 
Delivery Location Enrollment Form before your first order. 

Q8.) Are the University Forms available from Staples? 
Yes, all University forms are available in the Buysite Staples punchout catalog. A link to a 
shopping list of University Forms will be on the left side of the StaplesLink landing page 
after punching out to Staples. 

Q9.) If I cannot find an item I want in the catalog who do I contact for help? 
Contact our account manager Mike Aulenta at michael.aulenta@staples.com or 773-
447-5951. 
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Q10.) How do I place an order with a quote? 
Place your order using a Buysite non-catalog item and enter the quotation number in 
the quote field. 

Q11.) How often should I place orders? 
To continuously maintain cost effective office products, University of Chicago users 
should order efficiently by eliminating small orders, except in the case of an emergency.  

• Consolidate smaller or multiple orders into larger orders 
• Plan ahead to avoid last minute purchases 
• Order once a week – try to determine how much you need to carry you through 

a full week 
• Use the Shopping List for easy access to frequently ordered items 

Q12.) If I find the exact same item advertised at a lower price will Staples match it? 
Yes, so long as the item is an exact match and the price is not unreasonably low. 

Q13.) What is a special order? 
A special order is an item that cannot be ordered through StaplesLink. An example of a 
special order is an item that does not appear on StaplesLink and may require additional 
research to order. These orders will need to be placed using a BuySite non-catalog item. 

DELIVERY 

Q14.) When will I receive my order? 
All orders received by Staples by 4 PM Central Time will be processed on the day of 
receipt. In-stock merchandise will be delivered the next business day by 4:00 PM. 

Q15.) What if the packing slip does not match the quantity of items received? 
Call Staples Premier Customer Service at (855) 273-1624. After researching your claim, 
Staples will issue a credit to your account. Re-order the item if you still require it. 

RETURNS 

Q16.) How do I return an item? 
Access the BuySite Staples punchout, click on the "order management" tab near the top 
and choose Returns. Follow the directions provided. 

You may also call the Staples Premier Customer Service team at (855) 273-1624. 

Q17.) What is the returns policy? 
For more information on returns, see the Quick Reference Guide for Returns. 

If for any reason you are not completely satisfied with a product purchased from 
Staples, you may return it within the applicable time frame. The product must be 
returned to Staples with its complete and original packaging intact (original UPC code, 
packaging materials, instructions, manuals, etc.). 

• General office supplies must be returned within 30 days of receiving the product. 
• Furniture must be returned within 30 days of receiving the product.  

1. Must be unassembled *** Assembled Furniture cannot be returned***  
2. Must be in original packaging in sellable condition.  
3. Please call your Customer Service team to return damaged or defective 

products.  

http://www.staplesadvantage.com/microsites/catic/assets/pdfs/qr_returns.pdf


4. Unopened software may only be exchanged or returned within 30 days of 
receiving the product  

5. Custom products are not returnable unless damaged or defective within 30 
days  

6. Items must be ready when the driver arrives to do the pick-up 

Your account will be credited when returned merchandise is received back into 
inventory. 

Q18.) How do I exchange products? 
To exchange an item, call your Staples Premier Customer Service Team at (855) 273-
1624 to request a return authorization and to order another item. They will arrange to 
pick up the item and ship out your replacement. 

CATALOG 

Q19.) How can I get a paper catalog? 
Place it on your next Buysite order using Staples Item No. 901690. 

BUYSITE PUNCHOUT TO STAPLESLINK 

Q20.) What is StaplesLink.com®? 
StaplesLink.com is the online ordering platform for Staples Advantage accessible 
through BuySite. Through the Staples punch-out catalog, you are able to access the 
University’s special rates. 

Q21.) How can I familiarize myself with StaplesLink.com? 
A StaplesLink.com virtual tour is available in the Customer Service section of the BuySite 
catalog to help you learn how to navigate the site and place orders. Select "Customer 
Service" from the tool bar at the top of the home page, and select "StaplesLink.com 
Virtual Tour." 

Q22.) How do I create a shopping list? 
From the BuySite StaplesLink home page, go to “View All Lists” found on the left-hand 
side and click “Go.” Above all the lists, click on “Create New List.” 

CONTACT 

Q23.) Where can I go with more questions? 
Many questions about the ordering process can be answered on this site. 

To ask products related questions or inquire about delivery status or returns, please call 
your Staples Premier Customer Service team at (855) 273-1624. 

To learn more about the overall Staples program and/or special orders, please contact 
your dedicated Account Manager, Michael Aulenta at michael.aulenta@staples.com or 
773-447-5951. 

For University questions please contact the Contract Administrator, Jim Arnold at 
jarnold@uchicago.edu or 773-834-1016. 

mailto:michael.aulenta@staples.com
mailto:jarnold@uchicago.edu

