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Starting the 13/14 fiscal year, our District will be 
implementing a new ordering process with Office Depot for 
the procurement of office supplies.  
 

This new process will benefit the District in the following 
ways: 

 

• Quicker processing of orders – Items ordered 
through computer by requester. 
  

• Quicker delivery of orders – No waiting for budget 
check; in stock items delivered to requester within 
2-3 days. 
  

• Ability to view spending limits, view usage, & to 
track orders on Office Depot’s site. 



Ordering Process 
 
1. Requester submits a Requisition to the 

Purchasing Department for an “OPEN PO TO 
OFFICE DEPOT ONLINE.”  Note a NTE (not to 
exceed) amount and the authorized users. 

2. Purchasing processes Requisition into a PO and 
loads the PO into the Office Depot site. 

3. Purchasing sends each authorized user a Log-in 
for the Office Depot site. 
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4. User’s log into the Office Depot ordering site, 

business.officedepot.com. 



5. User’s click on My Shopping Lists (above the search 
box) and select the Office Supplies list. 
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7. User’s add items to their cart. 
8. User’s click on the Check Out icon, review the items in the cart, 

and click “Put This Order On Hold.” 
9. The order is sent to the Purchasing Department for review and 

release. 
 
 

Office DEPOT 



The Following Office Supplies will still be processed by Requisition: 
• Ink/Toner 
 

The Following Office Supplies will still be processed via a Warehouse 
Requisition:  
• Batteries 
• Copier Paper (regardless of size/color) 
• File Storage Boxes 
• Preprinted Paper (letter head, envelopes, etc) 
• First Aid Supplies 
 

A separate PR will need to be submitted to use the Office Depot 
Procurement Card.  
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View the Ordering Office Supplies Procedure 

page for step-by-step instructions. 
 

Thank you, 
The Purchasing Department 
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