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Building Your Order

Step 1 LOGIN to https://business.officedepot.com using the unique User ID and Password provided to you by your
Office Depot representative. Your initial User ID is your email address and Welcome1 is your initial password.
You will see instructions on how to update your password when you first login.

Step2 Combine any of the following tools to build you order:

- é Quick Entry: add a single item to your order by
entering the Office Depot ltem #, the Manufacturer #, or
Custom Product Code Numbers; then add the quantity and
click BRI

- = My Lists: select the “POS Paper” or “POS Ribbons”
List. To add an item to your Shopping Cart, enter the

quantity desir the “Select Box” is checked,
and then click .

Hint: the shopping list quantities are preset to “0”, simply
click “Select All” and populate a quantity only on the
desired items.
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Step3 Click & “Shopping Cart” to review your selections, view Office Depot’s recommended savings opportunities,
share your cart with another user, save items for later, or add them to custom Shopping Lists.

Step 4  Click B8l to review your selected items, shipping address, and payment/billing information; modify as
needed. If your order is submitted by 5:00 PM (your local time), it will be processed for next day delivery on all in-
stock items.




