
Get your contract 
pricing wherever 
business takes you. 
It’s simple to set up 
your mobile  
Store Purchasing Card.
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Click:  business.officedepot.com  |  Call:  888-2-OFFICE (888-263-3423)  |  Come by:  Visit a store near you!

Log on to business.officedepot.com 
as a Superuser and go to My Account.

If My Account isn’t available, no worries. Just go to Edit 
Active Users under Manage Users to enable your profile.

In Profile Overview, to go Permissions. Click Edit 
and Enable Store Purchasing Card. Click Update.
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1 Log out and then back in again to create your 
Store Purchasing Card.
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See reverse side for mobile Store Purchasing Card set up.
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The Store Purchasing Card Creation page defaults  
with all user profile settings. You can change Ship-To’s 
and Cost Centers. Review the Terms and Conditions 
to continue. Click NEXT.

Once logged in to business.officedepot.com, 
see new feature on left nav bar to start creating  
your Store Purchasing Card.

5 You’re almost there. Verify your information and click 
Confirm. Once your Confirmation Page appears, 
go to the App Store (Apple) or Google Play (Android) 
to download the Office Depot Business App.
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Please Note: In 24 hours, you can come back to 
access your card on your mobile device, or to print 
your temporary card.

The Office Depot name and logo are the registered trademarks of The Office Club, Inc. 
© 2014 Office Depot, Inc. All Rights Reserved.

Now. You’re ready to shop on the go!

Go to log in Page1 SPC Card Displays. Provide to 
Cashier at Point of Sale to be 
manually keyed for purchase.
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Select Purchasing Card 
from the menu
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