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Technical support:  800-269-6888  (  Customer Services: 800.521.3939
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On the internet browser address bar, enter https://business.officedepot.com. 
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The landing page includes a bulletin board to keep you informed.  From this page all shopping features may be launched. 


Office Depot Business Solutions Division        



	Step 1    Logon on to https://business.officedepot.com using the unique user id and password provided by your Office Depot representative. 


	Step 2     Under “Orders” tab click “Order Approval”. You will see the orders you need to approve   
                under Orders Appending Approval. Or you may type the Order number in the Search           

                By field. Click on the order number you want to approve.
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	Step 3    If you need to modify the order click “Modify Order” button and make changes on the checkout page and be sure to click “Update Cart” to save your changes and then click Release Order. Or you may click “Release Order” if you do not need to make changes or click “Cancel Order” if you want to cancel the order.  
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Office Depot Business Solutions Division





Smart Guide for Users





User Login














Enter you user Name/ID 





Enter Password





Click Log in








�





“Automatic Login”


Check this box to by-pass the login page and connect to your account without rekeying credentials.  





Lost Login / Password assistance











Home








�My Account 


To view Account Profile, On line Reporting, Dashboard features





�Orders 


View order tracking, Orders waiting for approval, Future Order 


Recent orders





�Quick Entry: 


Add a single item to order or shopping cart with fewer clicks. 





�My Lists


Shopping Lists, manage lists and quick view default shopping lists





� Shopping Cart: value, details and current shipping address

















�





Help 


Live Chat, customer service links, User Guide and online Demos





Store Locator 





Order by Item # 


Key in up to 20 product #s for simultaneous entry into shopping cart.  








Search:


Type in product description: Office Depot or manufacturer product codes. Predictive search reduces keystrokes 





Click on Product Category to 


view product groupings. 


Ink & Toner Find refills and supplies for your business machines.  




















Approving Orders










