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Lee Office Solutions/Office Depot Virtual Warehouse 
Quick Reference Guide 

 
 
LOGGING IN 
 
Use this URL to access the Lee Office Solutions/Office Depot Virtual Warehouse: 
 
https://epsprocure.e-procurementservices.com/osp/oc 

 
At the LogIn Screen, enter your Login Name and Password then click LOGIN .  
If you do not know your Login Name and Password, please contact Lee Office Solutions Customer Service at (713)227-1201 or 
(877)227-0211 
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SHOPPING 

To begin shopping, select   
 

 
 

 This will direct you into Office Depot’s online catalog specific to your location. 
 Once you are in the Office Depot punchout site, you begin shopping. 
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Ways to Shop 
 

1. Search & Go 
2. Order by Item Number 
3. Category 
4. My Shopping List 
5. Ink & Toner  

 
 

Search &Go 
The search field allows you to shop for 
items by simply entering in a keyword or 
part id in the SEARCH field and selecting 
GO. 

 
Order by Item Number 

Located at the top of the screen is the 
“Order by Item #” feature which allows 
you to simply list the part ID and quantity 
of the item(s) you wish to add to your 
cart. 

 
Category 

By moving your mouse over the category 
headings, you can narrow your search by 
selecting your desired item category. 

 
My Shopping List 

You may create a shopping list to locate 
items you purchase frequently in one easy to find place.  Selecting My Shopping Lists on the home page will allow you to 
create a new list or view previously created shopping list. 

 
Ink & Toner 
 This is where you can easily filter through various printing supplies to find the appropriate ink or toner for your machine. 
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Checking Out 
 
 After completing your shopping within the Office Depot punchout, click checkout from your shopping cart, then click continue. 
 You will be able to view all items entered into your shopping cart from your Cart Details screen.   
 To update the quantity per line item, change the quantity in the open quantity field and select SAVE. 
 To remove an item from your cart select the box next to the line item and select REMOVE. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 To proceed to checkout select QUICK CHECKOUT..  See 
red circle. 
 

 All orders will be generated as a requisition and be sent 
to your approver if approval is required. 
 

 You will receive an email notification with a copy of the 
order after it has been approved. 
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TRACKING 
 
 
To track your order, please use the Office Depot order tracking located in the Office Depot Punchout where you shop.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Status 

 To locate the status of an order go to order tracking and search for your order. 
 
Cancellation 

 There is a very small window for cancelling orders.  The window is less than 5 minutes from the time the order was created. 
 To cancel an order and it has been less than 5 minutes go to order tracking, locate the order and select cancel order. 
 If it has been more than 5 minutes contact Office Depot directly to cancel the order. 

 
Return 

 To submit a return go to order tracking, locate the purchase order and follow the 3 steps to submit the return. 
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REPORTING 
To create an order report, select   
 
Purchase Order Report 

 The Purchase Order Report allows you to create a custom report.  
 The report criteria acts as your funnel for filtering data to only show what you want to see. 
 The report columns allow you to select the data you want to populate in your report. 
 Selecting your location is required; all other fields are optional.  

 
 Enter criteria of report, and then select SUBMIT. 
 You can export your report into excel by selecting the EXCEL button. 
 You can save your report by entering the name of the report and selecting who you want the report available for. 

 
For ordering questions or product information please contact 

Lee Office Solutions Customer Service at (713)227‐1201 or (877)227‐0211 


