
Once you have the item in your cart and you want to check out, click “check out” in Office Depot 

 
 
 
This brings you back into Ariba. Here you will click on the “check out” button.  

 
 
 
You can update the address in the “Ship To” → manage locations: 

 
 
 



From here, click the drop-down arrow → Browse All 

 
 
In the upper right corner, New 

 
 



Then you can fill out the required fields and click “save” 

 
 
Questions? Reach out to rs.officesupplies@medtronic.com  
Or Brad Greskowiak brad.greskowiak@officedepot.com  
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