
 

          

        | | | COMMUNITY ENGAGEMENT 

 
 
 

 
 

 
                                
                    
 

 
 
 
                        
 

 

 
 

Office Depot / Yuki 

Promo Marketplace User Guide 

 

Only access when logged into 

business.officedepot.com 

 
 

 

Updated June 10, 2019 

Reviewed by Taylor Sword – Director Operations 

  

file:///C:/Users/andrew-klingman/Desktop/April%202019/business.officedepot.com


 

          

        | | | COMMUNITY ENGAGEMENT 

 

SHOPPING 
 

Login to the 
business.officedepot.com 
home page and click on the 
3DE Marketplace link from the 
bulletin board. 

 

The marketplace will open in a 
new window.  DO NOT SAVE 
the site link as it must be 
accessed through the Office 
Depot portal.   
 
Hover over the marketplace to 
see the available categories. 
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Once you have selected a 
product, please be sure to 
complete any customization 
needed such as color, size 
and quantity.   
 
Price breaks where available 
are shown directly above the 
product specifications and your 
total will update accordingly 
when you checkout. 

 

 
CHECKOUT 

STEP 1 
When finished shopping you 
can click CHECK OUT or 
click on the shopping cart in 
the top right corner of any 
page (not shown here). 
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STEP 2 
From the checkout, you will 
need to provide your name, 
email and phone number.    
 
The address book is under   
the Company field.  Selecting 
your location will auto-
populate the shipping 
address.   
 
Please note this DOES NOT 
reflect the billing address.   
All invoices will be processed 
through 3DE National 
electronically per standard 
procedure. 
 
 
 

 

 

STEP 3 
Proceed to shipping 
method.  Standard delivery 
is free of charge.  If you 
require expedited shipping, 
etc. please note accordingly 
and our team will contact 
you for further information.  
Any additional charges 
must be approved by 3DE 
National team prior to 
submission. 
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STEP 4 
Confirm order to proceed to 
production. Customized 
items are not returnable 
and cannot be altered 
once submitted.  If you do 
need to cancel and/or make 
changes, please send email 
with your order number to 
orders@yukillc.com within 
one business day. 
 
 

 

STEP 5 
Review details one more 
time and click Complete 
Your Order.   
 
IMPORTANT!!! 
This is NOT the final step.  
Payment information for 
account billing will be 
required for final submission 
as the final step. 

 

 

 

Please wait for this to 
load in order to process 
to the payment method 
screen! 

 

mailto:orders@yukillc.com
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STEP 6 
From the payment method 
screen, please select your 
school, region and 
accounting code as 
applicable and then click 
Submit Order. 
 
Note – If paying by credit 
card this can be entered as 
an alternative. 

 

COMPLETE! 
Your order number will 
appear as shown and you 
will receive an order 
confirmation from Yuki and 
Office Depot. 
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To CHECK ORDER 
STATUS please click on the 
link provided in your Yuki 
order confirmation as shown 
below. 

 

Order details and status can 
be found within this 
document. You can also print 
for your records and/or 
reorder as well. 
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If you are unable to find what 
you need through the current 
Marketplace portfolio, please 
click on the Catalogs tab and 
review one of several 
assortment options for 
potential quoting.  

 

If your request includes 
additional customization that 
is not shown as a current 
option or you wish to get a 
quote on one of the catalog 
items, please click on 
REQUEST A QUOTE tab 
from the homepage to fill out 
the form provided.   
 
* If quote is accepted, please 
be sure to garner any 
internal approvals where 
applicable prior to order 
submission. 

 

 

 

 

  


