
Office Depot Ordering Basics 
 

Click on the task below. 

Ordering Office Products 
Creating and Viewing Company Shopping Lists & Favorites 
Removing Old Addresses 
Verifying or Changing Ship To Address 
 

 

 

 

 

 

 

 

 



Ordering Office Products 
1. Type in the search box the item or part number you are looking for. Select the type if applicable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Enter the quantity that you will need for your product and select “Add to Cart” in blue. Or, click on the item picture for more details and click add to cart if 

desired. 

 

 

  



3. Select “Check Out” in blue if you are done selecting the items that you need or search for more items to add at the top. 

 

 

 

 

 

 

 

 

 

4. You will be directed back to Ariba where you will click “Proceed to Checkout” 

 

 



5. Enter a title for the order. Note, this is not your job title but rather a specific description for the order. The “Ship To” will default to go to the Nearest Branch. 

 

 

 

 

 

 

 

 

 

 

Verifying or Changing Ship To Address 
 

 

-Click on the drop down arrow next to the “Ship 

To” box. Select, “Search more” at the bottom. 

 

 

 

-If you have already added your address, it will 

come up as the top location. Please verify that 

your street address has not changed by clicking 

“Search more.” 



-For adding a new address, select the blue “New” box. 

 

-Fill this form with the home address, phone number, and email.  Please add phone number although it is not required. Then select, “Save” at the bottom. 

 

 

 

 

 

 

 

 

 

 



  

-Once you save, you will be taken back to the “Ship To” screen to select an option. Select your name that you have just inputted by clicking the “Select” 

box on the far right.

 

 

  

 

6. Click “Submit” at the bottom of 

the order page and the requisition is 

complete. 

7. Do not try to edit or cancel Office 

Depot orders once submitted, 

please call 814-870-7160 for 

assistance. 

 

 

 

 

 



Creating and Viewing Company Shopping Lists & Favorites 
1. To get back to the Office Depot homepage, you can click the Office Depot square in the left corner. Then, scroll down below the company messages. Then click 

“Shopping Lists.” Here you will see any existing personal or company shopping lists.         

 

 

2. You can also scroll back up to the top and in the top corner click on “My Lists” next to “Cart” to view all lists. 

 



3. Click the blue “Create New List” at the top.  

 

 

 

 

4. A window will pop up where you can name the list. It is very helpful to set the list to default when adding items later. Click “Save.” 

 

5. Search for an item you would like to add to your list.  

 

 

 



6. Click “Add to Shopping List” then select the proper list. 

 

7. You will get a confirmation that the item has been added. Click continue shopping. 

 

8. If you would like to order this item now, either add it to the cart now or continue adding items to your shopping list and add it later. 

9. When you have completed adding items, you can click “View My List” or go back to “My Lists” in the top right corner. If you use the icon in the corner, you will 

have to click on the List Name to see and/or add items from the list. 

 



10. You can add items to the cart individually from the list or click “Select All” then click the blue button at the very bottom to add to your cart. 

 

11. When ready to check out, click “Shopping Cart” to review all of your items and quantities. Click “Checkout” in the bottom corner when complete. Then the 

blue “Proceed to Checkout” button when redirected back to Ariba. Instructions on verifying or changing the Ship To address start on page 4. 

 

 

 

 

 

 



Removing Old Addresses 
1. Old addresses can be deactivated so they do not appear when trying to place a requisition. Go to the Ariba Login from Forms & Tools on the ErieWeb. 

2. Once in Ariba, click on your name in the top right corner. Then click “Manage Nonstandard Addresses.” 

 

3. Click on “Actions” next to the address you would like to deactivate. Then, click “Deactivate” and “Ok” to confirm. 

4. You can now place orders without seeing the old address come up. 


