
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When there is an order 

pending approval, the 

approver will receive an 

email notification, example 

shown here. 

 

You can view all of the order 

details in the email 

notification.   

Click the RELEASE or 

REJECT button in the email.   

 

 

After clicking RELEASE or 

REJECT, you will be 

directed to our home page 

to login to your account.   

This validates that you have 

the authority to release or 

reject the order.  Once your 

identify is validated, you 

will see a confirmation that 

the order has been 

released/rejected.   

How to approve an Office Depot order 

OPTION 1 



 

 

 

 

 

 

 

 

 

 

Alternatively, if you have 

several orders to approve, 

you can login to your Office 

Depot account and review 

multiple orders at once. 

Click the ORDERS icon or 

PENDING APPROVAL link to 

review as shown. 

 

OPTION 2 

Order(s) pending your approval will be listed.  IMPORTANT: Orders pending your approval will have your name listed in the APPROVER 

field.  To approve/reject each order separately, click on the ORDER # and see the screenshot on the next page.  To approve/reject 

multiple orders at once, check the box next to each order and then click the REJECT or APPROVE button listed below. 


