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Account Overview 

 

Temple University Health System 

56822742   TEMPLE UNIV HLTH SYSTEM     

69487497   FOX CHASE CANCER CENTER    

61984287   FC NETWORK TAX-EC USERS 

 

 

Contact Information 
 

 Office Depot Contacts 

Name Title/Role Phone # Email 

Lori Burns Account Lead, Print Services (1st 

point of contact for print) 

343.803.2006 lori.burns@officedepot.com (best 

way to contact) 

Lindsey Trahan National Acct. Mgr, Print Services 609.408.6708 lindsey.trahan@officedepot.com 

Mark Fitzgerald Major Acct. Mgr, Overall Account 

Management 

215.272.6804 mark.fitzgerald@officedepot.com 

MIchelle Askin Service Consultant, Overall 

Account Management 

609.330.5959 michelle.askin@officedepot.com 

 

Temple Health System Purchasing 

Name Title/Role Phone # Email 

Yolanda DeBerry Supply Chain Services 

Operations Mgr. 

(215)707-5943 YOLANDA.DEBERRY@TUHS.TEMPLE.EDU 
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Products and SLA Details 

 

 My Files (Print on Demand Forms) – 24-72 hours 

-Simple forms 

-2, 3, 4 part forms 

-Some labels 

-Laminated signage 

 

Inventoried (Proprietary Forms) – Delivered next day with supplies 

-High usage forms 

-Complex set up forms 

-Badges 

 

Stationery (Brand Identity) - Each item differs 

-Business Cards: 5-7 business days 

-Envelopes 

-Letterhead 

-Memo Pads 

-Prescription Pads 
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One off/Manual orders (anything outside of what is listed in the previous page) 

-Posters/Banners 

Please contact Lori Burns, lori.burns@officedepot.com.   

Lori will need: 

Temple End Users Fox Chase End Users 

ACCOUNT # 

 FILE TO BE PRODUCED 

 SHIP TO ADDRESS 

 

ACCOUNT # 

 FILE TO BE PRODUCED 

 SHIP TO ADDRESS 

 

COSTCTR  
 

COSTCTR 

BUDGET # FL/RM 

BUSUNIT GRANT 

 BU 

  

Order Management 
Order Platform(s) 

 

End Users will log into business.officedepot.com to order all print on demand, stationery and 

inventoried items. If you currently order office supplies, you will login the same way, then click on “Copy 

& Print” in upper right corner. 

-Select Copy & Print Tab 

-Print on demand forms will be in a link labeled My Files (Please note: Inventoried forms cannot 

be found in My Files). 

 

-Stationery will be in a link labeled Brand Identity. 

-Inventoried forms (high usage, complex documents) will be ordered with office supplies.  Each 

will have their own 6 digit part number. We will have a list of these part numbers in working 

document on your SharePoint site. 

 

Order Process 

Select each item you need from the print ordering modules listed above.  Add item and quantity to cart, 

then checkout.  Please see screenshots beginning on page 6. 
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Screen Shots - My Files (Print on Demand) 

 

Login to business.officedepot.com 

 

 

Click on Services 
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Click on Catalog Items, search for your form. 

 

 

 

Once your form populates, click “Order”. 
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Price per pack will generate.  Quantity for 1 pack will auto populate.  If you need 3 packs of 

50, type in 150 to qty.  Price will adjust. Add to cart. 

 

 

Summary will populate.  You can continue to check out or add another form by clicking on 

“Start another document”. 
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Once all your forms are in the cart, you can check out.   
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Inventoried (Proprietary) Forms 

 

Login to business.officedepot.com 

 

 

Either click on Proprietary Forms for the listing or type in the 6 digit part number you need 

(refer to the product list in SharePoint) 
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The product will populate. The description will give you the unit of measure.  

(in this case below, it is a pack of 100...if you need 500 forms, add 5 to the QTY box) 

Add the QTY you need and “Add to Cart”. 

Click “Add to Shopping List” to add to your personal shopping list. 

 

 

Product will add to your shopping cart.  Click on your shopping cart and follow to checkout. 
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Brand Identity - Stationery 

 

Login to business.officedepot.com 

 

 

Click on “Print and Copy”, then Brand Identity. 
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Choose the Brand/Location 

 

Products will populate.  Choose the template and quantity you need for that contact. 
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Choose you logo and type in your variable info. Add to cart. 
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From your shopping cart, you can now checkout. 

 

 

We appreciate your business and the opportunity to serve you. 


