
VAPHS Ordering guide

How to use the Office Depot Website 
www.business.officedepot.com

http://www.business.officedepot.com


Enter your 

Userid and 

Password 

here.

Enter the web address into your browser window

www.business.officedepot.com

Remember 

Passwords 

are case 

sensitive 

http://www.business.officedepot.com


Upon logging in for the first time you will be prompted to change your 

password. The initial password you received is a default password that 

must be changed during your initial login.  Passwords can be 

between 8-30 characters long and have at least one 

letter/number combination.

DO NOT CHECK THE BOX 

“KEEP ME LOGGED IN”



–Johnny Appleseed

“Type a quote here.” 

After successfully changing your password and logging in notice the 

account number in the upper right hand corner of your screen along 

with the shopping cart, the red circle and the white down-pointing 

arrow.



After logging in successfully 

you can view your profile, by 

clicking on the “My Account” 

link at the top of the page. Here 

check your orders placed and 

view your shopping lists.

Currently you do not have 

access to online reporting.



Notice the various 

shopping lists 

available.

Access to each list 

is determined by 

your profile. Some 

users need access 

to multiple lists 

while others do not.

Click on the 

shopping list link to 

begin your order.

PAPER AND TECH 

ITEMS MUST BE 

ORDERED 

SEPARATE FROM 

OFFICE SUPPLIES



If you try to access a list that you are not authorized to access you will 

receive the message below “There are no items in this list”



If try to search for or order  an item that is not part of your authorized list you will 

not be able to access the item. 



You will receive the message below “Sorry, Item # is not in your catalog assortment



Some lists have multiple pages 

of items. To view all items from 

a list on a single page click the 

“Show All” hyper-text

After clicking the “Show All” 

hyper-text you will be able to see 

all the items that comprise the 

list and the total number of 

items the list contains.



After clicking on a list 

you will see images of 

the items that make up 

the list of items in your 

assortment along with 

a brief description of 

each.

You can easily build your 

order from a shopping list 

by changing the quantity 

of the item and then 

clicking the blue “Add to 

Cart” button.



Notice the quantity of items in the red circle and 

your order subtotal after you add items to your cart



By clicking on the 

shopping cart Icon you 

can view the items in your 

cart or proceed to 

checkout.

The website will also provide 

suggestions for additional 

items you may like to 

purchase -these are only 

suggestions and not 

mandatory for you to purchase 

if you do not need them.



By clicking the blue checkout 

button you will be taken to the 

“checkout” page. Here you will 

see the key information regarding 

the delivery of your order. Verify 

that all fields regarding your 

account information are correct.

You must type at least one character in the PO field, insert your 
Bldg and Room# using the format shown and ensure that the 
correct campus is identified for this order. The information in 
these fields is mandatory ( red asterisk) before your order can be 
processed. All information is pre-loaded during your profile setup 
by your account administrator.

For those VAPHS associates that will be ordering for multiple 
offices on both campuses it is critical that you type the correct 
campus and the correct Bldg/RM# in the fields above. You can 
type  the correct Bldg/room# if the information shown is not 
correct.

These two order reference numbers 

indicate that some items will ship from an 

alternate warehouse automatically and 

will usually arrive next day with the rest 

of your order. This split order scenario is 

part of Office Depot’s system and not a 

mistake on your part.

Please note the estimated 

delivery shown on the website at 

checkout does not apply to 

VAPHS. Lead time on deliveries 

will be managed by VAPHS 

supply personnel.



For those associates that will be ordering 

for rooms on both campuses you can 

change your shipping address     campus 

by clicking on the “Change” button in the 

delivery information box. Once you do 

this you will see the choice of campuses 

to select. Click the blue select button for 

the correct campus.



Your method of 

payment is already 

pre-loaded along with 

the order reference 

number (invoice) for 

each item when you 

add items to your 

cart.

Please note the estimated delivery shown on 

the website at checkout does not apply to 

VAPHS. Lead time on deliveries will be 

managed by VAPHS supply personnel.

Please ignore the 
“Schedule Future 
Delivery” function on  
the website. This 
does not apply to 
VAPHS associates 
ordering on the  
website.



After verifying your delivery information you must click one of the three buttons

(“Continue Shopping”, “Save Cart to List”, or “Put This Order on Hold”). By clicking “Put This 

Order on Hold” the order is routed to your approving official for review and release. If you do not 

take action on this page your order will not be reviewed and processed for delivery.  It will remain 

in your cart as an in process order.

Notice there is no charge for delivery or sales tax.  

Your order profile is set to “Hold Only” and will automatically be placed on hold for approval.



After you click on the “Place order 

on Hold” button you will receive this 

message.  The order is routed to 

your approving official for review 

and release. 

Once the order has been approved and 
released it can be tracked by using the 
order number displayed at checkout.



After your order has been processed you will be able to check the status of the 

order by checking your order  history



All returns will be handle by VAPHS SUPPLY on the Heinz campus.  Please 

contact your administrator Thomas Cherry for assistance with items you received 

that are incorrect, damaged or not suitable for your application.  Office Depot will 

work with Mr. Cherry to process a return and remove the item promptly.



Click on the bulletin board link 

on the homepage to access 

pertinent information and 

announcements from your 

account administrators

The bulletin board is a 

convenient way to inform 

users of key developments 

regarding your account. Be 

sure to check it periodically.



By clicking on the FAQs section on the homepage you will be able access additional information 

regarding the website. There is also a separate FAQs document that is formulated specifically for VAPHS.


