
VAPHS Office 
Supply Ordering 
Guide
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Enter the New Website URL to your browser: www.odpbusiness.com

How to use the ODP Business Solutions Federal 
Purchasing Program designed for VAPHS 

Once at the page below Select “Log In”.
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1.) Enter Your 
Login Name and 
Password here

DO NOT CHECK THE BOX 
“KEEP ME LOGGED IN”

2.) Remember:
Passwords
are case sensitive

3.) Select “Log 
In”

At the login page, enter your Login Credentials provided to you.
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Upon logging in for the first time you will be prompted to change your password. The 
initial/temporary password you received is the “Old Password”.  Input it below and then 
change your password for security purposes. Passwords must be between 8-30 characters 
long and have at least one capital letter, one lower case letter, one number combination.

DO NOT CHECK THE 
BOX “KEEP ME 
LOGGED IN”
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*** IMPORTANT – The First Screen you will see is your Bulletin Board – MUST READ!!!! *** 
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After reading the Bulletin Board updates, notice the account number in the upper 
right-hand corner of your screen along with the Shopping Cart with the yellow 
circle showing the number of items in your cart.

6



After logging in 
successfully you can view 
your profile, by hovering 
your cursor over your 
initials in the circle at the 
top right of the page. Here 
you can also check your 
orders placed and view 
your shopping lists and Log 
out.

Note: You do not have access 
to online reporting.
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You can also access your User Profile by using the menu on the left by selecting “My Profile 
Overview” when shown.  You will want to ensure that your Contact Information and Shipping 
Address is correct on this screen and if your Building #/Room# information requires updates.  
If changes are required notify your administrator – Thomas Cherry. Also, you can change your 
password by selecting Edit Login Info & Password.
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Click on the shopping list link to 
begin your order.

Notice various shopping lists 
available.

Access to each list
is determined by
your profile. Some
users need access
to multiple lists
while others do not.

THE SHOPPING LISTS FOR 
PAPER AND TECH ACCESSORIES 
MUST BE ACCESSED 
SEPARATELY FROM OFFICE 
SUPPLIES.
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Note: If you try to search or order an item that is not part of your authorized 
Shopping List you will not be able to access the item. 

You will receive the message above or “Sorry, 
Item # is not in your catalog assortment”
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The Office Supply List 
has multiple pages of 
items. To view all items 
on a single page, click 
the “Show All” hyper 
text which is located at 
the very bottom of the 
page.
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After clicking on a 
Shopping 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 click on the 
Description to learn 
more about the item 
specifications.

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.  It 
will turn green with a 
check mark “Added” and 
the items can be 
accessed by clicking on 
the Shopping Cart icon at 
the top right corner of 
the page which is 
highlighted in a red box 
above.
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Once you have added items to your cart you can click on the Cart Icon to View Cart.  Also, notice the 
number of items you’ve added in the yellow circle and there will be a dollar amount listed next to it.  
Another feature is that you can hover your cursor over the Shopping Cart icon and a Cart Summary 
will provide you with an option to View Cart or go straight to Checkout.

Shopping 
Cart Icon
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In your Shopping Cart, you can review the items that you are looking to order, change 
the quantities, or continue shopping.  Once you are ready to place your order you will 
select the “Checkout” tab in blue.
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Very
Important!
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Please ignore the “Schedule 
Future Delivery” function on  
the website. This does not 
apply to VAPHS associates 

ordering on the website.

You are required to select the 
Payment Pending option for payment 
which will allow your order to 
facilitate to your approver for review.

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.

17



After you ensure that your Contact 
Name, Address information, Account 
Information and Payment Pending is 
all populated correctly, you can now 
proceed to place your order. Simply 
page down to the bottom of the page 
and then select the Place Order 
button in the lower right of the 
screen. 
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After you click on the “Place Order”
button you will receive this message.  
The order is routed to your approving 
official for review and release.

19



After your order has been processed, you will be able to check the status of the order by 
checking your order history. Simply hover your cursor over your initials in the circle in the 
upper right-hand corner of the page.  Go to Orders and then Order Tracking and select.  You
can also simply click on the Orders tab here.
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IMPORTANT: All returns will be handled 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 address any issues, process a 
return and remove the item promptly if required.
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Click here to access the Custom 
Stamp Ordering Guide and this VAPHS 
Training Guide!

Access the Bulletin Board here. Please note that there are also 
Important Reminders at the bottom of the page and Training Guides.
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Thank You for your 
business partnership!


