
   

         
WellStar Job Aid 

Online business card program 

How to Login to order Business Cards: 

• Login to Business.officedepot.com using the new login and password you have been provided to 
order office supplies: 

o New username and passwords are required due to the Tenet  name change to WellStar 
o You will be instructed to create a new password upon your initial login for security 

purposes 
• www.business.officedepot.com  

o If you do not have a login yet please contact sonya.shell@officedepot.com   
o  

 
 

 

 

 

 

 

 

 

• Once you are logged in you can access the print platform by selecting “Copy & Print” 
This is the only way to access your templates online.  

 

 

 

 

 

 

http://www.business.officedepot.com/
mailto:sonya.shell@officedepot.com


   

         
  

To Begin Ordering 

• Select “Brand Identity (CSO)” This is where all of the approved WellStar business card templates 
will reside for ordering 

•  

 

 

 

 

 

 

• Now you are ready to begin ordering your business cards. Once you have selected the card 
which you would like to order, you can begin by clicking “Create” 

• You can now begin customizing your business cards by entering the text into the fields on the 
left column. 

 

 
 
 
 
 
 
 
 
 
 
 
 

• As you type, the preview will update automatically with the information that you are 
entering.  

 Make sure you have double checked your spelling, address, and 
phone number for accuracy 



   

         
 

 
• Once all information has been entered and verified, select “Add To Cart” 

o If you need to place multiple orders, you can select “Order more” 
• Once you have added all of the cards to you order and are ready to checkout, you can select 

“view cart”. 

 

• After you have selected “View Cart”, you will then select “Checkout” 
o You are now at the checkout process where you will enter all of your shipping and billing 

information. 

 
 

 

• Once you click “place order” the cards immediately go into our production queue and 
cannot be changed 

Should you need to contact our customer service department, you can either call at 
800.965.6270 Option 1  or email officedepotbi@odcallcenter.com  
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