lllinois State University
Switching Between Supply and Foundation Accounts on the Office Depot Website.

Visit www.Business.OfficeDepot.com and please sign on with your login name and password.
You will arrive at the landing page shown below. This is the default General Supply Account.
ISU maintains a separate account for Foundation orders and you may switch to the Foundation
account via the ‘My Account’ option on the Menu Bar.
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Please click onto the ‘My Account’ option on the menu bar and select ‘Switch Account’
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You will arrive at the screen below. Please click onto the blue ‘Switch’ button to be taken to the

Illinois State University Foundation Account.
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You have now switched to the Foundation Account. You may be asked to verify your
information such as phone number, email address, etc. You may search for products and begin
adding items to your shopping cart directly from this page. If you wish to start from the home
page for the Foundation Account simply click onto the red Office Depot logo in the upper right

of your screen.
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When your Foundation order is complete you may check out and logoff the system the usual
way. If you would like to switch back to the General Supply Account simply click the
‘My Account’ option on the menu bar and select ‘Switch Account’.
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You have now switched back to the General Supply Account. You may search for products and
begin adding items to the shopping cart directly from this page. If you wish to go to the home
page for the General Supply Account simply click onto the red Office Depot logo in the upper
right of your screen.
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You can switch between multiple accounts without having to sign in and out each time.
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Once you have completed your activity on the website simply log off.
THANK YOU FOR YOUR BUSINESS!
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