
Office Depot 
Order Guide



Navigating to Office Depot Portal

Main Menu > eProcurement > Requisition> Add Business Unit (SOP01) Web > More > Office Depot

StoreNet > My Menu & More > Access Links >Spend Management Click to Access Spend Management
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Menu Options and Buttons

The search box 
allows  item 

numbers,  
manufacturer 

product IDs  and
keywords

Click the cart to 
view  your cart. 
Hover to  show 

the delivery  
address.

Hovering 
over this  icon 

shows a list  
of menu 
options

Shopping
Lists  

Detailed 
on  page 4

Orders
Detailed on  

page 6

If you know 
your item 

numbers, you 
can enter 
them here

Products are
listed  in 

categories in 
a  drop-down

menu
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Home Page Overview



Click Products 
to browse 

category list

Type what you’re 
looking for in the 
Search box (i.e. 

pens)

Drill into 
categories 

here

Click on item 
description 
to see full 

item details
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Browse & Search



Create a Shopping List
For ease of ordering, you can create 

shopping lists for your store by selecting 
Shopping Lists at the top of the page and 

clicking Create Shopping List

A pop up will appear. 
Name your list and hit 

Create List

You can add any 
item to a list by 

selecting Add to list  
and then selecting 

the list to add it to or 
creating a new list.

The item will then appear on your list. To add all items 
from a list to your cart, click Select all and then Add Items 

to Cart
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Checkout Process

Clicking Checkout will 
return you to Spend 

Management to 
complete your order.

To complete Checkout:
• Carefully review order for accuracy
• Select Save & Submit

Clicking the 
Cart icon will 
bring you to 

your Shopping 
Cart
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Order History
By selecting 

Orders at the 
top of the page, 
you will arrive 
at the Order 
History Page.  
Here you can 

search by order 
number, date 

range, etc.

Selecting the Search 
button will bring you to 
an order list where you 
can click an order to see 

order detail
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