
Step-by-Step Check-out Process 

1. Delivery Information – Select CHANGE. 

 
 

2. Under “Select a Ship-to by searching or viewing the entire list”, select ID from “Search for a Ship 

to” drop down menu.   

 

 



3. Enter Profit Center # (9-digit) and select SEARCH. 

 
 

4. Click SELECT (to use for this order only) or DEFAULT (if you order for one ship-to delivery 

location more frequently). 

 

  



Screen shot below shows the updated Delivery Information based on your selection. 

 
 

5. Scroll down to Account Information to update additional fields. 

 
 

6. PO NUMBER (Not Required) – Do not enter information in this field unless you are submitting an 

Order with a Purchase Order #. 

  



7. PC#ST (Required)– Profit Center # Service Type field.  Click SELECT. 

 
 

8. Enter your Profit Center # (9-digit) and select SEARCH. 

 
 

  



9. SELECT your Profit Center # (9-digit) with Service Type (3-digit) – total PC#ST is the 12-digit 

combination – which will appear at the top of the list based on your search. 

 
 

10. DESKTOP (Not Required) – enter your internal delivery point (suite, floor, bldg., etc.), if 

applicable. 

 

11. In the event, you order for one (1) ship-to delivery location and one (1) Profit Center # 

frequently, please check the box “Make these my default values” to the Set Defaults. 

 



12. NOTE:  If you require a limited list of multiple ship-to delivery locations (addresses) and profit 

center #s (cost codes), please complete the registration form using the link below.  Select 

Change/Add Ship-to/Cost Code from drop-down box, then select Addresses (enter Profit Center 

#).  Upon receipt, we will update your user profile to set-up your List to select.  Please allow 24-

48 hours for processing. 

 

https://odams.officedepot.com/registrations/aramark_reg.php 

 

13. Scroll to the bottom, select PLACE ORDER. 

 
 


