
Ordering Restricted Office Depot 
Items through Lawson

• Log in to Lawson/Employee Self-Service portal/Requisition Center/Shopping

• Click Find/Shop

• Select the Special/Service option.

• Take the key
information from
the restricted
product on the
Office Depot
website and key it
into the Special
order fields.



This is an example of what a correct Special order Requisition through 
Lawson should look like...

• Click Release to submit 
your order for Director 
approval. 

• Include your Name and 
Phone # within the Comments.
*Click Profile / Click Comments / Select 
Comments to Print on Purchase Order / 
Type Comments / Click Update 
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