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  Approving Orders 

 
  

 
 

 

Approver receives an email notification to 
inform them the order requires approval. If the 
order has split into multiple segments.  The 
notification is provided and an option:   

 APPROVE/RELEASE ALL Is available at the top 

and bottom of the email notification.  Approver 
clicks Approve or Cancel.   

 

User is taken to the Office Depot login page.  
Typing the User ID and Password, will 
electronically “sign” the order as approved or 
cancelled.  

 

Approver receives on-screen confirmation, and 
an email is sent to the Order Originator to 
inform that the order has been cancelled or 
released.  If additional approval step is 
required, an email is sent to the next approver 
where the process is repeated.  As each step is 
completed, the order status is updated as seen 
in illustration #3. 


