
Quick Reference Guide 

ePURCHASE 

 

 

Ordering Office Supplies in ePurchase 

1. Log in Using ePurchase ICON on Desktop or HTH shortcut folder. 

2. Click on Office and Breakroom Supplies Tile  

3. Click on Office Depot Catalog -  

 Buy From Supplier 

4. Search for Items in the Office Depot Catalog 

 

 

5. Find Item  

6. Enter Qty  

7. Add to Cart 

8. Follow (Steps 4 to 7) again or Click on Continue Shopping  

9. Click on Shopping Cart to view items ordered    Or         

10. Click on Check Out when done shopping  

11. Returns to ePurchase Guided Buying and adds items to ePurchase Cart  

 

 

 

12. Click on Check Out  

13. Change the Title Name from “Office Depot Punchout Link”  to a 

more informative title. Example:  June Office Supply Order” 

14. Click on Send request  

15. Routes for Approval  to your immediate supervisor 

 

 

 

 


