How to Order Office Depot Office
Supplies through Coupa

If you are a designated Office Depot ordering user, begin by entering your username
and password for the Coupa system.

You have been logged out.
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Once you are logged in, you will be directed to your Coupa homepage. Scroll to the
bottom of the page to the “Shop Online” section. Click on the Office Depot logo.
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Once you click on the Office Depot logo, you will be redirected to the Auction.com Office
Depot site. Place items in your cart as you did before by selecting the item and clicking
“Add to Cart.” After adding all of your requested items, select the Checkout button at the
top right hand side of the screen.
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WELCOME TO OFFICE DEPOT

We are very excited to be taking care of your business. Please see below for information to make your shopping experience
quicker and more efficient.

BEST VIALUE

-The shopping lists have and value priced items chosen already, so there is less searching for you to do.

- Utilize the "My Shopping Lists” at the top of the page for your ordering, or click the following link:
Auction.com Shopping Lists

To access the on-line tutorials click here

Customer Service Team 888-263-3423
Your Account number is: 14200775

Office Depot Representative-

Mary Funk

Account Manager

Phone- 562-810-5774
Email- Mary Funk

After reviewing the cart and ensuring all of the items are correct, click on “Check Out”
and the items will then be pulled into the Coupa system for final review.
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* HUEB
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In Coupa, enter the business justification, and ensure the shipping information is

correct. If you need to select the specific cost center for an item, select the magnifying
glass next to the Billing line.
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Once you have reviewed the order, select the Submit for Approval option and the
request will route for approval. After full approval from the Facilities team, the order will
be placed with Office Depot and shipped to the designated ship to address.
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