
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. 

 

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. 

 



 

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. 

 

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. 



 

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. 

 

A new screen will appear where you can make your selections and then select, Choose. 

 



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. 

 

 


