
Welcome
Workplace Solutions/Office Depot Tier One 
Partnership



Start Shopping

Type what you are looking 
for: Post-It, labels, etc.



Ordering Options

1. Search, blank field for entry

2. Search by Category

3. Order by Item Number 

4. My Shopping Lists

5. Find Printer Supplies



Search Results

Add the desired quantity of the 
item and click  Add To Cart

Availablability indicates the 
number of units currently 

available in the warehouse or 
distribution center



Search by Category

Then select a category.
Example: Filing and Storage

First, at the main Office Depot 
screen click on the “Home” tab 
to pull up the categories from 

which to search.



Search by Category Continued

Continue to select the Blue Underlined
categories until you find what you what. 

Once you have found the item, you can enter 
to quantity and Add to Cart.



Search Results

Note:
Best Value indicates a contract priced item

HUB indicated Historically Under-utilized Business
And the Green Symbol indicates made with recycled materials



My Shopping Lists

Click on List Name, check 
items, enter quantity, and 

Add to Cart



Order by Item Number

Select Order by item # from 
the menu on the left

Enter the item number or 
manufacturer's number found in 
the catalog and the quantity.

Click Add to Cart



Ordering continued

Click on Update Shopping 
Cart to register any changes 
before clicking Checkout.

Remove ItemsEdit quantities

By selecting Add to List you 
can add the current contents 
of your cart to a saved list 
that can be retrieved later



Find Printer Supplies

Select a Manufacturer and Model 
or drill down to find the item you 

are looking for



Check Out Process

You can select checkout from either 
of these locations

Notice the cart summary has a total of the 
line items and a total order amount

You may Remove items from cart,
Change Quantities or Create Lists



Checkout Confirmation

Click on Continue to proceed.

Your order has NOT been placed yet. Clicking 
here will return you to the OS Procura site to 
select  your shipping and payment information



Order Tracking

� You can search for the status of your 
order by logging in, punching out, and 
searching the Office Depot site for 
information.



Order Tracking

You can track the status of your order or review order history 

using the many search tools shown here.

•Search Criteria (order number or contact name, etc.)

•Status such as All orders, Delivered ordered, order waiting to 

fill.

•Date Range

•Dollar Range



Order Tracking - Reordering

Click here to reorder items



Order Tracking - Returns

Enter the quantity, reason and 
special circumstances.



Contact Information

Call or E-mail Customer Service

Toll Free

1-866-377-2301

Fax

248-377-6041

E-mail

CustomerService@MyWorkPlaceSolutions.com


