
1 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

ONLINE ORDERING 
PROCEDURES 
FOR BLANKET 

PURCHASE ORDERS 
 
 
 
 
 
 
 

July 2013  
Rev. 09/24/2020 

 
2323 North Broadway, Room 109 ┆Santa Ana, California 92706┆ (714) 480-7370 ┆ www.rsccd.edu 

Santa Ana College┆ Santiago Canyon College 

 
 
 

 

Building the future through quality education 

Office Depot 
BUSINESS 

 

http://www.rsccd.edu/


2 

 

Table of Contents 
 
1.0 Introduction 3 

2.0  Getting Started 3 

3.0  Searching the Catalog/Verifying Price and Stock/Ordering 5 

4.0  Restricted Items 10 

5.0 Checking Status 11 

6.0 Merchandise Returns for Blanket Purchase Orders 12 

7.0 Merchandise Returns for Itemized Purchase Orders 12 

 



3 

 
1.0 INTRODUCTION 
 

All employees utilizing the Office Depot Business online ordering system should purchase 
office and instructional supplies aiming to fulfill business necessities, comply with all 
applicable laws and District's Board Policies and Administrative Regulations, and align with 
the Purchasing Services mission to obtain the lowest available acquisition costs consistent 
with the specified features, functions, quantity, quality, level of service and required delivery 
time and methods for all goods. 

 
The ordering of office and instructional supplies is accomplished by utilizing the District’s 
blanket purchase order mechanism allowing departments to order directly online through the 
Office Depot Business website.  Registered access to the Office Depot Business website 
provides the capability of browsing the catalog, accessing contract pricing, checking stock, 
viewing order details, and placing orders.  Registered users can also view order status and 
previous orders, and Utilizing the online ordering system reduces processing time behind 
individual purchase orders, speeds up the direct delivery time and consolidates deliveries 
made by the Warehouse staff. 
 
Office Depot Business provides next business day delivery on most items ordered online by 
5:00 p.m.  Non-stock items are normally delivered within two business days, based on 
availability. 
 
A Bulletin Board with messages for Rancho Santiago CCD users is displayed upon logging 
onto their website. 

 
2.0  GETTING STARTED 
 

2.1 To access the Office Depot Business website, you will need a Login Name and 
Password.  For the initial set-up to occur, you must complete an Office Depot Online 
User Application (Figure 1).  To obtain a copy of this form, click here. 

 
 

https://intranet.rsccd.edu/Purchasing/Documents/Office-Depot/OfficeDepotOnlineUserApplication.pdf
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Figure 1 (User Application) 

 
2.2 When completed, forward the application via email to the Purchasing Services 

Department at Purchasing@rsccd.edu. The Purchasing staff will review and forward 
the application to Office Depot for set up in the Office Depot Business online ordering 
system. 

 
2.3 An Office Depot representative will notify you via email with your login name and 

password (Figure 2).   
 

New Account Notification 
 
Your new Office Depot Account has been setup with the 
Login ID shown below. Please keep the information for 
your records. You will be receiving a second email which 
will give you the temporary password and instructions 
needed to complete your registration process. Please 
contact your Office Administrator if you have questions 
or do not receive a second email. 
 
Login ID: 
 
Thank you for shopping with Office Depot. 

mailto:Purchasing@rsccd.edu
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Figure 2 (Confirmation from Office Depot) 
 
 
2.4 Prior to receiving this email (Figure 2) from Office Depot, you must enter an online 

blanket purchase requisition in the District’s Colleague (Datatel) financial system.  
Once the purchase order is issued and sent to Office Depot Business, you may begin 
ordering supplies against the purchase order on the Office Depot Business website. 

 
3.0  SEARCHING THE CATALOG/VERIFYING PRICE AND STOCK/ORDERING 

 
3.1 To begin, go to the Office Depot Business website https://business.officedepot.com/. 
 On the Website Screen (Figure 3), enter your login name and password and press 

“Enter” or click “Login”. 
 

 
Figure 3 (Website Screen) 

 
3.2 At the Search Screen (Figure 4), you can either “Search by Keyword or Item #” (top 

screen) or if you know the item number, click on “Order by Item #” located under the 
“Search” field on the top of the screen.  The system will direct you to the Ordering 
Screen (Figure 5).  If you order by item number, enter the Office Depot item 
number(s) in the “Item Number” field and the quantity in the “Quantity” field for each 
item(s) you want to purchase.  As you are entering the information, the field will 
update to display the complete description, unit price and inventory.  The “Comments” 
field allows you to enter a name or project name at the time of the order.  This 
information will print on the packing list you receive with your order and individual 
invoices, and will remain in your online order history as a reference tool.  To add more 
items, click on the next line and continue.  If you need additional lines, click on “[+] 
Enter More Items” towards the bottom left of the screen.   

https://business.officedepot.com/
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Figure 4 (Search Screen) 

 
3.3 To view contract pricing, stock, and product details, click on the item itself from the 

Ordering Screen (Figure 5) or from the “Search by Keyword or Item #” search results. 
The system will direct you to the Product Details and Availability Screen (Figure 6). 
This screen displays a complete description of the item you entered, discounted price 
and availability.  If you have more pricing to verify, continue entering the information 
in the “Search” field or select the next item from the Ordering Screen (Figure 5). 

 

 
Figure 5 (Ordering Screen) 
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Figure 6 (Product Details & Availability Screen) 

 
3.4  When you finish, click on “Add to Cart”.  The system will redirect you to the 

Shopping Cart (Figure 6) from the Ordering Screen (Figure 5) or you can click on the 
shopping cart (top right corner). The Shopping Cart displays a list of all the items you 
entered on the previous screen. 

 

 
Figure 6 (Shopping Cart Screen) 

 
3.5 You may choose to continue shopping or click “Checkout” to advance you to the 

Checkout Screen (Figure 7). 
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Figure 7 (Checkout Screen) 

 
3.6 At the Checkout Screen, review your shopping cart by verifying the PO number, 

shipping information and items entered.  If you wish to make changes to your 
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shopping cart, you have the opportunity to do so on this screen.  If you make changes, 
remember to click on “Update Cart” at the bottom of the screen.  Always review all 
the information on your order before advancing to the next screen.  When you are 
ready to proceed with your purchase, click “Place Order” at the bottom, right-hand 
corner of the screen. 

 
3.7 The Order Confirmation Screen (Figure 8) displays your order summary details such 

as the order number and shipping information.  You will receive an email 
confirmation shortly.  Please save this email for your records.  Always click “Logout” 
located at the upper right-hand corner of the screen to securely exit from the site. 

                                                                                                      

 
Figure 8 (Order Confirmation Screen) 

 
3.8 For your convenience, an Order Sheet (Figure 9) is available to record and keep track 

of your purchases.  To obtain a copy of this form, click here. 
 

https://intranet.rsccd.edu/Purchasing/Documents/Office-Depot/OfficeDepotOpenPO_OrderSheet.pdf
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Figure 9 (Order Sheet) 

 
 

4.0  RESTRICTED ITEMS 
  

4.1  The Office Depot Business online ordering system does not accept orders for company 
catalog restricted items. All restricted products are identified on the website with a 
minus red circle and labeled as a restricted item (Figure 10) above the product price. 
To request a restricted item, you must enter an itemized purchase requisition in the 
District’s Colleague (Datatel) financial system indicating the product description, item 
number, and contract price found on the Office Depot Business online ordering 
system. Once a purchase order is issued, Purchasing Services will send it to vendor for 
order processing.  
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Figure 10 (Restricted Item) 

 
 

5.0 CHECKING STATUS 
   

 
Figure 11 (Search Screen) 

 
5.1  To view the status of an existing order, log into the website and on the Search Screen, 

click on “Order Tracking” located under “My Account” (Figure 11) on the top of the 
screen. 

 
5.2  The system will advance to the Order Tracking/History Screen (Figure 12).  This screen 

will display the status of your current orders and other pertinent information.  To locate a 
specific order, you can search by PO or order number, item number or ordered by. 
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Figure 12 (Order Tracking/History Screen) 

 
 
6.0 MERCHANDISE RETURNS FOR BLANKET PURCHASE ORDERS 
 

6.1 It is the responsibility of the end-user to make all the necessary arrangements with 
Office Depot for the return of merchandise ordered on a blanket purchase order.  The 
Purchasing Services Department does not handle any blanket purchase order returns.   

 
6.2 The end-user must first contact the Office Depot Business inside sales representative 

to schedule a pickup time and obtain a return merchandise authorization (RMA) 
number which is required by Office Depot for any item(s) being returned.  The end-
user is responsible for contacting the District’s Accounts Payable Department 
regarding returns and exchanges.   

 
6.3 Office Depot Business contacts: 

Outside Representative: 
Collin Frandsen 
Phone: (801) 643-7166 
Email:  
collin.frandsen@odpbusiness.com 

Inside Representative: 
Phillip Horn 
Phone: (717) 719-9028 
Email: 
Phillip.Horn@odpbusiness.com 

 
7.0 MERCHANDISE RETURNS FOR ITEMIZED PURCHASE ORDERS 

 
7.1 For merchandise originally delivered to the Warehouse address, an email must be sent 

to the Warehouse/Receiving Department indicating the purchase order number, 
item(s) being returned, the reason for the return, and whether or not a replacement 
item is required prior to merchandise being returned. Additionally, the email should 
indicate the location of the merchandise (site, building, room number, contact name, 
email address and their extension number).  The Warehouse/Receiving Department 
will contact the vendor and obtain the RMA number for the return to take place. Once 
the RMA number is available, Warehouse/Receiving notifies Purchasing Services to 
generate the change order to record the return and/or replacement item details, picks 
up the merchandise from the department, and returns it to the vendor. 

 

mailto:collin.frandsen@odpbusiness.com
mailto:Phillip.Horn@odpbusiness.com
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7.2  For merchandise originally delivered directly to the end-user department, an email 
must be sent to the Purchasing Services Department indicating the purchase order 
number, item(s) being returned, the reason for the return, and whether or not a 
replacement item is required.  Additionally, the email should indicate the location of 
the merchandise (site, building, room number, contact name, email address and their 
extension number). The Purchasing Services Department will contact the vendor and 
obtain the RMA number for the return to take place. Once the RMA number is 
available, Purchasing Services will generate the change order to record the return 
and/or replacement item details, and forward the RMA number and instructions to the 
end-user to prepare the return for vendor pick up from their department.  
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