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Welcome to Office Depot - Office Supply State Contract 
 

Introduction 
 
Salt Lake Community College has formed a vendor partnership with Office Depot.  This 
partnership will allow you, as our customer, to request office supplies by simply entering 
your order on the Internet.  Office Depot has a State Contract (PD-142) that gives an 
average of 53% discount from the catalog prices.  The best buy list gives even deeper 
discounts on selected items. 
 
This is your reference for entering orders and handling returns. 
 
All requirements for office products should be directed to Office Depot.  If you need an 
office product that is not in the catalog, please contact Office Depot and they will assist 
you in ordering. 
 
Items requiring special College approval (furnishings, equipment, fire extinguishers, 
toner, etc.) may be blocked from access.  Those items should be submitted to Purchasing 
on a requisition.  Toners should be ordered through Uinta Business Systems on the order 
form provided on our web site.  
 

Ordering Methods 
 

You can place an Office Depot order by using three methods: (1) Internet, (2) fax, or (3) 
phone.  
 
To be set up you must have a college VISA card.  (If you need to get a VISA, contact 
Janice Lust 957-4621 for an application. Contact Shain Alvord at (801) 972-2200 ext. 
161.  He will need your VISA number, expiration date, name as it appears on the card, e-
mail address, campus location, and your phone extension.  He will then notify you via e-
mail when you are set up. 
 
Most items that are ordered by 5:00 p.m. are delivered the next day.  It is very important 
that you fill in all the fields requested for prompt delivery. 
 
Internet Ordering 
 
Internet orders can be placed at http://bsd.officedepot.com/.  You will receive a 
confirmation via the e-mail.  This is, by far, the best ordering method.  Remember to print 
a copy of your order for your VISA log. 
 
Fax Orders 
 
Fax orders may be faxed into Office Depot by using the enclosed order form at the back 
of these instructions.  This form provides all information necessary to process your order.  
Fax this form to 975-6581. 
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Phone Orders 
 
Orders may be phoned into Office Depot by calling 972-2200.  You may speak to one of 
three contacts:  
 Shain    972-2200 ext 161 
 
Ordering Questions/Problem Resolution 
 
For questions regarding placing orders please call Bonnie F. Johnson in Purchasing at 
957-4534.  For other ordering problems contact: 
 Shain   972-2200 ext 161 
 
Returns 
 
Returns, replacements and exchanges will be handled directly between you and Office 
Depot.  If you receive a product that is damaged or incorrect for any reason, please call 
Office Depot at 972-2200.  They will instruct on the disposition of the damaged or 
incorrect item, and order the correct item.  Please make sure all returns are sent back to 
the pick up point, where they were delivered originally.  Office Depot will not come to 
your office to pick up the returned items.  Please ensure that they are returned to 
that location the same day that you call them in. 
 
Billing Information 
 
All items ordered through Office Depot will be billed on your VISA card bill unless it is 
over your $1,000 limit.  If you have a need to order supplies over your limit, contact 
Bonnie Johnson at 957-4534 and make arrangements for her to put it on her VISA. 
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Logging in: 
 
Your log in name will always be your phone number 801957xxxx. No dashes or spaces. 
The first time you login, the password will be your phone number, no dashes or spaces; 
exactly at it was typed for the login name. You will then be prompted to select a new 
password. Be sure to write down this password for future reference.  
 

 
 
http://bsd.officedepot.com 
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From the “Order History & Tracking” menu you can order by item number, search for an 
item, or check your history.  
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You can order up to 20 items on one screen by entering the item numbers. At the bottom 
of the screen, you must click on the red box. “Add all items to cart”. You can then add 
more items on the next input screen if desired. Be sure to click the “Add all items to cart” 
button when finished.  
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When you are done with all the items you wish to order, push the button “Go To Cart”. 
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At this menu, you can remove an item if you made a mistake, or increase the quantity. 
You must click the “Update” button to save your changes.  
 
If you order is correct and you are done ordering your supplies, click the “Continue” 
button.  
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If you were to set up to order for multiple campuses this is where you will be able to 
change which campus you want it delivered to. Note: The comments area is for college 
use only. Office Depot does not read the comments.  
 
You must enter a campus location, phone number and contact. Then click the “Continue” 
button.  
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This is the last chance you have to review your order and make changes. 
 
Be sure to print a copy for your VISA records. The press the PURCHASE NOW button. 
 
You should receive your products the next day.  
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If you lose or forget to print a copy of your order, you can click on “Order History & 
Tracking” and get a copy for your records. You can use this as back up for your VISA 
charges.  
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From this menu you can search by order/invoice number if you have it. The order date 
ranges are a good tool when you do not have an order number but you have a time frame. 
When you click “Continue” you will either get the order that you specifically ask for, or 
you will get a list of all the orders that were from the time frame you requested.  
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You can put your arrow on the order number, click, and it will brig up your order. Then 
just print it for your records. If it is an old order or a past month that you are looking for, 
you can run an inquiry, by just putting your arrow on the click here, and clicking.  
 


