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Steps/ Action Screen 

WESPaC eCommerce 
Ordering allows clients to 
interface electronically with 
Office Depot BSD. During 
the requisition entry 
process, the user can select 
items from the Office Depot 
online catalog. After 
completing it, the 
requisition flows through 
the WESPaC approval 
process. Once the 
requisition is fully approved 
and updated (posted) as a 
PO, the order will be 
submitted electronically 
back to Office Depot for 
fulfillment automatically. 

STEP 1:  
Access Web Requisitions 
“Web Version” 

 

 

 
 
STEP 2:   
Select the “Add from Online 
Catalog” button. 

 

 

STEP 3: 
Select “Office Depot” 
catalog button. 
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STEP 4: 
Next your Requisition 
Master Information will 
open.  Complete all of the 
needed requisition 
information. Click “Save 
and Add Detail”. 
 
 

 

 

 

STEP 5: 

The Office Depot site will 
open.  Shop for all your 
needed items then click on 
“Check Out”. 

 

 

  

STEP 6: 

Review then click on the 
“Continue” button. 
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STEP 7: 

Next the requisition will be 
filled in with the detailed 
information from the online 
shopping cart. 

Select the account code(s) 
to encumber. “Add 
Requisition Accounts”; next 
screen select “Save Account 
Distrib” 

 

 

STEP 8: 

Submit the requistion for 
approval (“Submit For 
Approval”)or save your 
work and submit it later 
(“Save and Finish Later”) 

Once the requisition is fully 
approved and updated 
(posted) as a PO, the order 
will be submitted 
electronically back to Office 
Depot for fulfillment 
automatically. 
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