
Creating a Purchase Order – Office Depot 

This guide will walk you through how to create a purchase order for Office Depot 

 

1. Log into ENVI.  Click onto Purchasing/Purchase Orders/Add Purchase Order 

 
 

2. The facility and location selections for your Office Depot orders should display where exactly 

the product is shipping.  The facility should show your facility, not distribution.  Office Depot 

orders will ship direct to you, not to the warehouse.  You must have your facility/location 

(department) selected accordingly. 

 

 
 

3. Click save to start your order. 

 

 

 



 

 

 

4. Click Line Items/Add Items 

 

 
 

 
 

You will be redirected to Office Depot’s website and automatically signed in. 

 

 

 

 

 

 

 



 

 

 

• ENVI will notify you that items from the recent punchout were added successfully to the Purchase 

Order. - Click OK to continue 

 



 

FINISHING THE PURCHASE ORDER 

 

1. Now that you’ve located the items you need (whether through the nonstock/marketing 

template, punchout or even free form), you’ll need to review and submit the purchase order. 

 

2. The line items tab will display the items you have requested.  Review to ensure items/quantities 

are correct. 

 

 
 

3. Click onto the details tab to finish.  Click authorize to send your purchase order into the approval 

process.  Once approved, your purchase order will sent to Office Depot for fulfillment. 

 

 
 

Click OK on the authorize/send window that appears (keep the Nexiss EDI default).  Click onto 

Office Depot EDI option and then Click Authorize/Send 

 
 


