MONTE VISTA HIGH SCHOOL
HOW TO PLACE OFFICE DEPOT ORDERS
1. Access Office Depot Website https://bsd.officedepot.com/index.do 
2. Enter Log In Name:  MVHS TEACHERS
3. Password:  MUSTANGS
4. Order items (you can search and shop at this time)
5. Consider your budget and be sure you have enough money
6. Go to checkout at the bottom of the screen
7. Fill in the account code (refer to department chart for your number)
8. Enter your name, and department so I can tell who is placing the order
9. Go to bottom of screen – click on Hold Order

10. You will get a message stating “Your Order will be Placed On Hold”

11. The office mgr will be emailed with the order details and add the billing info as needed.  Order then will be released to the district for review.  
12. The delivery should arrive in 1 or 2 business days.  

ORDERS WILL NOT BE RELEASED WITHOUT NAME AND DEPARTMENT COMPLETE.
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