
 
 

 

 

ODP360 MAU Store Training Guide 
 

ODP has upgraded your ordering experience into our custom ODP360 platform! This is now 
your centralized ordering platform for Office Supplies, custom items like Bags, Receipt Rolls, 
Hangers, Fixtures, Back Office Items, etc. Please use the following how-to-guide to walk you 
through some of the key new features of this platform.  

 
1. To access the new ODP360 website, please click on the icon through zipline for single 

sign-on authentication 
2. When you first login, you will be directed to the main Office Supply page that is custom 

to Maurice’s –  

 
3. To start browsing for 

Office Supply Items click 
on “Shared Lists” to find 
contract approved items.  
 

4. You can also search for 
items using key words in 
the search bar.  

 

 



 
 

 

5. When viewing a list, you can multiple items to your cart at a time by typing in your 
quantity into the quantity field and clicking “Add to Cart” at the bottom or by clicking on 
the cart icon  

6. If you need to order something that is not available on the shopping list, you can search 
in the top menu bar by a keyword. Note that the search view is defaulted to only show 
items that are on your Contract. To change this view, click on the “Sort By” dropdown at 
the top to view additional items- *Please note these items are not available to add to 
cart. You must reach out to your DL to approve and order on your behalf*  

 
 
 
 
 
 
 

 

7. To shop for Custom Items, click on the “Company Store” button at the top of the screen. 



 
 

 
8. The Company Store and the Office Product user experience both share 1 single cart. The 

Company store houses all of your custom products. You can browse through the 
categories or utilize the search bar to search for an item by Vendor Part Number or 
Name 
 

 
9. While shopping in the Company Store, please note that you are building a list of items to 

add to your combined cart. You can click on “Continue Shopping” to go back to the 
Company Store to continue shopping.  



 
 

10. When you have added all your Company Store items to your cart, you mush click on the 
big “Add to Cart” button at the bottom of the screen to add these items to your 
combined cart - 

*Please reference additional training videos for a walk through this process in Zipline. * 

11. Once you have created your list of items and clicked “Add to Cart” it will bring you to 
your combined shopping cart of Office Supply and Company Store custom items. This 
screen will show you a summary of the items in your cart and your assigned Store 
Budget. Click CONTINUE to proceed to the next step  

 

 

 

 

 

 

 

 

 



 
 

12. This next screen is where you will see your Store Address already entered for your shipping 
address and your cost center will be defaulted to your Store Cost Center –  

 

13. Once you have reviewed the details to confirm they are correct, click “PLACE ORDER” 
14. An order notification will be posted in Zipline as a message for your reference.  
15. IF an order is placed that exceeds your monthly budget, the entire order will be routed 

to your Laura for approval.  

 

 

If you should have any questions or need any assistance, please 
submit a support ticket to our Support Team by clicking on “Support 
Request” at the top of your screen throughout the ordering process. 


