
Office Max/Office Depot Store Training 



Service Desk 

Starting on June 28th the Service Desk can be accessed through Office Depot’s Store Portal by selecting FacilitySource in 
Quick Links; prior to June 28th it can be accessed via https://sa.officedepot.com/secureauth60

Select the FacilitySource 
hyper link to be taken to the 
log in page.

https://sa.officedepot.com/secureauth60


Landing Page

Select, Request New Repair 
to create a new Work Order 



Request New Repair -Request New Work Order

1. Request Work Order 
screen defaults to the store 
user who requested the 
repair

2. Make sure you add a 
detailed description

3. Choose Department, 
Request Type, Request Code, 
Service Location, &Priority

4. Click on save to create   
your Work Order



You can View/Modify 
Open Requests

Review Existing Work Orders



View/Modify Open Request -List of Open Work Orders

View/Modify Open Requests
Displays a list of open Work Orders.
Selecting one of the hyper-links will 
allow you to view additional details 
about the open request



View/Modify Open Request-Hotlist

To add an item to your Hotlist, 
select the chili pepper icon.  This 
will add the Work Order to a special 
list you can view when needed.



View/Modify Open Request –Attachments 

Select the Attachment (Paper Clip) 
icon to view any attachments on the 
Work Order



View Modify Open Request -Request Dates

Select the Request Dates icon 
‘Calendar’ to view Target 
&Scheduled dates



View/Modify open Requests - View Information

Select the Show Information icon ‘i bubble’ to 
display key information  &comments related to 
the Work Order



View/Modify Open Requests -Print Work Order

Select the Print Work Order icon 
‘Printer icon’ to print the details of 
the Work Order



View Modify Open Request - Surveys

NOTE: 
+ By clicking on the green check mark you can view the survey results 
+ By clicking on the red question mark you can view the survey results 

The ‘green check’ signifies a survey has been 
completed..

The red question mark signifies a survey is 
required. 



Submit a Survey

Enter the survey feedback &any 
comments &click the save button



View/Modify Open Requests - Request Details

Select the Request Details icon ‘D bubble’ 
to see the details associated to the Work 
Order



View/Modify Open Requests - Related Work Orders

Select the Related Work Orders icon 
‘Three Red Dots’ icon to see a list of 
other Work Orders related to this 
request



View/Modify Open Requests – Adding Comments

1. Select the Work Order Number 
link to open the Work Orders details 
page

2. From the Work Orders details 
page, click on the comments link  



View/Modify Open Requests - Add Comments and Emailing Through Work Order 

3. From the Work Orders details 
‘Add’ comments in the ‘comment 
box’ then click save. 

This actions will save your 
comments in the Work Order 

4. To email your comments through a 
Work Order: 

Enter your comments in the comment box 
then click on the ‘Save and Email’ 

Email: OfficeDepot@Facilitysource.com &  
click ‘Send’ 

This action will send your comment to the 
Office Depot maintenance representative 

mailto:OfficeDepot@Facilitysource.com


To select the open request in a 
calendar format, click on View 
Repair Calendar



View Calendar - Initial View

Select the Work Order number 
hyperlink to view the Work Order

Note: The Work Order appears in 
the calendar depending on its ‘Start 
Date’



View repair Calendar - link details

Clicking on a Work Order link 
from the calendar view, takes 
you to the Work Order 
details.



Announcements will display 
important messages to the stores



Announcements

Announcements display key information 
to be communicated to stores



Reference Materials will display 
documents &videos.



Reference Materials
• List of documents for store reference  

• User have the ability to download files when necessary

• Files can be specific to certain users or regions 

Documents stored here will provide 
tools to help stores navigate the 
system



Any time you want to look at the 
stores previous Work Order 
history, select, ‘Request History'



Viewing Request History 

Request History

This view displays all Work 
Orders for the location 
within the last the 30 days



If at anytime you wish to 
provide feedback, select the 
‘Send Feedback’ option



Send Feedback 

An email is sent to 
fmsfeedback@officedepot.com

Use this feedback form to send general 
questions &feedback on repair services.

Does not replace the Work Order survey 
feature that is associated with the vendor 
performance.

Click the submit button to send your 
feedback



Creating Filters

Move your cursor over ‘filter’ & once it 
drops down select ‘User Filters’ to create 
a new custom filter



Creating Filters

Select the ‘pencil’ icon to edit  your filters



Creating Filters

Set your filter, select on the 
‘arrow’ to move the filter to 
selected, then click ‘back’ to 
apply more filters.



Creating Filters 

Your criteria will populate in the box once added. 

To create a filter for your 
Hotlist, select the ‘pencil’ 
icon on the Work Order 
attributes



Creating Filters 

Select “My Hot List” & add it to 
the Selected column by selecting 
the arrow

Select the back button 
once the criteria is 
complete



Creating Filters 

Enter a Filter Name & ‘Save’ the filter

‘My Hot List’ is 
now in the search 
criteria



Creating Filters 

Select the Work Order ‘list’ 
to see the new filter



Creating Filters

The new filter is displayed in the ‘Filter menu’



Creating Filters

Selecting this filter displays all hotlist items


