
Gear Store FAQ / Walkthrough Guide 

 

SUMMARY/PURPOSE

 

Use this FAQ and Reference Guide when logging into the Gear Store and placing new orders 

for Canvas branded apparel.  

 

TABLE OF CONTENTS

 

1. First Login 

1.1.   Landing Page 

1.2.   First-Time Login Credentials 

2. Placing Your First Order  

2.1.   Catalog 

2.2.   Product Page 

2.3.   Cart Screen 

2.4.   Checkout Screen 

2.5.   Updating Shipping/Billing Address 

2.6.   Update Payment Method 

2.7.   Submitting Your Order 



3. Account Management 

3.1.   Account Home 

3.2.   Resource Links 

3.3.   Changing/Resetting Password 

3.4.   Gift Card Balance 

3.5.   Order Status/History 

4. Troubleshooting 

4.1.   Common Errors 

4.2.   Common Solutions 

4.3.   Idle Timeout Page 

4.4.   Further Assistance 

 

WALKTHROUGH – FIRST LOGIN

 

1. The Gear Store can be accessed here: https://companywebstore.com/canvascreditunion/ 

1.1    First-Time Login Credentials:  

1.1.1 Username: [Your Canvas Email]  

1.1.2 Default Password: Canvas2023! 

1.1.2.1 It is important to change the default password. See: Account 

Management – Change Password 

 

 

 

 

https://companywebstore.com/canvascreditunion/


WALKTHROUGH – PLACING YOUR FIRST ORDER

 

2.1     Now you will be taken to the Catalog: 

 

2.2    Clicking on any product will bring you to the product page: 

 

2.2.1 All product fields must be selected (color, logo, size, quantity). 



2.2.2 Once you have filled in all fields, the model on the left will reflect a preview of 

your selections:  

2.2.3 Ready to buy? Click “Add to List.”  

2.2.4 “Order List” will appear below your selection:  

2.2.5 Click “Add List to Cart.”  

2.2.5.1    Important Note: Navigating away from this page before hitting “Add to 

List,” then “Add list to Cart” will result in nothing being added to cart. 

2.3   You should now be redirected to your cart: 



2.3.1 Want more items? Click “Continue Shopping” or use the header bar to navigate 

back to the catalog home, or a specific category. 

2.3.2 Ready to checkout? Click “Proceed to Checkout.” This should redirect you to the 

checkout screen. 

2.3.2.1   If the page does not redirect to the checkout screen, see: 

Troubleshooting. 

 

2.4  Now you will be at the checkout screen: 

 

2.4.1. For your first order, you will need to add/edit a shipping address and add a new 

payment method. The Gear Store will remember this information for future orders. 

 

2.5  Click Edit Shipping/Billing:  

2.5.1 Click the “Add Ship To” button. 

2.5.2 Enter your preferred address. 



2.5.2.1   Helpful Tip: Use your first and last name for the “Ship to ID” and 

“Shipping Label Name.”  

 

2.5.3 Click “Submit” and the Gear Store will remember this address for future orders 

under the “Ship To” box with the hourglass.  

2.5.3.1      For future orders, if your preferred address isn’t filled in by default, 

click on the hourglass search icon and you’ll be shown all saved addresses 

for your account.  

2.5.4 Your address should now be filled in.  

2.5.5 Billing addresses will be accepted when adding a credit card. The checkout 

screen itself will always show a default Canvas Corporate address under billing. 

But in all cases where credit cards are used, the order will process the billing 

address associated with the credit card on file. See: Adding a new credit card 

 

2.6   Now, click on “Payment Type.” 

2.6.1 Using your gift card: 

2.6.1.1     Click on the magnifying glass icon next to the gift card bar. 

2.6.1.2      Here you will be shown all gift cards that are active on your account. 

Use your first and last 

name in both boxes. 



2.6.1.3      Select your gift card and fill in the amount you wish to use under 

“Apply Amount”. 

2.6.1.4      Now click “Update” and your gift card will be applied.  

2.6.2 Adding your credit card: 

2.6.2.1     Click “New Card” and fill in your card details. 

2.6.2.2     Click “Submit” and the gear store will save this card for future orders. 

2.6.2.3     Click “Choose Card” to apply this payment method to an order. 

 

2.7     You are now ready to order! Click “Submit” to place the order.  

2.7.1 You should receive a confirmation email within 1 business day from 

customerservice@officedepot360.com  

2.7.2 As always, if you are unsure if the email is safe, use best practices and report it 

to IT. Order information is also available online. See: Account Management – 

Order Status/History 

Billing address here 

mailto:customerservice@officedepot360.com


 

WALKTHROUGH – ACCOUNT MANAGEMENT

 

3. From the catalog, selecting “Account Home” will bring you here: 

3.1  Button overview: 

3.1.1 “Company Store” will take you to the catalog.  

3.1.2 “Support Request” lets you ODP support request for order support. 

3.1.2.1 ODP support should only be contacted about orders after 30 days 

without updates or if your product has not been received/product is not as 

described. Refer to FAQ for turnaround times and return policies.   

3.1.3 “Cart” contains items submitted to checkout but not yet ordered.  

 

3.2    Hovering over “Admin Center” reveals 3 buttons:  

3.2.1 Resource Links  

3.2.2 Order Status/History  

3.2.3 Return Request  

 



3.3   Resource Links Page:  

3.3.1 Gift Card Balance 

3.3.2 Change Password 

3.3.3 Order Status 

 

3.4  Changing/Resetting your Password: 

3.4.1 Be sure to change your password after logging in for the first time and placing 

your first order.  

3.4.2 As always, follow IT recommendations when creating a new secure password 

that you will remember for your account. 

 

 

 

 

 



 

3.5  Gift Card Balance:  

3.5.1 Here is where you will be able to see all gift cards attached to your account as 

well as their remaining balances.  

 

3.6  Order Status/History:  

3.6.1 Here you will find a list of your orders. Click into an order to get the latest 

status, and relevant tracking information when it becomes available.  

 

TROUBLESHOOTING

 

4. The gear store requires an account to be logged in at all times to function properly. Your 

login may time out during long periods of inactivity. This can cause some of the following 

errors when trying to complete an order: 

 

4.1     Nothing happens when pressing the submit button in the catalog, and/or it does not 

take me to the checkout screen.  

4.2     Products aren’t showing up on the front page/I’m unable to browse the store.  

4.3     I was redirected to checkout, but my cart is empty.  

4.4     The checkout screen is not saving my address or letting me add a payment method. 

 

4.5     If you have any of the above errors, or other odd behavior try the following:   

4.5.1 Close your web browser, reopen it, and then log in again to the gear store.  

4.5.2 Still encountering errors preventing you from placing an order? If you are using 

Microsoft Edge, try using Google Chrome.  



 

4.6 Long idle periods during the shopping or checkout process may also redirect you to this 

page: 

4.6.1 Fear not! The login credentials you’ve set up will work here just as they did on 

the front login screen.  

4.6.2 Logging in from here will redirect you back to Account Home to resume 

shopping or managing your account. 

4.6.3 As always, you can close out the browser and get back to the normal login using 

this link: https://companywebstore.com/canvascreditunion/   

 

4.7  Have any additional questions or issues placing your order? 

4.7.1 Reach out to Jordans@canvas.org, Mjara@canvas.org, or swag@canvas.org 

4.7.1.1 They are gear store experts and can help you through the process of 

placing your order, resetting your account, or checking the status of your 

order.  

https://companywebstore.com/canvascreditunion/
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