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Getting Started 

To request an account with Home Depot under Gallup McKinley County Schools, contact the GMCS 
Account Manager. 

Requirements to become a Home Depot Pro X user under GMCS you must first have the following:  

• PCard  
• GMCS email address  
• Signed Home Depot onboarding form – form must have signed approval from a supervisor. 

The restrictions of this program will mimic that of the PCard Program.  

• Spending limits will be the same as your PCard spending limit.  
• You must have a Wells Fargo PCard PO in place before any items may be purchased.  
• You will also need to complete and submit a reconciliation packet after each purchase using the 

Pcard.  

NOTE: Admin can access and see every purchase made under GMCS, including: 

• List of items purchased, quantity, and cost. 
• Delivery address (if applicable) 
• Payment method 

Gallup McKinley County Schools is tax exempt and only with a Home Depot Pro X account under GMCS 
will you be authorized to use tax exemption.   

Gallup McKinely County Schools Account Manager: 

Breana Kesner 
Procurement Buyer / Business Office  
(505)721-1084 
bkesner@gmcs.org  
 

mailto:bkesner@gmcs.org
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Activate your Home Depot ProX Account 

 

Once you have been approved, you will receive an Invite email from Home Depot. 

 

 

You will then be redirected to the Home Depot website, and you will verify again that you accept the 
invite.  

 

 Enter your GMCS email address 

 

 

Accept the Invite 
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Click on ProX and Select Account Dashboard 

 

 

 

 

 

 

 

You will receive a verification code that 
will be your secondary authentication. 

 

Verify 

Note: If you have a personal account 
with Home Depot, you will get this pop 
up.  

Make sure to choose the correct 
account 
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Once in “Account Dashboard” scroll down to “Account Details” 

This is where you will set up Addresses and your Pcard information will be entered as your “Default Card”  

NOTE: Home Depot does not accept Pos. Payments can only be made with Pcard.  
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Logging in to Make a Purchase 

Login to your “The Home Depot Pro” account using your GMCS credentials.  

 

 

Verify you are logged in using your GMCS account 
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Online Ordering: 

 

Search for the items you would like to purchase using the search bar at the top of the screen 

 

 

 

 

 

Once you have found your items, add them to your cart.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Continue to do this until you have added all you wish to purchase, then go to your cart to “Checkout”.  

 

 

 

 

This area will show you have many are 
in stock at your local Home Depot  

Choose Delivery or Pickup 
Note: you can see how many are 
available with each option 

Add to cart 

You can also choose to get a 
quote.  
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Verify the items you wish to purchase 

 

 

 

 

 

 

Add PO number (you must have a PO in place before any purchase may be made) 

Checkout 



 
9 

Delivery:  

  

 

Verify Delivery Information: 

 

 

Then Continue  

 

 

 

 

 

 

 

Complete all Require Fields 

Then Continue  

You will see the “Tax-
Exempt ID” that verifies 
tax exempt.  
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Pickup:  

 

 

 

 

 

 

 

 

 

 

 

Verify the pickup 
person as well as the 
phone number.  

If you would like 
notification when 
your order is ready, 
make sure to check 
the box.  

 

Continue 

Choose between “In Store Pickup” or 
“Curbside” 

Note: If you choose Curbside, you must have 
the Home Depot App.  

Continue  
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Payment:  

You should have already added your Pcard to your “Cards & Accounts” in the Home Depot website (see 
page 5 ). 

 

 

 

 

 

 

 

In-store Purchase: 

• Shop as normal  
• When you go to pay, show the cashier your “Tax Exempt” QR Code or number. 
• Pay with your Pcard and take your itemized receipt.  

When you get to payment Method, 
make sure you verify your Pcard and 
Confirm CVV 

 

PO Number must be here  

 

 

Review Your Order 


