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Online Print Center
A step-by-step guide
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Print high or low volume professional quality documents 

every time online or at any Office Depot location

� Fully integrated, web-based

ordering application 
� 24/7 ordering convenience 

� Active preview and proof
� Customize your binding and 

finishing options
� Confirmation within one day

from our print specialist, 
verifying your specifications, 

deadlines, deliverables 

and price
� Online orders ship at no 

additional charge

� High quality, consistent output
� Dedicated Call Center support
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Gather Print Project Specifications First

Digital Printing projects can be placed on line. 

Before beginning the process, 

gather all the necessary information, such as:

� Quantity

� Paper stock

� Page configuration

� Schedule

� Delivery information
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Print On Demand Process – Overview

1. Login to www.business.officedepot.com with your user name and password.

2. Click on the Copy & Print tab at the top of the page.

3. Click on Print Your Documents section.

4. On the file upload screen, browse for your document, type a description and click 

continue. There are additional screens as part of this step, detailed in the following 

slides.

5. This screen is labeled “Choose your Print Options” and from this CPO screen you 

can always review your itemized pricing. This screen defaults to single side 8 ½ x 11 

black and white on 20 lb. white stock. You can also change quantity, and configure 

your document by clicking on the Configure Document button.

6. The Configure Document screen allows stock changes, printing specifications 

updates, bindery specifications and special instructions with a live preview of the 

document. When the document is complete, save your material, exit to the Choose 

Print Options screen to check pricing and then click the Add to Order button to 

proceed to checkout.

7. The checkout screen is the last stop, which is the same screen that is used for 

supply orders. Here you indicate delivery information, confirm the order, and can 

even continue shopping.
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On Line Print Center Directions – Step 1

1. Login to www.business.officedepot.com with your user name and password.
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On Line Print Center Directions – Step 2

2. Click on the Copy & Print tab at the top of the page.
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On Line Print Center Directions – Step 3

3. Click on the Print Your Documents section.
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On Line Print Center Directions – Step 4

4. On the file upload screen, browse for your document, type a 
description and click continue.

The accepted file types are 
listed on this screen. All files 
are converted to pdf format 
during the upload process. 
For best results, convert your 
documents to pdf and upload 
high resolution (print-ready) 
pdf files. 

Photos and graphics should 
have a resolution of at least 
300 dpi (dots per inch).



©2013 OMX, Inc. and Office Depot, Inc. All rights reserved.

On Line Print Center Directions – Step 4A

4A. The next screen confirms the upload. You can preview the 

document on this screen, and then continue.
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On Line Print Center Directions – Step 4B

4B. The next screen is confirmation of the ownership of the documents about 
to be copied. To proceed with the project, the “Yes” box must be clicked. 
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On Line Print Center Directions - Step 5

5. This screen is labeled “Choose Print Options” and from this CPO screen you 

can always review your itemized pricing. This screen defaults to single side 

8 ½ x 11 black and white on 20 lb. white stock. You can also change quantity, 
and configure your document by clicking on the Configure Document button.
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On Line Print Center Directions - Step 6

6. The Configure Document screen allows stock changes, printing specifications 

updates, bindery specifications and special instructions while previewing the 

document. Once completed, save your material, exit to the CPO screen to 
check pricing and then click the Add to Order button to proceed to checkout.
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On Line Print Center Directions – Step 7

7. The checkout screen is the last stop, which is the same screen that is 

used for supply orders. Here you indicate delivery information, 
confirm the order, and can even continue shopping. 



©2013 OMX, Inc. and Office Depot, Inc. All rights reserved.

If you have any questions, contact:

Ken Howitt, Sales Consultant

Copy & Print Depot, Office Depot Business Solutions Division

551-689-3698 ● kenneth.howitt@officedepot.com


