Office

DEPOT Max

Online Print Center

A step-by-step guide

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




Print high or low volume professional quality documents
every time online or at any Office Depot location

Fully integrated, web-based
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24/7 ordering convenience eumerts Step 2 Print Options

Active preview and proof
Customize your binding and

finishing options
Confirmation within one day E—
from our print specialist, CE—
verifying your specifications, e g e
deadlines, deliverables e 3

and price e I
Online orders ship at no - R

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

Login to with your user name and password.

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

Click on Print Your Documents section.

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 72 x 11
black and white on 20 Ib. 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.

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

o =

Office

DEPOT Max




On Line Print Center Directions — Step 1

1. Login to with your user name and password.

Home

Office
DEPOT.

Customer Servics: 565.263.3423 [638-2-OFFICE)

Technical Support: §00.269.6858

Registered Customer Futura Order

Login Mame

Password

_ experience the benefits of
A5 K e i I business made more personal

At Office Depot®, we know that every path to success begins GET STARTED
Forgot your login name/password? with great . hips and © RO,
Trouble Logging in?

So let’s build a partnership that focuses on your future goals.

GO MOEILE

CALL % LIVE CUSTOMER SERVICE
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On Line Print Center Directions — Step 2

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

- Order by item Number | Bulletin Board | My Shopping Lists o e s
Office O 3F 0§ = g e
- — T %0

o h i R 5
DEP‘OT Search by Keyword or Itemd QJ Wy Acooiints Ondrss CiiickEnlys MyLEis Carfs

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology Furniture Copy & Print  School Supplies

Bulletin Board i
l " s kE_D':1r|:ler5|+|
= I % : Oe\de:s P;dingg Approval

. . g
this valentine’s day My Tools
3 ¥ o &
= Wiy Shopping Lists
find products you'll love el |2 Mrshomens
SHOP NOW » = Wy Profis Ousrview
= Omiine Reporiing
= Progaistary ltems
WMy Messages Catalogs & More
Last update by: CPD CUSTOMER PROGRAMS f EmE
Welcome to the Office Depot DEMO SITEN
Slte Info Customar Sarvice Company Info Specialy Customer Taals
Sl 13| Emai AsslEtance: Affiate Program GresnarofMoe Order by Nems
int2rrational Prone Euppon Infematianal Online Catalog
Tarms & Condmans Git & Rewards Card Abput Offica Dapat Store Locator
Store Purchazing Card Tems Customer Senicas
Terms of Use
Catalag Pricing

Privacy Paolicy

ing. Prices an= subject fo change. All e of e siie ks subject bo the Tenms of Use. Prices and offers on

Copyright = 304 by Offos Depot, Ino. AN rights mesrmd. Frices shown e in WS Colars. Piesses iogin for po i
W ofMosde pot com may not apply io purcheses mede on business: officedepot com. See Terms and Condibions i i

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

Office

DEPOT Max




On Line Print Center Directions — Step 3
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3. Click on the Print Your Documents section.
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Copy & Print Depot

Print Your Documents »
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posters, banners and mare.

UPLOAD FILES
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- Business Cards
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+ Greeting Cards

= Signs & Banners

v View All

File Cabinet »

Easily retrieve and store documents from your
dedicated file cabinet

GET STARTED
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= Custom Stamps
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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.

CONTACT US HELP Fag

Office DEPOT

Lo ]
File Upload ? File Upload Speed Estimatar

Step 1 Add Documents Step 2 Print Options

Preferred applications and file types include:

hzrosoft® Wiord

hfzrozoft® Bvesl Adobe® Acrobat POF Conzl® Miord Perfect

hicrazoft® PowerPoint Adobe® InDesign Rich Text Format

hiicrosoft® Publisher TIFF, GIF, JPG, PHG Zp Files H

Morooat® o The accepted file types are
Please mobe that the reconmenoed miininenT resolution (5 300 OP for sy imadges in the files, ||Sted On th |S Screen . AII f| |eS

are converted to pdf format

Click the "Browse" buttons to select up to six files

File Mame Description durlng the upload prOCGSS.
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|
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|
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Browse. .

Photos and graphics should
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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.

Office pEroT

Step 1 Add Documents Step 2 Print Options

DOCUMENT
UPLCWD

Document(s) Successfully Added!

# of Pages Preview
® Remove CopyaFrint Services pdf [Letter] #dobe POF 2 Ei,
Showing Files: 1 - 10f 1
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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.

Office Depot, Ine.'s policy is to MOT reproduce any copyrghted or other proprigtany

materals without cerification from the customer that hefshe has the lawful Aght and
authorty to make such reproductions.

By clicking "es" below, wou wamant and certity to Office Depot, Inc. that wou either
0N all copyright, trademark, and other proprigtary rghts in and to the matedals you
are uploading or that wou hawe the requisite AUTHORITY from the owner to upload and
reproduce these materals. Further, by clicking "Yes" below, wou agres to indemnify,
defend, and hold hammless Office Depot, Inc. from any copyrght infingement claims
ansing out of the use anddor reproduction of the matenals wou upload.

Office Depot, Ine. reserves the rght to refuse to reproduce any materials.

Oifice I
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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 2 x 11 black and white on 20 Ib. white stock. You can also change quantity,
and configure your document by clicking on the Configure Document button.

Office DEPOT

OrderValue: §0.05 ttemized Price Summary

Below is a summary of the current print specificati for each d t. You can re

wiem and customize each document by clicking "Configure Document”.
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Document Quantity Options
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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.

Office DEPOT

Print Order Submission Office DEPOT

Add Documents Step 2 Print Options

hoose Print Optio
Quartity: |1 Order Walue $0.05

tep 2 Print Options

Online Preview: Please proof your document hefore printing Ordervalue: 3005 IS

File Information:
Name: Copy&Print Services pdf

ary o u can revien and customize each decument by clicking "Cenfigure Document’
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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
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If you have any questions, contact:

Ken Howitt, Sales Consultant
Copy & Print Depot, Office Depot Business Solutions Division
551-689-3698 e kenneth.howitt@officedepot.com
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