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Welcome to Office Depot Business Solutions Division’s answer to corporate 
America’s need for the premiere, integrated online business stationery ordering 
experience. 
 
We can help increase PXP’s bottom line, while providing you total control and 
convenience. Here’s how… 
 

 Custom Stationery Online (CSO) is quick, easy and trouble free. Your site 
is set up; you order what you need, when you want, from wherever you 
want any time of day.  

 As a single, integrated source for office products, you have only one 
invoice to track, only one payment to make for all orders placed on the 
https://business.officedepot.com site.  

 PXP controls who places orders and what can be ordered, increasing 
accountability and consistency.  

 PXP ensures all business stationery products adhere to your corporate 
branding and style guidelines.  

 
You get convenience and personal service. Here’s how ordering and fulfillment 
works… 
 

 Place your order online.  

 Preview and validate the customized product on your screen.  

 Your order is fulfilled by print specialists and shipped directly to you. 
 
The following guide will provide you detailed instructions on how to place orders 
for your printed stationery needs. And if you have questions, we have answers. 
Our CSO Customer Support Desk is available to assist you via phone or email 
(see page 4). 
 
Thank you for your business and we look forward to working with you on all your 
needs in the office. 

https://business.officedepot.com/
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Now that you know why your company has chosen this program, let us show you 
how to use it. 
 

All printed stationery orders are placed via the Office Depot website. 
 
The logins for online stationery are the same as for office supplies except “cso” is 
added after your name (i.e. Jane Doe’s would be jdoecso@pxp.com). Your 
password will be set to “welcome”. You will need to change this the first time you 
log in. If you don’t have a log on, please email PXPFA@PXP.COM to get set up. 
 
NOTE: Do NOT use the “Log me in Automatically” functionality. It will 
prevent you from being able to log into your office supply account. 
Conversely, if you do not enter a login name or password when ordering 
office supplies, you will need to clear your cookies and avoid using this 
functionality in order to access both accounts. 
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Once you have successfully logged on, you will need to click on the click here 
link below the Welcome to your Printing Resources heading in the bulletin board. 
This launches the CSO website. 
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Click on the Order This Item link of the product you wish to order. If you ever 
need help or have a special request, you can contact the Customer Support 
Desk via email or phone listed at the bottom of the web page. 
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This is where you will type the information in. Due to some “branding rules” the 
website may adjust your phone numbers and email input (i.e. 888-888-8888 will 
become 888.888.8888 and JDoe@pxp.com becomes jdoe@pxp.com). This 
feature ensures all cards are consistent. 
 
The cards arrive in boxes of 500. 
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All fields are optional. The only requirement is the address. 
 
Now click next at the bottom of the web page. 
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An online proof is then created for you. You may print this screen. Note, this is 
only a proof and therefore the resolution is not actual quality. 
 
Please review the proof carefully. Click on Edit at the bottom of the webpage if 
changes are needed. 
 
If the proof is correct, you will need to submit for approval. 
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Right click anywhere on the stationery image and a selection box will appear. 
Click on E-mail Picture. 
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This will launch your email software and automatically attach the proof. Change 
the Subject Line to Please review/edit/approve and send to the 
PXPFA@PXP.COM mailbox. 
 
Back on the CSO website, click next. 
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The website will now take you back to the Office Depot Office order page. You 
will see that your order has been added to your cart. At this point you can: 

 Go back and edit the card (click on Edit) 

 Delete the card completely from the order (click on the Remove button) 

 Click on Copy & Print to order more CSO items you need (go back to 
page 2 of this guide to repeat the process for another item) 

 Click on Checkout to enter the final stage of the ordering process 
 
It is recommended that you type the name of the person for whom the 
cards are for in the line comments. Click Update Cart to save the text. 
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Proceed to the check out screen. 
 
At this point review your order information. Your defaults will populate the order. 
For individuals who order for multiple offices, you can modify the shipping 
address by clicking on the Select button. You can only have one shipping 
address per order. 
 
If you only order for your location, you can skip to page 12. 
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Select the address where you would like the order shipped to by clicking on the 
button in the Current column. 
 
Then click on the Select button. Repeat this process for the billing codes if 
needed. 
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Scroll down to the bottom of the screen. 
 
Do not change the information in Delivery Options. This function pertains to 
office supplies only. Printed stationery orders usually arrive within 5 to 7 business 
days once released for production. If an emergency need arises, please contact 
your Office Depot account manager. 
 
Click on Place Order at the bottom of the web page to finalize the order. You will 
receive a confirmation email of the order(s). 
 
Note – there are no shipping charges for online stationery orders.  
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The website will automatically hold orders that require approval such as 
business cards, pocket cards and memo pads. CSO needs to be ordered 
separately from office supplies. 
 
Your Facilities & Administration group will review and release such orders for 
production once approved. You can view the approval status of your order via the 
Order Tracking link. 
 
Please remember that orders that require approval will not be reviewed for 
release unless an email-proof is sent to the PXPFA@PXP.COM mailbox. 
 
If you should have any questions or concerns surrounding the program or 
process/procedures, please contact the Facilities & Administration group at 
PXPFA@PXP.COM.
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When I click on the “Custom Stationery Site” icon, the stationery does not 
show. 
Make sure you are signed in using the xxxxcso.pxp.com login & password for 
business cards & stationery. 
 
How will I know when my business card was approved after I emailed it to 
pxpfa@pxp.com? 
You will receive an email confirmation from Office Depot.  You can also check 
your Order Tracking link in Office Depot. 
 
Who should I contact if I have trouble logging in? 
You should contact the Facilities & Administration Dept’s Administrative Assistant 
at x6072 or send an email to pxpfa@pxp.com. 
 
What is the time frame for receiving business cards & other stationery? 
Generally about 2 weeks.  The email confirmation of your order will have the date 
of estimated delivery in it. 
 
What if the stationery we need to order is not shown in the Custom 
Stationery On-line page? 
The item has not been set up.  Send an original to the Director of Facilities & 
Administration with an estimated annual usage.  If approved, be sure to allow at 
least a minimum of 6 weeks for new items to be added to the site. 
 
Before I order stationery, is there someone that I can contact to see if we 
have any in stock? 
You may send an email to pxpfa@pxp.com.  
 
Do I have to order Custom Stationery items separate from other office 
depot items? 
Yes. The login pages are the same on both.  It is your different login that directs 
you to the Custom Stationery Online site OR to the regular Office Supply site. 
 
Will I receive a proof of the business card? 
You will be able to preview and edit your business card for changes before you 
submit.   
 
What if I need the business cards sooner than the 2 week delivery date? 
Send email to pxpfa@pxp.com to give timeframe of when cards are needed. 
 
I clicked on the business card to email it but did not get the selection box 
to allow me to email picture.  What do I do? 
Make sure you RIGHT CLICK on the mouse. 
 
I am ordering business cards for an employee who would like to see a 
proof first before I submit. What do I do? 
Once you see the online proof you may print the screen or email the image. 


