
Print & Promo - Reference Guide 
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Login to Business.OfficeDepot.com                                                                      

2 
Clinic Forms & Stationery 
First select Services > Print & Copy  

• Appointment Business Cards 

• Business Envelopes 

• Dental Recall Postcards 

 

• Emergency Codes Card Name 

Badges 

• Letterhead 

• Newborn Check Envelopes 

• Adhesive Notepad 

• Badge Reel 

• Bags 

• BIC Stic Pen 

• Embroidered Cap, Jacket & Sweat-

shirt  

• Flashing Light 

• Key Light 

• Lanyard with Key Ring 

• Lip Balm 

• Pedometer 

• Pill Box 

• Silicone Wristband 

• T-Shirt 

• 1-Page Calendar(s) 

• Appointment Slips 

• After Care Instructions 

• Blood Pressure Cards 

• DEC Acknowledgement Forms 

• Email/Text Consent 

• Emergency Codes 

• Health History  

• Follow-up / Return Appointment 

Slips 

• Missed Appointment  

• Notice of Privacy Practices  

• Services Appointment  

• Patient Registration  

• Recall Slips 

• Inhaler Sheets 

Promotional Products  
Go on  http://www.odpromo.com/neighborcare  

My Files  
Click My Files Icon and Neighborcare Folder  

Brand Identity  
Click Brand Identity Icon and then Product Category 



My Files Quick Start Guide 

1 Login to Business.OfficeDepot.com  

 

2 

You will now be presented with the        

Print & Copy Homepage  

Order Questions: 
855.302.8768  Option 1 
Email: CPD.CustomerOnlineSupport@OfficeDepot.com  

3 

Click on Services (Top) > Print & Copy 

4 

Click on My Files 

You are now presented with your File Cabinet(s) 

The File Cabinet(s) contain preconfigured and ready to order 

print items 

• Double Click to enter a File Cabinet 

Once you enter a File Cabinet Orderable Items are 

presented. 

• Select the item you wish to order 

• Enter the Quantity 

• Click  Add to cart 

• NOTE: you can Select Multiple Items at one time 

You are now presented with the items that 

were added to your cart 

• To continue shopping click Back to My Files 

• To check out click Proceed to Checkout 

5 

6 

7 

mailto:CPD.CustomerOnlineSupport@OfficeDepot.com


Brand Identity Quick Start Guide 

1 Login to Business.OfficeDepot.com  

 

2 

You will now be presented with the        

Print & Copy Homepage  

Order Questions: 
1-800-965-6270 Option 1 (West Team) 
Email: Biwestregion@odcallcenter.com 

3 

Click on Services (Top) > Print & Copy 

4 

Click on Brand Identity 

You are now presented with your Product Category Folders 

The Folders contain preconfigured and ready to order print 

items 

• Click to enter a Folder 

Once you enter a folder Orderable Items are pre-

sented. 

• Select the item you wish to order 

• Choose Create if customization is available or 

Add to Cart for static products. 

• Enter the Quantity 

Add customization (if applicable). 

Ensure you review Preview for accuracy  

• To continue shopping click Continue Shopping 

• To check out click Add to Cart  
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Promo Portal (PPI) Quick Start 

1 Login to Business.OfficeDepot.com  

 

2 

You will now be presented with the         

Portal Home Page (Check Location Upper Right)  

Questions: 
1-800-929-4977 (8am-6pm EST) 
Email: promosupport@officedepot.com 

3 

Go to Bulletin Board 

Click on http://www.odpromo.com/  

Enter your online credentials    

4 Click a category from left side bar to see full list 

of associated products or click View All 

Click on desired product 

You are now presented with the Product Detail Page 

Follow the simple 3 steps to customize product  

 Select Color (if applicable) 

 Select Logo  

 Select Quantity  

Click Add to Cart  

• To continue shopping choose new category 

from dropdown (upper left) 

• To checkout click Continue to Checkout  
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6 • View cart  

• Click Continue to 

Checkout  
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