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4. Upload your file(s)
5. Name your Project
6. Enter the Quantity you would like to order
7. Configure the print options of your document in the Print Options tab
8. Select the Finishing Options tab and configure the finishing

options you need
9. Select the Advanced Options tab and configure the advanced  

options you need
10. Review the Price to your company and click the Add to Cart button

Upload & Print
Login to business.officedepot.com and click on the Upload & Print button to get started.

Try out the paper choices, finishing types and advanced options to explore a variety of possibilities 
for your document. The preview and price automatically update with each change to help you decide 
on the quality and value for your needs. As soon as you submit your order, our print center receives it. 
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Questions: 
855.302.8768  Option 2 
Email: megan.lazarou@officedepot.com
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Try different bindings
Build your manual or book from one or more files and preview how it would look with different 
binding types, binding colors, printing colors and covers. You can even flip through the book to 
verify that any page-specific selections, such as the location of a tab, appear as you intended. 
Consider ordering a few to pick up in the store, and then ordering a larger quantity for delivery. 
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4. Upload your file(s)
5. If you started in Copies and prefer a bound book, click Switch

Product and, in the popup menu, the product you want
6. Name your Project
7. Enter the Quantity you would like to order
8. Configure the print options of your document in the

Print Options tab
9.	 Select the Finishing Options tab and then

configure the finishing options you need
10. Select the Advanced Options tab and then
	 configure the advanced options you need
11.	 Review the price and click the Add to Cart button




