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File Cabinet How to Log In and Order a File


	Accessing File Cabinet Steps
	Screen


	LOGIN: BSD Site 

· www.business.officedepot.com 

· Enter your Login Name and Password
· Click Login
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	ACCESS FILE CABINET

· Select Copy & Print
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	· Click Get Started under File Cabinet
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	LOGIN: File Cabinet 
 

· Enter your Username & Password

· Click Login
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	Order Catalog Items

· Select Order Catalog Items
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	· Review the listed assets

· Enter Quantity
· Select Add
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	· Select View Cart
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	· Select Order Summary to view itemized pricing for each document 
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	· Price Summary view details listed

· Select Close
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· Modify Quantity option (if desired)
· Select Add to Order
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	Checkout

· Select Checkout
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	REVIEW  DELIVERY  DETAILS
Please veirfy the details listed in your checkout screen 
· User Information

· Shipping Information

· Email Options

· Order Information

· Payment Information

· Delivery Options

· Click [image: image13.png]PLACE ORDER




NOTE: Print Order Delivery
· Production & delivery of your print order will be determined by the personalized options you selected
· Office Depot will call you to confirm order details and delivery availability 
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