
Order Documents from File Cabinet 

 

1. Steps/ Actions  Screen 

STEP 1: 
Login to your Office 
Depot BSD account. 
 
STEP 2: 
Click the Design and 
Print tab 
 
STEP 3: 
Click on “Get started 
now” box to enter file 
cabinet system 

 

STEP 4: 
Enter the Username 
and Password 
*Note: This will be 
provided to you via 
email when your File 
Cabinet account is 
created. This may 
NOT be the same as 
your BSD account 
login 

 



STEP 5: 
PRE-CONFIGURED 
FILES: 
Click the Blue 
Folder link to add  
pre-configured 
files to your order 
NOTE:  
ALL DOCUMENTS 
ARE CONTAINED IN 
THE BLUE FOLDER 
ONLY! 

 

STEP 6: 
Select the Folder 
that contains  
(20 Forms). 
 
  
 

 



STEP 7: 
Add the quantity that 
you wish to order. 
Click Add, and this will 
be added to your 
order. 

 

STEP 8:  
This page shows 
what you have 
added to your cart.  
At this point if you 
need more forms 
you can; Click the 
(Continue 
Shopping) button to 
go back and select 
more forms to be 
added. 
 
If you are finished 
shopping for forms 
you can click the  
(Add To Order) 
button. 

 



STEP 9: 
You can now check 
out or order office 
supplies to add to 
your print order. 
 

 


