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ACCESS Copy & Print  
 

• Select Copy & Print 

 

         

 

 

UPLOAD FILES 
 

• Click UPLOAD FILES or Print 

your documents to start the 

order process 
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UPLOAD FILES 

 

• Click Browse to locate your 

file 

 

 

 

 

• Locate your file 

 

• Click Open 

 

 

NOTE: This step opens a new window 

to locate and select files saved in 

your computer or network to be 

uploaded to the Office Depot® Online 

Print Center system 
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UPLOAD FILES 
 

• Enter  a Description for 

uploaded document 

 

• Click Upload and Continue 

 

 

 

 

 

DOCUMENT CONVERSION 
 

This process prepares document for 

printing by converting the contents 

into a standard Portable Document 

Format (PDF) for online 

customization. 
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PREVIEW DOCUMENT 
 

• Preview your document 

 

 

 

• Preview Document 

 

• Click Exit and return 
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PREVIEW DOCUMENT 
 

• Click Continue 

 

 

 

CHOOSE PRINT OPTIONS 
 

• To adjust amount ordered, 

enter the new Quantity and 

click Update 

 

• Click Print Options to 

configure your document 

 

• Click Change Final Size to 

change the document size 

 

• Click Add tabs to add tabs 
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CHOOSE PRINT OPTIONS 
 

• Choose your Printing & 

Binding options 

 

• Choose additional advanced 

finishing options such as 

laminating, folding, cutting, 

stapling and more… 

 

• Enter Special Instructions 

 

• Click Save 

 

 

 

PAGE LEVEL EXCEPTIONS 
 

• Click Printed Covers & 

Exceptions to edit or delete 

selected pages 
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PAGE LEVEL EXCEPTIONS 
 

• Click Edit to select alternate 

configurations or Delete to 

remove the page 

 

 

 

• Edit Paper Options and 

Format 

 

• Click Save 
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PAGE LEVEL EXCEPTIONS 
 

• Click Exit and return 

 

 

 

CHANGE FINAL SIZE 
 

• Click Change Final Size 
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CHANGE FINAL SIZE 
 

• Select Preset sizes and 

choose a size from the drop 

down list 

 

• Select Custom size and enter 

height and width 

 

• Click Save Changes 

 

 

NOTE: For custom size, height or 

width must be less than 60 inches 

 

 

 

ADD TABS 
 

• Click Add tabs 
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ADD TABS 
 

• Click Insert to add individual 

tabs or separators 

• Click Add Tabs by CSV to 

upload a list of tabs 

 

 

NOTE: Upload a list of tabs by 

downloading the template, 

adding the tab names using Excel 

and saving the file on your 

desktop. Then select the tab type 

and browse for the file. 

 

 

 

• Click drop down and select 

tab option 

 

 

NOTE: A slipsheet can also be 

selected to insert between pages 
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ADD TABS 
 

• Select Font Choice 

 

• Enter Tab Label into Line 1 

and or Line 2 

 

• Click Insert 

 

 

 

• Click Exit and return 
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CHECKOUT 
 

• Verify quantity is correct and 

click Add To Order 

 

 

 

• Click CHECKOUT 
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CHECKOUT 
 

• Click CONTINUE to return to 

Ariba and submit the order 

 

 

NOTE: Production & delivery of 

your print order will be 

determined by the personalized 

options you selected. 

 

Once the order is submitted, 

Office Depot will call to confirm 

order details and delivery 

availability. 

 

 

 


