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ACCESS Copy & Print

e Select Copy & Print

@ Home

'E 0 item(s): 50.00
Order
by Item #

Office DEPOT

kg Caee of Buriesy

v View Cart | Chack Out | My Shopping Lists

Account # 43271348

Welcome, FACULTY & STAFF of UNIV OF WASHINGTON

Bulletin Board

Wiew All Producis A-Z B

My Messages What's New

Last update by: LAURIE HUNT

W UNIVERSITY of WASHINGTON

FREE January - December 2011 Catalog - ltem# 696579

The University of Washington's account number is 43271349, Please reference this number or your order number when calling
the National Customer Service Team at 1-888-777-4044. Customer service can assist you with returns and product questions.

To get answers to most frequently asked questions, please click here or contact your onsite Service Consultant:

Scott Komine
Ph: 206-685-3556
Email: scott.komine(@officedepot.com

Need to order a custom stamp or engraved sign?

You can now order these types of items online through the Office Depot catalog by clicking on the "Copy & Print” link located
beneath "My Account” to browse through available items.

Contact Scott Komine at 206-685-3556 for more information

Ink & Toner | Paper§ Copy & Print § Bulletin Board

My Orders

= Qrder Tracking

My Tools

= My Shopping Lists
= Qrder by tem#
= Proprietary ltems

UPLOAD FILES

e  Click UPLOAD FILES or Print
your documents to start the
order process

@ Home

E 0 item(s): 30.00
Order
by Item #

Office pEPOT

Taking Care of Buexrers

v View Cart | Chedk Out | My Shapping Lists

Account# 43271349

VWelcome, FACULTY & STAFF of UNIV OF WASHINGTON

Copy & Print Depot

Take care of all of your copying, printing and shipping needs in-store or
online. Whether it's full or self service copies, presentations, business
cards or UPS shipping, you can do it allin one place.

View All Products A-Z

copy and print
done right.

File Cabinet *
e f guaranteed
A documents _ji
Easily retri LT 5
Upload fies for deiivery d:zl.ln;n;::ﬁ;nyuirn;eedmaled Free Delivery Everyday

or reguest store pickup.

UPLOAD FILES

file cabinet.

GET STARTED

—

5 _ | |
%“j Free prlnt assessment by a certified specialist. Learn how to save time & moneyA| » SIGN ME UP
e 20 2

Custom Printing Promotional Products Large Format Prints Custom Stationery Online

4 e
: -
- [T %

Stationery, business cards,
custom stamps and more.

Choose from over a thousand
unique products to promote your
brand or special svent

Iake a big impression with
banners, blueprints and signs
up to 60” wide

*Your premiere one-stop shop
for all your office products like
business stationery, labels,
stamps, badges and more.

Ink & Toner | Paper

Copy & Print | Bulletin Board
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CONTAGTUS | HELP | FAQ

UPLOAD FILES Office pEPOT

Logged in a

e Click Browse to locate your F

e Upload
file

Preferred applications and file types include:

Microsoft® Word Adobe® Acrobat FDF Corel® Word Perfect
Microsoft® Excel Adobe® lllustrator Rich Text Format
Microsoft® PowerPoint Adobe® Pagelaker EPS, TIFF, GIF, JPG, PNG
Microsoft® Publisher Adobe® PhotoShop Zip Files

Microsoft® Visio Adobe® InDesign

Click the "Browse" buttons to select up to six files

File Name Description

| Bl B &

5
=

Upload and Continue >

Choose file BX|

Look in [ Py T e EcE

e Locate your file

ireturn.pdf;
. Logged in as odwww1 officq .
*  Click Open File Upload (0
Step 1 Add Documents C
Desktop
NOTE: This step opens a new window Preferred applications and file -
to locate and select files saved in ool Mwﬁnem
your computer or network to be Microsoft® PawerPoint
uploaded to the Office Depot® Online ﬁl}i{iiigﬁiﬂ's“e’ -j)'j
Print Center system Gzt \
Click the "Browse" butti g
File Name My Network  File name: ]letum.pdf L] I ‘ Open
e [nFis ) = Cancel
Browse. .. |
[
|
Browse... |

Upload and Continue >

Page 3 of 14




UPLOAD FILES

e Enter a Description for
uploaded document

e Click Upload and Continue

Office pEPOT

Logged ir a1

File Upload

Step 1 Add Documents

edepot.com

Preferred applications and file types include:
Microsoft® Word

Microsoft® Excel

Microsoft® FowerP aint

Microsoft® FPublisher

Microsoft® Visio

Adobe® Acrobat PDF
Adobe® lllustrator
Adobe® PageMaker
Adobe® PhotoShop
Adobe® InDesign

Corel® Word Perfect
Rich Text Format

EPS, TIFF, GIF, JPG, PNG
Zip Files

CONTACT US

HELP

FAQ

Click the "Browse" buttons to select up to six files
File Name

C:\Documents a

Description

[return guide

DOCUMENT CONVERSION

This process prepares document for
printing by converting the contents
into a standard Portable Document
Format (PDF) for online
customization.

Office pDEPOT

epot.c
Status

Your documents are now converting...
[ 1}

Please do not close this browser window during this process.
Filename Status
return pdf Converting document to FDF

CONTACT US

HELF

FAQ
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PREVIEW DOCUMENT

e  Preview your document

CONTACTUS | HELF | FAQ

Office pEPOT

Step 1 Add Documents

DOCUMENT
UPLOAD

# of Pages Preview

return guide
Showing Files: 1-1 of 1 /

& Cancel Order

®  Preview Document

e (Click Exit and return

CONTACTUS | HELP | FAQ

Office pEPOT

Print Preview

< Exitand return

Images 1 through 8 of 17
Gatoimage: 1 m

Click on any image to view a full-screen eniargement.

Office pEPOT. EeN— -
rm— EEE
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PREVIEW DOCUMENT

e  (Click Continue

CONTACTUS | HELF | FAQ

Office pEPOT

Logged in as odwww1 officedept

d Files

Step 1 Add Documents

DOCUMENT
UPLOAD

# of Pages Preview

return.pdf (Letter) Adabe PDF 17 @

return guide
Showing Files: 1-1 of 1

= Cancel Order

CHOOSE PRINT OPTIONS

e To adjust amount ordered,
enter the new Quantity and
click Update

e  Click Print Options to
configure your document

e  Click Change Final Size to
change the document size

e C(Click Add tabs to add tabs

CONTACTUS | HELP | FAQ

Office pEPOT

Step 2 Print Options

Below is a summary of the current print specifications for each document. You can customize each document by clicking "Print Options”. You can proof the entire
document, including binding and tab settings, by clicking "Print Options or Add Tabs"

Document Options

retum pet
. [Z] change Final Size
17 Lenter-sized pages

& Add tabs

Desc: return guide

Date: 2/3/2011 6:03:23 PM

Format: B & W - Single Sided
Paper: 20lb BAW - 24Ib Color (White)

= Cancel Order Add To Order >
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CONTACTUS | HELP | FAQ

CHOOSE PRINT OPTIONS Office pEPOT

e Choose your Printing &
Binding options

e Choose additional advanced
finishing options such as
laminating, folding, cutting,

i File Informa
stapling and more... Al ey
Original Size: Letter
Pages: 17
e  Enter Special Instructions alSze
Printing & Binding: Close W
Fé)rlmat:s BT = Printed Covers & Exceptions
H 0lor - SinlE S
[ ]
CIICk Save ] Change Final Size
Paper: Paper Color:
- 20lk By - 241k Colar v gt -
Office pEPOT : L
Fs - Binding:
ONLINE RETURN/EXCHANGE Nane i
PROCESS & WEBSITE OVERVIEW Front Cover: Front Cover Color:
Mane v Hane Available ha
Back Cover: Back Cover Color:
R L 060666660
_’

 mmmm dll SPECIal INstructions

= Cancel —

CONTACTUS | HELP | FAQ

PAGE LEVEL EXCEPTIONS Office pEPOT

e  (Click Printed Covers &
Exceptions to edit or delete
selected pages

return.pdf
Original Size: Letter
Pages: 17
Final Size: Letter
Printing & Binding: Close W
Format: Printed Covers & Exceptions
Calor - Sincle Sided e
/ TE1 Change Final Size
Paper: Paper Color:
- 20lk By - 241k Colar v gt -
Office pEPOT s L
g e of Bt Binding:
ONLINE RETURN/EXCHANGE Nane i
PROCESS & WEBSITE OVERVIEW Front Cover: Front Cover Color:
Mone v Hone Available v
Back Cover: Back Cover Color:

Lamination, Folding, Cutting, Stapling, And More: Eait 4

Special Instructions eait 4

(= cree 1 % 5 |
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PAGE LEVEL EXCEPTIONS

e  C(Click Edit to select alternate
configurations or Delete to
remove the page

CONTAGCTUS | HELP | FAQ

Office pEPOT

Logged in as odwww1 officedepot.com

Print Preview

Images 1 through 9 of 17

Goto image: ,1—

Click on any image fo view a fuli-screen enlargement.

return.pdf

return pdf return pdf
10f17 Page:

e 20017 dofr17

Office pEFOT - - i

PROCESS & WEBSITE OVERVIEW

Color Format: Color Format Golor
20lb BAW -2 20lb BAV -2 20lb BAV -2
White White White

return pdf return pdf

e b of 17 B of 17

Format: Color
20lb BAW - 2...

at Color
20lb BAW-2...

al: Color
20lb BAW-2..

White White White
cacm (e ] oeee | (e ] oeete |
return.pdf return. pdf return pdf

e  Edit Paper Options and
Format

e (Click Save

Office DEPOT

Logged in as odwww1 officedepot.com

Page Exception Wizard

Configuration Options

Document Information Paper Options
Name: retum paf Type: 200 B 2abo Color ___|v

Page Number: 10f17 Color:

This document is specified as Single Sided. Therefore, changes can be made to the Format, Paper Type, and Color selections for this individual page.

Office pEpoT

ONUINE RETURN/EXCHANGE.
PROCESS & WEBSITE OVERVIEW

Format: Color || | <—

] «—
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PAGE LEVEL EXCEPTIONS

e (Click Exit and return

CONTAGCTUS | HELP | FAQ

Office pEPOT

Logged in as odwww1 officedepot.com

Print Preview

Images 1 through 9 of 17

Gotoimage:[T |
Click on any image fo view a fuli-screen enlargement.

return.pdf return pdf

20117

return pdf
e 30f17

Office pEPOT -

oo ===
S

Color

ormat: Color

armat Golor
20lb BAW -2 r 20lb BW -2 20lb BAV -2
r White White or White
e Y ooee |
return pdf return pdf return pdf
Page: 4 of 17 B 50f17

Color
20lb BAW-2..
White

e ] ooete |

return.pdf

return. pdf return pdf

CHANGE FINAL SIZE

e Click Change Final Size

CONTACTUS | HELP | FAQ

Logged in as odwww1 officedepot.com

Choose Print Options

Step 2 Print Options

Below is a summary of the current print specifications for each document. You can customize each document by clicking "Print Options”. You can proof the entire
document, including binding and tab settings, by clicking "Print Options or Add Tabs"

Document Quantity
return.pdf 1
17 Lenter-sized pages

Desc: return guide

Date: 2/3/2011 6:03:23 PM

Format: B & W - Single Sided
Paper: 20lb BAW - 24Ib Color (White)

= Cancel Order

Page 9 of 14



CHANGE FINAL SIZE

e Select Preset sizes and
choose a size from the drop
down list

e  Select Custom size and enter
height and width

e  (Click Save Changes

NOTE: For custom size, height or
width must be less than 60 inches

CONTACT US | HELP | FAQ

Office pEPOT

Logged in

Select your Finished Size
Name: return. pdf
Original Size: Letter-11.0x 8.5

You can choose to enlargpacmeduce youc prnt using the antions below:

@ Preset sizes: 8.5 5 14 (Lagal) -
5.9 2 14 (Legal

 Custom size: Heidhtz 5 1q E(Le?ter))

Motd 89 x 12 (Architecture A) than 60 inches

11 w17

12 218 (Architecture B

16 ¥ 20

18 x 24 [Architecture C)

24 %120

24872

24 ¥ B85

24 x 36 [Architecture D)

36 ¥ 96

36 x 48 (Architecture E)

= cancel | ® savechanges ||

ADD TABS

e (Click Add tabs

CONTACTUS | HELP | FAQ

Office pEPOT

Below is a summary of the current print specifications for each document. You can customize each document by clicking "Print Options”. You can proof the entire
document, including binding and tab settings, by clicking "Print Options or Add Tabs"

Document Quantity Options
17 L rter-sized pages [Z] change Final Size

Desc: return guide
Date: 2/3/2011 6:03:23 PM

Format: B & W - Single Sided

Paper: 20lb BAW - 24Ib Color (White)

= Cancel Order Add To Order >
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ADD TABS

e  Click Insert to add individual
tabs or separators

e 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.

CONTAGTUS | HELP | FAQ

Office pEPOT

Logged in as odwww1 officedepot.com

Print Preview

< Exitand return

Images 1through & of 17 & Next

Goto image: [1
Go Add Tabs by CSV | S ]

Click on any image [o view a jull-screen enlargement.

return.pdf return.pdf
Page: 10f 17 Page: 2 of 17
Office pEPOT
foiebt
ONUNE RETURN/EXCHANGE

PROCESS & WEBSITE OVERVIEW

]

return.paf
Page: 4 0f 17

return.pdf
Page:50f 17

e Click drop down and select
tab option

NOTE: A slipsheet can also be
selected to insert between pages

TACTUS | HELF | FAQ

Office pEPOT

Choose your tab or separator settings below and clickthe “Insert” button. The systemn will create a new tab or separator and insert it between the two pages below.

Tabs and Separators return. pdf
Page: 10f17
Type: > Blank Pace i
U | BleokPege Offiice pEpOT
. - Crilled - 3 hole - 5 bank - Blue Mg
e il Uiz - 3 il - 5 bank - Gray ‘ONLINE RETURN/EXCHANGE
Drillzd - 3 hole - 5 bank - Whits PROCESS & WEBSITE OVERVIEW
ron-Drilled - 5 bank - Blue
non-Driled - 5 bank - Gray

Mon-Drilledd - 5 bank - White

Slipshest Format: Color

rPaper: 201b BAW - 2.
Nhite

Page 11 of 14




ADD TABS

e Select Font Choice

e Enter Tab Label into Line 1
and or Line 2

e C(Click Insert

Office pEPOT

Logged in as odwww1 officedepot.com

Tab and Separator Wizard

Choose your tab or separator settings below and click the “Insert” button. The system will create a new tab or separator and insert it between the two pages below.
Tabs and Separators

Type: Driled - 3 hole -5 bank - Bluz_|»

Font Choice: Avial ¥
return.pdf
2ge 1of17

Line 1: Office pEFPOT
[t

Line 2: OMLINE RETURN/EXCHANGE

PROCESS & WEBSITE OVERVIEW

Upload CSV File

Upload the completed tabs csvfile. For help, download this template and edit it Format Color

using MS Excel or another spreadsheet application.

Faper 2010 BW - 2.

or: White

B upload

s

e  (Click Exit and return

CONTACTUS | HELP

Office DEPOT

Logged in as odwww1 officedepot.com

Print Preview

Images 1 through 8 of 18

Gotaimage: |1
Add Tabs by CSV

Click on any image to view a fuli-screen enlargement.

Edit Delete

return_pdf

Fage 1 0f17

Office pEFOT
[T

GNLNE RETURN/EXCHANGE
PROCESS & WEBSITE OVERVIEW

Drilled - 3 hole - 5 bank - Blug
Tab

return.pdf return.pdf

return.pdf
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CHECKOUT

e  Verify quantity is correct and
click Add To Order

Office pEPOT

Logged in as odwww1 officedepot.com

Choose Print Options

Step 2 Print Options

Below is a summary of the current print specifications for each document You can customize each document by clicking “Print Options™. You can proof the entire
document, including binding and tab settings, by clicking “Print Options or Add Tabs™

cument Quantity Op
return.pdf b _ Print Options
17 Letter-sized pages [Z] change Final Size

Desc: return guide

Date: 2/3/2011 6:03:23 PM

Format: Color - Single Sided

Paper: 201b BAV - 24Ib Color (White)

& WModify tabs

= Cancel Order <

Previous

e  Click CHECKOUT

Continue Shopping

@ Home

B 1 itemis) s7.34
~ Wiew Cart | Chedk Out | My Shopping Lists

QOrder
by Item #

.

Office pEPOT
Taking Care of Buriness Account # 43271349

Welcome, FACULTY & STAFF of UNIV OF WASHINGTON

SEARCH |:| m View All Products A-Z Ink & Toner | Paper | Copy & Print | Bulletin Board
Home > Find Your Product
Shopping Cart Continue Shopping [(WllZw del Print This Page
Description Price/unit Qty. Backorder Total Subtotal: §7.34
Online Print Center $7.35 /each 1 Epm o 57.34 Estimate Shipping & Taxes
tem # 102842 Entered tem # 102842
Remeve fiem 1 itemis) 57.34

return guide CHECK OUT

Update Cart | Empty Cart Save Cart To List Need Help?

= Email Assistance
= FAQS

Save for Later

Order By ltem #

'Y SHOPPING LIS’

Qty ADD TO CART

your ink

» SHOP NOW

Page 13 of 14




CHECKOUT

e (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.

Office pEPOT

Taking Cae of Buttreis

Description

Online Print Center
item # 102842 Entered tem # 102842

return guide
CONTINUE

Pricelunit

$7 35 ieach

Backorder

0

Total

57.34
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