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Getting Started 

Access My Files 

When logged in to business.officedepot.com, access My Files in the Services menu: 
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Uploading Files 

Corporate Administrators, File Cabinet Administrators and Upload & Order users may upload to any file 

cabinet or folder to which they have access.  Allowable file types are the same as allowed by print-on-

demand configurator tools. Individual files have a maximum size allowed of 100MB.  Any files this large 

may take a few minutes to upload. 

 

Steps to Upload Files 

• Select the Upload files icon on the screen 

• From the selection window choose one or more allowable files 

• From the selection window, click Open 

• Files will begin upload process 

• Optional: during the upload process, additional files may be uploaded by selecting Upload another 

file. 

• The file upload progress indicator may be closed to allow uploads to run in the background. 

 

Navigating My Files 

Uploaded files are displayed in the center of the screen in the Files section. 
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Configuring Documents 

The following process steps describe the basic procedure for ‘configuring’ a file for printing/ordering.  

Note that the configuration of files is restricted to the Corporate Admin, File Cabinet Admin and File 

Admin.  The Basic User role does not have permission to edit configured documents. 

• Select ‘Print’ from the Options dropdown (see screen shot below) 

 

• Select the document type desired to print from the document type page, for example, ‘Copies 

and Flyers’, ‘Pads. Etc. and clicks ‘Select’ or clicks on the item 

• Within the configurator screen, customize the file as desired 

• Click “Add to Cart’ when completed 

• Follow the Checkout Process to complete the order 
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Creating a Catalog Item 

• Click into a file cabinet 

• After an original file is uploaded, select the file 

• Click More options  Configure 

• Select the document type desired to print from the document type page, for example, ‘Copies 

and Flyers’, ‘Pads. Etc. and click ‘Select’. 

 

• Within the configurator screen, customize the file as desired 

o To customize quantity settings for future orders, select the Edit icon next to the 

Quantity field.  This allows for the definition of pre-selected quantities or 

minimum/maximum order sizes: 

 
• Click Save Configuration when done 
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• The configured document is now saved as a catalog item in My Files 

 

Editing a Catalog Item  

• Access the desired account  

• Click into a file cabinet 

• Select an existing catalog item  

• Click More options  Edit 

• The file, with its existing configurations is displayed in a 

configurator. 

• Within the configurator screen, customize the file as desired 

• Click Save Changes or Save As New when done 

• Save Changes will replace the old catalog item with the updated 

catalog item 

• Save As New will create a new catalog item with the updated 

configuration 
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• The updated configured document is now saved as a catalog item in My Files 

Creating a Catalog Item from Multiple Originals (Booklet Maker) 

Multiple uploaded files can be combined to create a single catalog item.  This is similar to Document 

Manager’s Booklet Maker feature.  

 

• Click into a file cabinet 

• After uploading original files, select up to 10 different files  

• Click Configure on the top of the page 

• Select the document type desired to print from the document type page, for example, ‘Copies 

and Flyers’, ‘Pads’ Etc. and click ‘Select’ 

• Drag and drop files to re-arrange 
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• Enter a name for the new document 

 
• Click ‘upload’ to load the document for configuration 

• Within the configurator screen, customize the file as desired 

• Click Save Configuration when done 

 
• The combined configured document is now saved as a catalog item in My Files  
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Creating Kits 

Any user that can create catalog items can also create kits.  Kits are groups of catalog items that are 

combined into a single orderable catalog item.  There are two ways to create kits: 

Option 1:  Create kit from configured documents  

• Click Catalog items, open a file cabinet that contains configured 

documents 

• Select the documents to add to the kit 

• Click Create Kit 

• Name the kit 

• Click Save 

Option 2: Create an empty kit 

• Click Create Kit 

• Name the kit 

• Click Save 

Catalog items can be moved into and out of the kit in order to define the kit components.  It is important 

to note that files deleted from within a kit are deleted from My Files.  If a kit is deleted, the files in the 

kit are also deleted.  Use Move or Copy to manage files that do not need to be deleted. 
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Creating Custom Templates 

All user roles except Upload & Order and Order Only may create custom templates.  Use the 

following steps to create and save a template. 

Browse to the Variable Data file cabinet and select Create New Template at the top of the screen. 

 

Select the document type to create from the list of options: 

 

Design your product in the configurator like any other custom design.  Add images, add/remove text 

fields, etc.: 
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• For text fields that the end user cannot change (company name, location, etc.), click the padlock 

icon to lock that content. 

• For text fields that the user can customize, confirm that the padlock shows unlocked 

• Select the paper type desired; the user will not be able to change this 

• Select the default quantity.  The user can update this as needed when ordering 

• Click Save 
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Placing Orders 

Printing Multiple Files as a Single Print Job 

The following process steps describe the procedure for combining several files into a single print job. 

• Log in to My Files 

• Click into a file cabinet 

• Select the files that will be combined into the print job 

 
• Select the “Custom print” option from the dynamic toolbar 

 

• Select the document type desired to print from the document type page, for example, ‘Copies 

and Flyers’, ‘Pads’, etc. 

• Organize the order of files, remove or add more files to the print job 

• Within the configurator screen, customize the file as desired 

• Click Add to Cart when completed 

• Proceed to check out 
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Order a Catalog Item 

Catalog items may be ordered on behalf of a BSD customer using GMil.   

• Navigate to the Catalog items link within My Files 

• Click the link to display the file cabinets that contain the 

catalog items 

• Navigate to the desired catalog item by double clicking the file 

cabinet 

• Select the documents that are being ordered. 

 

• For each document set the order quantity  

• Click Add to Cart when completed 

Open the customer’s cart to continue through 
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Ordering a Custom Template 

To order a template, select the Print Template button for the product in the Templates file cabinet: 

 

Ordering for a single user 

To order for a single user, fill in each of the available fields with data and select Proceed to Cart: 

 

Ordering from a List 

To order with a list of data, click the Download CSV Template link to pull a spreadsheet template based 

on the field data in the template: 
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Upon completion of the CSV file, click Import Your File to update the content in to the document.  Pages 

can be clicked through to proofread and to manually correct any changes as needed: 
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Review and Approve like any other COD order (the approval page will only display the first page of a 

multi-page list merge): 
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Viewing Order History 

To view previous print orders, click on the menu link for Previous Print Jobs. 

 

Re-order will add a new order of that product in the previous quantity to the cart 

Selecting View Details will bring a listing of previous order numbers where this document was ordered.  

Click through the order number for more information: 

 

Selecting an Order Number in the display will open that order and show all information associated with 

that order: 
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My Files Administration 

User Administration/Roles 

The following user roles and descriptions are used in the Business Solutions version of My Files.  For a 

detailed breakdown of each user’s permissions, please see the User Matrix below. 

 

Corporate Admin (CA) 

The Corporate Admin is the chief administrator for a Company who has been enabled in My 

Files. The Corporate Admin can add and delete File Cabinets (top level folders) and assign 

users to all File Cabinets. The Corporate Admin has access to all File Cabinets, folders and files. All 

companies must designate at least one Corporate Admin who is then given access by the OD Admin. 

Folder Admin Role 

The Folder Admin may upload, print, rename and create catalog items and 

assign users to folders. 

Upload and Order Role 

Users with the Upload and Order Role may upload, print, rename and 

create catalog items. 

Order Only Role 

Users with the Order Only Role may order catalog items from the folders to 

which they have been granted access. 

 

User Role Matrix 

  
OD Admin/ 

Gmil 
Corp 

Admin 

File 
Cabinet 
Admin 

Upload 
and Order 

Order Only 

Search for Companies in GMil      

Search for Users in My Files   
 

Assign Corp Account Admin 
   

Add Folders  
  

Delete Folders  
  

Rename Folders  
  

Assign File Cabinet Admin  
  

Add Folders    


Delete Folders    


Rename Folders    

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OD Admin/ 

Gmil 
Corp 

Admin 

File 
Cabinet 
Admin 

Upload 
and Order 

Order Only 

Assign Users to Folders   
 

Delete Files    


Rename Files    


Order Catalog Items     

Ad-Hoc Configuration and Print    


Upload Files    


List View     

Sort     

Display Order History     

Search Files     

File Action Log    


Grid View     

New User/On-Demand Tutorial      

Cursor Multi-Select/Bulk Actions    


Preview Files    


Download Files    


Publish Files    


Move Files    


Copy Files    


Move Folders    


Copy Folders    


Tag Folders, Files and Kits    


Link Accounts for Sharing 
   

Share file Cabinet Across Linked Accounts  
  

Create Templates     

Order Templates     

Reports     

 

Sharing Items to Other Cabinets 

File Administrators can share catalog items and templates to multiple file cabinets so that other users 

may print the documents but may not edit or delete the original.  Changes made to the configuration or 

content of the original document are immediately reflected in the shared copies of the document. 

To share an item to other cabinets, select “Share Item” in the document’s flyout menu, and then choose 

which cabinets can see the document: 
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Reporting 

Reports are available throughout My Files. To see which reports are available, hover over the Reports 

link on the top menu and select a report.  The report will save as a .CSV in the Reports directory for the 

user to download. 
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FAQ 

Can files be uploaded to My Files in bulk? 

Yes.  Simply shift+click more than one file in the windows upload dialog box, then click open.  

File load times vary but all files will continue to load until complete. 

What is the space limit for a customer account or user? 

There is no limit on the amount of space available, however Office Depot reviews the number of 

files stored in order to mitigate the risk of abuse.  Users may experience slow response with 

searching or accessing shared file cabinets with more than 500 files. 

What kinds of preconfigured documents can I create with My Files? 

As a storage and document management solution, My Files will allow saving and storage of all 

configurations that the print-on-demand configurator can generate. 

Does My Files have single sign-on? 

Yes, users that have been granted a role may access file cabinets in My Files after logging into 

BSD. 

Can users have a “private” file in BSD? 

At this time, all file cabinets are shared and administered by the File Cabinet Administrator for a 

corporate account.  Any files stored in a personal file cabinet on the www.officedepot.com web 

site remain exclusive to the customer logged in. 

Is there a way to create a baseline user (non-admin)? 

Yes, a Corporate Admin has access to user permissions, which they may not want or want to 

grant to other users.  The "Upload & Order" and “Order Only” roles can be granted to a user by 

a Corporate Admin or by members of the Office Depot support team. 

  

http://www.officedepot.com/
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