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Getting Started

Access My Files

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

Taking care of business

Products +  Services *  MyAccount ~ [N Relagsl @ik

Print & Copy

My Files

Coffee Services

PrintlQ

Shredding Services

Tech Services

Water Services

Workspace Interiors

Ideas

My Files &'

New file cabinet

Uploaded Files }

[mRY
Catalog items

Previous print jobs

User permissions

Reports

Tutorial
Terms and Conditions

Tags

Grid view Sort

April 5ales Conference
April 20,2016 / 2files

August 5ales Conference
August 24 2016 7 3 files

Beth
Movember 20, 2017 / Sfiles

Search Q

Showing 1-16 of 16

@®

More options

®

Maore options

@

More options




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.

Adobe
pdf

Microsoft Word

doc, .docx

Microsoft Excel

xls, xlsx

Microsoft Powerpoint

PPL, .ppix

Image
IPg. Jpeg. .png, .bmp, .gif, .tf,

uft

Rich text file

rtf

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.

Upload files

Navigating My Files

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



content{Sample File).docx
January 21, 2016 5:08 PM / 5 page:

Flyer{Sample File).png
January 21, 2016 507 PM / 1 page

Each file displays with a preview, name and date
uploaded to easily differentiate from other files.




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.

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

" APOLLO112PDF (=] ®
November 20,2017 / 217 pages More aptions
=~ | APOLLOT6.PDF (=] ®
November 20,2017 / 176 pages : More options
= | APOLLO17.PDF = ®
£ L November20,2017/ 176 pages rir More options
, Newsletter template- 2 pg.docx =] O]
B | Novemoer 20,2017 / 2 pages . More options

e 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
1a & le e
wil L ¢ e
<
e Within the configurator screen, customize the file as desired
e C(Click “Add to Cart’ when completed
e Follow the Checkout Process to complete the order

| G

<«

A T A

Comb Bound Book [ T ————

I — PrpeTrpe
gar- Bl ® ..




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’.

: X
Select a document type to print
,/ )
( ) ( )
\ : \ D=
I} Copies & Flyers Carbonless Forms Pads Spiral Bound Book Comb Bound Book
‘ Select Select Select Select | Select |
,_QJ W
Tape Bound Book 3 Ring Binder Booklets Paperback Book Hardcover
Select j Select ] j Select | | Select | | Select
Softcover Brochure Banner
I Select Select 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:

X

Quantity.

No Limit Mln/Maxl

10

Ell !

+Add another quantity option

Click Save Configuration when done



| Print Options

Bushwood Invite

Pages .~/ Quantity Paper Size

Finishing

Letter

Paper Type and Color

Cardstock - Gloss Cover + 3036

Your Price $1 3.51

Advanced

pers

Cance Save As New

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

My Files

Uploaded Files

Catalog Items )

Custom Templates _,,3
O i

Previous Print Jobs

User Permissions =y
o

Reports ——

Turorial U

bushwood holiday party

My Booklet

November g, 2017 /
pled Book

Sz00

Copied
Mo

e

8/ 1page

53 pages

9717 97 e

Search Q

Az [©]
Order More options
v @
Order More options
v @

Showing 1-19 of 19

Editing a Catalog Item

10

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.

Uploaded Files
Catalogitems )

User permissions

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




oft ) »

Pages Quantity Paper Size

reEe
C o

o .
-

Paper Type and Color

Letter
|

Cardstock - Gloss Cover - $0.36 pers.

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

-] -l

2files selected | Custom print Mave Copy

@ » M SalesTeam

mA340177 Tornado.pdf
Sepramber 6, 2016 / 1 page

= m4240216_Earthquake.pdf

September 6, 2016 / 1 page
i

m.pdf
6,206

41 pages

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.

Delete Preview Configure

Showing 1-3 0f 3

® o1
fe |50

®
io

e Click into a file cabinet

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

e Click Configure on the top of the page

o Select the document type desired to print from the document type page, for example, ‘Copies
and Flyers’, ‘Pads’ Etc. and click ‘Select’

e Drag and drop files to re-arrange

11
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Upload
Iy Drag Files to Rearrange Supported Files®
/' APOLLO10.PDF 474M8
/ APOLLO11.PDF 871.84 KB

Your files will be combined into a single print job in the order they appear here.
@ Toprintyour files separatsly, please upload one at a time, add to cart and start a new print
job.

Add another file ~

Enter a name for the new document

Combined File Name

We combined your files (2 in total). Please give this new file a name

APOLLO10 pdf

Cancel Save

Click ‘upload’ to load the document for configuration
Within the configurator screen, customize the file as desired
Click Save Configuration when done

Spiral Bound Book Choose a different product v
| Print Options Finishing Advanced
‘ Apollo combined
L s - i
B = ages Quantity Paper Size
- = 93 1 cter v
» o wews @Y 193 Letter

Paper Type and Color

Standard Whites - 20lb -

Your Price: $21.95

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



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

e C(Click Catalog items, open a file cabinet that contains configured

documents %
o Select the documents to add to the kit New kit
e  Click Create Kit
e Name the kit
e C(lick Save

Option 2: Create an empty kit

e Click Create Kit
e Name the kit
e C(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.

13



Creating Custom Templates

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

NEW! 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.

My Files Cs [ search

Creste newtemplate [ Grid view

Uploaded Files

@ A

Catalog items
Variable data ) Templates
o @. November 6, 2017 / 10 files
Previous print jobs
User permissions

Reports

Tuterial
Terms and Conditions

Tags

Showing 1-1 0f 1

®

More options

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

Select a document type to create

B — -

Flyers Same Day Business Card Greeting Card Horizontal Greeting Card Vertical

!

Postcards Horizontal Postcards Vertical

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

fields, etc.:

14




Same Day Business Card Undo I Reset
| T text Ba) image | W Themes
Enter Your Name Here! G m
Add Your Title Here G m
~ Cat Scratch Rescue aim

Enter Your Name Here'
Add Your Title Here

954-555-4433
Your Email Addy@CatScratch.org

www.CatScratch.ory

Cat Scrateh R §(:11,,

Safe zone ® Change Design

954-555-4433 n U}
Your Email Addy@CatScratch.org G x\
www.CaiScratch.org a

Add more text

Paper Type 12pt Matte 0

Quantity (Boxes of 50) 2Boxes @

Your Price: $27.98

Applicable discounts and coupens will be applied at

[+

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

« Success!

Your Design has been Saved to My Files

[ Go To My Files ]

15



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.

e loginto My Files
e (Click into a file cabinet
e Select the files that will be combined into the print job

My Files e o . L hed
2fi Move o] revie

iles selected | Custom print

@& » M Broncos

Uploaded Files » Showing 1-20f 2

Catalog items

Previous print jobs 2 I = Seattle-Seahawks-Resume jpg = ®
@ N

October 13,2016 / 1 page Custom print | More optio

User permissions =

Cover letter,jpg =] ®

Tutorial October 13,2016 /1 page Custom print | More options

©

Terms and Conditions

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

My Files

2 files selected

e Select the document type desired to print from the document type page, for example, ‘Copies
and Flyers’, ‘Pads’, etc.

e QOrganize the order of files, remove or add more files to the print job
e Within the configurator screen, customize the file as desired

e C(Click Add to Cart when completed

e Proceed to check out

16



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

o Navigate to the Catalog items link within My Files

o Click the link to display the file cabinets that contain the
catalog items

e Navigate to the desired catalog item by double clicking the file
cabinet

e Select the documents that are being ordered.

T o -

My Files &= =
@ »msales

Uploaded Files

catalogitems ) “

User permissions e —
M April 82016 /13 pages
| LT ep——
B, v o e

| rmburgerpatong
S v s
—

scrum-guide-us (2). pdf
Narcn 3,016 16 peges
i p

Uploaded Files
Catalogitems )

User permissions

Showing 1-4 of 4 =
v @
proe | worecprons
A ®
or wore options
A:d ]
ore More options
v ®
More options

e For each document set the order quantity
e C(Click Add to Cart when completed

Open the customer’s cart to continue through

My Files . = o
ETTY = = o
YT —
Unloadea Fies Ex=3
atalogitems snowrg1-11e01
User permissions w ®
Reports - e s
[ S _—
- e 22201711 44 cpi a
[ S—
Pace2 k] @
ur e i 4
v ®
ay
a
w ®
k: @




Ordering a Custom Template

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

)

!

My Fil HH =
y Files E=E = search Q
Create new template ort
Uploaded Files Showing 1-10 of 10
oAl
Catalog items
Variable data ) g”‘l % | cacscratch Caras
ulll=—  November 30,2017 / 1 page
Previous print jobs
User permissions == low res cat
- November 21,2017 / 1 page
Reports
g Greeting Cards-festivus (=] (O]
@ I
Tutorial -  November 21,20 page Print Template | More options
Terms and Conditions
3- photo template =] [©]
(=] = i
Tags ® _ Novemper 21,20 ez Print Template | More options
e text field width test (=] ®

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:

Same Day Business Card

Undo

Cat Serateh
Tom O'Malley

954-555-4433
Tom@CatScratch.org

www CatSeratehory

| Reset
| T Tex |
Tom O Malley a
Lead Alleycat a
Tom@CatScratch.org &
Paper Type 12pt Matte
Quantity (Boxes of 50) 2Boxes @
Your Price: $27.98
Applicable discounts and coupons will be applied at
checkout
Bl Proceed To Cart
st 8009333376

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:

18




Custom Flyers

€ Switch To Back

Thenk

Your contribution helps us
help homeless cats. Please
save this note as
confirmation of your

Contributor

Contributor Name

Amount

Donation Amount

[ﬂ Gallery

Contributor Name

| T Text

Contriburor Name

Daonation

Denation Amount

MMM DD YYYY
MMM DD YYY

PErsonalization - upload bulk data
fr' Importyour file  § Download CSV remplate
LSV files allow

Size: 85" x 171" Quantity 1

A

B (5

W O W R e

o
=]

=
oW

n

_|Contributor Name Donation MMM DD YYYY
| Waylon Dalton

Justine Henderson 20.00  January 26, 2018
| Abdullah Lang

Marcus Cruz
Thalia Cobb

_| Mathias Little

Eddie Randolph
Angela Walker

) | Lia Shelton
Hadassah Hartman 50.00  January 26, 2018

Joanna Shaffer

Jonathon Sheppard 25.00  January 26, 2018

Alisa Morrow

lark Hnnkine

25.00  January 26, 2018

20.00  January 26, 2018
10.00 = January 26, 2018
15.00  January 26, 2018
250.00  January 26, 2018
75.00  January 26, 2018
50.00 January 26, 2018
50.00  January 26, 2018

25.00  January 26, 2018

15.00  January 28, 2018
20000 lanuang 28 2018

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:

Thank you!

Your contribution helps us
help homeless cats. Please
save this note as
confirmation of your

Contributor

Marcus Cruz

Amount
10.00 .
Cat Scratch
Restie

Tom B'Mnueg

TIN: 123-45-7899 954-555-4433

Date Received

January 26, 2018

www.catstrateh.org

Contributor Name

Marcus Cruz

Donation

1000

MMM DD YYYY

January 26, 2018

Mass Personalization - upload bulk data

Cat Scratch thank you list.csv

g Change file 8 Download CSV template

Only €SV files zllawed

Size: 85" x 11" Quantity 1
Paper Type and Color

Standarc Whites - 24lo v

Folding

ZTrifold = $0.07 pershest

Perforation (Delivery Only)

Nane

19



Review and Approve like any other COD order (the approval page will only display the first page of a
multi-page list merge):

Review and Approve

Tom O'Malley
Lead Alleycat

954-555-4433
Tom@CatScratch.org

www.CatSeratehorg

Q 100
p::e”f%pe 12pt Matte Your Price: $2798

Choosing "Approve” means you have carefully checked the spelling, content and layout and that you understand that this document will print exactly as
it 2ppears and no changes can be made once your order is placed,

By choosing "Approve”, you also agree to our Terms & Conditions.

CONTINUE EDITING APPROVE

Review and Approve

Thank you!

Relp et oot v
wava thiemove e
confirmation of yeur
Centributer
Marcus Cna No Printing on Back
Amount
- Cat Scratch
arvary 26, 20W m‘ue
Tam Ot
oozt ]
www.catseratehorg

BACK
FRONT

Quantity: 1 K )
Paper Type: Standard Whites - 24lb Your Price: $3 '43

20



Viewing Order History

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

My Files

Uploaded Files

Catalog Items

Reports

Turtorial

Terms and Conditions

Tags

“rEm

L S\ 9
|
i
N
o I

)

Same Day Business Cards, 3 ...

$36.02 / 10/25/2017

Same Day Business Cards, 3 ...

$36.02 / 10/24/2017

Full-Color Business Cards, 3...

$30.48 / 11/29/2017

Same Day Business Cards, 3 ...

$18.01 / 08/29/2017

Custom Full-Color Poster

$53.49 / 08/25/2017

Same Day Business Cards, 3 ...

$18.01 / 08/25/2017

Status:
Processing

Status:
Processing

Status:

Deleted for Declined CR

Status:
Held for Production

Status:
Held for Production

Status:
Processing

w

Reorder

w

Reorder

w

Reorder

w

Reorder

@

View details

®

View details

@

View details

@

View details

@

View details

@

View details

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:

-e

Same Day Business Cards, 3 ...

$36.02 / 10/25/2

Same Day Business Cards, 3 ...

$36.02 / 10/24/2017

Full-Color Business Cards, 3...

$30.48 / 17/28/2017

Same Day Business Cards, 3 ...

$18.01 / 08/29/2017

Custom Full-Color Poster

Same Day Business Cards, 3 ...

$18.01 / 0%/

2017

Status:
Processing

Status:
Processing

Status:

IMPOSED BOOKLET

Deleted for Declined CR

Status:
Held for Production

Status:
Held for Production

Status:
Processing

Order information

Order Number

Order Date

Image not
available

347745208-001

11/20/2017

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

that order:

21
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Home / My Account/ Order List / Order Detall

Order Detail

Print This Page

WIEW ALL ORDERS

Order & Budget Information

Order Number: 347986239-001 Status:
Order Date 12/05/2017 Delivery
Ordered By: BETH-5QS Dare/Time
Last Modified By: BETH-SQS Comments:
Last Modified On: 12/13/2017
Shipping Information
Shipping Address:
BOCA RATON,
FL
334962434
usa
Order Summary
Description Your Price / Unit
Custom Flyers $0.46 [ cacn

ltem # 795756

REVIEW THIS PRODUCT

Comments:  Flyers

Need Help? ... ccoesenne

= Email Assistance Chat Now
- FAQs

Deleted for Declined CR

Billing Information

Billing Contact:

Payment Method:

Credit Card
Credit Card Number:
S

Amount:39.79

Hide Images

Quantity Back Dr&;reu

B/O

20 0 0 5215 REORDER

Shipped Total




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.

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

E=| Folder Admin Role

assign users to folders.

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

|E=| Upload and Order Role

create catalog items.

E=] 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

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

23



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:

24



deraten
Fundrajser
DATE /TIME /IACATIAN ”

-Demena Fyers

-

Edit Move Togs

] 2

Delete Rename Share File

+Add a description

Share File to Folders

For File : cat scratch fundraiser

To the Moon

Initech

Anaother test cabinet

Images

X

Sharing Information @

Share To Folder

Share To Folder

Remove Access

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.

My Files Y

Fite:

Uploaded Files (=]
Catalog Items

Custom Templates a
Previous Print Jobs

User Permissions ) [m]

Reports

Tutarial

Terms and Conditions.
(=]

Tags

r Report
r Search for Users Q
© Count of Users by Role

Run Report File Cabinet Admin  Upload & Order Order Only
TEST 0 Q 0
847307518CP
BSD CPD TESTER 0
CPDBSD

COPY AND PRINT DEMONSTRATOR
COPYPRINTDEMO

CPD TEAM USER

CPDTEAM

Search by firstname v

Showing 1ta 7 of 7

a

Edit Access

Edit Access

Edit Access

a

Edit Access

25



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.

26
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