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Step 1: Login to your BSD site using your username and password

https://www.odpbusiness.com/home.do

odp

Welcome to ODP Business Solutions.
Please Log In To Your Account

Registered Customers

[ Login Name ]

_ Keep me logged in

Forgot your login name/password? Need Help Logging In?

If you need assistance accessing your Office Depot Account, please submit a help desk ticket to
Procurement/Sourcing. (Procurement/Sourcing > Office Depot Account Assistance)



https://www.odpbusiness.com/home.do

Step 2: Access your Brand Identity Site:

Click on Brand
Identity

Option 1:

sUsINESS P sOLUTIONS sl A Us ﬁa

El g Orders [iZ] order By Item [ Shopping Lists Proprietary ltems T, Bulletin Board [ Brand Identity More - Account: 84730751

Option 2: Option 3:

Products ~ Services v i
Products -~ _Services ~

EE Orders | Office Supplie

Prnt & Copy
Paper

Breakroom My Files

Click on Servicesand | ="

Cleaning Brand Identity
_ then select Brand

G ’ Click on Products Identity e

. : and then select .

School Supplies > BI’Oﬂd |deﬂTITy =

ina . -
Computers & Accessories Shredding Services

Print & Copy Tech Services

Water Services
Ink & Toner

Waorkspace Interiors

Brand Identity

Proprietary Items

Option 4: ‘

00 Products ~» Services A

pusinessFsowumions: Click on Services and then Print
& Copy. On the next page
click on Brand Identity

A1 0 Orders Print & Copy

| Brand Identity




Search
Feature

Step 3: Select a Category

[, Search

- ¥ :
Have any questions

W H | Rl NG about the print store? Click here to

NOW HIRING
g Need to p|a¢e a contact us today

A\ potogen B
custom order?

Call 555-555-5555

www.prologistix.com

o [

1 aury
H M

i Bur

=
BetterWorkLife-

Better Worklife

Window Clings

Enwvelopss Flag Banners

Yard Signs




Step 4: Choose Your Quantity and Click “Create”

Wi Cart About Condzct Us FAQ s

3
Breadcrumis for
EmployBridps Cstabag / Fhyers eosy nOVIgOTIOﬂ 2, Search

ResourceMFG’ ﬁ

An ErrplyBnicge Compary

1

Rl Have any questions
ING about the print store? Click here to

NOW HIRING

Avoiogn B Need to place a contact us today

ey

Call 555-555-5555 custom order?

www.prologistix.com

1 auyT
Buliipy MON

Flyers
THE TIME TOr
GET A JOB :K
UP LOAD HIGHEST _HI::I:..IHL\- PaY : : . Quan TITy
HERE 20YEARS ; L Drop Down
Custom Uplasd 8.5 x 11 Fiver - FLO2 Emakin’ Hot 8.5 x 11 Flper - FLOT Thie Tirne Is Mow 2.5 % 11 Fhper- FLO2
8 Distils B Detzils B Details
S fvers R 50 fhyers L S0 fhyers R




Step 5: Add your customization

ﬂ' The Time |s Now 8.5 x 11 Flyer - FLO2

Customization:
Customize Design As you add to the text
fields, the product will
Layout Option auto populate for
ProX v instant product
preview
Pasticn 1
Position 1
Pasticn 2
Position 2
Pasticn 3
Position 3
Phone
000 |-| 000 |- 0000
Wiebsita
wwnwwrebsite com
Special Characters & Show Less

Special Characters:

Allows you to add special characters to text

- Click in text field

- Click on Special Character link to choose from icons

\ Anprovine Your Proof

= proof | agree the layout, content. and spalling are correct funderstand that my arder will be printed exacthy as shoy
or return to this screen to make changes. Changes will not be allowed after checkout.

Zoom Level:
Increase or
Decrease Preview
Image

Oty | 50flvers w

Zoam | T5H bl :: ‘Wiew Proaf PDF ﬁ Email Preview

AV

THE TIME TO * View Full Size
GET A JOB \ Image: To View a

\ PDF Image

* Email Preview:
Allows you to email

The job ma .
- a preview to others

BUZZIMNG w =}
highest hourly pay
wies v 20 YEARS!

GISTIX

000-000-0000

www.website.com

Next: Advances to the
“Order More Page”

- Onioe added to your

Cancel

Note: Due to the high resolution of the images, it may take some time for the preview image to load.




Step 6: Order More of the same item

Click "Next” to
proceed to the
Shopping Cart

Remove All Products MNext

Notice: These items are not currently in your shopping cart. Once you have reviewed the configured items
below, please click Next to add these items to your cart.

Item Options Quantity
;“|rI :1..'_.,.:;::: ' ;gssgi;:?eals Now8.5x11FI.. rD CGPP’ c Start Fresh
S N With your Starting from a blank
' * Position 1 customizations already slate, create the same 50
in place, create the same product again
PR | product again
o |\ il —/
/ Remove All Products Next
Add more of this
item.




Step 7: When finished ordering, select “Checkout” to enter billing and
shipping data

odp Products ~~ Services ~ Searc L Q) Eﬁuntact @ 55656 (et
" .

50 Orders H?] Order By ltam -3 Shopping Lists EZ Propristary ltems E;'- Bullatin Board :~= Brand Identity Maore - Account: 54730751

Shopping Cart

‘ Continue Shopping

-

EStimated TOtal: $60.52
Shipping Qty. Price
Small Market Business Card Imprint, Black, Box Of Delivery 4 $56.56

- 500 In-store pickup not a
ltem # 676600  Entered Item # 676600 available. Edit 31414 box
pﬁl"‘tt&COp}’ » Manufacturer Chirect Eits"i'::t;dd:::m'y 7-10 Remave
Customized Product

Comments Save

Please review your information. Your order will be printed exactly as shown. Once
submitted, your order cannot be changed or cancelled. Estimated delivery is generally

7-10 business dc:isI but shiiiini time varies deiendini on order.




Note on Custom Uploads:
* There are some custom upload options available on the site.
» If you are looking for a specific design that is not available on the Office

Depot store page, you can upload a custom image. We have a variety of
premade designs available on the Order Fulfillment site that you can use.

* You can also create designs on Canva. (For assistance with Canva, please
contact Sheryl Newman, sheryl.newman@employbridge.com)

* For flyers, please upload a flyer with the following dimensions: 8.75” x 11.25".

(This is to account for the flyer bleed. If you need assistance adjusting the
dimensions of an image, please contact Morgan Mayback -
morgan.mayback@employbridge.com)

* For yard signs, please upload a yard sign with the following dimensions: 24" x
18".
* Note: The Custom Upload Yard Sign is setup to print full color on both
sides and comes with an H stake.

* For banners, please upload a banner with the following dimensions: 3’ x 8'.



https://empb.sharepoint.com/SitePages/Order-Fulfillment.aspx
https://www.canva.com/
mailto:sheryl.newman@employbridge.com
mailto:morgan.mayback@employbridge.com

Note on Custom Uploads: (continued)

* You can download a pdf from the Order Fulfillment site . (Or you can place a
custom design request via Help Desk Ticket, see Help Desk Ticket slide for
more information.)

« If the pdf has editable fields, fill in your custom information before uploading
the design. (You do not need Adobe Acrobat to edit the flyer. You can edit it
in your browser.)

Customize Product Qty 25 v ’

Customize X ’ —  Zoom +

Details

£ Back to Customize

@

Customize

Drag and drop files to upload or

We support the following file types ' N
Uploading:
BMP  GIF  JPEG :G\\ Click here to upload

PDF .PNG  TIFF your custom design.
Maximum file size: 200 MB |\

Click to apply image.

Newest

NOW HIRING RMFG Yard Sign (2...
PACKAGI o 7/6/2022



https://empb.sharepoint.com/SitePages/Order-Fulfillment.aspx

Note on Banners:

« If you are a dual branded branch, you can display both brand logos on the
banner, side-by-side. (In this case, the color behind “Now Hiring” will be
black instead of the brand color)

» If you are not a dual branded branch, just leave “Brand Logo 2" blank.

 You can add a QR code to your banner. (QR code is not eligible if you are
displaying 2 brand logos) When scanned, this will direct the user to the jobs
page on the main brand site. (ex: prologistix.com/jobs)

< Exit Customize Product Qty 1 v
@ Customize X — Zoom +
Details
= Brand Logo
‘Customize ProLogistix -
- L] ®
ProLogistix: ResourceMFG
Resource MFG v

A®mm® = An EmployBridge Company An EmployBridge Company

If Brand Logo 2 is selected, please don't select QR Code.
QR Code

No v

Tagline
APPLY TODAY!

APPLY TODAY!
Website § Special Characters »
prologistix.com or resourcemfg.com APPLY @ prologistix.com or resourcemfg.com OR CALL 555-555-5555

Phone
555 |- 555 |-| 5555




Note on Yard Signs:

For yard signs, there are multiple customization options.

The yard signs have the option to have a different front and back. This can be
used for dual-branded branches or to have the option of displaying 2
languages on the sign.

For example, if you are a dual branded PLX and RMFG branch, choose
“ProLogistix English Front” for “Front Option” and “ResourceMFG English Back”
for “Back Option”

£ Exit Customize Product Qty 25 v Next >
Customize X —  Zoom +
Front Option
RGPS | Prologistix English Front v
APPLY TODAY!
First field is for phone descriptor. o]
rone Am ProLogistix® =
Call 555 - 555 - 5555 Aome=% An EmployBridge Company Rsse
7 I Call 555-555-5555
g APPLY TODAY!
= www.prologistix.com
Back Option
o . ’ m
First field is for phone descriptor. APPLY TODAY!
Back Phone @IE
Call 555 -| 555 |-| 5555 AResourceMFG' e e
An EmployBridge Company fiosn
Tagline Back
APPLY TODAY: Call 555-555-5555
QR Code www.resourcemfg.com
Yes -




Note on Yard Signs: (continued)

* For example, if you would like both English and Spanish on your yard signs,
choose “ProLogistix English Front” for “Front Option” and “ProLogistix Spanish
Back” for “Back Option”

< Exit Customize Product Qty 25 v Next >
@ Customize X —  Zoom +
Detail.

3 Front Option

(®IRGITFE | Prologistix English Front v

APPLY TODAY!

First field is for phone descriptor. 'E E;
Ph .

A\ ProLogistix® ==

Call 555 |- 555 |-| 5555 A®mm® e An EmployBridge Company NOW!

e Call 555-555-5555
' www.prologistix.com

ProLogistix Spanish Back h ESTAMOS
CONTRATANDO

First field is for phone descriptor. iSOLICITA TU EMPLEO HOY MISMO!

Back Phone Bl I%
555 |- 555 | 5555 A\ ProLogistix: &

A®mm® —= An EmployBridge Company ﬂ%
Tagline Back § Special Characters >
l {SOLICITA TU EMPLEQ HOY MISMO! Llamar 555-555-5555
QR Code www.prologistix.com

Yes v




Note on Yard Signs: (continued)

* You can also have QR codes on your yard signs. If the brands on either side
are different, the QR code will reflect the brand on that side. (For example, if
the front of the sign is for ProLogistix, the QR code will direct to
prologistix.com/jobs)

» There are currently only 2 design options for yard signs: Now Hiring and Job
Fair. There is also a custom image upload option.

* Note: The Binoculars job fair yard sign is for ProDrivers, Remedy, RemX, Select,
and Westaff. The Boots job fair sign is for ProLogistix and ResourceMFG.

Yard Signs
LOOKING WE'RE
@ FOR THE
4 . RIGHT JOB? - AHL!_F‘TTI—(';ITG" =
o - P Al x
?g‘_ ' WEIRE = (i - MISSING = IMAGE
www.select.com + Poation & P o Postion ¥ & .
ESTAMOS . ion #2 . * Fositio / ;
~ - | HERE
Mow Hiring Yard Sign 18x24 - YS01 We're Hiring Binoculars Job Fair Yard We're Hiring Boots Job Fair Yard Sign Custom Upload Yard Sign 18x24 -
Sign 18x24 - YS04 18%24 -YS05 Y511
€ Details € Details @ Details € Details
25signs v 25 signs v 25 signs v 25 signs v
B BT TR TR

Waitina far ham-rell.nr-datanet. .



Where to Submit a Help Desk Ticket

« For Print Design Requests:
« Candidate Recruitment Marketing > Grassroots and Print Marketing >
Print Design Requests (Flyers, postcards, etc.)

* For Banners and Signs:
« Candidate Recruitment Marketing > Grassroots and Print Marketing >
Banners and Signs

» For Office Depot Account Assistance (including log ins):
« Procurement / Sourcing > Procurement / Sourcing > Office Depot
Account Assistance




Contact Information

* Megan Lazarou - Office Depot Representative
* For Assistance with Custom Orders and EmployBridge Office Depot Store
« Megan.Lazarou@officedepot.com

* Morgan Mayback - Marketing Specialist
* For Assistance with EmployBridge Office Depot Store and General
Graphic Design
« Morgan.Mayback@employbridge.com

» Gail Ferro — Director of Recruitment Marketing
« For Assistance with Recruitment Marketing Initiatives
 Gail.Ferro@employbridge.com



mailto:Megan.Lazarou@officedepot.com
mailto:Morgan.Mayback@employbridge.com
mailto:Gail.Ferro@employbridge.com
mailto:savannah.manke@employbridge.com
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