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

. Taking care of business
Office ¢
DEPOT

Chat Now ContactUs

Welcome to the Business Solutions Division

Registered Customers

Login Name
{ «— |
<_

Password

show | You take care of business.
We take care of you.

D Keep me logged in

Forgot your login name/password?

Not a customer? LET'S GET STARTED»

Need Help Logging In?

Industry Solutions Quality Products Business Services Services & Support Sustainability Programs
Get support tailored to your Find all the essential items you need Credit Card Processing, Clover POS From print & copy to procurement Get involved with Office Depot's
business and industry, from to keep your business running as Solutions and a host of other and payment solutions, we help you  many efforts to support diversity to

hitps://business.officedepot.com/index.de mch efficiently as possible. financial solutions to help keep your save time and money. our community and our



Step 2: Access your Brand Identity Site:

Option 1: Option 2:
Taking care of business

Taking care of business

Product: - Services My Account ~

Products v Services v My Account ~

Office Supplics >

Print & Copy

Paper > Brand Identity

Ink & Toner

Coffee Scrvices

Click on Services and then
select Brand Identity

Breakroom

PrintlQ

Click on Products and
then select Brand Identity

Cleaning Shredding Services

Technology Tech Services

T o
Furniture Water Services

S Suppli :
School Supplies Workspace Interiors

Print & Copy

Brand Identity

Proprietary Items

Option 3: Print & Copy

Taking care of business

Products - Services » My Acc

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

Print & Copy

File Cabinet Brand Identity




Step 4. Choose Your Quantity and Click “Create”

Breadcrumbs for easy Search Feature
navigation

Cortiva Catalog Go =

Cortiva Catalog

ORTIVA i
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{1]
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Tile INSTITUTE Tile INSTITUTE
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Quantity
Drop Down
Cortiva #10 Envelope - ENV Cortiva #10 Window Envelope - EN02 Cortiva #9 Envelope - EN0O2
© Details © Details © Details
1500 envelopes - 1500 envelopes - 1500 envelopes -




Step 5: Add your customization

© Cortiva #10 Envelope - EN01

Quantity:

Zoom Level: Choose quantity in
Increase or Decrease drop down
Preview Image

Quantity: 1500 envelopes -

Add your customization. Then if you approve your preview, select the
‘Add To Cart’ option; or select "Order More” if you want to add this
item to your cart and continue to order another item.

Cancel ] Add To Cart

Add Your Customization

Location
| COR-Arlington v |

(c

ustomization:

As you add to the text
fields, the product will
auto populate for
instant product

review
\ Y,

Special Characters:

Allows you to add special characters to text

-Click in text field

-Click on Special Character box to choose from icons

Product Preview: = Zoom Level View Full Size Image

. \Jr
#%%, CORTIVA View Full Size Image:
'-}k-' INSTITUTE To view a PDF Image
B0E Wast 1-10, Suite 100
Aringtan, Tadas MeOT
Email Preview:
Allows you to email a
preview to others
IB Email Preview
Approving Your Proof

Important: By approving this proof | agree the layout, content, and spelling are
correct. | understand that my order will be printed exactly as shown. Once added to
your basket, you can print, email, or return to this screen to make changes. Changes

Add to Cart:

Adds item to cart to proceed to checkout or

continue shopping
Order More:

|

[ Cancel

will not be allowed after checkout.

Click to continue shopping for print products




Step 6: Non-Customized Items

© Cortiva Note Card - NC01

Product Preview:

Zoom:
Increase Image by
Hovering over preview

CORTIVA INSTITUTE

| Cancel ' Add To Cart

If you want to order this item, select the ‘Add To Cart’ option;
or select "Order More' if you want to add this item to your
cart and continue lo order another item.

Quantity: 1500 envelopes

CORTIVA INSTITUTE




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

Taking care of business Help v Logout

Office

DEPOT
Products »  Services ~ My Account * Search Product or ftem # Q -~ 1 v %200

ShOpping Ca rt Continue Shopping Need Help? W LveChat @Emal (@ FAOs ¢ Print
Price Qty rael - Order summary
Business Cards, Imprint, Box of 500 $2.00 1 200 < ¢
Item 2 329300 Entered itemn & 329309 ! box £d SubLoia; 2.00
dit

» Manufacturer Direct Estimate Shipping & Taxes
View

p rlnt&copy Remove Total (1 (tem) $2.00

Customized Product
@  Checkout

— @ Order by item #
Comments Save

Need Stamps?

Update Cart Empty Cart | SaveCartTolist | Share Cart

Continue Shopping

Please review your information. Your order will be printed exactly as shown so once
submitted, your order cannot be changed or cancelled.



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7

