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Education Affiliates Branded Print Items can be found in 

two areas under the “Copy & Print” section of the site. 

Stationary Items like Business Cards, Letterhead, and 

Envelopes can be found under the “Brand Identity” area. 

Items like Flyers, Brochures, and Catalogs can be found 

under the “MY Files” area. Ordering steps for each area 

are outlined within this document. 



Brand Identity 
 

 

Product Categories 

• Business Cards 

• Letterhead 

• Envelopes 

• Folders 

• Forms 

 
 
Customer Support* 

• E: bieastregion@odcallcenter.com 

• P: 800-965-6270, Option 1, Option 1 

*Please include (email) or have (phone call) your order number 
 

 
Ordering Steps Summary 

• Step 1: Select “Copy & Print” 

• Step 2: Select “Brand Identity” 

• Step 3: Select a school category 

• Step 4: Select a school subcategory 

• Step 5: Select a product category 

• Step 6: Identify the desired product 

o Choose quantity 

o Select “Create” 

• Step 7: Enter custom data in “Add Your Customization” fields 

• Step 8: “Product Preview” updates as data is entered into each field 

o Select “Cancel’ to cancel the order 

o Select “Order More” to continue shopping 

o Select “Add To Cart” to checkout 
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Brand Identity 
 

 

Ordering Steps 

• Step 1: Select “Copy & Print” 
 

 

 

 

• Step 2: Select “Brand Identity” 
 

 

 

 



Brand Identity 
 

 

Ordering Steps 

• Step 3: Select a school category 
 

 

 

 

• Step 4: Select a school subcategory 
 

 

 

 



Brand Identity 
 

 

Ordering Steps 

• Step 5: Select a product category 
 

 

 

 

• Step 6: Identify the desired product 

o Choose quantity 

o Select “Create” 
 

 

 

 



Brand Identity 
 

 

Ordering Steps 

• Step 7: Enter custom data in “Add Your Customization” fields 
 

 

 

 

• Step 8: “Product Preview” updates as data is entered into each field 

o Select “Cancel’ to cancel the order 

o Select “Order More” to continue shopping 

o Select “Add To Cart” to checkout 
 

 

 

 



My Files 
 

 

Product Categories 

• Flyers 

• Brochures 

• Catalogs 

• Newsletters 

• Certificates 

• Post Cards 

• Surveys 

 
 
Customer Support* 

• E: cpd.customeronlinesupport@officedepot.com 

• P: 855-302-8768 

*Please include (email) or have (phone call) your order number 
 

 
Ordering Steps Summary 
 
Once you are sign onto your AE Marketplace 

• Step 1: Select “Copy & Print” 

• Step 2: Select “My Files” 

• Step 3: Select a school category 

• Step 4: Select a school subcategory 

• Step 5: Select a product category 

• Step 6: Select Quantity add to cart 

o Steps 7 through 9 are Optional Steps 

• Step 7: Select “More Options” to view item (Optional Step proceed to Step10) 

• Step 8: Select “Preview” under More Action (Optional Step Proceed to Step 10) 

• Step 9: Select Page you want to View (Optional Step Proceed to Step 10) 

• Step 10: Select “Proceed to checkout” or “Back to My Files” 

• Step 11: Review your order and check out or continue shopping 

• Step 12: Select “Continue Shopping” or “Add to Order” 

• Step 13: Review “Price Summary” 

o Select “Edit Order” to make changes 

o Select “Accept & Continue” to checkout 
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Ordering Steps 

• Step 1: Select “Print & Copy” 

 

 

 

 

 

• Step 2: Select “My Files” 

 



My Files 
 

 

Ordering Steps 

• Step 3: Select school category Double Click on folder 

 
 

 

 

 

• Step 4: Select school sub-category Double Click on folder 
 

 

 

 



Check Out  

 

Ordering Steps 

• Step 5: Select product category, you can order more than one item at a time 

 
 

• Step 6:  Review quantity ordered and Add to cart  

 



Check Out  

 

Step 7: Select “More Options” to preview an item or see more pages in Program Slicks 
and Catalogs. (Optional Step) 

  

 

 
 
 

Step 8: Select under More Action “Preview” looks like an eye (Optional Step) 
 

 



Check Out  

Step 9: Select page number you want to preview (Optional Step) 
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• Step 10: Select “Proceed to Checkout” or “Back to My Files” to continue ordering 
 
    

 
 
 

 



Check Out  

• Step 11: Review your order and check out or continue shopping 

 
 

 

 

Ordering Steps 

 

• Step 12: Review  

o Select “Edit item” to make changes 

o Select “Remove” an item 

o Select “Empty” delete all items in cart at the bottom of the order 

 

 

 

 



Check Out  

Ordering Steps 

• Once you check out, you will complete the ordering process in the EA Marketplace 

  
 
 

Office Depot Key Contacts 
 

Print Support  
• cpd.customeronlinesupport@officedepot.com 
• Jody.Preihs@officedepot.com 

Account Manager: 
• Candy.Cloud@officedepot.com 

Strategic Account Manager 
• Dana.Newman@officedepot.com 

 
 

Educational Affiliates 
 
Greg Smith  gsmith2@edaff.com Director of Procurement & Accounts 
Payable 
 

 
Kathrine Davis -Catalogs Only -  kdavis@edaff.com 
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