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Custom Signature Stamps 
 
The customer will need to sign a blank piece of copy paper in a space approximately 1” x 2”. Scan the 
document and save the file to your computer in a pdf format.  
   

1. To access the custom stamp catalog from the home page of the Office Depot website, click on 
Print & Copy. Note link for Custom Stamps (MA Only) on home page. 

 
2. Within the Custom Printing program are various custom stamps. Choose the type of stamp that  

you would like to customize. 
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3. All stamps can be customized to fit the customer’s needs by clicking on the Customize button.  

 
 

4. Click on the Artwork Tab and then click on Add Your Own Artwork icon. 

 
 

5. For best signature results, use a black felt tip pen and sign at least three times, scan the 
signature in black and white as a PDF with a minimum of 600 x 600 DPI. 

                   
6. For instructions on how to setup a scanning folder for your Konica Minolta Bizhub machines, go 

to the Konica Minolta internal SharePoint site. 
 

7. The Image Upload screen will appear, click on the Browse button. 

  

http://pgr/community/Konica%20Minolta%20Training%20Website/_layouts/15/start.aspx#/default.aspx?RootFolder=%2Fcommunity%2FKonica%20Minolta%20Training%20Website%2FShared%20Documents%2FSCANNING%20GUIDES&FolderCTID=0x0120008D2D6BD47A56FF4195BD1073FDA08552&View=%7B7681BD4C%2D352D%2D40C0%2D93BF%2DFFDA05B833BD%7D
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8. Locate the PDF file of the signature image, and click on Open. 

 
 

9. The uploaded image file information will appear in the file box, click on the Upload button. 
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10. The signature image will now appear in lower half of the screen in light gray along with a crop 
field below the signature image. Place the crop field over the signature image.  

 
 

11. The signature image will then change color form light gray to black. Click on the Place Cropped 
Artwork button. 
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12. The signature image will then be transferred to the custom stamp design screen. 

 
 

13. The signature image will most likely be scaled down and will not fill the majority of the stamp field 
area. To increase the size of the signature, left mouse click on the border line of the signature 
image and drag it to enlarge the signature. 
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14. Be sure the image of the signature stays within the boundary limits of the signature stamp outline. 
Click the Proceed button. 

 
 

15. An image proof of the stamp will appear. Verify the stamp is correct then click on the Proceed 
button. If you require a change to the stamp click on the Edit hyperlink which will take you back to 
the previous  custom stamp design screen. 
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16. The Creative Options window will display. Populate the quantity of stamps and ink refills needed. 
Click on the Proceed button. 

 
 

17. Verify your order is correct and click on the Add to Cart button.

 
 

18. The order will then route back into the iProcurement system where you will check out and submit 
your order for approval and fulfillment.  

 
 
 


