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Welcome to your MarketPlace Pro platform, formally known as File Cabinet! MarketPlace Pro is your 

new, custom online website to order Lab Books, Note Pads and other customizable print materials.  

For assistance with a MarketPlace Pro order, or if you have questions about how to place an 

order please use the following contact information:  

Email – CPD.CustomerOnlineSupport@OfficeDepot.com  

Phone – 1-855-302-8768  

 

How to access MarketPlace Pro  

1. Log into Business.OfficeDepot.com and click on “Bulletin Board” 

 

2. Click on the MarketPlace Pro link -  
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3. The system will recognize your BSD login and automatically log you directly into MarketPlace Pro  

 

 

Site Navigation 

1. You can HOVER and SCROLL over the word “Categories” in the top header, to reveal a pop-up 

box listing the product categories.  
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2. You can also CLICK onto the “Categories” tab to reveal the tile categories  

 

3. Clicking onto one of the category icons will reveal the print products in that category. 

 

4. Hovering over a product will provide a “Quick View” pop-up box.   

This Quick View will 

provide detailed 

information about the 

product.  

You can “Select” the 

product to begin ordering 

it, or “Close” the pop-up. 
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5. Search field – you can search for a product by name 

 

Processing an order  

Step 1: Selecting a product template brings you to the product page. 

 

 

 

Step 2: Personalize your information. 

Important information about personalized products: 

• Type into the available variable fields  

• Any field marked with an asterisk (*) is a required field. 

• Once your personalization is complete, it is required to preview a proof to ensure your 

information is correct and click continue  
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Step 3: Type the your quantity you would like to order and click continue 

 

Step 4: View a summary of your product, preview a proof again, and CHECK the box that 

ensures you have reviewed a proof and correct information will be printed on your product.  

Without this step, you cannot move forward and add your product to cart.  

 

 

 

Step 5: Once you have added the product, it appears in your “Shopping Cart”. 

 

In the Shopping Cart, you have the option to: Preview, Edit, Remove or Email the product before 

checking out. 

Step 6: In the Checkout screen, you can manage your address by: 

• Editing your current address 

• Adding a NEW address, and saving it to your personal address book 
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• Select from an address in your saved address book 

• Select a Global address  

 

Step 7: Enter your Credit Card information in the pop-up box, then hit Submit. 
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Reports and Order History  

 You can view your order history by going to Reports > View Orders  

 

 To find order tracking information click on the three dots to the far right of the details section 

 

 

 

 


