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

:H ST Taking care of business

Welcome to the Business Solutions Division

Registered Customers

“—

Login Name

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

PA—

[ Keep me logged in

Password

Not a customer? LET'S GET STARTED»

Forgot your login name/password? - k)

Trouble Logging in?

——
A copygpint

Taking care of business

Chat Now ContactUs .

Click on “Products”

Help ~

Logout

Search Product or Item # Q

Account: 25605374

Click on Products

Welcome Tracy

Proprietary lrems

Great tech tools
for everyday success

 Foodback

© 2015 Office Depot, Inc. All rights reserved.

Cart g o

Your cart is empty

View Cart |

Recently Viewed W

Recommendations For You
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Step 3: Select “Print & Copy”

Taking care of business

Office

Help » Logout

Products ~  Services * My Account v Search Product or Item #

Office Supplies

Paper

Ink & Toner

Breakroom

Cleaning

Technology & Services

Furniture

School Supplies

Print & Copy

Proprietary ltems

. Spread Holiday Cheer
Prl n’b%(/ E This Season With

Click on Print & Copy

Step 4: Click on Brand ldentity
Cart go

Your cartis empty

Customized Products View Cart ]

Shop Now

Recently Viewed p 4

Recommendations For You v

Quick Order A

Helpful Links W

Click on

Brand Identity \ -
File CabinZt Brand Identity

© 2015 Office Depot, Inc. All rights reserved.
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Step 5: Choose Your Product Category

Office pEroOT /B
OfficeMax
Taking care of business Embassy

View Cart About Contact Us FAQ

Embassy Management Catalog Go =
Search

Embassy Management Catalog

A ASPIRE

acres

HUMAN SERVICES, LLC

[ ]
© 2015 Office Depot, Inc. All rights reserved. Offlce DE POT.



Step 6: Choose Your Quantity and Click “Create”

Embassy Management Catalog = Aacres G0 =

AaCI'BS Breadcrumbs for

easy navigation

First Lastname, CRED1, CREDz2

Quantity

Aacres Business Card - BCO acres #10 Regular Envelope - ENO1 Aacres #10 Left Window Security
Drop Down Envelope - ENO7
© Details / © Details © Details
250 cards - 500 envelopes - 500 envelopes -

BT TS TR

[ ]
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Step 7: Add your customization

-

Customization:
As you add to
the text fields,
the product will

instant product
preview

\_

auto populate for

~N

J

Quantity:
Zoom Level: Choose quantity in
Increase or Decrease drop down
Preview Image
View Cart  About Contact Us FAQ \ /
| 4
© Aacres Business Card - BC01 uantity: 250 cards -
Add your customization. Then if you approve your preview, select the
'Add To Cart' option; or select 'Order Mere' if you want to add this Canc Add To Cart
item to your cart and continue to order another item.

Add Your Customization

Name

Credential 1

Credential 2

Title

Location
[Choose One Option

| ||@Aacresl|c.com

v

Office

Special Characters:
Allows you to add special characters to text

-Click in text field

-Click on Special Character box to choose from

icons

© 2015 Office Depot, Inc. All rights reserved.

Zoom Level:

Product Preview: @ View Full Size Image

~.

Aacres

View Full Size Image:
To view a PDF Image

Aacresllc.com

Email Preview:
Allows you to email a
preview to others

It,’ Email Preview

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

Cancel

Add to Cart:
Adds item to
cart to proceed
to checkout or
continue
shopping
Order More:
Click to
continue
shopping for
print products

Office pEPOT




Step 8: Non-Customized Items

@) Embassy Plain Logo Announcement - Blank Inside -

Zoom:
Increase Image by
Hovering over previe

Product Preview:

D

Embassy

I yoo want o order this dem, seloct the "Add To Cat opbon

Quantity: 500 note cands -

4]

Embassy

Elaws gament, LLA

© 2015 Office Depot, Inc. All rights reserved.
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Step 9: When finished ordering, select “Checkout” to enter billing and shipping data

Taking care of business Help * Logout

Office
DEPOT
Products *  Services ¥ My Account - Search Product or ltem # Q « 1+ $200
ShOpplng Ca rt Continue Shopping Need Help? %L..;q Chat & Email e:ﬁﬁ.z ¢ Print
Price Qry Taral Order Summary
Business Cards, Imprint, Box of 500 $2.00 1 £2.00
Irem # 329300 Entered item & 329309 { box Ed BUtO $200
(811
» Manufacturer Direct Estimate Shipping & Taxes
% t& View
print&«copy Remove Total (1 item) $2.00

Customized Product
B  Checkout

@ Order by item #

Comments Save

Need Stamps?

Continue Shopping Update Cart Empty Cart | SaveCartTolist | Share Cart

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

[ ]
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