Office pEPOT
Takirg Care of Busivers

Order Documents from File Cabinet

Login to your Office Depot
BSD account.

STEP 2:
Click the Design and Print
tab

STEP 3:

Click on “Get started now”
box to enter file cabinet
system
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Futurs Ordars

©! Print on Demand File Cabinet

Upload Document

Promotional Products

*Lnga &pparal

| professional, Tull service printing,
copying, binding and finishing

Print on Demand

Mow your businass can anjoy

Large Format Prints

Upioad Docurnant

Custom Imprinting

1. Steps/ Action Screen
STEP 1: Office pEpOT S
Business Solutions Bivisian Home | Buletin Doard _ Tuch Depot (R goe] NG Ton STATE UNiveRsiTT

STEP 4:
Enter the Username and
Password

*Note:This will be provided
to you via email when your
File Cabinet account is
created. This may NOT the
same as your BSD account
login

Login

Username

Ibasicuser@demoaccount.com

Password

(case sensitive)




Office pEPOT
Takirg Care of Busivers

Order Documents from File Cabinet

STEP 5:

Click the Orange Folder
link to add pre-confrigured
files to your order

NOTE: ALL DOCUMENTS
ARE CONTAINED IN THE
ORANGE FOLDER ONLY!

PRE-CONFIGURED FILES:

Home

Welcome Basic User
For security reasons, please change your file cabinet password by clicking the "Change Password"” icon below

Retrieve Documents for Configuration
\ Retrieve Pre-Configured Documents I
\0 Change password

Retumn to Step 1 of Design. Print and Ship
Depot

ALL ORDERS ARE SUBJECT TO THE TERMS OF USE

ALL ORDERS ARE SUBJECT TO THE PRIVACY FOLICY

STEP 6:

Select the Folder that
contains your desired
FORMS. Click Add to
Order any FORMS you wish
to add to your order.

STEP 7:

Click Continue

Haorme Step 1 of 2: Add Catalog items Q

Step 1 choose catalog item(s)

Search Catalog

Cancel Order

STEP 8:

Select the item to be
ordered and click Add to
Order

STEP 9:

Click Continue

Horme Step 1 of 2: Add Catalog items @

Step 1 choose catalog item(s)

Search Catalog
Sl

=] @ Farrns Test Training (0 ftams)

ﬁpre'conﬁgured Test Training (& Items)

@s:m - Test (1 ftams)

FC Quick Referenc File Admin Manage FC Quick Reference Basic User Order FC Quick Reference Group Admin Cabinet
Files.dog Docs.dog SetUp.doc
File Admin Quick Reference Guide Biasic User Quick Reference Guide Group Admin File Cabinet Set Up Guide

[dd to Order [dd to Order [#dd tor Order
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Takirg Care of Busivers

Order Documents from File Cabinet

STEP 10:

Follow normal procedures
complete your Print on
Demand order by clicking
Continue

Your selected FORM(S)
are already configured
for you.

Office perpoOT

Business Solutions Division

Bulletin Board
Technology

Tech Depot

Custom Printing

Design and Print

Office Supplies Furniture Customer Services

Search for H

Design, Print & Ship pEPOT

0 tems) in Cart
Subtotal: $0.00

Add 50 more
Tor FREE shippin:

View Cart | Check Out

Shopping Tools

Find Printer Supplies

[Manufacturer =] @

Find a Store ]

Order Approvals & Ty FC Quick Reference Group Admin Cabinet SetUp.doc
Group Admin File Cabinet Set Up Guide
Order by ltem# @

Search

» Help

For questions, call us:

1 Upload Files (B00) 983 -3376

2 Configure Options
Upload Additional Documents to Your Order

Document List Summary

3 Review & Submit

Q & “our files were uploaded successfully,
Remember to proof your docurments for accuracy,

MS Word 2 3,_\

My Shopping Lists &

My Profile o Cancel Print Order

Green Book Online &
Future Orders (]

STEP 11:

Preview the document
before placing order.

STEP 12:

Click Change Quantity to
order more than one
document.

STEP 13:

Check the box Please
proof the document and
check the box before
continuing.

STEP 14:
Click Continue

NOTE: to merge the
documents chosen click
Merge Selcted Documetns

Office pEPOT !
] DEPO

Welcome TEST USER .
DEPO1

Bulletin Board
Technology

Tech Depot

Custom Printing

Design and Print

Office Supplies Furniture Customer Services Company Info

search for | Search

Shopping Cart Design, Print & Ship pEPOT
0 kem(s) in Cart
Sutatal: §0.00

Add 50 more
for FREE shippin

view cant | cneck ot | CONfigure Options Summary

Find Printer Supplies

[Manofacturer =] @

Find a Store ]
= Document/Description PrEpEr
Order Tracking o Configuration

Order Approvals @

+ Help

1 Upload Files 2 Configure Options 3 Review & Submit F“[a“u“u"f;ig;'f'ag‘;'f'. B

. Belowis & summary of the current print specifications
for each document, You can customize each document
by clicking on "Modify Paper/Format",

E B & W Single
ormat:
Orderbyltem# & FC Quick Reference Group Admin Cahinet Sided
Setlp.doc Paper

ing Li: 4 20lh Recycled
My Shopping Lists @ e Cabinet Set Up Guide 4 Type: ecycle §\
My Profile (] I change Ouantit Binding:  -NOME-
Green Book Online @ Paper

Color: Wit

Future Orders (-]

Jé Rernove I_jl‘w"El Merge Selected Docurnents
*Note: If changes were made to document(s) that were already added 20 the cart, you must add the document(s) to the cart again.

[T Please proof the document and check the box before continuing.




Office pEroT
Takirg Care of Busivers

Order Documents from File Cabinet

STEP 15:

Review your order details
and click Add to Cart

Office pErPOT

Business Solutions Division

Bulletin Board
Technology

Tech Depot
Custom Printing

and Print
Customer Services

Furniture

search for | | _search

Shopping Cart

0 kem(=) in Cart
Subtotal: $0.00

Add 50 more
Tor FREE shipping
View Cart | Check Cut

Shopping Tools

Find Printer Supplies

[Menufacturer =] @
Find a Store (]
Order Tracking o
Order Approvals @
Order by ltem#
My Shopping Lists §

My Profile [+
Green Book Online @
Future Orders (]

Design, Print & Ship pEPOT +Help.

For questions, call us:

1 Upload Files (800) 9683 - 3376

2 Configure Options 3 Review & Submit

Please review your print order details

Your order has been configured and ready to be added to your shopping cart, Thank you far
Q . using Design, Print, Ship.

Paper: 20lb Recycled £0.00
Format: B & W - Single Sided £0.14

FiZ Quick Reference Group Admin Cabinet SetUp.doc

Group Admin File Cabinet Set Up Guide 3

Whote: Prices displayed do pot reflect taxes. TOtal Print Job Price: $.14

g
Cancel Print Order (= AddtoCart )
———
Please review policies regarding Special Order items for certain restrictions.
Delivery

Print on Dermand orders require varying time for production, An Office Depot
ermployee will call wau ta canfirm delivary suailsbility,

For questions, call us:
Returns (600) 963-3376
Cffice Depot Print Orders are made to your specifications and, as such, may not be
returned unless printed incorredtly ar if the merchandise arrives damaged. For your
protection, please make sure to preview your order carefully,




