
Order Documents from File Cabinet 
 
 

 
 

1. Steps/ Action Screen 

STEP 1:  
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 

  

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 
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STEP 5: 

PPPRRREEE---CCCOOONNNFFFIIIGGGUUURRREEEDDD   FFFIIILLLEEESSS: 
Click the Orange Folder 
link to add pre-confrigured 
files to your order 
   
 
NOTE: ALL DOCUMENTS 
ARE CONTAINED IN THE 
ORANGE FOLDER ONLY! 

 

 

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 

  

STEP 8: 

Select the item to be 
ordered and click Add to 
Order  

STEP 9: 

Click Continue 
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 STEP 10: 

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

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

 

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 
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STEP 15: 

Review your order details 
and click Add to Cart 

 

 


