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Product CategoriesProduct Categories

• Automotive

• Badge Holders

• Bags & Travel

• Business & Desk

• Calendars

• Drink ware & Accessories

• Gift & Awards

• Golf & Sporting Goods

• Health & Personal Care

• Key holders

• Leisure Products

• Stress Balls

• Time & Electronics

• Tools & Knives

• Writing Instruments

• Wearables

OVER 1,300 ITEMS!OVER 1,300 ITEMS!
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OD Promotional ProductsOD Promotional Products

1. Your Login Name is mcclatchy promo and your password is mcclatchy.
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OD Promotional ProductsOD Promotional Products

1. BEFORE BEGINNING (THE FIRST TIME ONLY):
Please click on "My Profile" located on the navigation bar under Shopping 
Tools. Once there, click on "Select Ship Tos" and look to see if your shipping 
address is listed. If not, please contact your Account Manager to set up. If 
your address is listed, you can continue on with your order, by clicking on the 
"Design and Print" tab found at the top and follow the prompts. When 
checking out, please make sure to select the appropriate address for shipping.
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OD Promotional ProductsOD Promotional Products

1. IMPORTANT NOTE: Before continuing, please make sure that you have 
enough credit to charge this order on your card! This is a CREDIT CARD 
ACCOUNT ONLY.  If your job will exceed your credit limit OR you are in 
need of items not found on the Office Depot website, please make sure to 
contact you local Office Depot Account Representative and they will assist 
you in placing the order.  If you have any difficulty reaching your local Office 
Depot Representative please contact the program Administrator (Darrin 
Cowie) at (818) 359-7455 and he will gladly help you!
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Online NavigationOnline Navigation
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Online NavigationOnline Navigation

Search by
• Product Category

• Event type
• Production time

Search by
• Product Category

• Event type
• Production time

“Hot Links”
for some of the more 

popular categories

“Hot Links”
for some of the more 

popular categories



8 FOR  ASSISTANCE CALL: 800-929-4977ONLINE ORDERING @ bsd.officedepot.com

Anatomy of the Product PageAnatomy of the Product Page

You will ALWAYS
receive “end-column”

pricing

You will ALWAYS
receive “end-column”

pricing

“Click” here to begin 
configuring order

“Click” here to begin 
configuring order

“Click” on item
for detailed 
description

“Click” on item
for detailed 
description
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Step 1Step 1 –– Select QuantitySelect Quantity

Indicate quantity 
desired

NOTE: 
“Minimum Orderable 

Quantities” are
different for 

each item

Indicate quantity 
desired

NOTE: 
“Minimum Orderable 

Quantities” are
different for 

each item

Choose how 
you want to 

decorate 
the item
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Step 2Step 2 –– Upload ArtworkUpload Artwork

Prompt to upload 
your artwork.
Please verify 

acceptable formats 
by reviewing 

‘artwork requirements’
link located on page.

Prompt to upload 
your artwork.
Please verify 

acceptable formats 
by reviewing 

‘artwork requirements’
link located on page.
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Step 2Step 2 –– Upload Artwork (contUpload Artwork (cont’’d)d)

Select the best
description for

your file

Select the best
description for

your file

Click this to upload artworkClick this to upload artwork
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Step 2Step 2 –– Upload Artwork (contUpload Artwork (cont’’d)d)

Take note of your 
TRANSFER ID

Take note of your 
TRANSFER ID
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Step 3Step 3 –– Configure the ProductConfigure the Product

On this screen 
you can specify

the colors for your
item, logo, and text 

On this screen 
you can specify

the colors for your
item, logo, and text 
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Step 3Step 3 –– Configure the Product (contConfigure the Product (cont’’d)d)

You can also enter
special notes, request
a proof, and specify
shipping method  

You can also enter
special notes, request
a proof, and specify
shipping method  

Click to proceedClick to proceed
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Step 4Step 4 –– Review OrderReview Order

Double check your
instructions  

Double check your
instructions  

Your pricing includes 
all set up, run, 

proof and 
shipping charges.  Note:
All setup charges will be 
credited back quarterly.  

Your pricing includes 
all set up, run, 

proof and 
shipping charges.  Note:
All setup charges will be 
credited back quarterly.  
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Step 4Step 4 –– Review Order (contReview Order (cont’’d)d)

This is where you
review your order
to make sure the

product is configured
correctly  

This is where you
review your order
to make sure the

product is configured
correctly  

Click this if any changes
need to be made

Click this if any changes
need to be made

Click this to add to cart 
and proceed to check out
Click this to add to cart 

and proceed to check out
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CheckoutCheckout

The configured product
is now added to your
cart and you are now

ready to checkout 

The configured product
is now added to your
cart and you are now

ready to checkout 
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CheckoutCheckout

Please select appropriate
ship-to location and check 

out.  If it is not listed, 
please contact your

Account Manager so that
they can add it for you.

Please select appropriate
ship-to location and check 

out.  If it is not listed, 
please contact your

Account Manager so that
they can add it for you.
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Contact InformationContact Information

• Contact Center Hours: 8:15 A.M. - 6:00 P.M. Eastern Standard Time (EST)
• Customer or BSD Sales Rep Contact Center Phone Number 1-800-929-4977
• Contact Center Fax Number: 1-877-334-3051 
• Special Order Quote Requests:

– Send your quote requests via email to your local Office Depot Account Manager
Proof Approval OD Catalog items:
– Return to OD via fax: 877-334-3051 or email to: norwoodissues@officedepot.com

• General Inquiries: Address all questions regarding available colors, 
imprint areas, imprint colors, production times to (800) 929-4977.  For all  
items outside of the catalog contact your local Office Depot Account 
Manager.

mailto:norwoodissues@officedepot.com
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FAQsFAQs
How do I  place an order from the catalog? 

• The most efficient way to order is online at http://bsd.officedepot.com.

• Or call 1-800-929-4977 and one of our promotional products experts will assist you in 
placing your order.

Who do I call for questions regarding products not listed in the catalog?

• Call your local Office Depot Account Manager and they will be happy to assist you. 

The product that I am looking at only offers a one color, one location imprint. My logo 
is two colors –what should I do?

• Call our inside promotional products experts at 1-800-929-4977 for additional information. 

The pricing in the catalog only goes up to 500 pieces for the item I want, but I need 
1,500 – what should I do?

• McClatchy and Office Depot have negotiated “end column” pricing for quantities up to 
and including end column.  For quantities over “end column”, please contact your local 
Office Depot Account Manager and they will be happy to quote special pricing for you.
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FAQsFAQs
Where do I send my artwork for my order?

• If you call or email your order request you will be prompted to go to 
www.officedepot.com/artwork to upload your art files.  For tracking purposes you will be 
asked to enter your 12 digit order number (example: 403645372-001) prior to uploading your 
files.  The transfer ID # is just a confirmation that we have received your artwork.

What are the acceptable art files?

• We can accept Adobe Illustrator (any version), PC or MAC; Freehand (saved as illustrator), 
.ai format, PC or MAC; Quark or InDesign (.eps, .pic or .tif); Photoshop (black and white 
saved as .tif or pic files). 

How long will it take to receive my order?

• Please refer to your catalog for the lead times for each item (as they vary by product). You 
may also view lead times in your catalog or online at http://promo.officedepot.com or at 
bsd.officedepot.com (username and password required). 

• Shipping dates are calculated after artwork and any requested proof is approved.

I need my order in a hurry – can I have my order rushed? Is there a charge for this?

• Rush services may be available for a charge on select items. Call our inside promotional 
products experts at 1-800-929-4977 for availability.
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FAQsFAQs
I would like to see a sample of a product before ordering – is there a charge 

for this?

• Random samples under $10.00 can be ordered free of charge and you will not
be charged for shipping either.  Please contact our inside promotional products 
experts at 1-800-929-4977 for availability.  For sample orders in excess of 
$10.00, please contact your local Office Depot Account Manager and they will 
be happy to assist you. 

What shipping options are available for my order?

• UPS Ground or UPS Next Day Air.

What hours are my promotional products experts available?

• Currently, our inside promotional products experts will be standing by to assist 
you Monday through Friday, from 8:15 am – 6:00 pm, EST.

Can I return my items if I decide I don’t want it?

• We are unable to accept returns on custom imprinted items unless the products 
are defective. Please call 800-929-4977 for assistance.
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Thank You!
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