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1. Loginto the following URL: https://business.officedepot.com

2. Enter your Login Name and Password.

3. Click Login.

Office
DEPOT

Welcome to the

Registered Customers
Login Name

daniel kofoed127@gmail.com

Password

) Keep me logged in @)
Forgot your login name/password?
Trouble Logaging in?

Business Solutions Division.

Chat Now

Contact Us

experience

the benefits

of business
rnadepstonal

Not a customer yet?

GET STARTED

4. |If you are a first time user the following screen will appear.
5. Enter your Old Password and change it, then Log in.

Office
DEPOT.

Welcome to the

Expired Password

Please enter your new password

e Your password has expired. Please complete
the form below to create a new password.

Login Name:

Old Password:

Business Solutions Division.

New Password:

Confirm Password:

I Keep me logged in @

Chat Now Contact Us Login

Trouble Logging In?

Frequently Asked Questions

Q: I am trying to log into the BSD site, and | get a message stating that my password is invalid. It
worked before, why am | having problems now?
If you are utilizing "bookmarks/favarites” and you change your login name or passwaord, the bookmark
is no longer valid. You need to delete the current bookmarkfavorite and create a new
bookmarkfavorite.

Q: Sometimes when | try to access certain pages, | get a message stating that the "Certificate

Authority is Expired.” Does this mean that | do not have permission to access these pages?

A: MNa. Simply click the Continue button. The S50 session that secures your transaction with our site is not
affected. You can avoid the message in the future by upgrading your browser,

I have forgotten my login name and password. How can | find out what it is?

A: Your Office Depot Account Manager or company's Super User can provide you with login information.
Ifyour company has elected to assian Super User permissions to a user from your arganization's
purchasing department, that individual can create a user profile and provide a login name and
password for you.

Forgot your password?

To have your password emailed to you, Click here
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6. You will be asked a Security Question.
7. After entering click Update.
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° Order By ltem | My Lists - — — .
Office B =F O = gl
DE PO'I: Q My Account. Orders. Quick Entry~ My Lists. Cart -

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology  Fumiture School Supplies Copy & Print

Home / My Account/ Login and Lost Password Information

Manage Account
Update Security Question

Attention!

= [Manage Ship To

My Profile

» My Profile Overview —-select your security question- v
= Select Ship To
= Select Contacts

= My Proxy Approver

* Answer:

*Canfirm Answer:

UPDATE

Need Help?

= Email Assistance
= FACS

Talk with a Representative
Chat Now

Login and Lost Password Information

Your profile is not configured with a security question. Plegge select a security question and provide a confidential answer. If you farget
your password, this information will be used to help us yfdate your identity.

8. The following screen will appear.

off. Order By tem | My Lists

DEPOT Q

Office Supplies Paper Breakroom Ink & Toner Cleaning

- = —f 0items
- -_— =
My Account. Orders. QuickEntry. MylLists. Cart .~
Technology Furniture  School Supplies Copy & Print

cord/&lia"ﬂ

L NON

pull away
from the pack

with cardfolio™

Welcome, DAN KOFOED

Edit Profile
Proprietary ltems

: Quick Order
Business Cards o Number o
LEARN MORE »
Comments




“iHealthSmart Ko

Ad i bl Novitex

ENTERPRISE SOLUTIONS

Message Mews updates

Last update by: BE ADMIN
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Welcome to the HealthSmart Copy & Print Depot!
To Begin Ordering...Click Here

To access the User Quick Start Guide...Click Here

Your Novitex / HealthSmar Contacts:

Sonja Daily, Customer Service Representative, Production Services,
Phone: O: 832-462-6833 | F: 713-655-0714, Email: sonja.daily@novitex.com

Lisa Liepold, Director of Service Delivery, Phone: 734-657-9290, Email: Lisa.Liepoldi@novitex.com
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9. Click on the Copy & Print tab and select your option.

- Order By tem | My Lists - - — )
Office O =¥ p = W
DE PO'I: Q My Account. Orders. QuickEntry. MylLists. C

Office Supplies Paper Breakroom Ink & Toner Cleaning Technology Furniture  School Supplies \Copy & Print
?_ ca /&[iﬂ‘ Welcome, DAN KOFOED
Edit Profile
RICHARD Hagmus i pun away Proprietary ltems

from the pack

with cardfolio™

: Quick Order
Business Cards o Number -
LEARN MORE »
Comments

L NON

10. Click on the Copy & Print Tab and choose Document Printing Services (NOTE: This feature only allows you to
upload documents that you will be printing one time) or File Cabinet (NOTE: This feature allows you to print
items that you will be able to reprint). Click Get Started.

the mark of quality

PRINF |

DEPOT"

dedicated file cabinet.

GET STARTED

GET STARTED

custom stamps, business envelopes,

checks & forms -
SHOP NOW

Easily retrieve and store documents from your
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11. When you login to File Cabinet the following screen will appear ad you will have to put in your credentials.

Office
DEPOT.

* Required

Username: Welcome to File Cabinet

|dan.kofoed @novitex.com Your Personal Digital Storage Center
Password: | .

.| | : i File Cabinet: A Secure personalized online digital
Login Failed. Username is invalid or not found. B storage center by Office Depot.

-283-8948 if you need assistance,

To find out more about th
login and password for File

Retrieve password

Free print
assessment

Save time & money
Sign up for a free print
assessment by a certified
print specialist

¥ SIGN UP

12. The following screen will appear.

Logged In As Danny Kofoed Home | My Account | Admin | Contact Us | Help | FAG

Office
DEPOT.

Featured Options

To beqin, click on one of the options below:

Order Catalog ltems Order Modifisble
Documents
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13. Order Catalog Items and select the document you want to print, enter quantity and add to cart or you can
preview and enter the quantity on the next screen and Add to Order.

Office
DEPOT.

Home = Order Catalog ltems = Catalog

Catalog

Catalog features any Filing Cabinet documents and perscnalized products to have
been pre-configured and available for convenient ordering.

m Corporate Default

) ]‘HealthSn 1art

. ok

2014 Capabilities Pres..
2014 Capabilties Presentation

‘Qiuantity: li

14. If you Preview the item enter your Quantity here and Add To Cart.

Home = Catalog = Preview Itam
* Required

Preview Item

2014 Capabilities Present
2014 Capabilities Presentation

Paper: 201b BAW - 241b Color - White
Format: Color - Single Sided
Binding: Caoil Binding - Black
Front Cover: Clear Cowver -
Back Cover: Regency

Quantity: |12

Return to Catalog o
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15. An Order Summary will appear. If you have completed shopping Add to Order or Continue Shopping.

Logged In As Danny Kofoed Home | My Account | Admin | ContactUs | Help | FAQ
[
Office
DEPOT.

Home = Catalog = Catalog Order

Catalog Order

Preview Item Name |/ Description Price Quantity Total Action
- . R

C_)\ 2014 Capabilties Presentation 2-11-2015 (1).... $0.00 -4 Fe] 50.00
Subtotal $0.00

| cancelOrder | Continue Shopping | Add ToOrder

16. You will now need to Accept and Confirm Your Order prior to checkout.

Price Summary

This order contains a single job.
This is only 8 summary.
Other chamges may be applied as you complete your order.

Please review to make sure you have...
(Check the boxes below to confirm)

A _IConfirmed all documents have desired printing options applied
'Previewed all pages for content and layout
Entered desired quantity

Order Subtotal: $0.00

Document: 2014 Capabilifies Presentafion 2-11-2015 (1).ppix Page Size: Letier
Pages: 55 Final Size: Letter {8.5 X 11.0)

ltem Configured Options

Impression : Caolor - All Pages - Single Sided

Paper: 20lb BAW - 241b Color (White) - All Pages

Binder: Caoil Binding - Black

Front Cowver : Clear Cover {Clear)

Back Cover: Regency Cover (Black)

Edit Order Accept & Continue
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17. The Check Out screen will appear. You may now Check Out, Edit your quantity or Remove your item(s).

- Order By Item | My Lists -—— - - —
=J 1ltems
Office O = O = V¥

- — e 52726.70
DEPOT Search by Keyword or Item# Q My Account. Orders. QuickEnfry» My Lists. Cart -

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology  Furniture School Supplies  Copy & Print

Home / Find Your Product Print This Page

Shopping Cart Continve srloping

Description Price/unit Qty. Available Bi0 @ Total Available: $226.70

Online Print Center $22.67 /each
ltiem # 102842 Entered ltem # 102542

2014 Capabilities Presentation 2112015 1.ppix

10 ] 5226.70 Backorder: £0.00

Subtotal: §226.70

FREE shipping

Estimate Shipping & Taxes

Comments [2014 Capabilities Presen| Update

1 itemis): §226.70

Continue Shopping Update Cart | Emply Cart | Save Cart ToList | Share Cart |5 KelZe el g Need Stamps?

L




