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Log into www.officemaxsolutions.com
Enter User Name and Password as provided by OfficeMax (case sensitive)
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» Request a Catalog  » View Current Flyers
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Username or PIN
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Password

Forgot your password?

Present value meets perfect style. =/
Save on Calendars, Planners, Supplies and More »

Request a Username or PIN

Additional offers

Supplier Offers

Monthly Offers

Your Potential
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Customer Service | Logout

Manage Orders (0T 01T D Help

Manage Orders
Create New Office Product Order Hello, David TestUser.

Saved Orders

Repeat Orders Image
Manage Shopping Lists Currently
Browse Catalog Only Order Updates Unavailable

Message Board

Crder History
Track Your Order Wou can post up to ten messages which can be viewed by everyone in your organization. If you are an administrator, or if your administrator
has given you the authority to post messages, then click on the Accourt Setup tab and select Message Board from the Administrative options
area.

Request an Order Return

Your Custom Link

Retail Connect Request Other Messages:
Subject Date | Ruusa with Poly Fallars!
Using the Message Board gi0/2009 -

& Done & Tnternet




The first time you log in you will see this page. If you do not wish to see it
everyt i me you | og in check the box next
IN THE FUTURE. Click on CONTINUE.
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You are about to leave the OfficeMax office products website to shop for your custom print items.
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Click on YES to continue. If you have Internet Explorer 8 on your computer,
click NO.

A https:Himpressconnect.officemax.com/MewsWay/Interfaces/AutoLoginfalgin.asp - Micresoft Internet Explorer

File  Edit ‘iews Faworites Tools  Help a.
eBack - €3 E @ rh (O search \‘r\' Favorites a Bv L ] - ﬁ 'ﬁ
L7 L F 7 Y = N
Rddress@https:Hlmpressconnect‘oFF\cemax.com,iNewsWaw’InterFaces,l’AutoLDg\nJ‘aIgln.asp V| Go Links ? @5”69“ (=g
-
Flease wait...
Security Information
_Thls page contains both secure and nonsecure
?. items.
Do you want to display the nonsecure items?
[ N ” Mo ] [ More Info
)
aDone S @ Inkernet

'4 start o

t

0]

DON



You will now see the ImPress Connect landing page. You will see 3 options
across the top of the landing page: Order Jobs, Track Jobs, Manage Account.
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There are 4 options on this page which will be used to place and track orders
per the below arrows.
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Conveniently order print-ready documents from the Send us documents stored on your computer and
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Print Documents from our Catalog will be used for repeatable document
needs. Click on START ORDER under this section.
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Corveniently order print-ready documents from the Send us documents stored on your computer and
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haorme ar officel
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| Use Book Assembly. =
e
N
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Single- click on the folder for your department. If you have static (non-
changing) documents in your department and there is no folder for you yet, we
will build that for you.
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Choose a Template

Your Templates are displayed below. Double-click to open folders, select a Template and then click
@ on efther the Add To Cart or Add te Cart and Checkout button in order to continue. Use the
Search option to find specific Templates or groups of Templates.
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10 HR

I3 One Stop

153 parking

12 Student Health Services
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Done E1 4 Local intranet v HI0m v

+4 start 1S e




The files that have been loaded in your folder will populate. Single -click on
the folder for the document you would like to print and click Add to Cart or

Add to Cart and Checkout. You can click on the pdf preview to view the
document prior to adding to the cart.
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Choose a Template
Your Templates are displayed below. Double-click to open folders, select a Template and then dick
@ on either the Add To Cart or Add to Cart and Checkout button in order to continue. Use the
Search option to find specific Templates or groups of Templates.
Jadmissions [ 1 search | Advancedsesren
i = ]
B Application for Admissions = -]
[l on-Site Admissions Check List . P Preview
\j Statement of Tentative Admission i
Application for Admissions
Subject: Application for Admissions
Template #: 41283 B
Modified: 03/11/2010
Job Properties: .Brachure, .B/W DS Haff Fol.. gl
L
Go Back | (@ AadaTocart | () Addito Cartand Checkout |
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Click on the Browse button to load the file from your computer.
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Select File to Print

@ Upload the file to be printed by clicking on the Browse button. Browse to the target file and then
click on the Continue button.

(%) Click on the 'Browse" button and browse to the target file:
[ |[(Brows=... |

mote: The following file types are supported:
FDF, JFEG, TIFF, GIF, PS, EPS, M5 Word (DOC, DOCK), MS PowerPoint (PRT, PPS, PRTX,

PPSX), MS Excel (LS, KLT, ¥LW, XLC, XLSX, XLSB, XLTX),
Adobe Tlustrator (A1), Adobe Photoshop (PSD), Adohe InDesign (IMODY)

() Send Files Separately
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Select File to Print
Upload the file to be printed by clicking on the Browse button. Browse to the target file and then

‘ @ click on the Continue button,

Click on the 'Browse" button and browse to the target file:

®
|C:\D0cuments and SettingshS02801y My Documd[ Browse... |

Hote: Before uploading this Word docurnent, ensure that all fonts are embedded.
For instructions on embedding fonts dick here

(O Send Files Separately
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_
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You will see this screen while the system creates the uploaded file. When the
page tells you it is complete click on continue.
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Creating Waord file
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Select the type of document you want to produce by clicking on it from the

selections on this page.
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‘ @ Select one of the Job Types and click on the Continue button,
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~ coil binding. binding.
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Select the sub type of document you want to produce as well as paper type.
Example below is color, single sided, 24# white paper, letter size, printed
portrait.
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Edit Properties iov#220507 A
@ Define the Propertiss.
Do not change any items
Job Mame: |Fina| Tully Welcome Letter 8-4-09 P fro m COLOR CHANNELS on
Type: Document d own.

Subtype: o
[‘corrss S Do not click for additional

0One Sided N N N
properties or your job will
PeaE LIt 24# LTR o not price correctly.
Color Channels: | pracess v
Mumber of Pages:

Width: Inches Height: Inches

For additional properties click here.
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If you only want to print some of the pages of the document you can specify
that in this box per the instructions under the box. The default is all of the
pages.
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Word Printing Dptiens

Hurnber of Pages: 1

Page Size: wWidth: 8.5 Height: 11 Inches
Iob Sizes Width: 2.5 Height: 11 Inches

Page Ranges

Al
Pagest | |
Enter nage nurmbers and/or page ranges, separated by commas. For example: 1,3,5

Pages Per Sheet;

[[] scale to Fit Job Size
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Please wait while the system creates a PDF of the file you uploaded with the
specifications you selected for your review.
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Convert Microsoft Word file to PDF _

Converting DOC to PDF file In Process
Parsing POF file

Creating Layout File

Creating Low-Res images

Creating Love-Res POF file
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If there is an inconsistency with the file you uploaded, you will see this FILE
REPORT page. Let your print provider resolve any issues. Check the box as
shown.
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You will see a PDF preview of your document for a final review.
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Preview the Job —
@ Click add to Cart or Add to Cart and Checkout to proceed with your order,
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Further down this page, if you scroll down, you can click on PDF Preview for a
larger image.
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If you select PDF Preview, the following box will appear for a larger image to

review. If everything is correct click on ADD TO CART AND CHECKOUT.
AT TT———— - =[x
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You will be taken to the Shopping Cart. Enter the quantity of the document
you want to produce. Click on GET QUOTE for pricing. Click on PROCEED

TO CHECKOUT.
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‘B shopping Cart

@ Click on Get Quote, receive the price and then click on Proceed to Checkout,

Job # Thumbnails Job Name Quantity Price ($)
22oouT  savFarlae . Final Tully welcome Letter - ;| 210 When you click on GET
~ QUOTE your total print order
subtotal will appear.
. | |
I Chanae vour mind? Delete here! l Subtotal: $3.10
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{Get Quote before Ordering) y
° Proceed To Checkout
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Click on the SHOW ADDRESS BOOK link for a pre-loaded list of all of the UNF
buildings to select from. -
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Choose a Shipping Address

@ Manually enter the shipping and biling address or select an address from the Address Book.,

Ship To This Address: Enter a New Shipping Address

UNIYERSITY NORTH FLORIDA

1 UMF DRIVE

JACKSONYILLE FL 32224-2645
_ Edit

|
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Select and click on the building you want the documents to be delivered to
from the Address Book.



