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OFFICEMAX IMPRESS CONNECT USER GUIDE ï UNF 
 
Log into www.officemaxsolutions.com 
Enter User Name and Password as provided by OfficeMax (case sensitive) 
 

 
 

Click on ñCreate New Custom Print Orderò under Print & Document Services 
 

 
 



The first time you log in you will see this page.  If you do not wish to see it 
every time you log in check the box next to DONòT SHOW ME THIS MESSAGE 
IN THE FUTURE.  Click on CONTINUE. 
 

 
 

Click on YES to continue.  If you have Internet Explorer 8 on your computer, 
click NO. 
 

 



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. 
 

 
 

There are 4 options on this page which will be used to place and track orders 
per the below arrows. 
 

 



Print Documents from our Catalog will be used for repeatable document 
needs.  Click on START ORDER under this section. 
 

 
 

 
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. 
 
 

 
 
 



 
 
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. 
 

 
 
 
The second way to order is to upload documents from your computer. 
 

 



 
 
Click on the Browse button to load the file from your computer. 
 

  
 
The name of the file you selected will be populated into the box below. 

 
 



You will see this screen while the system creates the uploaded file. When the 
page tells you it is complete click on continue. 
 

 
 

 
Select the type of document you want to produce by clicking on it from the 
selections on this page. 

 
 



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. 

 
 

 

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. 

 

Do not change any items 
from COLOR CHANNELS on 
down.  
 
Do not click for additional 
properties or your job will 

not price correctly. 



 

Please wait while the system creates a PDF of the file you uploaded with the 
specifications you selected for your review. 
 

 
 
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. 

 
 

 

  



 

You will see a PDF preview of your document for a final review. 
 

 
 

Further down this page, if you scroll down, you can click on PDF Preview for a 
larger image. 
 

 
 



 

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. 

 
 

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. 

 
 

When you click on GET 
QUOTE your total print order 
subtotal will  appear. 

Change your mind?  Delete here! 



Click on the SHOW ADDRESS BOOK link for a pre-loaded list of all of the UNF 
buildings to select from. 

 
 

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

 
 

 


