
 
 

 
 
 

Ordering with OfficeMax ImPress is now simpler and better than ever. Through our new Document 
Manager tool you can preview your documents, create address books for faster shipping and find your 

documents faster with search capabilities. Here is a simple step by step guide on how to order:  
 

 
 
 
 
 

 
 
 

Log in to our secure web site at 
ww.OfficeMaxSolutions.com and 
click Create New Custom Print 
Order 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Start Order under Print 
Documents from Our Catalog. 

 
 Locate document within folders 
on left  or use search function at 

top to locate with keyword. 
Highlight document and click Ad 

to Cart to select more or Continue 
to proceed to check out.  

 
 
 
 
 
 
 
 
 

Enter quantity and click Get Quote to price 
project. Click Proceed to Checkout to place order 

 
 
 
 

Enter shipping address or pick from 
address book.  Select shipping date and 
method. Select cost center and reference 
code then place your order.  


