
          

Auburn University Job Aid – Document Manager 2.0 

Login: 

 Login to OfficeMax Workplace for ordering using Login and password you use to order office 

supplies: 

o www.officemaxworkplace.com  

o Login and Password have been sent to your individual e-mails 

o If you do not have a login yet please contact ToddMiller@officemax.com  

 

 

 

 

 

 

 

 

 

http://www.officemaxworkplace.com/
mailto:ToddMiller@officemax.com


          
Once you are logged in you can access the print platform by selecting “Create Custom Print Order” 

 

 

The first time you enter the system you will be presented with your user information for verification.  

Please make any needed changes and submit.  This is the only time you will be presented with this 

screen.  Changes to your personal information can be made under the “My Account” section. 

 

 

 

 

 

 

 

 



          
To Begin Ordering 

 Select “Upload and Print” 

 

 Select “Document Upload” to add a file from your computer 

 The File Cabinet is a personal folder for documents you wish to have remain on our site for 

future use 

 



          
 Select the file from your computer to load – you can load 6 at a time if you like 

 Select “Upload and Continue” 

 

 Select a consignee (same process as when you order office supplies) – if you have only one 

consignee this is auto-filled. 

 Select continue 

 



          
 Final Document Screen allows you to: 

o Set Quantity 

o Print Options – this is where you tell us if it is color, B/W, single or double sided, etc. 

 Select Continue 

 

 Confirm your delivery address 

 To change the delivery address: 

o Click “Remove” to take off the default address 

o Click “New Recipient” to add the new address 

 Select Continue 

 



          
 

 “View Receipt Details” will give you a complete summary of the order 

 An order number will be assigned once you select “Place Your Order” 

 The order will now display on your home page 

 

 


