
How to send graphics and
wallpaper files to Staples for 

printing

by Kathy Abdinoor



To have your files 
professionally printed at 
Staples, follow the 
following instructions.

In your internet browser, type 
www.staples.com, hit enter



On the Staples website, look 
for the menu item that says 
“Print & Marketing” and click 
on that.



In the next screen, Find 
the section for 
“Document Printing” and 
click on “Get Started”.



In the “Simple Print” section, 
click on “Start Project”.



It will ask you to select where your 
files are located.  Choose “My 
Computer”.



The next pop-up may 
automatically go to the last folder 
that you accessed with your 
computer.  Ignore that, and click 
on downloads, or WHEREVER YOU 
HAVE SAVED YOUR GRAPHICS OR 
WALLPAPER, in the menu on the 
left hand side.



Hold down the CTRL button while 
you LEFT CLICK on whichever files 
you would like to have printed.
Then click “OPEN”.



It will warn you that you are 
uploading multiple files and that 
they will all be printed with the 
same selections for color, paper 
thickness, etc.
Click “Continue” (unless you want 
to print some pages in black & 
white).  If you want to choose the 
options for each file independently 
then choose the other option.



Once you see that everything is 
100% uploaded, click “Continue”.



You should see the FIRST 
page of the first file.  Use 
the arrows below the 
image to scroll through all 
of the pages.  Make sure 
that you are seeing the 
correct pages to be 
printed.

In the menu on the Right, 
Choose “letter size 
paper”, “Portrait 
Orientation”, and 
UNCHECK the box that 
says “scale to fit” – VERY 
important.

Also, make sure “Double 
Sided” is UNCHECKED. 



SCROLL DOWN in 
the Right Side 
Menu.  Choose 
“Executive White” 
paper.



Scroll down farther 
on the right and 
choose “Color”, 
“No Binding”, and 
however many 
copies you would 
like.

Click “Choose Delivery 
Method” to continue.



You do not have to create an 
account or “login” to proceed.
Choose “Continue as Guest”.



Search for your closest 
Staples for Pickup.

If you do not have any Staples stores close 
by, then you can try to repeat this process at 
your local office supply store’s website 
(Office Depot, Office Max, etc.) OR you can 
copy your files to a Flash Drive (Thumb Drive) 
and physically take it to your local office 
supply store and ask to have them printed on 
32# paper.



Another option if you 
don’t have a Staples 
nearby, is to choose 
“Delivery” and pay for 
the postage.

Under “store pickup” choose 
either “Standard” or “Express”.
Then click “Add to Cart”.



Verify that your selections are 
correct.  If necessary you can go 
back and edit them.
Click on “Secure Checkout”.



Enter your contact information.
Click “Next”.



Enter your payment information 
OR choose “pay at pickup”.
Click on “Place Order”.
(Make a note of when it will be 
ready.)

Pick up your prints at the Copy 
Services desk in your Staples store.
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