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What is covered in this User Guide

Logqging in to Office Depot

The Bulletin Board

Determining if the Item is a Frequently Used Item or if there is a special link to access
the item

Accessing and Ordering Frequently Used Forms

Accessing and Ordering Forms with Special Links to Access the ltem

Letterhead (all) and Envelopes (lower-usage): 350-CRD, 906-OPS, 917-BBM,
921-0OPS, 922-0OPS, LTH-002, and LTH-007

Form Numbers: 00-055, 00-175, 00-213, OPS-192, and OPS-193.

Completing the Checkout Process

Ordering Cash In & Cash Out Tickets

Bundling Reminder

Contacts
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Step 1: Login to your Office Depot Business site using your username and password

Office Welcome to the

DEPOI Business Solutions Division. Chat Now Contact Us

Registered Customers

o experience
MariaDiaz =~ M the beneﬁts
Password Of bUSIneSS

made personal _
Mg i [00ed ) Not a customer yet? _
Forgot your login name/password? == - - L
Trouble Logging in? GET STARTED ‘
industry shop services sustainability
solutions products & support programs
Get supporttailored to your business size Find all the essential items you need to From copy & printto procurement & Getinvolved with Office Depot's many
and industry, from education to govemment | | keep your business running as efficiently as payment solutions, we help you stay efforts to support diversity, the community
& much more. possible, focused on the big picture. and the environment

mivore one

credit card Processing exclusive rates for office depot customers

Copynght @ 2015 by Office Depot, Inc. All ights reserved. Privacy Policy | Terms of Use | Terms & Conditions
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Step 2: Reference the bulletin board for navigation and information on discounts.

Home Help Store Locator Welcome, JULIE KEHRBERG | Account # 45595465 - Logout

off. e Order By ltem | My Lists 0 %E @ .:E -\EI goitems
DEPOT Search by Keyword or Itemg# Q My Account. Orders. Quick Entry. My Lists. Cart -

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology  Furniture — School Supplies  Copy & Print

buy no e forever. postage stamps

Message Welcome, JULIE KEHREBERG

Edit Profile

Last update/dy: COLUMBIA ADMIN Proprietary ltems

(%) ColumbiaBank

Welcome to the Columbia Bank Purchasing Program!

Columbia Bank Ordering Standards
Order from My Lists to obtain best pricing discounts (those tagged as BEST VALUE items).
Group your Supply & Print Items together in shopping cart to obtain additional percent discounts

= Order Discounts: $50 - 599 = 2%, $100 - $199=3.5%, 5200 - $500=5%
= Delivery Fees: Order below $25 = $2.95, Order between $25 and §50 = §7.95, Order over $50 = FREE

Live on 8/1 — the New Forms Ordering Program.

Ordering Forms -
Qrder the most frequently used Branch Forms Here

Looking for a particular form? Use the search field to find most branch forms.

A few forms cannot be located using the search function. Use the links below to order these specific items.

Form Numbers: 00-055, 00-175, 00-213, OPS-192, and OPS-193. Click here o order.

Letterhead (all) and Envelopes (lower-usage): 350-CRD, 806-0OPS, 317-BBM, 921-0OPS, 922-0PS, LTH-002, and LTH-007.

Click here to order.
Cash In & Cash Out Tickets: Click here to order.

The following forms are not available through Office Depot. . :
Form Numbers: 00-451, 910-0PS, 928-0PS§, PS 3800, PS 3811. E-mail the CB Mailroom to order. Remember, a few items
Form Numbers: SEC-006, 18018. Order from CB Marksting are not available on

Office Depot.

Training Resources
General OD Website Training here to access useful information on ordering, products, returns, efc.

Customized Training on Ordering Forms and Other Printed Items: Click here to access the User Guide, or go to the Su
of CELink to watch a recorded training.

Office Dupot: Rod Bartunek (Account Manager) at 206-304-1249 or rod bartunek@offiicedepot.com
Columbia Rank: Dale Jackson at 253-471-4060 or DaleJ@columbiabank.com

Office pEPOT
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Step 3: Determine if the item is considered a Frequently Used Form, or if there is a
special link to access the item.

Frequently Used Form

Ordering Forms /
Crder the most frequently used Branch Forms Here

Looking for a particular form? Use the search field to find most branch forms.

A few forms cannot be located using the search function. Use the links below to order these specific items.

Form Numbers: 00-055, 00-175, 00-213, OP3-1%2, and OP3-183. Click here o order.

Letterhead (all) and Envelopes (lower-usage). 350-CRD, 906-0P3, 917-BBM, 9N-0OPS, 922-0P5, LTH-002, and LTH-007.
Click here to order.
Cash In & Cash Out Ti

. Click here fo order.

Forms with Special Links

-
©2015 Office Depot, Inc. Al rghts reserved. Office pEPOT



The most frequently used forms can be accessed several ways.

Option 1
Click on this hyperlink to access
all commonly used forms.

(&

Ordering Forms
Crder the most frequently used Branch Forms Here

Looking for a particular form? Use the search field to find most branch forms.

A few forms cannot be located using the search function. Uss the links below to order these specific items.

Form Mumbers: 00-055, 00-175, 00-213, OPS-192, and OP5-183. Click here to order.

Letterhead (all) and Envelopes (lower-usage). 350-CRD, 906-0OPS, 917-BBM, 821-0PS, 922-0PS, LTH-002, and LTH-007.
Click here to order.

Cash In & Cash Qut Tickets: Click here to order.

Option 2
Use the
Search field
to search by
form name

or number %ﬁ)r FREE IN STORE PICKUP Welcome, CPD DEMO | Account#: 36874960 - Logout

ic e— '\?{ 0t
Off e Sﬂrch by Keyword or Item# Q Q “'f @ = SOI -
DEPOI . . My Account» Orders~ Quick Entry ~» My Lisis ~ Cart -

Sto

er By ltem | My Lists

Office Supplies Paper  Breakroom Ink & Toner Cleaning Technology Furniture School Supplies  Copy & Print

Q ‘ buy now. use forever. postage stamps

Welcome, CPD DEMO

Edit Profile
SAV E Proprietary Iltems

instantly | © cmmm | S N

labels, shipping supplies & more Y » = Quick Or

i P e i f Item Number Oty
SHOP NOW i ” d -~
| 6 or 9-digit numyer

Comments

Message = Option 3
Or use the shopping
list to find all of the
frequently ordered
branch forms

©2015 Office Depot, Inc. Al rights reserved. Office DEPOT.



How to find and order commonly used branch forms

Step 3: Locate the desired item using the one of the available options (shown on page 6)

Step 4: Click on the item or Choose Quantity by product; then click

Envelopes 4 results

Advanced Sorting Available!
Please use Advanced Sorting options below to sort products by Best Value tem, Contract tem, price and more!

58 Grid = List

tems1to4 [12PerPage v By | BestValue v

550-ATM #9 Deposit Envelope, 500/BX $28% box

Plctu re Item 112853
Write a review Cty |:|
NOt Availability: 100

Available , i

& compare

Select your item,
enter the Qty, then
Add to Cart

Add any additional branch forms to your order or add office supplies

Office pEPOT

© 2015 Office Depot, Inc. All rights reserved.



If there is a special link to access the item, you must access it from the hyperlinks on
the bulletin page.

Ordering Forms
Crder the most frequently used Branch Forms Here

Looking for a particular form? Use the search field to find most branch forms.
A few forms cannot be located using the search function. Use the links below to order these specific items.

Form Numbers: 00-055, 00-175, 00-213, OP3-1%2, and OP3-183. Click here o order.

Letterhead (all) and Envelopes (lower-usage). 350-CRD, 906-0P3, 917-BBM, 9N-0OPS, 922-0P5, LTH-002, and LTH-007.
Click here to order.

Cash In & Cash Out

. Click here fo order.

Forms with Special Links

@ 2015 Office Depot, Inc. All rights reserved.
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How to find and order Letterhead and Envelopes

Step 3: Click on the Click here to order link from the Bulletin Board

» Letterhead (all) and Envelopes (lower-usage): 350-CRD, 906-0PS, 917-BBM, 921-0PS, 922-0PS, LTH-002,

and LTH-007. Click here to order.

Step 4: Click on the item or Choose Quantity by product; then click

Columbia Bank Catalog Go>

[ . ) Comtisoce
BUSINESS REPLY AL o
Y ColumbiaPimk
J
350-CRD #10 Security Window 906-0PS #9 Security Envelope - ENO2 | 922-0PS #12 Security Envelope - EN04
Envelope - ENO1 | Under Construction Under Construction - Please Do Not | Under Construction - Please Do Not
- Please Do Not Order Order Crder
o Details o Details o Details

500 envelopes -

Add to Cart

500 envelopes 50 envelopes -

Add to Cart

Add to Cart

Select your item,
enter the Qty, then
Add to Cart

Add any additional branch forms to your order or add office supplies

©2015 Office Depot, Inc. Al rights reserved. Office DEPOT.



How to find and order Letterhead and Envelopes continued

Step 6: Preview the item.

Quantity:
Choose quantity in
drop down

© 906-OPS #9 Security Envelope - EN02 | Under Quantity: 500 enve,gpﬁ/ -

Product Preview:

-— Il
[BUSINESS REPLY MAIL |
PRt v AT TesuA

POSTAGE WILL BE PAIC SY ADORESSEE

BUSINESS REPLY MAIL

FIRST-CLASS MAIL  PERMITNO 433 TACOMA WhA

POSTAGE WILL BE PAID BY ADDRESSEE

Zoom:

Place mouse over
Product Preview area to
zoom in to preview item.

(¢ ColumbiaBank

WS
PO BOX 215
TACOMA WA 58401-7876

Add to Cart:

Adds item to cart to
proceed to checkout or
cancel Add To Cart continue shopping

Step 7: Confirm or select Quantity; then click

Add any additional branch forms to your order or add office supplies

-
©2015 Office Depot, Inc. Al rghts reserved. Office pEPOT
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To order configured items, select "Catalog Items". Locate the file needed and select "Order":

My Files

Uploaded Files

Catalogitems )

User permissions

Reports

New folder Grid view

& + B Other Miscellaneous _

OPS-192-RgstToHold-060816-FINAL

January 13,2017 / 2 pages

Search

Showing 1-1 of 1

®

More options


Kathy-Ikojo
Oval

Kathy-Ikojo
Oval


Under Quantity, Enter the number of copies needed and Add to Cart:

Preview: Copies and Flyers

The following print settings have been set up for you. Please add to cart when ready.

r Price $0. 6
Quantity: |1
Add To Cart
By choosing "Add to ™R{t", you agree to our Terms of Use
AU T LS WA LN T CE P r'l nt S et‘t[ ngs
Job Name:
7 G s Pages: 2
BT : Paper Size: Letter
= Print Color: Black & White ‘
[ ——
Side: Double Sided
Orientation: Portrait
Paper Type: Cardstock Standard
Whites - 65lb
Paper Color: White
Perforation: Naone
Lamination: Naone
{ ({ Ppage 1 of2 ) » @&

Your document: OPS-192-RgstToHold-060816-FINAL. pdf


Kathy-Ikojo
Line

Kathy-Ikojo
Line


Complete the check-out process

Step 6: When finished ordering, select to enter billing and

shipping data

Welcome, COLUMBIA ADMIN | Account#®: 45596465 - Logout

Store Locator ~ FREE IN STORE PICKUP

Home Help
- Order By ltem | My Lists -— —
Office B W0 g = Wy
Search by Keyword or [tem# Q = =e  S3T5
ey F My Account= Orders- QuickEntry~ WMy lLists« Cart »

DEPOT

Office Supplies  Paper

Furniture  School Supplies  Copy & Print

Breakroom Ink & Toner Cleaning Technology

SHOP NOW

) Es
Definitely not the 1ame Gfd W Office D

Shopping Cart Need Help? g Live Chat & Emal @FAQs | d Print
Order surmmary

Price Qty Total Subtotal §34.75
$0.35 100 $34.75 Estimate Shipping & Taxes
$34.75

Online Print Center
ltem # 102842 Entered ltem # 102842 S0
s Total (1 ltem)
View
Remove a Checkout
@ Apply a coupon code

Job Name: 00055 Payroll Change
@ Order by item #

Select Comments: 00055 Payroll Cha Edit
nge

[‘.,L CODE

Update Cart | Empty Cart | Save Cart To List | Share Cart

Continue Shopping

TIP: Continue shopping from multiple areas of the site before you checkout with a single cart

Office pEPOT

@ 2015 Office Depot, Inc. All rights reserved.
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How to find and order Cash In and Cash Out Tickets

Step 1: Click on the Click here to order link from the Bulletin Board

*  Form Numbers: 00-055, 00-175, 00-213, OP5-182, and OP3-193. Click here to order.

Step 2: Login using your cost center number.
User Name: cc#### (where # is your cost center)
Password: columbia (it is case sensitive)

Office pEPOT

Logon

Returning Customer

User Name
Password

=

I Have Forgotten My User Name or Password

If you would like to be reminded of your User Name or have the option to reset
your Password, please provide your email address and your log on information will
be emailed to you immediately.

Step 3: Click on Columbia Bank.

Homie

Welcome cc 1036,

Columbia

{)Bank
o B2k

Awaiting Approval (0]

Decined ()
Cpen (0}
Cempeted (0}
Canceled (0}

Favorite Orders

Note: Treat your Cash In/Out tickets as a separate transaction. These items cannot be combined with items from the
Office Depot site and are not included in the volume and delivery fee discounts.

-
©2015 Office Depot, Inc. Al rghts reserved. Office pEPOT
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How to find and order Cash In and Cash Out Tickets continued

Step 4: Click on your branch location

Office pEPOT

=) Eapeliye s

e e e

PRODUCTS

Columbia Bank
104th & Canyon

Products > Columbia Bank

104th &
Canyon

Step 5: Select the product you want by clicking Choose Template

AP roUiCEs
S e

EINREDETEE

PRODUCTS

Columbia Bank
104th & Canyon

104th & Canyon

Products > Columbia Bank > 104th & Canyon

(M coevn o aLene
nrs

EELRT= S0 LSS LITELRL IO

EE LT SOLEE LIS LELLOLS

Cash In

ODCBCI1-104th & Canyon
Cash Out

ODCBCO1-104th & Canyon

Choose Template

Choose Template

@ 2015 Office Depot, Inc. All rights reserved.
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How to find and order Cash In and Cash Out Tickets continued

Step 6: Order your customized Cash Ticket

) ppurlyses

F At cash In

SRREDDE”

PRODUCTS

@ This preduct requires approval.

Columbia Bank
104th & Canyon

Products > Columbia Bank > 104th & Canyon > Cash In

(") coeur p'aLENE
1175
CASHIN - DEBIT

NSLPwS0 L5 PS5 LELOL

Teller No.
4

705

ODCBCI1-104th & Canyon

Option 1: Create New with a new teller number

Please select fmw

104TH & CANYON TELLER 12
104TH & CANYON TELLER 3

104TH & CANYON TELLER 6

104TH & CANYON TELLER 6

104TH & CANYON TELLER 9

104TH & CANYON VAULT TELLER 20

—
—
—
_—

Option 2: Select from a
previously ordered item and
indicate Order Quantity

Delete Selected

Add To Order

Step 7: (Option 2) Customize a new ticket

SAPFoHATES

= Ve cart cash In

Products > Columbia Bank > 104th & Canyon > Cash In > ODCBCI1-104th & Canyon

PRODUCTS

Columbia Bank
104th & Canyon

(%) coeur p'ALENE
1175
CASHIN - DEBIT

HSARPwSOASE A L?S A M AOL"

705

Teller No.
4

El. Select the Teller #

* = required field

Select Teller #:

104TH & CANYON TELLER 1
104TH & CANYON TELLER 10
104TH & CANYON TELLER 11

104TH & CANYON TELLER 12
104TH & CANYON TELLER 2
104TH & CANYON TELLER 3
104TH & CANYON TELLER 4
104TH & CANYON TELLER 5
104TH & CANYON TELLER &
104TH & CANYON TELLER 7
104TH & CANYON TELLER &
104TH & CANYON TELLER 9

104TH & CANYON VAULT TELLER 20

TIP: The ticket preview
will update with your
branch information
after you click Save

2. Click Save

@ 2015 Office Depot, Inc. All rights reserved.

Office pEPOT
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How to find and order Cash In and Cash Out Tickets continued

Step 8: Update the quantity then click Add to Order

104TH & CANYON TELLER 10

@ This preduct requires approval.

Products > Columbia Bank > 104th & Canyon > Cash In > 104TH & CANYON TELLER 10

(%) 10471 & canvon

CASHIN - DEBIT

oxT7IaT

N5 LA7Pws05N 03B LR L LOM

D5

Teller No.
10

Edit | Remove | View PDF

|cash In
ODCBCI1-104th & Canyon
* = required field

Order Quantity: * ¥ | Add To Order <

Step 9: Review your order then click Check Out

[Cart > Shipping > Confirm

Remove ID

(] ODCBCI1-104th & Canyon - 104TH & CANYON TELLER 10

CashIn |[2500

Quantity
2,500

Remove Selected

Approval Required

Shipping, handling and

tax may be added to this subtotal.

Approval Required Because

Designated Approver|Approval Status

Approved/Declined By|Comments

Order is submitted or approved by Columbia Bank

Approver Group OD |Pending

Save Changes | Cancel Order | Continue Shopping

Check Out >

Step 10: Select your shipping address then enter your name in the

Attn field. Click Continue.

Shipping
[Cart > Shipping > Confirm
Select a Shipping Address: @

[ 104th & canyon

3 «—

104th & Canyon
Columbia Bank

Attn: | Jang |[ oogl

104th & Canyon
10321 Canyon Rd E
Puyallup, WA 93373

e

Back To Cart

[ Contnue> | €—

© 2015 Office Depot, Inc. All rights reserved.

Office pEPOT
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How to find and order Cash In and Cash Out Tickets continued

Step 11: Review your order then click Submit to place your order

Confirm

you are ready to submit the order.

@ Please review your order carefully. Click Submit at the bottom of the page when

[Cart > Shipping > Confirm

Ship To:  Columbia Bank
Attn: JANE DOE
104th & Canyon
10321 Canyon Rd E
Puyallup, WA 98373

TIP: The approval process is
automated — no steps from

D Product |Quantity |Total Columbia required
Quantity

ODCBCI1-104th & Canyon - 104TH & CANYOMN TELLER 10|Cash In 2500 2,500

|Approval Required Because |Designated Approver|Approval Status|Approved/Declined By|Comments|

|0rder is submitted or approved by Columbia Bank |Apprcwer Group OD |Pending | | |

[ swmit | <

Order status and tracking can be found in the Reports area

=) ppnelin s

=2 WSrrEarE

ORDER SEARCH
REPORTS

Order Report

Line Item Report
Inventory Report

Pending Approval Report
Account Status Report
Account Transaction Report
Shipment Report

SAVED REPORTS

Order Search

Results will contain orders active within the last 90 days. Active orders include
submitted, awaiting approval, and declined. To view a complete order history
including orders older than 90 days use the various order reports.

|orders

Awaiting Approval (0) . . .
Declined (0) Open: Orders in process

Open (0)

Completed (0) e Completed: Orders shipped —

Canceled (0) with tracking
Fawvorite Orders

|order Search
PO # |

Shipping Address|

Date Range Erom: E T0:|
Last n Orders |:|

@ 2015 Office Depot, Inc. All rights reserved.

Office pEPOT
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Bundling Reminder

To save on ordering and shipping expenses, be sure group your orders to
receive the best prices.

Message

Last update by: COLUMBIA ADMIN

(6) ColumbiaBank

Welcome to the Columbia Bank Purchasing Program!

Columbia Bank Ordering Standards
Qrder from My Lists to obtain best pricing discounts (those tagged as BEST VALUE items).
Group your Supply & Print ltems together in shopping cart to obtain additional percent discounts

* Order Discounts: 50 - §99 = 2%, 3100 - $199=3.5%, 5200 - 5500=5%
= Delivery Fees: Order below $25 = §2.95, Order between 525 and 550 = §7.95, Crder over 550 = FREE

@ 2015 Office Depot, Inc. All rights reserved. Office DEPOT.
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Have questions or need additional information?

Refer to the Office Depot tab on the Supply Page of CBLink.

or

Contact Dale Jackson at 253-471-4060 or dalej@columbiabank.com.

@ 2015 Office Depot, Inc. All rights reserved. Office DEPOT.
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http://cblink/index.php?/site/department/supply_department
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