
BRANCH 

FORMS

User Guide



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

Step 2: Reference the new Forms Program 

bulletin board for navigation tips

Welcome to the NEW

Forms Program!

• Most frequently ordered Branch Forms Order Here

• Misc. Forms Order Here
• 00-055, 00-175, 00-213, OPS-192, OPS-193

• Envelopes and letterhead Order Here
• 350-CRD, 906-OPS, 917-BBM, 921-OPS, 922-OPS, LTH-002, LTH-

007



Tips for navigating the new Forms Program

Step 3: Start Ordering by clicking any of the Order Here links!



How to find and order Branch Forms

Use the Search field 

to search by form 

name or number

Or use the 

shopping list to 

find all of the 

frequently ordered 

branch forms

Select your item, 

enter the Qty, then 

Add to Cart

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

Option 2

Option 1



How to find and order Envelopes and Letterhead

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

Step 2: Click on item or Choose Quantity by product, Click “Add to Cart”

Step 1: Click on Order Here link from Bulletin Board



How to find and order Envelopes and Letterhead (cont.)

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

Step 2 (cont): Preview item then choose Quantity, Click “Add to Cart”

Zoom:

Place mouse 

over Product 

Preview area to 

zoom in to 

preview item.

Quantity:

Choose quantity 

in drop down

Add to Cart:

Adds item to cart 

to proceed to 

checkout or 

continue shopping



How to find and order Misc. Forms 00-055, 00-175, 00-213, OPS-192, OPS-193

Step 2: Login using your branch number

Step 1: Click on Order Here link from Bulletin Board

Step 3: Select Order Catalog Items



How to find and order Misc. Forms (cont.) 

Step 4: Preview, Enter Order Qty, then add form(s) to cart

Select Other 

Miscellaneous 

Forms to view 

item list

Click on item for 

a larger preview

Enter Quantity 

then Add to add 

to cart



How to find and order Forms (cont.) 

Step 5: Complete selection process

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

2. Add To Order

3. Review and 

confirm by 

checking the 

boxes

4. Accept & 

Continue to 

proceed to 

Office Depot 

check-out

1. Click View Cart 

to proceed



When finished ordering, select “Checkout” to enter billing and shipping data

Complete the check-out process

TIP: Continue shopping from multiple areas of 

the site before you checkout with a single cart



How to find and order Cash In & Cash Out Tickets

Step 2: Login using your branch number

Step 1: Click on Order Here link from Bulletin Board

Step 3: Click on Columbia Bank



How to find and order Cash In & Cash Out Tickets (cont.)

Step 4: Select Item by click Choose Template

Step 5: Customize the item and order for your branch location

TIP: Use the search field to 

quickly find your branch

1. Select your location

2. Select the quantity
3. Add to order



How to find and order Cash In & Cash Out Tickets (cont.)

Step 4: Select Item by click Choose Template

Step 5: Customize the item and order for your branch location

TIP: Use the search field to 

quickly find your branch

1. Select your location

2. Select the quantity
3. Add to order



How to find and order Cash In & Cash Out Tickets (cont.)

Step 6: Update your cart (if necessary) then click Check Out

Step 7: Select your branch’s shipping location

TIP: Use the search field to 

quickly find your branch



How to find and order Cash In & Cash Out Tickets (cont.)

Step 6: Select your shipping address and complete the Attn line

Step 7: Review your order then click Submit to place your order 


