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Logging 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 Item

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

What is covered in this User Guide
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Step 1: Login to your Office Depot Business site using your username and password
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Step 2: Reference the bulletin board for navigation and information on discounts.

Remember, a few items 
are not available on 

Office Depot.
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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.

Forms with Special Links

Frequently Used Form
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Option 3
Or use the shopping 
list to find all of the 
frequently ordered 

branch forms

Option 2
Use the 

Search field 
to search by 
form name 
or number

Option 1
Click on this hyperlink to access 

all commonly used forms. 

The most frequently used forms can be accessed several ways.
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Select your item, 
enter the Qty, then 

Add to Cart

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

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

Forms with Special Links
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Add any additional branch forms to your order or add office supplies

How to find and order Letterhead and Envelopes

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

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

Select your item, 
enter the Qty, then 

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

How to find and order Letterhead and Envelopes continued

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

Step 6: Preview the item.

Step 7: Confirm or select Quantity; then click 
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How to find and order Form Numbers 
00-055, 00-175, 00-213, OPS-192, OPS-193

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

Step 4: Login using your cost center number.
User Name: cc#### (where # is your cost center)
Password: columbia (it is case sensitive)

Step 5: Select Order Catalog Items.
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Step 6: Preview the item.

Step 7: Enter Quantity; then click 

How to find and order Form Numbers
00-055, 00-175, 00-213, OPS-192, OPS-193 continued

Click on item for a 
larger preview

Enter 
Quantity 
then Add to 
add to cart
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Step 8: Complete the selection Process

How to find and order Form Numbers
00-055, 00-175, 00-213, OPS-192, OPS-193 continued

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

Add any additional branch forms to your order or add office supplies
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Complete the check-out process

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

Step 6: When finished ordering, select to enter billing and 
shipping data
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How to find and order Cash In and Cash Out Tickets

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

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. 

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

Step 3: Click on Columbia Bank.
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How to find and order Cash In and Cash Out Tickets continued

Step 4: Click on your branch location

Step 5: Select the product you want by clicking Choose Template
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Step 6: Order your customized Cash Ticket

Step 7: (Option 2) Customize a new ticket

1. Select the Teller #

2. Click Save

Option 1: Create New with a new teller number

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

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

How to find and order Cash In and Cash Out Tickets continued
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Step 8: Update the quantity then click Add to Order

Step 9: Review your order then click Check Out

Step 10: Select your shipping address then enter your name in the 
Attn field. Click Continue.

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

18



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

Order status and tracking can be found in the Reports area

TIP: The approval process is 
automated – no steps from 
Columbia required

• Open: Orders in process

• Completed: Orders shipped –
with tracking

How to find and order Cash In and Cash Out Tickets continued
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Bundling Reminder 

To save on ordering and shipping expenses, be sure group your orders to 
receive the best prices. 
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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.
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http://cblink/index.php?/site/department/supply_department
mailto:dalej@columbiabank.com?subject=Office%20Depot
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