How to Order Stamps and Name Badges

SmartSpend Job Aid

Access SmartSpend from the homepage of the Insider (Insider > Tools Dropdown menu > SmartSpend)

or the homepage of the Retail Resource Center.

A. Click on the Office Supply Catalog. On the
next page click the Office Depot catalog
link (Office Depot Catalog ID-AZ019)

“‘\.,;;"f Dffice Supply Catalog (Office Depot)
Office Depot Office Supply Catalog (1)
Tech Depot (1)

B. This is the Office Depot homepage

M&I Bank

PLEASE NOTE: Effective, Tuesday March 17th, the item number for Thermal Paper Rolls has changed. Item #109282 (10PK)
s no longer available and has been replaced with item #254311

IMPORTANT MESSAGE ABOUT YOUR ORDER SIZE: In an effort o be Green, M&T Bank encourages you to consolidate your
orders to a minimum of $50. Ordering in bulk i an easy way to reduce costs, stafftime and logistical costs while also
reducing the product packaging waste & carbon-gioxide emissions associated with delivery of your orders.

Office Supplies: Click here to access How 1o Order Office Supplies from Office Depot

Custom Stamps and Name Badges: Please click here to access M&T Banks Custom Stamps and Name Badges.Ifyou have
any issues with ordering, please contact Stephanie Rizzo at 716-842-5754.

Ordering How to Order Stamps and Name Badges

C. From Office Depot home page click the link
for name badges:

Custom Stamps and Name Badges: Please click here Io access M&T Bank
any issues with ordering, please contact Stephanie Rizzo at 716-842-5754.

Ordering Instructions: How to Order Stamps and Name Badges

D. Next, Choose “Brand Identity (CSO)” to the
right:

Brand Identity (CSO)

Styles

QOrder your company's branded stationery
products here!

GET STARTED

E. If you get this error, please click “No”:
NOTE: If you click yes in error, you will see
a navigation error. Exit the catalog and
start over. You need to reset your
security settings for the session or you
cannot move forward.

Security Warning

Do you want to view only the webpag tent that was deli

securely?

Thiz webpage containz content that will not be delivered using a secure HTTPS
connection, which could compromize the security of the entire webpage.
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F. Hereis what our stamp site looks like:

Category List
v
. a
Custom Stamps Daters and Numberers

L &-

Nameplates. Signs and

Seals and Embossers
Badges =

Stamp Accessories

Custom Stamps: Pre-inking stamps
(notary); rubber stamps (branch stamps)
Daters & Numberers: FICA stamp, teller
dater stamps, traditional date stamps
Nameplates, Signs, and Badges: Name
plates and badges

Seals and Embossers: Notary Seals
Stamp Accessories: Ink and refill pads




G. For this example, let’s order a name badge.
First, click on “Nameplates, Signs and
Badges”:

Your Name Here

Your Name Here

NB01580181 NB02580203
M & T Securities, Inc. Name Badge - 852462 M & T Bank Name Badge - 8352459
Order This Item Order This Item

Your Name Here Name

ot &> WILMINGTON
TRUST
NB05580264 NBO6524846
Mé T Investment Name Badge Witmington Trust Name Badzs
Order This Item Order This Item

H. Choose which badge you would like to
order. For this example, we’ll order the
standard name badge. You can enter the
name and click next:

Item Information
Item Number: NB02380203
Description: M & T Bank Name Badge - 852480

Quantity: |1 v

o)

Imprint Information

Information will be printed exactly as you type it.
Name: |Stephanie Rizzo

(Pin & Magnetic Fastener Included With Each Badge)

I. At the Preview Product Image, you will
have the opportunity to print a hard copy
of the item you are requesting:

Please print this sereen. This is your hard copy.

Stephanie Rizzo
M&T Bank

CED @@

J.  Please note:
Name Badges:
Branch Managers: Full Name
Tellers: First Name Only
Name Plates:
Full Name in all CAPS

K. Click “Next” and the item will be added to

Continue Shopping
Description Pricelunit aty. Available BIO® Total
Name Badge, Imprint $7.05/00x 1 1 0 5705

ey m # 55020

Remove ftem

L. You can continue shopping for other office
supplies or Checkout.

M. By scrolling over “View Cart,” a drop down
with all of your items will appear. From
here, you can also check out:

B ok 1330
W Wi art = |
oty Praduct Price
I £ ATEE
Subbotal (1 bemia]) $18350

v mews| cHECK ouT

N. After clicking on “Checkout,” you see this
screen. Click “Continue”:

Description Priceiunit aty Backorder  Total
Bank Name Badge SB101 $7.08 /box 1 o $7.05

liam # 852438 Entered liem 352439

CONTIHUE

O. This will take you back to your cart in
SmartSpend. You can continue to add
items or Submit your order as usual.

** Please note, once you check out from the Office
Depot catalog you are transmitted to SmartSpend.
If you wish to save your order to edit later click exit,
then save on the next screen. **

For more information on how to submit an order in SmartSpend, please see the SmartSpend Requisition Job Aid




