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Office Depot Contact:  Tom Burns, Account Manager (thomas.burns@officedepot.com) 

      Joe Piccirillo, Print Development Manager (joe.piccirillo@officedepot.com) 

South Seattle Community College Contact:  Nahid Talebi (Site Access) Mary Kohl (Order Approval). 

 

 

 

 

Enter your login information. Your login will be 

your supplies login followed by nc. For example, 

firstname.lastname@seattlecolleges.edunc. The 

temporary password will be welcome. If you do 

not have access to order supplies, you will not 

have access to order business cards. Please 

contact Nahid to get approval for the site login.  

Office Depot 

Custom Stationery Online (CSO) Program for South Seattle CC 

Please DO NOT enable auto-login 

by clicking this box. If you do not 

have to enter a login or password  

to access this site,  please refer to 

page 12 on how to disable       

auto-login. 
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Click Copy & Print. 

How to access Custom Stationery Online (CSO) 
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Click the Custom 

Stationery 

Online box. 

 

For questions and additional training, please contact your Account Manager or 

your Print Development Manager.  

Tom Burns – thomas.burns@officedepot.com 

Joe Piccirillo – joe.piccirillo@officedepot.com 
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To configure your business 

card, click Order This Item. If 

you click on the card business 

card image, you will see an 

enlargement sample of the 

card (below).  
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You only need to enter your 

first and last name. The 

@seattlecolleges.edu will 

auto populate on the card 

Using the drop down menu, 

select from the following: 

Main Campus, Georgetown 

Campus, or New Holly.   

Enter the information in each 

of the boxes.  It is not 

necessary to enter information 

in all the fields if they are not 

needed.  Each box will contain 

500 cards. 

Once the order is submitted, it 

cannot be changed.   

Please proof your information 

carefully.  

SAMPLE Business Card  

Using the drop down 

menu, select the 

appropriate back print of 

Core theme, Grant, or 

International.  A preview of 

the card will be displayed 

after Next is clicked. 
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Business Card Preview 

Information will appear 

exactly as it is entered. If 

there are any questions on 

layout or specific 

requirements, please 

contact Joe Piccirillo. 

Please check the information 

displayed on the card for 

accuracy. If it’s correct and 

changes are not need, click 

Next otherwise click Edit to 

go back. 

Once the order is processed at 

final checkout, changes cannot be 

made. Orders are automatically 

sent to the plant and your order 

will immediately go into 

production. 

Please proof your information 

carefully.  
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International Backer 

 

 

Grant Backer 

 

 

Core Theme Backer 

 



Revised 07.12.2012   8 

 

 

 

 

 

 

To continue, click Add to 

Cart. When the pop up 

window appears, click 

No Thanks. 

 

Price per box has been pre-negotiated and 

additional quantities are not required to 

receive the best price.  Be sure to click No 

Thanks to proceed to check out when the 

pop up box is displayed. 
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It is highly recommended that the 

Comments field be used to list the name 

of business card recipient. This will help 

identify the user(s) you are ordering cards 

for. This information will be achieved with 

the order. If the VIEW button is selected, 

you will see the card preview but this is 

only visible for only 7 business days after 

the order has been submitted for 

fulfillment. 

To reconfigure the card, click the Edit 

button. If additional cards/name badges 

need to be ordered, click Our Services 

then select Copy & Print and repeat 

process otherwise finalize your order by 

clicking Check Out. 

 

Check Out 

The PO#, NAME, and BUDGET fields are all mandatory.  If you are not using a PO that has been generated 

by the District office, please enter N/A or your department name. This is a required field but the 

information is not validated. The LOC field is used to enter your room number.  
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When the order is ready to be submitted for 

fulfillment, click Place Order. Delivery is 5-7 

business days or less even though the system 

generated Estimated Delivery Date will 

always provide a conservative 10 business 

days. 
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How to Disable Auto Login 

When auto login is enabled, the system will automatically take you the Bulletin 

Board page. If you do not see this page, put your cursor over My Account. A list of 

menu options will be displayed, click Bulletin Board.  

 

In the My Tools box, click My Profile Overview to access 

the password menu. 
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From My Profile Overview page, click Edit Login Info & Lost 

Password Prompt.   
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Enter the Old Password then the 

New Password, followed by the 

Confirmation Password. The 

password does not have to be 

different. 

1 

Click the Log me 

in automatically 

box to disable 

auto login. 

2 

The Log me in automatically box should be unchecked.  

Click UPDATE. After you log off, the website will ask for 

your login name and password.  

If you experience any difficulties, please contact your 

account manager. 
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