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Welcome…Columbia Bank
Thank you for this exciting opportunity to partner with COLUMBIA BANK. We look forward to earning your trust and proving our ability to satisfy all your office product needs. Office Depot has annual revenues in excess of $15 billion, operates in 43 countries and employs over 52,000 employees worldwide and is still growing. Office Depot is your true global office product provider that has developed and built the most comprehensive office products and supply solution in the industry. Our national program will provide your company with the most advanced ordering solutions and lowest overall price solution, all backed by our outstanding customer service.  
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Included in this Welcome Kit is:

· Office Depot/COLUMBIA BANK Contact Information

· Ordering Methods

· Product Returns/Credits

· Order Size Discounts

· Order Approval Process & Order Tracking
· Restricted Items

· Office Depot Products and Services

· Frequently Asked Questions

· Online Training Links

· Quick Steps Online Ordering

We look forward to doing business with you…

So let’s get you started!

Our Customers Are Everything!

Without them, nothing else matters.

Office Depot Contact Information

Your Account #
45596465
Online Ordering Web address:
https://bsd.officedepot.com
Customer Service:
1-888-777-4044

(Delivery, and Product Related Questions)
Available: 5:00am to 5:00pm PST

· Your Account Manager:
Jerry Stewart
Phone:
253-872-1628
Email: 
jerry.stewart@officedepot.com
· District Sales Manager:
Cindy Henderson
Phone: Number:
253-872-1743
Email:
cindy.henderson@officedepot.com

 SiteDsm_phone 
Columbia Bank Contact Information, Questions & Password Resets

· Contract Manager
Dale Jackson
Phone:






253-471-4060
      Email:






dalej@columbiabank.com
Ordering Methods

 Internet Orders 
https://bsd.officedepot.com
Below is your login name and initial password to your account:  

Login Name:
Your email address


(i.e. johndoe@columbiabank.com) ContactPhone 
Initial Password:
Welcome ContactLname 
If you can access the Internet, or if your computer has a modem, this method is for you! Why?  With our custom web site you can:

· Process orders quickly

· Get Instant access to your pricing and inventory

· Locate “hard to find items quickly

· Review order history

· Keep frequently ordered items on file

· Track your order from placement to delivery

· See who signed your order

· Place returns online
When you click on Start Shopping, the Office Depot Business Solutions Division homepage appears. If it is your first time on the site or your password has expired, the Change User Login screen will appear, asking for a new password and confirmation. Passwords must be at least 6 characters in length and are alphanumeric. When finished, click Start Shopping. Our website will then prompt you to configure your profile with a security question. This will help us identify you if your password is forgotten. Once a question is selected and the answer is confirmed, click Update.



The greatest savings and discounts to your organization are achieved by placing your orders online so this method should be your first option.  Orders requiring your manager’s approval can only be accommodated online.  When you place an online order requiring approval, the order is put on hold.  An email is sent to the approver who can then go online and release your order.
Special Orders

Need a product that you can’t find online or in our catalog? Contact Columbia Bank’s Supply Department or your Account Manager. They have access to many other products through various sources. 

Dale Jackson: 

253-471-4060

Your Account Manager:
Jerry Stewart

Phone:
253-872-1628

Email: 
jerry.stewart@officedepot.com 
*Please note – if for any reason you are unable to place an order via internet, contact the Supply Department for assistance.  They have the ability to place an order for you if there is an urgent need and time is an issue.  
How to start shopping

First select your shipping location and cost center by clicking on [image: image2.png]MyProfile  ©



  click on Select Ship Tos.  Choose the location where you want your product shipped to.  Then click on Select COSTCTR choose the desired cost center for the order and start shopping from [image: image3.png]My Shopping Lists @ |



.   If you are authorized to order for only one cost center, your cost center will be defaulted for you.  You can, however, ship to any CB location.
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Selecting another Cost Center (those authorized to order for multiple cost centers) 

Once you have completed your shopping for the first cost center and you need to place an order for a different cost center, you will have the option to do so by clicking on: [image: image5.wmf] next to your existing cost center. 
[image: image6.png]=8| x|

| &

Fle Edt View Favorites Tools Help
Q- © - [d) [2) G| Do Sorowme @3- o B - [J B il

ctess [ v s ofeecepo com et e Oréerpun o

H0e [we>

Welcome COLUMBIA BANK of
Design & Print 'COLUMBIA STATE BANK

Custom Printing Custom Company info
e (=)
Live Chat! Checkout
Need help with | “Racuired Information
checkout? Please review your order options, and fill in any comments. Click "Edit" to update any changes

ns at the bottom of the page to

Monday - Friday | made to your existing information and choose one of the opt
8:00am to 8:00pm | complete the transaction.

st
[ i JON Shipping Info

1301A5T
Name:  COLUMBIA BANK COLUMBIA STATE BANK
Phone: 1301 AST
(253) 471-4000 ITACOMA, WA 98402-4200
usa

Order Options Payment Info

COSTCTR = [12e5 Select) | | Payment Type: Account Billing

or please call
1-800-269-6888

For more R
assistance Contact: [Corumera sanc | Email Options Y

Send an email order
confirmation for this order

Contact Phone: ([553) [i7% - [330]
el

Comments:

For Standard Delivery:
If you are not available to racsive this order on the date below, then sslsct 3 differant dlivery date
(data raquast spaliss to stocked ftems. any tams shipasd dractly from the vandar vil be dalvered 25
previously indicated);

rv date:
Eoone [T [ &0 wsedstes
|[ &7 checkout - ticrosoft .. ] vielcome kit-counsia... | [« (0] @ =T @PE 52

Bstar| | 4 | @ [0 @ » | [0]3 Maosoft offce out





Default GL Users

Every item you order will automatically default to your standard “supply” GL Code of 721350. 
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Adding additional GL Codes to items ordered
(For those authorized to order items other than office supplies)

If you are authorized to order more than standard office supplies,  you will be required to select a GL code for each item.  This gives you the flexibility to place one order for multiple items at once.  Simply click on the select button on the order line to choose your GL code or manually type it in.  Then you can simply Copy & Paste the correct code to the other lines. 
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Orders over spending limit

Each user will have a certain dollar limit allotted per order.  Any order that exceeds that dollar limit    will automatically go on hold until the Cost Center Manager approves it.  Please see an example of the message you will receive below:

[image: image9.png]=8| x|

e gt ven e Toos e | &
OO~ ¥ (& B Pt Yoo @3- LS Bl
Aderess [ htos o, offcdepot com heckoutiop o EEENEE

Off:lce DEPOT

ess Sof Welcome BARBARA

DEUE  Bulletin Board Design & Print MCLAUGHLIN of COLUMBIA BANK
Custom Printing Company Info

Search o [

Shopping Cart Thank you for ordering with Office Depot Business Solutions Division

Your order will be placed on HOLD for containing restricted items or exceeding dollar limits.

Otems)nCat | Notify your Supervisor.
Subtota 5000
Addsumore | Your Order Number is 419538419-001

[y Profile N Use the links to the left to quickly access

Order Details for This Ord information about your accourt. You may
euorderbetals for raer check the status of your order, view the

View Printer Friendly Order Detail order's details, change the information in
[iranoractorer =] @) Your account, or view your previous orders.

View Your Order Histor
daStore )

OrderTracking ©
orderpprovas ©)| | gegrdes
orderbyttems @[ ————
My Shopping Lists ©
mypoie  ©

i 'Shipping Info:
Online Reporting @ | |SHiPPIG nfe
GreenBook Online © | | COLUMBIA BANK

5210 74TH ST W STE B
FutureOrders | || AKEWOOD, WA 98499-7952

iew Your Account Information

MAILSTO: 0P-0105

GL CODE: 711100

Usa
contact: Payment Info:
BARBARA MCLAUGHLIN
(253) 471-4029 exE:0000 Account Billing
‘Comments:
€] one [T 18 @ Trustedsies

Wstar| | A4 | @ [0 @ > | [Sl2maosoft 0. +|[E] checkout - ticr.. (] Microsoft Poner... | Bl Host ame: 0p4... | ] pocuments -vir.. | [« =1 @ CIP 2157








Copy of packing slip
*A packing slip will be included with each order for you to reconcile that you the items received all against the items ordered.
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Product Returns
Return Policy: If you are dissatisfied for any reason, you will receive full credit provided general supply items are returned in the original packaging within 30 days or technology and stocked furniture items in the original packaging within 14 days.
Return Procedures: Returns are performed on your next delivery. If you do not place an order within 5 days, the Delivery Service Representative will be instructed to complete the pickup on day 6. To enable us to re-sell the merchandise, please do not write on the packaging or on the product that is being returned.

a) Online Returns; if your order was placed via our website:

· Click on “MY ACCOUNT” then from the drop down “Order Tracking” at the right top of the screen.

· Find the sales order number you need to place a return on.

· Once the order detail appears, click on [image: image11.png]Submit Return



.

· Fill in the return quantity and select the reason for the item(s).

· Type in any special instructions for the return and then click continue.

A confirmation number will appear on the screen for your return.
b): Place the returning merchandise in your standard delivery area.

Backorders

All catalog items are in stock, diminishing the chance of backorders. In-stock backorders are automatically filled from replenishment of inventory and a re-order is not necessary. Your packing slip will identify backordered items. The Internet ordering system actually notifies you immediately of any possible low-stock condition.  You may also track your order online under the Order History/Tracking icon  [image: image12.png]Order Tracking @ |



.

Order Size Discounts

Each year, companies spend billions of dollars on small, everyday supplies like pens, paper, writing pads, filing folders and other general office supplies. The kind of “consumables” that everyone needs but no one notices … until they run out. You know the steps involved in placing an order no matter what size your order is – from just a few items to supplies for the whole department. Someone has to make a list, place the order, distribute the supplies once they come in and process the payment.

Similar steps take place at Office Depot each time we process an order which means we both incur internal costs for each transaction. Many of our customers have come to understand their cost of placing small orders. At this time there will be a nominal charge of $1.99 for delivery for all orders under $50.00. We strongly encourage you to consolidate orders below $50.00. Our system provides you will a tools to assist you with order consolidation by allowing you to indefinitely hold items in your cart until you are ready to order. 
The more you order at a time, the lower the cost to your department!  Please review the following Point-of-Sale order size discount structure:

	Proposal Description
	Discount (%)

	Orders between $50.00 and $99.99
	2.0% discount per order

	Orders between $100.00 and $199.99
	3.5% discount per order

	 Orders over $200.00
	5.0% discount per order


Order Tracking

The online system is designed to track 12 months of your individual orders.   So if you need to place a return or reorder the same items week after week or reprint a copy of an order,   [image: image13.png]Order Tracking @ |



 comes in handy.  You have the ability to track by order number, product code, or shipping location.
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Restricted Items

There are certain items that are restricted such has furniture and technology products.  You will have the ability to view but not order them.  If there is a need to purchase any of the following please contact the appropriate Department* or the Supply Department for additional guidance. All items that are restricted will be identified by this icon: [image: image15.png]w Restricted Itern




Approving Orders – Cost Center Managers
Approving orders over the pre-determined spending limit you set for each authorized purchaser is easy. Your will receive an email for all orders over the spending limit from ODOnline@OfficeDepot.com.  You have the ability to approve (Release Order) or disapprove (Cancel Order) within the body of the email received.  
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You forwarded this message on 2/22/2006 3:37 PM.

From:  ODOnine @OfficeDepot.com
Toi  KevinPation

e

Subject: Offce Depot Emai Notfication

SentFri 2/22/2008 3:38 PM

Ship To: 00005: 521074THST. Comments:

COLUMBIA BANK
5210 74TH ST W STEB
LAKEWOOD, WA 98499-7952

[Extended Price: Ordered Quantity x Unit Price

- ord To Be B/O GL Unit Extended
Sk G0 REDEELED S et Gy UM cObe price  Price
Office Depot® Brand Copy Paper, 20
Lb., 104 Brightness, 8 1/2" x 11", Case
0345037 348037 070 Reams 2 2 0 e 72350 2753 3303
Discount: -16.52
ILEGEND Subtotal: 330.36
|Ord Qty: Original Quantity Ordered Tax: 27.93
[To Be Shipped: Ordered Quantity - Backorder Quantity Delivery Charge: 0.00
IB/O Qty: Backorder Quantity Misc.: 0.00
[UM: Unit of Measure
|Unit Price: Price per Individual Unit Total: 34177

Payment Type: Account Billing

Please click either the Release Order or Cancel Order button below.

Thank you for ordering from Office Depot Business Services Division Online.

Bistart] | 4 | &[G @ > | [O] mbox -Microsoft

You will be asked to provide your Login Name and Password to continue processing your request.
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Approving Orders cont.

If you need to make modifications to order please log into website https://bsd.officedepot.com , (the link is included in the email).  Once logged on please click on [image: image17.png]Order Approvals |



 from the navigation buttons on the left of the window. Select the order by clicking on the order number identified in email and modify as needed.
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Cost Center Monthly Billing – Cost Center Managers
Each month all Cost Center Managers will be emailed of a monthly Billing Summary, showing all orders and amounts charged against their cost center.  This report allows you to address any outstanding billing issues before the final bill is submitted to Accounts Payable for payment. You have 5 days to resolve any billing errors before the final bill is sent to Accounts Payable.  Accounts Payable pays the submitted invoice without question, so anything that is resolved after the 5 days will appear on the next month’s Billing Summary.
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Cost Center Monthly Billing Summary for Period February 8, 2008 - February 12, 2008

offic Columbia State Bank Total: $369.13
Attn: JENNIFER BURTON Cost Center: 2560
DEPOT

45596465 - Columbia Banking System

2/10/2008 419357652 721350 $28274
211212008 419542963 721350 386.39
Total: $369.13

Summary by GL Code:
721350 $369.13

Notes:

1. Please review this summary bill and report any discrepancies to your Office Depot Account Manager.
Note that after five business days, Accounts Payable will pay this invoice and charge your Cost Center.
Any discrepancies resolved after five days will be reflected in the following month's statement

2. Total by GL Codes are inclusive of all sales taxes.

3. For details please log on to your Office Depot portal at htps://bsd.officedepot.com
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Office Depot Products and Services

Office Supplies

Our commitment as a company is to supply your office product needs with brand name and private label, quality products.  We have 15,000+ in-stock office supply products ready for delivery!  If you are unable to locate an item online or in the catalog, Customer Service may be able to assist you in ordering it.

Copy and Printing Solutions

Office Depot has made it easy to order stationery, personalized items and copy and print jobs, downloadable online when it’s convenient for you. With Custom Stationery Online you can create custom stationery at any time. At Your Company Store Online, you can order embroidered apparel, promotional products, and more in a few simple clicks.  Both Custom Stationery Online and Print-on-Demand orders will be integrated with your standard BSD billing…so there’s only one invoice to track, one payment to make!  

Janitorial/Sanitation Supplies

Office Depot can help you maximize your purchasing power with competitive pricing on top-brands of janitorial products. We offer, among others, cleaners, wastebaskets and bags, mops and brooms, paper products, first aid products, safety items, recycled bins, air fresheners, hand trucks ladders and stools.



Frequently Asked Questions

· We just received our order and I thought I ordered 12 pens, but received 12 BOXES, what do I do?

First of all don’t panic, remember our Return Policy. Every item in the catalogue is assigned a unit of measure (each, dozen, box, pack, set, etc.) to assist you when placing your order.

· I’m in the Office Depot Internet Site and forgot how to set up a Personal Custom Shopping List, what do I do?

Click on the ONLINE TRAINING button to go through each step of the set up for this or almost any other procedure on the Office Depot Internet Site.

· With so many passwords I have to remember, I forgot which one I use for Office Depot online ordering. How can I find out my password?

Just go to our website (https://bsd.officedepot.ca) and click on “Forgot Your password?”. Type in your login name, select the security question you picked when you logged on for the first time, answer the question and you will be logged in. The website will then ask you to update your profile with a new password. If you do not remember your log in name, call our HELP DESK at 800.269.6888 any time between the hours of 7:00 AM - 9:00 PM EST and they will be glad to help you. Have your account number ready before you call.

· I need additional copies of the catalog, how do I get additional copies for my office?  

Many offices like to keep several catalogues on hand so that it is easy to find when you need it.  The catalogues are free of charge.  You can request a catalogue with your next supply order by Internet.   Use the item number printed on the lower right hand corner of the back catalogue cover or see your bulletin page for the new SKU #.
Online Training

Online training and customer support information is available online, under ‘Customer Services’ located in the red top bar going across the page. Here you will find many useful topics for instructions to help make your shopping experience at Office Depot as easy as possible.  Once you have logged in you can also, click on the link below to for direct access to these areas.

These training topics are also available on CBNet>Department>Supply>Office Depot.  You will need your Office Depot login information to access them.

Online Training includes: 

	Users' Guide

	Creating Orders

	Confirming Orders

	Quick Order Entry

	Browsing the Catalog

	Quick Search

	My Shopping Lists

	Modifying Lists

	Comparisons

	Insufficient Quantity

	Order History and Tracking

	Account Settings

	Modify Account Settings

	User Profiles

	Interactive Training & Tools





Office Depot looks forward to partnering with Columbia Bank. Please, feel free to contact any of us regarding any questions or concerns you may have.
Regards,

Jerry Stewart





Major Account Manager






Office Depot, Inc.






Quick Steps to Online Ordering 

Placing an Order
1) Use browser to access the Internet

2) Type in http://business.officedepot.com
3) Type in your Login Name


4) Type in your Password        

5) Click on  [image: image20.png]LOGIN




6) If you know the item number(s) for the product(s) you wish to order select:

[image: image21.png]Order
by ltem #
Quick Order



                  

7) Type in Office Depot Item #, quantity, and comment, if desired

8) If you do not know the item number(s) for the product(s) you wish to order, you can:

a. Search for product using key words or manufacturer part numbers by entering the information in the space provided in the gray toolbar and then clicking Go  [image: image22.png]



b. Shop using our online catalog.  Simply click on [image: image23.png]@ Home.



 in the upper left hand corner or [image: image24.png]View All Praducts A-Z



 in the grey toolbar and you will be directed to category  listings of the catalog

9) Select  [image: image25.png]


  to add your desired product to your shopping cart

10) Select  [image: image26.png]Continue Shopping



to continue or     [image: image27.png]Chedk Dut



   from the shopping cart  in the top left if you have finished shopping
11) If you selected  [image: image28.png]Continue Shopping



then click on  [image: image29.png]Order
by ltem #
Quick Order



   to add more items 

12) If you selected [image: image30.png]Chedk Dut



   verify items in your cart and complete any required information

13) You now have three options, [image: image31.png]s R L TRl PLACE ORDER

Click to Submit your order.




a. If you are satisfied with your order, select  [image: image32.png]


 to complete the process 

b. If you would like to save the items in your cart and purchase at a later date, select  [image: image33.png]PUTTHIS GRDER ON HOLD



 .  When placing an order on hold, your inventory will be held for 24 hrs

c. If you would like to save the items in a list but not create the order select [image: image34.png]SAVE FOR LATER




14) When you see “Thank you for your order,”   and your number, your order has been successfully completed.
Online training is available in the Customer Service section or call the Internet Help Desk 800-269-6888

https://bsd.officedepot.com
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