New Ordering Procedures for Name Badges & Name Plates
We are pleased to announce a new, improved method to order Umpqua Bank name badges and name plates.  The benefits of this new process are:
· Template based.  Our vendor does not re-key the order manually, less opportunity for errors.

· Your name badge and name plate orders are placed in the Office Depot shopping cart, just like business cards and office supplies are now.
· You receive an order # confirmation that can be seen immediately under “Order Tracking” for additional follow up if needed.  Office Depot customer service team will be able to answer questions when you provide them with this number.
· Ease of ordering.  This is the same electronic template based ordering system as business cards are now.

Please follow these steps to order name badges and name plates:

1. On the main Bulletin Board page, click on:  “To order business cards, name badges and name plates, please click here.   

2. Click on:  Umpqua Bank Name Plates and Badges
3. Select the template for the specific badge you would like to order by clicking on:  Order This Item
4. Fill in the pertinent information on the template and also select the quantity.  Then click on “Next”.
5. This page is the preview of your name badge or name plate.  Please review carefully as this is exactly how your badge will look.  If you would like to change, you can click on “Edit”.  If it looks good, click on “Next”.
6. The name badge is automatically put into your shopping cart.  If this completes your order, click on “Checkout” and complete your order as you normally would.
7. If you would like to order another name badge or name plate, please click on the “Bulletin Board” link at the top of the page, and then click on “To order business cards, name badges and name plates, please click here.  
8. This takes you back to the name badge and name plate site and you may choose another badge or plate to order.
9. Please also note that name plates will no longer automatically come with a holder.  If you would like a wall or desk holder, please order those separately.  Both items are on the template list.
