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Welcome…Nordstrom 

Thank you for this exciting opportunity to partner with NORDSTROM. 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/Nordstrom Contact Information

· Ordering Methods

· Quick Step Online Ordering

· Office Depot Products and Services

· Product Returns/Credits

· Order Size Discounts

· Frequently Asked Questions

· Online Training Links
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 #
47816692-Nordstrom Stores
Online Ordering Web address:
https://bsd.officedepot.com
Customer Service:
1-888-777-4044
(For Phone Orders, Delivery, and Product Related Questions)
Available: 5:00am to 5:00pm PST
· Your Account Manager:
Ben Craighead
Phone:
360-367-1425
Email: 
Julie.brumley@officedepot.com
· District Sales Manager:
Larry Golden
Phone: Number:
253-872-1751
Email:
larry.golden@officedepot.com
· Global Account Manager
Julie Brumley



Phone:
425-306-8931
Email:
Julie.brumley@officedepot.com
 SiteDsm_phone 
Nordstrom’s Contact Information

· Program Manager
Susie Korling
Phone:
206-303-2572
Email:
Susie.Korling@nordstrom.com
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Welcome Kit & Catalogs
To be environmentally conscious, we will be mailing hard copies of this welcome kit and 1 catalog/1 recycled product catalog to all locations outside of the Seattle Corporate Offices. More catalogs will be available online to order and the item number will be available on the bulletin board of the website.
For locations in the Seattle Corporate Offices, catalogs will be available in your copy centers.

During the scheduled trainings, we will teach you how to utilize the bulletin board along with our online catalog.

We look forward to working with all of you and will be there to assist you with any of your needs.

Sincerely, 

Julie Brumley
Ordering Methods

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

Login Name:
Your Nordstrom Lan ID 

 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.
d) Special Orders
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™ Log me in autoratically
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Need a product that you can’t find online or in our catalog? Contact Customer Service or your Account Manager. They have access to many other products through various sources. 

Customer Service: 

1-888-777-4044

Your Account Manager:
Julie Brumley

Phone:
253-872-1605

Email: 
 Julie.brumley@officedepot.com
Quick Step Internet Ordering Instructions

Placing an Order

1) Use browser to access the Internet

2) Type in https://business.officedepot.com
3) Type in your Login-Name:  Email address


4) Type in your Password:   Welcome (password is not case sensitive)       
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5) Under 
[image: image2.png]My Tools



   Select [image: image3.png]My Shopping Lists



 to order from CUSTOMER NAME’ preferred lists   

6) Or type in Office Depot Item # (found in catalog), quantity, and comment if desired in the 
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7) Enter quantity needed and Select:    [image: image4.png]



8) View Cart by selecting [image: image5.png]SHOPPING CART
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ay. Product Price
Offce Depot® Bran Copy Paper, 812 x 117, 20 Lb, Ream

" of 500 sheets, Case Of 10 Reams 3188
Offce Depot® Bran Copy Paper, 812" x 117, 20 Lb, Ream

® o1 500 Sheets, Case Of 10 Reams 2

Subtotal (2 tems) $127.95




Select the action you would like to take, ‘Continue Shipping’, ‘Update Cart’ if you have changed any items in your cart, ‘Empty Cart’, ‘Save Cart’ this will save your order for later or Check Out.



[image: image22.png]Email Options

¥ would like an email confirmation for this order.

Send an email confimmation to another contact
Additional Email Address:

e s —



The system will always allow you to see the total amount in your cart at the top of the page

A dropdown box will appear when you scroll over the view my cart to allow you to check out.

10) If you selected Continue Shipping you can either search for an additional item or click on  to add more items by part number by clicking on the icon at the top of every page 

11) When you are ready to  [image: image6.png]CHECK OUT



  then validate and complete any required information on the check out page

12) To receive an email confirmation of your order, place a [image: image7.png]


in  the Additional Email Confirmation box and input your email address

13) Review your order or you can select from the following options, ‘Save Cart To List’ add the items to a personal shopping list , ‘Put This Order On Hold’ to save your order for later  or Place your Order.


14) When you see Thank you for you order! your order has been successfully completed.  You can print the page or go back to view the order details by clicking on either of the links on this page.

	


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.

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. Folding chairs and tables, which have been used and are out of their original carton, may not be returned. 

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 Order History & Tracking on the gray bar 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 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.
Place the returning merchandise in your standard delivery area.
Backorders
All catalogue items are in stock, diminishing the chance of backorders. In-stock backorders are automatically filled from automatic 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. Customer service can update you on the status of a backorder at any time or you may track your order online under the Order History/Tracking icon.

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 we will not be charging you for delivery but Nordstrom encourages you to consolidate orders below $75.00. Our system allows for you to indefinitely hold items in your cart until you are ready to order.  Please help us with our delivery costs.  Our goal is to continue to satisfy our customer and provide them with excellent customer service.
If you save us money on delivery costs, we save you money instantly. Please review the following Point-of-Sale order size discount structure:

	Proposal Description
	Discount (%)

	$75.00-$124.99
	1%

	$125.00-$174.99
	1.5%

	$175.00-$249.99
	2%

	$250.00+
	2.5%


 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, refer to 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 went to my local Office Depot retail store, and I did not receive my business discount on my purchase with my P-card. 
You must utilize the P-card registration link to link all p-cards to receive your national discounts in the Office Depot retail stores.
· I’m in the Office Depot Internet Site and forgot how to set up a 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://business.officedepot.com) 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 catalogue, 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.
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 Nordstrom’s. Please, feel free to contact any of us regarding any questions or concerns you may have.
Regards,

Julie Brumley



         Ben Craighead
Global Account Manager



Account Manager
Office Depot, Inc.




Office Depot, Inc.
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