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PARTNERING FOR SUCCESS!
Together, SEATTLE COMMUNITY COLLEGES and Office DEPOT’s Business Services Division established a partnership to support and service your business.  Recognizing the value of your time, we have developed a quick and easy ordering process and included this simple instruction guide.

HELPFUL INFORMATION TO PROCESS ORDERS AND SERVICE REQUESTS
· Your account number is  45367343
· Your account has been set up to order through the following method: Internet.
· When ordering items not listed in the Office DEPOT catalog or Internet site, call Office DEPOT’s Customer Service Department at 888-777-4044.

· It is recommended you accumulate items you or your department may need to minimize the transaction and delivery expenses.

· To request an Office Depot catalog, add item # 566-130 to your order and a catalog will be delivered to you.

· If you have any questions about the SEATTLE COMMUNITY COLLEGES program, please contact Steve Duhamel @ 253-872-1722 or steve.duhamel@officedepot.com.
INTERNET 
Office DEPOT’s e-solution provides instant ordering, product, delivery, and account history information.  To place an Internet order, you will need a browser (Netscape Navigator or Internet Explorer 3.0 or higher) and Internet access.  

4. Using your browser, type in Office DEPOT Business Service Division’s web site address: http://bsd.officedepot.com.  

5. Type in your assigned user name at the User Name prompt and your assigned password at the Password prompt to access your customized SEATTLE COMMUNITY COLLEGES account.  

· Your Office DEPOT Internet User Name will be your EMAIL ADDRESS (example) and your password is WELCOME.
3. The home page will display your options on the navigation bar.

4. Visit the Office DEPOT “Online Training” section for a quick overview of the website. The Online Training link is located on the “Customer Services” tab/bar.  There are training links for all the basic functions of the website.

5. When you have finished shopping, you may check out by selecting the Checkout button, located on the Shopping Tools bar.

6. When you submit your order it may go through an approval process.  You can check the status of the order by going to Order History.

In the event you have any navigational questions or need assistance signing on, simply refer to the online Help or call the Internet Help Desk at (800) 269-6888. 

PHONE
In the event you are unable to place your orders online, all SEATTLE COMMUNITY COLLEGES orders can be placed via phone by calling our Customer Service Department at 888-777-4044.  The Customer Service Department is available Monday through Friday between the hours of 7:00 a.m. and 8:00 p.m. (EST).

Office DEPOT’s Customer Service Department is available to assist you with any questions you may have concerning product, pricing, ordering, or support services. 

STORE PURCHASES

Office DEPOT can link your business credit card to our network of 800+ retail stores to enable you to take advantage of the SEATTLE COMMUNITY COLLEGES discounted price.  To make purchases in an Office DEPOT store, please contact Steve Duhamel at 253-872-1722 or steve.duhamel@officedepot.com .

*In order to receive the discounted price in our retail store network, you will have to pay at the register with the card number that you have provided.  You will see the SEATTLE COMMUNITY COLLEGES discount on your register receipt.  Card link can take 3-4 business days to activate.

Office DEPOT’s Customer Service Department is available to assist you with calling in a store pickup if you do not wish to link your credit card.

DELIVERY & FREIGHT INFORMATION
Deliveries to all major markets will be made the next business day. These orders must be processed before the assigned deadline, as follows:

· Fax orders received by Office DEPOT by 3:00 p.m. local customer time.

· Phone orders processed by 5:00 p.m. local customer time. 

· Internet orders processed by 5:00 p.m. local customer time.

There are occasions where the destination point is out of a major market and/or our next day delivery zone.  In these situations, orders will be shipped using a third party such as UPS.  

In the interest of controlling overall costs, it is suggested that you accumulate your requirements and place orders valued at $75.00 or more.

At Office DEPOT, we understand emergencies do occur and your day is never predictable.  With this in mind, a same-day emergency delivery order may be placed if phoned in before 12:00 p.m. local customer time.  There will be an additional charge for all same-day emergency deliveries. SEATTLE COMMUNITY COLLEGES asks you use this service in an emergency situation only. 

RETURN POLICY AND PROCEDURES
What do you do if you have merchandise to return?  

Please, use these guidelines to assist you in handling a return request.

· Returnable items include any products sold by Office DEPOT.
· Merchandise should be returned within 30 days of the original purchase.

· To ensure accurate credit and pick up coordination, please be prepared to provide the following information.

1. Account number

2. Original order number 

3. Item number of product being returned

4. Reason for the return

5. Your name and how a Customer Service Representative or the driver may contact you. 

· This information may be located on your packing slip, within your account history on the Internet or by calling the Customer Service Department at 888-777-4044.

· Items should be in their original packaging.

· Returns may be requested via phone or Internet.

Customer Service Phone Number – 888-777-4044
Office DEPOT Business Services Division Internet Address – http://bsd.officedepot.com.  Retrieve the order from Order History & Tracking.  Click the Submit Return button and complete the required information.
EXCEPTIONS:
1. Items not in the original packaging.  (Please, contact the Customer Service Department if you have any concerns).

2. Custom or imprinted items (unless produced incorrectly or delivered defective). 

3. Special order items (unless received in error from the manufacturer).

4. Dated items must be returned within 30 days of purchase. 

5. Technology Items can be returned with all accessories and original packaging within 14 days of purchase.

Once your return request is processed, your Customer Service Representative will provide you with a RETURN AUTHORIZATION NUMBER and inform you of the process that will take place to pick up the item and deliver a new item or process the credit due.

Our business is taking care of your business!  Call us today! 
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