
Return Policy for HomeTrust Bank promotional items.
Returns will be accepted if there are any issues with 
production. To follow are examples of returns that will be 
Accepted and those that would be declined.

EXAMPLES OF ACCEPTED RETURNS
•	 If item shows up damaged from shipping and/or from 

an error by the manufacturer.
•	 If you receive a different item than you originally 

ordered, then you can exchange that item for the 
correct item originally ordered.

•	 Did not receive the correct embroidery logo or color. 
	 Received a different size and/or color than you 
          originally ordered.:

EXAMPLES OF NON ACCEPTED RETURNS:
•	 Ordered the wrong size and your item doesn’t fit.
•	 If you don’t like the item after you receive it.

Trouble with your login, an order, or simply need help 
please submit a support ticket through the support portal 
on your landing page.
https://www.htbwebstore.com/

Looking for new unique ideas to set yourself apart for an 
upcoming event, reach out to Lucy Wines 
Lucy.Wines@htb.com with event details listed below.

•	 Date of the event?
•	 Details of the event?
•	 Budget?
•	 Order quantities?

APPAREL ITEMS
•	 Standard turnaround times for apparel is 7-10 
          business days until it ships. 
•	 The reason for this is that the apparel item must go to 

production to be decorated before delivery. 
•	 Note that turnaround times could increase around the 

holiday season. 
•	 If an item out of stock or has been discontinued you’ll 

be notified via email and that item will be cancelled 
from your order.  

CUSTOM ORDERS
• 	 Expect 7-10 business days before item ships if not 

otherwise stated on the product level.
QUICK SHIP ITEMS
•	 Determined by your geographic location, plan for 

1-3 business days before this item ships if orders are 
submitted by 4pm EST. Add an extra day if order is 
submitted after 4pm EST.  
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STEP 1 
•	 Login using your username and password on your landing page (htbwebstore.com). 
•	 NOTE, if you should ever have any issues at all on the site please submit a support ticket in the “Support Portal”. After 

you submit the ticket you’ll receive an email notification letting you know Regency has received your request and within 
that email you’ll  be provided a Link to check ETAs and steps we are taking to resolve the issue. 

•	 See Screenshot below.
 

STEP 2 
•	 Based on your login credentials you’ll see different product categories. Click on the appropriate categories to 
	 find your item.  
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STEP 3 
•	 One you have chosen the item you want please fill out all information on the template (Item and Decoration Color, Logo, 

Size, and order quantity) Once you have filled the template out complete the image will update to show you your choice. 
•	 Remember to click “Add to List” and then “Add List to Cart” to have the item added to your shopping cart.
•	 Once you click “Add list to Cart” you’ll proceed to the shopping cart.

STEP 4 
•   	 In the promotional Item section please note the difference between “Quick Ship” & “Custom Order”. Quick ship  items are 

items that have already gone through production and are sitting in one of Regency’s warehouses as an 
	 Inventory item. Custom Orders (On Demand) means that the item must first go through production before shipping to you.

•     When placing a promotional item order please note that unit of measurement or pack size for that item. As you 	           	
          can see in the image below, this Chip Clip is packed in quantities of 25 and in the drop down you have options to select       	
          the number of packs (ex. 25 (1x25) = 1 pack of 25)

Quick Ship items ship
within 1 to 3 business days

Custom Orders ship within 
7 to 10 business days
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ORDERING  INSTRUCTIONS

STEP 6
•	 Based on your login credentials you may be required to have a budget in the highlighted field (see image below). 
•	 Please note that you are able to check the stock levels for all Quick Ship Items (inventory) by clicking the box icon to the 

right of the item. (see image below) note that this icon will not show up for Custom Order Items (on demand). 
•	 Please note that this is also where you can find your order history link and find previous orders tracking information once 

it’s uploaded. 
 

STEP 5
•	 Once you are ready to place you order click Submit to be punched into the shopping cart to fill out shipping and payment 

information. 

>



STEP 7 
•	 The 2nd page of the shopping cart is where you’ll fill out your shipping and billing information.
•	 Depending on your login credentials your Ship to ID and Cost Center may already be defaulted. Other Logins may not even 

have a cost center assigned to their logins.
•	 Please make sure you Contact Name is correct as this is the name that will be on the shipping label. 
•	 If you need to edit anything or pay via credit card you’ll click the blue links in that section (ex. Edit Payment Method)  
•	 Once this information is filled out you can click “Place order”. After that you’ll receive an order notification via email. STEP 7 
•	 This is the final page for you to review before you place the order. If all looks correct please click “Place Order” at the bottom 

of the screen. 
•	 After you place the order you’ll received an email notification with your order information. 
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