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Searching for Products 

 

General Search Box 

• Located at the top of the page. 

• Type keyword(s) or product number. 

• If autosuggest is enabled, suggestions will be 

generated after typing 4 characters. 
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Product Listing Page – General Search  

(results from a general search) 

• The product listing page displays 

all products included in your 

search results. 

• Note: The search term appears at 

the very top of the page. 
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• After typing a search term in the 

general search box, use  the Select 

Matching Category drop down to 

view and select a category. 
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Using Products Drill Down Menus 

• Hover over or click Products to view 

top level categories. 

• Click into the appropriate sub-

category until you get to a product 

listing page. 

Note: The breadcrumbs at the top of the 

page indicate the path to get to that page. 

 
 

 

Sub-category page 
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Product Listing Page  

(accessed from general search or product drill downs) 

• The product listing page displays all products included 

in your search results. 

• Note: When a customer searches for a product using 

the products drill down, the breadcrumb path displays 

at the top of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You can narrow search results by keyword. Type the 

keyword and click Go>. 

• You can change the sort order by selecting one of the 

options from the Sort By drop down: Closest Match, 

Description, Price, Most Popular, Availability. 
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Finding Product Information 

Locate Spec Sheets and/or Installation Instructions  

• On the product detail page, click the Resources tab. 
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Placing Orders (My Account pages) 

Log In  

1. Customers with existing ecommerce login. 

• In the top right, click Log In. 

• Type your User ID (often an email 

address) and password. 

 

2. Customers with an account, but no 

ecommerce login. 

• In the top right, click Log In. 

• Click the contact us link under the 

Existing Customers section. 
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New Customer Registration 

• In the top right, click Register. 

• Complete the Register form. 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

My Account Page 

• Access to My Account page follow the steps 

above to log into your account. 

• Click on the My Account link in the header. 
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Changing Your Password 

• From the My Account page, click Edit Profile (under 

Account Management). 
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Set Express Checkout Defaults 

• From the My Account page, click Personal Settings 

(under Account Management). 
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Create a Product Group 

• Navigate to a product detail page. 

• Click the Add to Product Group button. 

• This will bring you to the Product Group box at the 

bottom of the page. You can add the product to an 

existing product group or create a new product group. 

 

Add Customer Part Number 

• Navigate to a product detail page. 

• Click the Customer Part Number button. 

• Type the part # and click add. 

 

Note: Customers can use their part number in the general 

search box to find products. 
 

Product Detail Page 

 
 

Add to Product Group 

 
 

Customer Part Number 
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Manage Product Groups and Customer Part 

Numbers 

• From the My Account page, click My 

Product Groups or Customer Part 

Numbers (under Product and Order 

Management). 
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Order Search by PO Number 

• From the My Account page, click Order 

Search (under Account Review). 

• Select the Ship-To (usually ‘ALL’) and the 

Transaction type (Open Orders, Open 

Quotes, and/or Order History). 

• Enter the required Date Range. 

• Select the ‘P.O. Number’ from Search 

Items. 

• Enter the requested P.O. number into the 

Advanced Order Search bar and press 

Search. 
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Save a shopping cart 

• Add products to Shopping Cart. 

• Navigate to the Shopping Cart page. 

• Click the Save Cart button. 

Note: Saving a cart allows you to save a quantity for each 

product. 

 

 

 

 

 

 

 

Manage Saved Carts 

From the My Account page, click My Saved Carts (under 

Product and Order Management). 

 
 

 

 
 

 


