Creating a Worksheet
from Product View

Create custom shopping lists to quickly access commonly placed orders or groups of
items to check out in just a few clicks.

1 Select a category to shop in the "Shop Products" tab.
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Shop Products ~ Training « About Us ~ Services ~ Branches Contact Us
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Compressors and Accessories ? Air Cleaners

Refrigerant Return Air Filter Bases 7
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2  Select a product to view full details.
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200320 200330 200515
MEDIA 16X25 RPL FOR HW MEDIA 20X25 RPL FOR HW 30070171002 TRUEDRY F
FC100A7102% FC100AT037 FLTR
$36.30/EA $36.30/EA $31.30/EA
Quantity On Hand : 0 Quantity Gn Hand : 0 Quantity On Hand : 0
Metwork Quantity - 2 Metwark Quantity : 0 Metwork Quantity : 66
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3 Enter a quantity number.
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4  Click "Select a Worksheet".

Price $36.30 / EA
Quantity Price per Product
Select Warehouse  Beltway (0) w

Add Item To Warksheet

5  Enter a worksheet name and add a comment/description.

Create New Worksheet

Enter Worksheet Mame

enter Comment




6 Click "Create" to create a new worksheet.

Create New Worksheet

| Filter Order

Enter Comment

7  Select a category to shop in the "Shop Products" tab.

=CENTU RY= «t) Quick Order

AlC SUPPLY ™

Shop Products ~ Training + About Us ~ Services ~ Branches Contact Us

HVAC Equipment > IAQ Products I

Compressors and Accessornes ¥ Air Cleaners I

R — Relurn Air Filter Bases ‘
Refrigeration Components » Humidity Control RKSH E
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8  Select another product to view full details.
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{240 %1 PSR36201 FILTER ROLL 36X240%1 FLEATED FILTER 10201 PLEATED FILTER 1042
$40.38 / BX $5.10/EA $8.06/ EA
Cuantity On Hand : 0 Quantity On Hand : Quantity On Hand : 185
Metwork Quantity : 21 Metwork Quantity : 262 Metwork Quantity : 333
ADD TO CART $ ADD TO CART m
[ o [ - i

9 Click "Select a Worksheet" to add item to an existing worksheet.

Price 5510/ EA

Quantity Price per Product
Select Warehouse  Beltway (0) bt

Add Item To Worksheet

- 1 | + Add To Cart Select AW et W




10 When viewing your worksheet in your "My Account" page, click "Qty" to adjust

product quantity.
ion Price Oty
:0X25 RPL FOR HW FC100A1037 $36.30 4 | 0}
J FILTER 10X20X1 $5.10 | J 0}

Update Worksheet Add Selected to Cart

11  Click "Update Worksheet" to save new quantity number.

ber Description Price Oty
MEDIA 20%25 RPL FOR HW FC100A7037 $36.30 4 i
] FLEATED FILTER 10x20x1 55.10 f ]
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12 When you are ready to order from your worksheet, click the "Select All Items"

field.

View Order History dit Comenent
Import Shopping List

View Item History

View Open Quotes

View Open Orders

Change Warehouse

Upload Orders

Billtrust Account

Credit Line Increase Request
#lect All items

Part Number

200330

201P1020

Description

MEDIA 20X25 RPL FOR

PLEATED FILTER 1020

Delete Selected from Worksheet

13 Click "Add Selected to Cart". Your items will now appear in your shopping cart to

check out.
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