


Shopping Lists

Shopping Lists contain items you order frequently or
on a regular basis.

Creating a New List with ltem Numbers
¢ Click the Shopping Lists button on the EWay menu.

e Click the Add New List button.

¢ Type a name for the list in the List Name field.

e You can choose to enter information into the List Owner and
List Note fields.

e |f available, use the List Type radio buttons to select whether
the Shopping List will be Personal or Global.

¢ Type the quantity in the Qty field, and press your tab key.
¢ Type the item number in the Item Number field and press tab.

e [tem Description, Unit Price and any applicable Symbols will be
displayed automatically as your list is updated.

Add Iltems to List

® At the top of the screen select the shopping list you
would like to add to.

e | ocate the specific item you need via the product
navigation menu, the search function, or your shopping list.

e Enter the quantity desired (or leave blank for one) and
click the Add to List button.

Quick reference guide.
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Adding Items to the Cart

Using Search and Browse

Locate the specific item you need via the Product Navigation menu,
the search function, or your Shopping List.

e Enter the quantity desired (or leave blank for quantity of one) and
click the Add to Cart button.

® The availability of the item you selected will be displayed along
with any lower price alternatives available.
e Click the Continue button to add item to cart. @

Using Quick Order

To enter items directly into the Shopping Cart Items screen:

¢ Click the Cart button at the top of the screen.

e Click the Shopping Cart Items tab.

¢ Type the quantity you desire in the Qty field, and press your tab key.

e Type the item number in the Item Number field, and press your Tab key.

e [tem Description, Available Quantity, Backorder Quantity, Unit Price
and any applicable symbols will be displayed automatically.

Shipping & Billing

¢ Click the Go to Cart button at the top of the screen.

e Click the Shipping & Billing tab.

e Check that your ship-to address is correct.

e Enter any required distribution codes (P.O.#, Dept.#, etc.).

Order Status

Searching for Orders

Locate Saved, Pending, Denied or Submitted orders.

e Click the Order Status button on the EWWay menu.

e Click the Saved, Denied, Pending or Submitted tab.

e Choose your order from the list displayed.

e |f you don’t see your order, click the Filter Orders button.
e Enter search criteria in one or more fields

e Click the Filter Orders button at the bottom of the screen.

Printing Orders
¢ Click the Order Status button on the EWWay menu.
e Click the Submitted tab.

e Click the Order Number of the order you wish to print
This will open a new window.

e Click the Print button on the page or use your browser’s
built-in Print function.

Proof of Delivery

¢ Click the Order Status button on the EWWay menu.

e Click the Submitted tab.

e Click on the Order Number you wish to view. This will open a new window.
e Click on the Delivery Information button.

For assistance with EWay call our Customer Experience Center at 1-888-238-6329.



