
After submitting 
your username 
and password, 
be sure to verify 
your account, 
payer and ship 
to address, or 
you will not be 
able to continue 
to the search 
options 



You can look for complete 
lists of items by categories. You can look 

for specific 
items in the 
Search box, 
using par 
numbers, key 
words or BSE 
item numbers.  
You have a 
choice to pick 
from items on 
the auto-fill list 
as well. 



If you know your BSE 
part number, you can 
use the Quick Order 
feature and add items 
directly to your cart, 
without having to see 
item details page. 

You can see a Quick Order 
Item is in your cart, by 
hovering over your Cart near 
the My Account button in the 
upper right of your screen 



After choosing an item, you are 
able to add it to your cart & see 
available quantity at your branch 

Choosing the View all 
Products in Family options 
allows you to see additional 
sizes and options for the 
product you are looking at. 

After adding an item to your 
cart you can checkout or 
continue shopping. 



From the Checkout option you can 
also Export your cart to a file for 
future reference, and save an order to 
checkout or add to later. 

*Note:  To add to Saved Orders, find the saved 
order from your my account drop down, choose 
ά±ƛŜǿ 5ŜǘŀƛƭǎέΣ ǘƘŜƴ άtƭŀŎŜ ǎŀǾŜŘ ƻǊŘŜǊǎέ ς this will 
not place the order immediately, and will give you 
the option to continue shopping first. 
 



After choosing 
checkout you can 
update your billing, 
shipping and 
company details.  
Then click continue. 



The Review and Pay 
screen lets you view 
your cart a final time, 
and choose 
shipping*, enter a 
PO, additional notes 
and a payment 
method. 
 
*Note: A standard 
$14.95 shipping fee 
applies to all 
common carrier 
orders 



You can search by 
multiple options or 
date range. 
 
 
 
Choose view 
details or click the 
order number to 
review. 

Once an order has been submitted, 
you can view all of the online 
orders placed by clicking the Orders 
option under My Account button. 
 


