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On-Line Ordering Screen Shots
Page Topic

2 Web site address & Log In 

3-4 Order Entry – Beginning an order

5 Item Entry

6-8 Closing an order (“committing” an order)

9-10 Editing an item

11 Deleting an item / Adding item to “favorites list”

12 Adding a note to the order

13-14 Text entry mode (rapid order entry) 

15-17 Parking an order (putting an order on hold)

18 Favorites list (how to access them)

19 Contact tab
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Log in here with your ACCOUNT CODE and PASSWORD

Visit www.AmericanPenandPanel.com
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•Change or add your email address if 
desired.

•Change your password if desired.

•Select a security question if desired.

•Then click on “Orders”
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Notice your 
company name 
when logged in 

correctly.

Optional Features for multiple users, locations, approval levels, 
or departments. Call us for detail at 803-324-0544.
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Enter part number here. Enter comment for item 
if desired.

Enter qty.

Click ADD or 
hit ENTER 
key.

“similar items “ will show below to help you shop by comparison.
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Click “COMMIT” to place order.
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You MUST enter something in 
this field. PO number, your 

name, date...anything!
You may use this field if desired

Click one of these 3 options when ready
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Acknowledgement – print if desired
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How to edit an item...click on part number.
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Change comment or qty.

Then click UPDATE.
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Click here to deleteitem or add item to favorites list. 
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Add a long note to the bottom of your order 
by clicking on this check box.
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Multiple favorites lists are possible to create!

Use TEXT ENTRY MODE to key in multiple items quickly.
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Enter item #’s in this format  (see 
above), then add items to cart. 
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Items are added to cart with one click!

If desired, you can “PARK” (put order on hold).
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The next time you log in, you’ll either start a new order, or

reopen the PARKED order.
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Click here to add or change the PARKED order. (Above view just displays order)
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Hover cursor over “MY LISTS” button to access your 3 different list 
options.
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Send us an email right from this page. Links are live.


