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Allied Web User Guide 

Login

To access the site on your web browser, please go to http://promo.askallied.com/rwj.  Your login is your first initial last name, and your password the first time you login in is 1-solution; for example, John Smith would login in as follows:



Login
 jsmith



Password
 1-solution

Once you login, you will be asked to change your password.  Please enter the default password, 1-solution in the old password field, and what you would like your password to be in the boxes labeled New Password and Confirm New Password.
To Place an Order

Allied has a 3 step process for placing an order.  The following is a step-by-step guide to this process.

1 Cart – click on 1 Cart

a. Order Name – you have the option to giving your order a unique name.

b. Dept – Click on the drop down box to choose the dept to charge your order to

c. Click Create Cart, this will put you in the catalog section and you will see an Order Summary box on the left of your screen, you can click on your order name at any time to see your order and make changes.

2 Catalog – This is where you will add items to your order via the following methods

a. Quick Item Entry, enter the item number in the SKU box, and the quantity in the QTY box; you can add 6 items at one time to an order by clicking on the yellow Add to Cart button.  You can also click on Check Price to see a picture of the product, description, price and unit of measure.

b. Favorites – Here you can set up and order from your favorite list.  To set up a list give the list a name and click Add New Favorite.  To Order from a favorite list, click on the favorite list name, scroll to the item you wish to order, enter the quantity into the QTY box and click on Add To Cart.

c. Your Products – These are your Forms that Allied has in stock. To order enter the quantity in the QTY box and click on Add to Cart.

3 Checkout.  Once your order is completed, click here to send your order to your approver or to Allied Office Supplies for fulfillment.  You can also click on your Order Name on the left of you screen to look at your order and make changes.  There are 2 Check Out screens

a. Payment Information – This screen verifies your billing and shipping information and the attention to of the order.  Click Proceed to Confirm Order

b. Confirm Your Order – This is the final screen before placing the order.  Click Place Order Now to send the order to Allied Office Supplies for fulfillment.  You also have the ability to schedule orders from this screen, click on Schedule Order and follow the screen instructions to schedule and order.

If your order needs approval,  your approver will receive an e-mail notifying them of the order, their e-mail will contain a link to Allied’s website.
To Track an Order in History

Allied’s customers have the ability to track the orders that they place on-line via the website.  To do this, click on Order History.  There is a couple of ways of searching for an order

1. Order Number/Confirmation Number, enter the number in the box

2. Ship to, choose the ship to from the drop down box

3. Dept, choose the Department from the drop down box

4. Attention, enter the attention in the box

5. Date Range; select the date range you wish to search.

You can choose more than one combination to search, once you enter the information click on Go.  This will bring back a listing of the orders that fall within your search criteria.  Click on the order number or confirmation number to see the full details of the order you placed, this information will include a copy of the order with a line-by-line status for each product.  This will display the shipping information and any credit posted against your order.







