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Web Order
Fulfillment

After placing your order, you will receive
a confirmation email notification.

Our branch team and your sales representative
will be notified.

The team will review your order. If everything is
correct, your order will be picked.

We may contact you to confirm and prevent
accidental ordering.

I
=
N/
ey
V —
v=
=

Once your order has been picked, you will be
notified that your order is ready for pick-up.

If your order is being delivered through your
customer carrier, they will provide you with the
shipping details.
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Account Management
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creating An Account Find Your Location

With over 30 branches across Western Canada, our dependable

and knowledgeable employees are here to help. Find your vV 4
location.

Register h—

ot LN A

+  From the homepage, create a new account by 5 b
selecting the “Register Now” button. Start by
selecting the user icon in the top right of your
screen.

Sign In  Register

Please Sign In A=STe:

e One Shop, One Stop

Find all the products you need for your next project in one place.
Shop by category, brand, or use the searchbar.

Download the Application:

Get Your Access
+  After selecting “Register Now”, select the
“Download” button to download the Website bsite Administrator A
Administrator Application.

allinone place: bartlegibson com.

+  Fill out the application and return it to the

Admin Account Features:

Bartle & Gibson credit department at credit- « oty < s
apps@bartlegibson.com. - B

 View Order History

’;@ bartle & gibson
Activate Your Account: Welcome User,

* Once your account has been set up by our " maacty g
team, you will receive an email notification to e
activate your web account. e s

T —
Sample email
Recover or Change Password: Plessesiontn

+ If you have forgotten or need to change your o

password, select “Forgot Password?” to

update your password. (you cannot recover [
your password, but only update it). e e o



bartle & gibson fwsycnem (n-:] jim :ﬁ”’“’ ‘ Hello {Name} Creating Additional User
Bz m B\ e = Accounts

Welcome to Bartle & Gibson

Western Canada's leading independent distributor of plumbing,
heating, and electrical products for over 80 years.

‘ 26 « Administrators can create or assign different
‘ : user accounts by selecting “Hello, [Your_
Name” or “My Account” in the account section.

1. Access User Administration:

Quick Order
+ From the left menu options, select “User

Administration”.

Recent Orders
User Administration

2. Create a New User:

User Administration - Select “Create New User” to add an additional

a user account.

31 Users

3. Assign Roles and Approvals*:

Create User

+ Assign arole to the new user using the
dropdown menu.

+ Assign who approves their purchases using

e . . the dropdown menu.

*Refer to the User Permissions Table below
for details on roles and permissions.

User Permissions Table
PERMISSIONS ADMINISTRATOR BUYER 3 BUYER 2 BUYER 1

General Capabilities for Approving & Ordering User Admin & Approver | Able to Place Orders Without Approval & Able to Place Orders Without All Orders Placed Must Be
by Default Can Act As Approver Approval Within A Specified Budget Approved

Access/Configure Budget

Create New Users

Edit/Deactivate Users

Assign/Edit Ship To

View & Approve Requisitions

View Invoice History

All Orders Require Approval

Orders Over x Require Approval

Approve Orders

Save & View Saved Orders

View Order History

Request/View Quotes

Add/Edit/Delete Project List

Settings
T N Select box if user is allowed to send out quotes to
SR N E—— . your customers using the My Customer Quotes tool.

Allow My Customer Quotes When satisfied, click “Create User” to complete.



Adding or Updating A
Payment Method
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L [0) bartie & gibson

Hello Chris!

Quo B

~\

. Wel to Bartle & Gib:
1. Navigate to Saved Payments: gy oty ,5' son

From your account dashboard, select
“Saved Payments”.

2. Add a New Card:
«  Select “Add Card”.

+  Enter your card details. y
Add a Card

+ If you want to make this your default card,
check the box labeled “Make default”.

3. Enter Billing Address:
+ Enter your billing address.

Make default Copy address from Bill To

Card Nickname Address Line 1*
Card Number * Address Line 2

Name on Card * Address Line 3

+ To auto-fill your billing address, select

“Copy address from Bill To". iton
July v 2024 v
+  Save Your Details: cory+ N
Canada v AB v
+  Once you're satisfied with the information, e ot

select “Save”.
[

Adding or Updating s

o L]
Shipping Address 0 g
Welcome to Bartle & Gibson
1. Navigate to Addresses:
From your account dashboard, select
“Addresses”.

2. Add a New Address:
+ Select “Create New Address”.
+ Enter the required details. Create New Address

+ Once you're satisfied with the information, First Name Last Name
select “Save”.

3. Update an Existing Address: Edit Shipping Information *

+ Find the address you want to update and
select “Edit” below it.

First Name Last Name

+ Update the necessary details. Corpary e

Apero Test

+ Once you're done, select “Save”.

Address 1

889234 Whyte Avenue

Note: to update your billing address, you will need to send an email to the
credit department at credit-apps@bartlegibson.com with the updated address.



Order History

How To Access

Once you are logged in, order history
can be found on the “My Account”
drawer and My Account page. You
can also see your recent orders on
your My Account page.

Quick Links
Account Settings
Addresses

Budget Management
Change Customer
Invoice History

My Project Lists

Messages (0)
Unread Read

@ Al

No messages

Quick Order

Hello

Addresses

My Account

Sign OQut—

Invoice History

Order History

My Project Lists

Order Approval Upload an Order ~ Order Multiple Iltems
Search Qry
Lo v - + ADD TO CART
Saved Orders
Saved Payments
User Administration ecent Orders | view a1—
My Customer Quotes
4 Q DATE ORDER # STATUS 'WEB ORDER # TOTAL
My Project Lists 8/16/2022 541973 Order Complete WEB001060 $1.37
Ecom Test
7/22/2022 507855 Requested 'WEB001043 $2.36
F. d 0 d
Order History
Once you are viewing the order e
y y 10 orders
. g 'I n h
beside “Filters” to show your b s o - e e
filterable options and narrow nar
7/19/2022 503052 7/20/2022 Edmonton North Side 13475 Fort Road Edmonton AB Order Complete ~ WEB001039 or405 $322.45
7/8/2022 488251 7/9/2022 Edmonton North Side 13475 Fort Road Edmonton AB Shipped 'WEB001031 PO#4 $2131.77
7/6/2022 484106 713/2022 Edmonton North Side 13475 Fort Road Edmonton AB Shipped 'WEB001027 OR 4512 $404.25
7/5/2022 481904 7/5/2022 Edmonton North Side 13475 Fort Road Edmonton AB Shipped 'WEB001026 $236 REORDER

Show 8

<
LY



Order History

Filters ~
Product PO # Order # Date Range
(1 (2 (4
Ship To Status Order Total Amount
Show All ~ elect v eelec‘t v 0
CLEAR FILTERS
10 orders
DATE § ORDER# {  REQUESTDATE SHIPTO/PICKUP { STATUS 3 WEBORDER# {  PO/REFN
8/16/2022 541973 8/17/2022 Edmonton North Side 13475 Fort Road Edmonton AB Order Complete  WEB001060 test
7/22/2022 507855 7/22/2022 Edmonton North Side 13475 Fort Road Edmonton AB Requested WEBQ01043
7/19/2022 503052 7/20/2022 Edmonton North Side 13475 Fort Road Edmonton AB Order Complete ~ WEB001039 or405
7/19/2022 501915 7/29/2022 Apero Calgary 307 valley springs terrace NW Calgary AB Order Complete ~ WEB001037 4543543
Order History
Filters
10 orders
DATE ORDER # REQUEST DATE SHIP TO / PICKUP ' C STATUS ¢ WEB ORDER # £ PO/REF NUMBER  { TOTAL ¢ ACTIONS
Order History
Filters
10 orders
DATE ¢ ORDER# REQUEST DATE SHIP TO / PICKUP & STATUS WEB ORDER # { PO/REF NUMBER TOTAL ¢ ACTIONS
8/16/2022 541973 8/17/2022 Edmonton North Side 13475 Fort Rc  Order Complete ~ WEB001060
Order #484106 o 0 o
Email & Print @ Reorder
Order Summary
STATUS:

nvoiced
PO NUMBER:
OR4512

WEB ORDER #

WEB001027

Billing Address

dmonton,
CAN

Subtotal

Total

Pick Up Location

Edmonton North Side

$385.00

$404.25

Finding an Order Cont

At the top of the Order History page you
can efficiently locate specific orders
using the following search criteria:

1. Product number or product keyword
Purchase Order Number
Order number

The address the order was sent to

2
3
4. Date range when order was placed
5
6. Order status

7

Order total

You can combine any of these criteria
to refine their search and pinpoint the
exact order(s) they are looking for.

The Order History table allows
sorting of search results in ascending
or descending order in any of the
highlighted columns.

To view details of a specific order,
simply select the hyperlinked date

or order number. This view provides
comprehensive information about the
order, including the list of products,
such as the shipping method, order
notes, and order lines.

From the order details view, you can
perform the following actions:

1. Email the order details
2. Print the order details
3. Reorder all items



Invoice History

How To Access

Once you are logged in, invoice
history can be found on the “My
Account” drawer and My Account

page.

Finding an Invoice

At the top of the Invoice History page
you can efficiently locate specific
invoices using the following search
criteria:

1. Product number or product keyword
2. Invoice number

3. Order number
4

Date range when the invoice
was created

o

The address the order was sent to
6. Purchase order number

Quick Links Messages (0)

Account Settings

Addresses @ Al Unread Read
Budget Management

Change Customer Nomessages

Invoice History

My Project Lists

ordr Approal Quick Order
Order History Search

My Quote

s

Saved Orders

Filters Q
Ship To Invoice #
o Show Al v

Date Range
o nm /dd /yyy /dd /yyyy

Hello Sign Qut—
My Account
Addresses
Invoice History
Order History
~

Upload an Order ~ Order Multiple Items

ADD TO CART

o o B

Order # PO #

Show only open invoices

You can combine any of these criteria 6 nvolces

to reﬁ ne the”- search and pll’lpOInt the INVOICE# T ORDERNUMBER INVOICEDATE v TERMS G DUEDATE G SHIPTO/PICKUP PO# O INVOICETOTAL ¢  CURRENT BALANCE O
Invoice History

The Invoice History table allows sorting

of search results in ascending or
descending order by any column.

To view details of a invoice, simply select the
hyperlinked invoice number. (Select the Order
Number, to view the order details page, where

you can reorder products from that invoice

and order). This view provides comprehensive
information about the invoice including the list
of products, the shipping method, order notes,

and order lines.

From the invoice details view, you
can perform the following actions:

1. View the details of an order
2. Print order details
3. Email the order details

Filters

6 Invoices

INVOICE# 2

ORDERNUMBER  INVOICEDATE v TERMS &  DUEDATE &

Invoice History

B

nnnnnnn

28298

INVOICE #12268001

INVOICE DATE SALESPERSON TERMS PONUMBER
7872022 MARCO CANOSA 2/15MF Poss

DUE DATE ‘SHIPPING METHOD

8152022 Pickup

Billing Information Shipping Information
Billng Address Shipping Address
sowoTest Eamonton North Side

Edmonton ABTSA 106
o A0 Tas 10

INVOICE NOTES.
testtest

prooucrs prcENT arv

$2,030.26 /ea 1
AVAON 400 40USG NATURAL GAS

o oes

SHIPTO/PICKUP &

PO# S INVOICETOTAL C  CURRENTBALANCE <

ACCESS BG PAY

v

&Print & Emei

Invoice Summary

208026

Total $2,131.77

ToraL

$2,030.26
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Budget Management

Q) bartle & gibson Shop By Category Brands

Welcome to Bartle & Gibson

Western Canada's leading independent distributor of plumbing,
heating, and electrical products for over 80 years.

FIND OUT MORE

My Account [P

Quick Links Messages (6) ~
A ngs

@Al Uvead  Read

712812023, 1:57PM

My Account - BudgetManagement

53 Configure Budgets @ Assign Budgets A Cost Codes

Budget Management

Review Budgets

Budget Management

Configure Budgets o
Enforcement Level ® 0

Configure Budget Period by Year ¢/
Select Budget vear

2024

‘Assign Budget Period
Monthly
Quartery

@ veary

Custom.

Budget Management

Assign Budgets o

‘Your Budget Enforcement is set to: User Level

‘Select Budget Year
204

nnnnn o oaTE BUDGET AMOUNT

o o

Select User

Search User ‘ s

How to Access:

+ Administrators can create or assign different
user accounts by selecting “Hello, [Your_Name]"
or “My Account” in the account section.

+  From the left menu options, select “Budget
Management”.

Purpose:

Budget Management is a tool that allows
administrators to set budgets based on different
criteria such as time frames, or fixed dollar amounts
for various users in your company. It helps manage
your team'’s budget effectively to ensure they stay
within limits.

Page Overview:

Set parameters for budget:
+ Enforcement level
* Year
+ Budget period

Configure
1. Set enforcement level
2. Configure the budget based on year
3. Assign budget period
4. Save budget

Assign
5. Assign the configured budget to a user

Note: you will need to have created the user account
before assigning them a budget.

6. Configure the budget for the user for that
budget year

7. Save the assigned budgets



Project Lists

i« Projec ists

Project Lists

search Q1 SortBy Last Updated

47 lms Private @

6items Private @

NEW PROJECT LIST

61472020

0 Project Lists ve.ui-
llllllll e Tor s pronuc

Hello

My Account

Quick Links Messages (6)

Quick Order

Search

Settings
Unread  (®) Read

Purpose

Project Lists is a tool that helps you organize and
save products into individual projects that you plan
to purchase in the future or products you purchase
frequently for a certain type of job.

This saves time from having to find individual
projects each time you need to order them for a
job. Once a Project List is created, you can directly
turn it into an order or a request for quote. You can
even share lists to collaborate on Project Lists with
others within your organization.

How to Access

There are three ways to access Project Lists:

1. Homepage:
Once logged in, scroll down on the home
screen until you see a section titled “Project
Lists”. You can access your individual project
lists by selecting the name, or you can view all
of your lists by selecting “view all”.

2. Account Drawer Menu:
Once logged in, select your initials in the upper
right of bartlegibson.com (this will be a user
icon when browsing web from phone) and a
drawer menu will appear. Select “Project Lists
to be taken to your Project Lists page.

Ul

3. My Account:
Once logged in, select your initials in the top
right of your screen and select “My Account”
or your name. This will bring you to the My
Account page where the Project Lists option
will be.
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Project Lists

Project Lists

— — — ° [ soousrrocarr |
L. s

k. ! o

o | soustrocarr ]

w

< : bartle & gibson . . e

i ® .-
o — ListName +

Project Lists

Wire Project List .- o

PDF Display

= i ror
. o — B s SRR

PN oo 6

3.75/M + $3.75

Creating A New Project List

1. Go to the project lists section.
2. Select “New Project List.”

3. You will be prompted to name your
Project List.

4. Provide a name and description (optional) for
your Project List.

5. Choose an existing group name or create a
new group to categorize the products in your
Project List.

6. Select “Create Project List” to finalize.

Page Overview

The Project Lists page provides several features
and actions:

Project List Details:

1. Displays the title, creation/modification date,
and who it was shared with

2. Includes search options within the list
3. Allows saving the list as a PDF

User Actions:

Add items

Edit quantities
Remove items
Enter line notes

S I

Move or copy items to another group



Project Lists

Wire Project List

Prvte @

PDF Display Settings o
Seach Q@ lect All roducts | Add Hems To List | Sortby  Choose St

s20/m T . a2

sr20/m i 70

Centerset Bathroom Faucets

9 Products

= & P e

mmmmmm

WALTEC 82234LF 4IN CENTRESET LEVER
HANDLE

D D
[\,
1
= $95.12/EA

Fulfiliment Method Order Summary

Subtotal $231.24

o ccccccccc
Ad Al toProjec Lt
o

$95.12

$136.12/ EA . $136.12

Adding items to
a Project List

You can add items to a Project List in three ways:

. Adding Items Within Your Project List:

Once your Project List is created, you can add
items by selecting “Add ltems to List.”

Search for your product by SKU, manufacturer
part number, or a key phrase.

Once found, select “Add Item to List.”

You can also add items using the “Upload”
function with an Excel file or a comma-
separated values file (CSV, XLS). Please follow
the upload requirements for necessary details.

. Adding Items From a Product List or Details

Page:

Use the universal search tool on the web
store (learn more about search on page 22) to
search for the product by SKU, Manufacturer
Part Number, or Key Phrase.

If a list of products appears, find your desired
product and select “+ Project List.”

On the product details page, you can also add
the product to a project list by selecting “+
Project List.”

. Adding Items From Checkout Page:

Items can also be added to a list from your
checkout screen if you are not ready to
purchase and want to save them for later.

Select your cart, then select “Checkout.”

You can individually add items to your project
list by selecting “+ Project List” next to each
item.

Alternatively, add all items in your cart to the
project list by selecting “Add All to Project
List.”



Exporting A Project List Wire Project List S ] B
1. Customize PDF Export Options: PDFDMSM

+ Atthe top of the Project Lists page, choose
whether to include spec sheets.

+  Select whether to display multiple items per
page or just one item per page.

[[@saveror [T
ROUGH-IN / 'GRAND TOTAL: $385.98 ~
2. Select Displayed Product Image:
+ For each product, select the side arrow next to " o, s0s8
the product image to choose which image to : e R
display in the exported list (if multiple images st 4 s
are available)
Wire Project List ... =T g

3. Save (Exported as PDF) or Email Project List:  ~or oicpiey seiines

Which options would you like to include in the pdf?

+ Enter an email address to share the list as a

P D F . Email Address pD:::‘::mh

«  Choose to email the list or save it as a PDF S
(for printing or sending through another @remesni e
method).

B SAVE PDF & EMAIL PDF

4. Exporting as a CSV/Excel
Wire Project =

Create My Customer
Quote

+ At the top of the Project Lists page, select the
three verticle dots to display more options.

0

Schedule Reminder

PDF Display Settings
Copy

+ Select ‘Export’ to export your list as a CSV/ o
Excel file. e

ROUGH-IN #* GRAND TOTAL: $385.98 ~
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Placing Orders
from a Project List

1.

Request Special Pricing (Quote):

If you need special pricing, select “Request a
Quote” at the top right of the Project List page.
Your account manager will respond promptly.

Add Items to Cart:

When you're ready to place an order, select
“Add List to Cart” at the top right corner of the
Project List page.

You can also add individual items to the cart
by selecting the “Add to Cart” button next to
each product.

. Proceed to Checkout:

Follow the checkout process to order the items
listed in your project list.

Importing Items Into
a Project List

To save you time, You can use the import
functionality to add multiple products to the list at
one time.

1.
2.

In your project list select “Add Items To List”

Select “Upload Items” to add multiple products
at once.

You can choose to download the template or
create your own spreadsheet that includes the
following fields: Product, Unit of Measure, and
Qty Ordered. Fill in the details and then save
the spreadsheet.

Select “Choose File” to search for your file,
then select it, and then select “ Upload File”.

Wire Project List

vate @

Wire Project List

°

o Shopping Cart

Fulfillment Method

Wire Project List

Wire Proje

PDF Display Settings

~~~~~~

PDF Display Settings

%2008
2005

A B €
Item #s or Customer Part #s Quantity Unit of Measure
5 EA
unit of measure
Upload Items To List
Upload an Excel (xls or .xlsx) or CSV (Comma-Separated Values) file to quickly add item(
Upload a File
ListUploadTemplate (4).xIsx
Include First Row Column Heading
UPLOAD FILE
d item #s or customer part #s.

e Third column

ct List

e

$7.20/M

DAdditems ToList | Sorth

o

quantities (optional)

add unit of measure (optional)

ADD LIST TO CART H

O-

Order Summary

ADD LIST TO CART E

ADD LIST TO CART :

o Upload ltems ¢

D E

Please, don't forget to check "First row is column

quantity equalsto 1 and default heading" checkbox, ifyou leave first lineasis.

ewill beused for
'2005' item

s) to your list

X CHOOSE FILE o
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Quotes

Requesting a Quote from a Project List Workflow

Purpose

The Quote tool allows you to request pricing for

a product or group of products from your Account
Manager. Your Account Manager will then return
the quote with the special pricing, and you can
choose to accept or reject the quote.

]

Reject Methods for Requesting
a Quote

You can request quotes using two methods:

From a Project List:
+ Navigate to your project lists.

+ Select or create a project list you would
like to be quoted (follow the prompts on
page 12 to generate a project list).

- Request Quote (Follow the instructions on
page 16).

From the Checkout page:
Requesting a Quote from the Checkout Page Workflow + Add items to your cart.
+ Access the checkout page.

- Request Quote (follow the instructions on
page 17 to request a quote from your entire
cart or partial products from your cart).

]

Reject

Accept

¥
——

*or select individual check boxes for specific items in your
project list and only request a quote for those items.
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Hello Chris!

Find, Order, Access, Manage

The same great service is now available online. Find product,
order 24/7, access live pricing and manage your account. EuojecLsts

Popular Categories

cccccccccccccc

~ How-To Request a Quote
from a Project List

1. Add Items to a Project List:

+ Once you have created a project list with the
desired products, select “Request Quote” at
the top of the project list.

+ (You may also select the individual check
boxes for specific items in your project list and
only request a quote for those items).

+  You can add, remove, or change products in

Wire Project List . ..

Cissagen P

PDF Display Settings

sam - o0 s

Qmm - 1 . s '

the quote at any time.
2. Request a Quote:

+ This action will take you to the “Request
a Quote” page. Here, you can:

+  Verify the products you want to be quoted on.
+ Add additional items to the quote.
+ Create and organize products into groups.

+ Add notes to individual products or to the

$375/M " $375

entire quote for your sales representative
to see.

+ Any step throughout the quote process you
can send a message to your account manager.
This feature can be found at the bottom of any
created quote. Once a message is submitted
(by selecting the “Send Message” button),
the account manager will receive a notice
about the message. They can then choose to

reply to the message, where you will receive a
notification about their reply.

Messages o

Write a Message

Write a message...

3. Finalize Your Quote:

+ When you are satisfied with your quote, select
“Submit Request” to finalize it.

4. Wait for Notification:

+  Wait for an email notification that your Sales

Q@ bartle & gibson
Plumbing | Heating | Blecirical

o You have received a Quote Message from Your Sales Rep

Rep has reviewed and provided a quote (you
will also be notified when you login if your
quote has been proposed).

5. Review the Quote:

+ If you are satisfied with the quoted price,

Sample email

select “Order” to add the items to your cart.
+ If you reject the quote, provide notes

Quote #WEB005584 o)

explaining why. The quote will be sent back
to your Sales Rep for review, and you will be
notified again once the new quote is ready.
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x

Cart Summary [} Subtotal: $10.65

Find Your Location

0 branches across Western Canada, our dependable
dgeable employees are here to help. Find your

Popular Categories

. @™

Shopping Cart

Fulfillment Method Order Summary

Subtotal $10.65

]
p—— arv o

e 0.0 EA + sos8 B

375 @

Request A Quote o o

(@ bartle & gibson
Plumbing | Heating | Blectrical

o You have received a Quote Message from Your Sales Rep

Decline Quote o
Arey

re you sure you want to decline the quote?

Please provide a reason for rejecting the

Request a Quote from the
Checkout Page

Once you have added all of the items to their
checkout you would like to be quoted on then you
can follow the steps below:

1. Add Items to Checkout:

+ Ensure all items you want to be quoted on are
added to your checkout.

2. Request a Quote:

+ Select “Request Quote for All ltems” from
either:

+  The bottom of the cart summary dropdown.

- The shopping cart window (visible once you
select “Checkout”).

3. Request a Quote Page:

+ You will be taken to the “Request a Quote”
page. Here, you can:

«  Verify the products you want to be quoted on.
+ Add additional items to the quote.
+ Create and organize products into groups.

+ Add notes to individual products or the entire
quote for your sales representative.

+ Any step throughout the quote process you
can send a message to your account manager.
This feature can be found at the bottom of any
created quote.

4. Finalize Your Quote:

+ When you are satisfied with your quote, select
“Submit Request” to finalize it.

5. Wait for Notification:

+  Wait for an email notification that your Sales
Rep has reviewed and provided a quote (you
will also be notified when you login if your
quote has been proposed).

6. Review the Quote:

+ If you are satisfied with the quoted price,
select “Order” to add the items to your cart

+ If you decline the quote, provide notes
explaining why. The quote will be sent back
to your Sales Rep for review, and you will be
notified again once the new quote is ready.
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My Customer Quote

Hello Chris! ~ signou -

Your Account Manager

uuuuuuuuuuuuuu

Wire Project List

°

PDF Display Settings

‘Schedule Reminder
Copy

Export

Delete.

My Customer Quotes

search Q Sortby  Last Update ed

Purpose

My Customer Quotes is a tool that helps you create
professionally branded (your branding) quotes for
your customers and if your customer agrees to

the quote, you can then purchase all of the items
directly from the tool. The tool also helps you
simplify margin calculations and other costs, and
creates a quoted PDF document that you can send
to your customer.

How to Access

1. Select your initials at the top right of the
screen, to show your account drawer menu.

2. Select “My Customer Quotes”.

Creating a My Customer
Quote

1. From a Project List:

+ Create a Project List (refer to page 11 for
instructions).

+ Select the three vertical dots next to your
project list.

+ Select “Create My Customer Quote”.

2. Directly in My Customer Quotes:

+ Access My Customer Quotes through the
account drawer by selecting your initials and
selecting My Customer Quotes.

+ Select “New Quote”.



My Customer Quote

Editing Your Customer
© My customer Quote - Name ... :
PDF Display Settings R Quote PDF
6 o o o T Once in My Customer Quote, you can customize it
s s for your customer’s project.
S o @ temizedPricing Package Total Pricing ‘I Ed't quote name
o [ 6 R 8 2. Upload your company logo, enter your website
(3 ) URL, email, and phone number
—— 3. Add client's name and address
4. Add freight or labor charges
— — 5. Show pricing for each item, or just for the
- v entire quote.
(9 6. Your quote expiration date

7. Include spec sheets

8. Display products as line items or on individual
pages

9. After editing, you can save or print it as a PDF.

Adding Items to a
My Customer Quote:

1. One-by-One:

. Select "Add [tem to Quote”
" » Search for products by SKU, manufacturer part
°°°°°°°°°°°°°°°°° — = number, or a general description.

QL + Select “Add to Quote”.
2. Using an Upload:

+ Use the Upload function to add items via an
Excel or CSV file.

+ To save you time, You can use the import
functionality to add multiple products to the
list at one time.

Upload Items To Quote

e @ (2 | «In your Customer Quote select “Add Items To
‘ List"
9 + Select “Upload Items” to add multiple products

UPLOAD FILE at Once.

* You can choose to download the template or
PALCVEA S sest IR create your own spreadsheet that includes the
following fields: Product, Unit of Measure, and
Qty Ordered. Fill in the details and then save
the spreadsheet.

+  Select “Choose File” to search for your file,
then select it, and then select “ Upload File”.
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My Customer Quote

8 40D ITEM TO QUOTE.

INSULATION /

Selct All Products

B GENERATE PDF = EMAIL POF

Sortby ChooseSortOrder 1 [ CALCULATEALLMARKUPS & PRINT ALL QR CODES

GRAND TOTAL: $0.00 ~

$4935 /€A 1o so00 s

st - 0+ so00 N

PDF Display Settings

8 40D ITEM To QuoTE.

My Customer Quote - Name ...

SelectAllProducts Sortby Choosa SortOrder B CALCULATE ALL MARKUPS B PRINT ALL 08 GODES

Adding Margins:

1. Select “Calculate All Margins” to apply a
percentage markup to all items in the quote.

2. To add markups individually, select “Calculate
Markup” under each product’s quote price.

3. You can also input the price directly into the
quote price field to add a margin by dollar
value.

Page Overview:

On this page, you can also:

1. Add all products or selected products
to your cart.

2. Add line notes to each product.
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Placing Orders

Finding Products

You can search for products by utilizing the search
bar, accessing the Brands page, or selecting from
the available options in the Product Categories
drop-down menu.

After selecting the product, they can choose the
desired quantity and select “Add To Cart” when
satisfied. It is important to note that the you can
adjust the quantity of the product in their cart even
after it has been added.

Placing Order For Pick Up

To access the shopping cart page, you will need to
select the cart icon located in the top right corner
of the screen.

5
sl
-

[ —— 50 GontactUs | Aboutts | Locatons | Garers | [ Showroome

Find Your Location

With over 30 branches across Western Canada, our dependable
and knowledgeable employees are here to help. Find your

location.
.

‘ OUR LOCATIONS
N .

Popular Categories

Our Brands ve. s

¢ <aaumpens [BSMIth.  sveroBmre

@ bartle & gibson Shop By Category v Brands  Downloads  Quick Order

> L TR

Find Your Location

With over 30 branches across Western Canada, our dependable
and knowledgeable employees are here to help. Find your
location.

» I
N O

Popular Categories

< ‘ 3 ) éi “ Q ‘ )
L

Cart Summary

1 COUPLING RIGID PVC

MR Par .CE40F-UPC_SKU0830080
$139/ea

x

Subtotal: $1.39

$139
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PRODUCTS

Lo —

PRICE/UNIT
Crimping Tool Klein 1005 $47.50 / EA
MFR Part #: 0394424 SKU #: ABC-123-XYZ
© 17INSTOCK | 36 Available with increased lead time ® Project List

Q@m,wm CoETme G e cre

TOTAL

$47.50 W

/' Line Notes

Checkout - Shipping

Addresses

Billing Address

pero Test #Aperotest

Order Notes (optional)

Shopping Cart
Fulfilment Method Order Summary
(oL Delvery Subtotal $1.39
ot o
o a aneoxour
hawes g, $139
Order Summary
subtota
Pick Up Address

Edmonton North

13475 Fort Road
Edmonton, AB TSA 1C6.
CcA

780-472:2850

Checkout - Review & Submit

[ ccrosses [ B 3 | Payment
Payment
Poyment Method Purchase order 8
Credit (On Account) v
Contract #
Reauest Date
Have a Promton Code?
Checkout - Review & Submit
naesses snopng Poyment 4 review
Addresses seat
Billing Address Shipping Address Change Fulfilment Method to Pick Up =

Apero Test #Aperotest

Apero Test #Aperotest

889234 Whyte Avenue
889234 Whyte Avenve
Edmonton, AB T8. 8H8 Edmonton, AB T8J 8H8
A

Fax: 604-941-9436 o -

42 thomas ritsen@xngage com
thomas.ritert@xngage.com
Shipping
‘Shipping Carrier Local Delivery ‘Shipping Service Bartle & Gibson Truck (fees may apply)

CONTINUE

Total

CONTINUE

Order Summary

Subtotal
Shipping & Handling
Tax

Eco Fees

Total

PLACE ORDER

Order Summary

Subtotal
Shipping & Handiing
Tax

EcoFees

Total

$1.39
$000
5007
5000

$1.46

Edit Cart

$1.39
$0.00
$0.07
$0.00

$1.46

Once on the shopping cart page, you can review the
items in your cart, adjust the quantity of each item
using the provided field, add or remove items using
the corresponding buttons, and even add notes or
items to a list for future reordering.

To proceed with the checkout process, you can
select the “Pick Up” option under the “Fulfillment
Method” section, and then select the “Checkout”
button.

Afterward, you should verify your pick-up location,
which will be displayed by default as your assigned
branch. You should also verify the billing address,
add any necessary order notes using the provided
field, and then select “Continue” to proceed.

At this point, you can choose your preferred
payment method using the provided options.

If paying by credit card, the you should enter
the card details and have the option to save
them for future orders. If you are an account
customer, you can place the order on your
account. Additionally, you can include your PO#
or Contract# as necessary. Once everything

is confirmed, you can select “Continue” to
proceed.

Before submitting the order, you should review the
order summary to ensure that all information is
accurate. Once you confirmed that everything is
correct, select “Place Order”. After the order has
been submitted, the branch will contact you once
your order is ready for pick up.
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Placing Order For Delivery

To access the shopping cart page, select the cart
icon located in the top right corner of the screen.

Once on the shopping cart page, review the items
in your cart, adjust the quantity of each item using
the provided field, add or remove items using the
corresponding buttons, and even add notes or
items to a list for future reordering.

To proceed with the checkout process, select the
“Delivery” option under the “Fulfillment Method”
section, and then select the “Checkout” button.

To proceed with the checkout process, verify your
billing address*. Then select the delivery address
by choosing either your billing address or adding
a new delivery address. If necessary, you can also
include any order notes using the provided field.
Once everything is confirmed, select “Continue” to
proceed with the checkout process.

*You must contact our credit department to update
your billing address.

Choose a delivery carrier from the available options:

+ Local Delivery (only available in some locations,
charges may apply): Bartle & Gibson delivery
trucks.

+ My Own Carrier: enter your courier name &
account number (you will need to include the
carrier name and account number).

You can also add notes using the provided field and
select whether to ship the entire order or a part of it.
Once everything is confirmed, select “Continue” to
proceed with the checkout process.

Branch:EdmontonNorth | 7804722850

@Mma&ymn ShopByCategory -+ Brands  Downloads  Quick Order

Find Your Location
With over 30 branches across Western Canada, our dependable

and knowledgeable employees are here to help. Find your
location.

-
OUR LOCATIONS

PRODUCTS

PRICE/UNIT

$47.50 / EA

® Project List

Crimping Tool Klein 1005

L o — MFR Part #: 0394424 SKU #: ABC-123-XYZ

@ 17INSTOCK | 36 Available with increased lead time

Shopping Cart

Fulfillment Method

PickUp @ velvery
a
$1.39/EA
ke
Addresses
Billing Address  select saved Address Shipping Address  select saved Address
Apero Test #Aperotest Ship to One-Time Address
889234 Whyte Avenue (@ Use Billing Address
Edmonton, AB T8J 8H8
CA Apero Test #Aperotest
604-468-0999 . 889234 Whyte Avenue
Fax: 604-941-9436 Edmonton, AB T8J 8H8

604-468-0999
Fax: 604-041-04;
mas.ritsent@xng:

Order Notes (optional)

Order Contains Items Located In Alternate Warehouse Locations.

Checkout - Review & Submit

ComactUs | Aboutts | Locstions | Careers | [ Showrooms

ary TOTAL

$47.50 ®

Order Summary

Subtotal $1.39

CHECKOUT

°

Order Summary

Subtotal
Shipping & Handling
Tax

EcoFees

Total

Addresses 2 | shipping
Shipping
]
Select Carrier Select Service
Local Delivery - Bartle & Gibson Truck (fees may apply) v

Order Summary

Subtotal
Shipping & Handling
Tax

Eco Fees

Total

$1.39
$0.00
$0.07
$0.00

$1.46

Edit Cart

$139
$0.00
$0.07
$0.00

$1.46
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Checkout - Review & Submit

CONTINUE

Order Summary

Payment

Subtotal $1.39

Payment Method * Purchase Order # Shipping & Handling

Credit (On Account) v Tax

Eco Fee
Contract #

Total $1.46

Request Date

Have a Promation Code?

Checkout - Review & Submit

PLACE ORDER

Addresses Order Summary

Subtotal

Billing Address

Shipping Address

Aperotest

604-468-0
ax: 604-941-94: Total $1.46

Shipping

X
= Hello Chris! ~ signow =

‘Your Account Manager
CHRIS SAGERT
CS ) CHRIS SAGERT@BARTLEGIBSON.C
om

CHANGE CUSTOMER

Quick Order

Search oy Order Summary

DELTA T2767-BL ARA 3 HOLE ROMAN TUB TRIM BLACK v 1. ADD TO ORDER

[ Total $0.00

5

Upload Order

At this point, choose your preferred payment
method using the provided options. If paying by
credit card, enter the card details and you have the
option to save them for future orders. If you are an
account customer, you can place the order on your
terms account. Additionally, you can include your
PO# or Contract# as necessary. Once everything
is confirmed, select “Continue” to proceed with the
payment process.

Before submitting the order, you should review

the order summary to ensure that all information

is accurate. Once confirmed that everything is
correct, you can select “Place Order”. After the
order has been submitted, you will receive an email
with the shipping information. Tracking info will
only be provided by your carrier directly,

wherever possible.

Using Quick Order

To access the quick order tool, select “Quick Order”
from the top menu bar. Alternatively, you can select
your account and then select “Hello [First Name}”
to access your account information.

To add products to the quick order tool, you should
begin by searching for the desired product, either
by SKU, or manufacturer part number. Once the
product is located, you should select the desired
quantity and then select “Add to Order” to add

the product to your order. This process can be
repeated for each additional product that you wish
to add.
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After adding products to your order, you have the
ability to adjust the quantities or remove products
as needed.

If you need to add a large number of items, you can
use a spreadsheet to upload an order. Once the
selection is finalized, you can add the Quick Order
products to a Project List or select “Add All to Cart
& Checkout” to proceed with the order.

Quick Order

Order Summary

Total $637.78

$637.78/EA _ 4 s63778 |

Quick Order

Order Summary y

Total $637.78
ADD ALL TO CART & CHECK OUT

Upload Order Add to List

$637.78/ EA $637.78
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Search

Fittings

.

i

Ball Valves

How-To Use the Search
Bar Tool

To quickly find a specific product on our web store,
utilize our Global Search Tool located in the top header.
You can search using various criteria including:

+ Bartle & Gibson SKU « Manufacturer Part

+  Product Name Number
+ Brand Name + Trade Slang
+ UPC Code +  General Description

How-To Search by Category

Use the “Shop by Category” feature located in the top
header to browse products by category.

1. Navigate to Shop by Category: On the main menu,
select “Shop by Category”.

2. Explore Categories: You will see a list of product
categories.

3. Select a Category: Select the category that best
matches your search.

How-To Search by Brand

To find products by brand, use our “Brands” feature:
1. Select Brands: On the main menu, select “Brands”.

2. Search for a Brand: Browse or search for the brand
you are looking for.

3. Explore Brand Products: Once inside a brand, you
can search for your product by the categories that
brand carries or by viewing all their products.

How-To Use Search Filters

After performing a search, you can further refine your
results on the product list page:

+ Use Filters: Once a search is performed, use the filters
on the left-hand side to narrow down your search.
You can filter by brand, price range, specifications,
and more, making it easier to find the exact product
you need.



