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Berenson Inc. 2016 Website Overview
Welcome to our new website!
This overview is meant to introduce you to the new features and to provide instructions on how to enter an order. Most
of it is very intuitive, especially if you are used to shopping online. If you have any questions at any time, please do not
hesitate to contact us. You can give us a call, or fill out our Contact Us page, which can be found by clicking Contact Us in
the top navigation bar or in the bottom navigation bar under Customer Service.

What’s New?
Home Page
Click on the Berenson logo in the top left corner of any page to return to Home page any time.

Breadcrumbs
Once you start drilling into the website, you will be able to easily go back to where you came from by clicking one of
your breadcrumbs. They can be found just under the top navigation bar.
Here are two examples:
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Quick Order Pad
The Quick Order Pad feature allows you to enter one or a series of item numbers and add them to your
shopping cart by clicking the Add to Cart button. This is very useful if you know the item numbers of
the products you want to order. There is room to enter 3 items.

If you need to enter more, click the More Items link. Enter the items and click Submit.

The Quick Order pad is available on most pages. The fastest way to get there is to click on Products.
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Shopping Lists
If you have a list of items that you frequently order, you can create a Shopping List. You add an item to a list by clicking
the Add to List box while the item is in your shopping cart. Then click the Add to List button at the bottom of the cart
followed by Update Cart.

You will be prompted to select an existing list or create a new list. Once you have made your selection, click Submit.
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You can retrieve your lists by clicking Shopping List in the top navigation bar.

When you are looking at a list, you can add individual items to your cart by clicking the Add to Cart checkbox beside each
item and then the Add Checked to Cart button at the bottom of the list. You can also add the entire list to your cart by
clicking the Add List to Cart button at the bottom of the list.
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Order Upload
The Order Upload feature gives you the ability to import a properly formatted file into the site, and
automatically load the shopping cart with the contents of that file, effectively loading the cart without
an item search. You will find it at the bottom of the My Account page, under My Recent Orders.
The format of the file is as follows. It must be a tab delimited text file with up to four columns:
- The first column of the file is the item number
- The second column is the quantity
- The third column is the job tag and it is optional
- The fourth column is the unit of measure and it is optional
For example:
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Searching for Items
At the top of every screen, you will find a Search box. Simply type your criteria into the box and click the magnifying
glass.

Attributes
Attributes have been added to make it easier to find what you are looking for. They will change depending on the
product type you are drilling into. For example, if you are searching for Knobs, you will see Diameter and Finish amongst
others. If you are searching for Hinges, you will see Overlay and Degree Opening.
You may search for one or more attribute at the same time. One you have entered your selections, click the Refine
Search button at the bottom of the Attributes list. To clear a single attribute, click the x beside it at the top of the
Attributes list. Click Clear All to remove them all.
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Newsletters
If you don’t already receive our newsletters, please subscribe! To see our past newsletters, click the Newsletter link.
Both are in the bottom navigation bar.

My Account
You will find a wealth of information about present and past orders and invoices in My Account. To get there, click My
Account in the top navigation bar.
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From here you can edit your Logon and Personal Information as well as maintain your Shopping Lists and Upload Orders
to your Cart. You can also open any of your recent orders by clicking an order number in the Recent Orders table.

For detailed information about your orders, invoices, past purchases, and/or payables, click the appropriate report in
the My Account Reports section.
The reports are all run the same way. You will be presented with a criteria you can use to limit the information retrieved.
For example, when searching for invoices, you can specify a Date Range, a Ship-To, or a single invoice number.
Once you have entered the criteria, click Submit to display it. You can also the results to Excel.
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Any time you are looking at a list of documents, you can click on a document number to open it up.
A few things to note:
-

While looking at orders and invoices, you can click on a UPS tracking number and go directly to the UPS website.

Page 10 of 25

-

While looking at list of outstanding items on an order, you can see our estimated ship date. You can also click a
checkbox to request to have an item expedited.

-

While looking at Open Quotes, you can select to add an entire quote to your cart or individual items to your cart.

-

While looking at Past Purchases, you can add items to your cart and list.
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How to Enter an Order
There are many ways to enter an order. They are:
1.
2.
3.
4.

Add to the Shopping Cart One Item at a Time
Use the Quick Order Pad
Use a Shopping List
Upload a File

Logging On
The first thing to do is logon to the site. You cannot place an order unless you are logged on.
Using the link in the top Navigation bar, navigate to the Logon Page.

Enter your Email Address and Password, and click Submit.
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Add to the Shopping Cart One Item at a Time
1. Using the drilldowns and attributes or the item search, navigate to the item you wish to purchase. Enter the
quantity you wish to order and click Add to Cart.

2.

You will be presented of a summary of the item(s) in your cart. From here you can Close the window and search
for another item, or you can Edit or View the Cart.

3. Let’s assume you want to add another item. Navigate the item, enter the quantity and click Add to Cart.
4. Once you have finished adding all of the items click on View Cart to go to the Shopping Cart Detail screen
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View the Shopping Cart
1. Once in the Shopping Cart Detail screen, you can:
a. Make changes to quantities and/or required dates
b. Remove an item from the cart
c. Add an item to a shopping list
d. Add a job tag
e. Add an Item Note
f. Update or Empty the cart
g. Add the item to a List
h. Continue Shopping
i. Checkout to go to the Shipping Information screen
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Complete the Shipping Information
2. Use the Shipping Information page to:
a. Select the Shipping Method
b. Select the Ship To Address
c. Confirm or add the desired Email Address
d. Add Notes if required
e. Complete the Company Information and Address Fields
f. Confirm Payment Type
g. Add a PO Number
h. If finished, click on Review Order to go the Submit Order screen. Otherwise, you can click on Continue
Shopping.
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Review and Submit the Order
3. In the Submit Order page you can:
a. Review the order details. If you wish to make changes, click Exit Checkout.
b. If the order information is complete and correct, click on Submit Order.

Page 16 of 25

Order Confirmation
4. Once the order has been processed, you will see an Order Confirmation screen.
a. Click on the Printable Page link to print a copy for your records.
b. Please note the freight charge, if applicable, will be applied at the time of invoicing.

Page 17 of 25

Use the Quick Order Pad
1. To place an order using the Quick Order Pad, Key in the full item number(s) of the items you wish to order and
click Add to Cart. If you need to enter more than 3 items, click More Items first. When you are ready, click Add to
Cart.
2. Pick up from Step 2 in the section titled ‘Add to the Shopping Cart One Item at a Time’.

Use a Shopping List
1. To place an order using a Shopping List, the list must have been created first. See the instructions for creating a
list in the What’s New section.
2. Once the list is created, click Shopping Lists in the top navigation bar, select the list from the dropdown, and
click Submit.
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3. You will be presented with the list. If you want to add the entire list to the cart, click Add List to Cart. If you want
to add specific items to the cart, click in the Add to Cart box beside the items you wish to add, and then click Add
Checked to Cart.

4. Pick up from Step 2 in the section titled ‘Add to the Shopping Cart One Item at a Time’.

Upload a File
1. To upload a file, the file has to have been created first. The format is as follows:

2. Once the file is created, click My Account in the top navigation bar and then click Shopping Cart Upload.
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3. Browse to the file you wish to upload and click Update.

4. You will be presented with the Shopping Cart Detail Page. From here, pick up from step 4 in the section titled
‘Add to the Shopping Cart One Item at a Time’.

Contracts

Logging On with Contract(s)
If you have one or more price contracts with us, you will see some additional screens. If your contract covers more than
one ship to, the first screen you will see when you log on will ask you to Select the Ship To Address. You do not have to
select the Ship To at this point. It can be selected when you check out.
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If you do not select a Ship To on the Shipping Address window and you enter an item in the item search bar, you will be
prompted to select the contract you would like to use for pricing.

Only one contract can be used per session. This means that if you select Contract 1, the pricing for Contract 1 will be
used when you order Contract 1 items. If you add an item from Contract 2 to the order placed in this session, the
Contract 2 price will not be used. If you want to order an item from Contract 2 at the contract 2 price, you will need to
sign off and create another order and select Contract 2 when prompted.
Items not on contract can be added with the appropriate price in either scenario.
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Details of your Contract(s)
On the My Accounts page, click the Contracts button for details of your contract(s).
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Enter search criteria if desired. Search criteria includes Item ID, Cust Part # and Contract. You can also search based on a
specific ship to.

Click Submit. You will be presented with the contracts that match your criteria. Click on the contract IT to see the item(s)
in the contract.
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