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WHAT IS WILCONET  ? 
 
 Wilconet  is Wilco Supply’s online order entry system that allows you to access Wilco 
Supply’s computer to: 
 
 
1) CHECK ORDER STATUS 

a. CHECK BACKORDER STATUS 
2) CHECK ACCOUNT STATUS 

a. CHECK OPEN INVOICES 
b. CHECK PAID INVOICES 
c. UPS TRACKING OF ORDERS SHIPPED 

3) CREATE USAGE REPORTS 
4) CHECK PRODUCT AVAILABILITY & PLACE ORDERS 
 
 
 
 
 
WHAT ARE THE SYSTEM REQUIREMENTS ? 
 
 To access Wilconet  you will need the following: 
 

  Windows ‘95  or higher 
  Pentium I processor of faster 
  28K modem or faster 
  Access to the Internet 
  Microsoft Internet Explorer or Netscape  
  User Account & Password 
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GETTING STARTED 
 
 Using Wilconet  is as simple as logging onto the Internet and going to Wilco Supply’s 
web site www.wilcosupply.com. 
 
 Wilco Supply Main Page 

 
 
 Once at the main page you will have several ways to enter Wilconet . You can click the 
Wilconet  logo in the middle of the page or click the Buy Online tab on the left of the screen.  
 
 Note: If this is your first time trying Wilconet  you will be prompted to allow a file 
called Jargon Reader to be installed. This is a small library file that should only take a minute to 
download. Just click on Yes to allow the install. 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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http://www.wilcosupply.com/


LOGIN  
 

Enter your Customer ID and Password and click Login.  
 
 If you do not already have your customer id and password please contact Wilco Supply at 
800-745-5450 to obtain one. You can also login as a new user and the system will prompt you 
for some new user information. 
 
 
  Login Window 

 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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THE MAIN MENU 
 
 After you have entered a valid Customer ID and Password and click Login.  The Main 
Menu will appear with the following options: 
 

  CHECK ORDER STATUS 
  CHECK ACCOUNT STATUS 
  CREATE USAGE REPORT 
  CHECK PRODUCT AVAILABILITY 
  REVIEW ORDER 
  VIEW WILCONET MANUAL 

 
      Main Menu Window 

 
                                                                                                    
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Order Status 
 
 The Order Status screen allows you to check the status of all open or backordered items. 
By highlighting and clicking Order Detail or double clicking an order you can display the detail 
of that order. 
 
Order Status Window 

 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Order Detail Info 
 
 The Order Detail Window will allow you to view Line Items, Shipments & Invoices 
and Comments & Instructions attached to this order. 
 
Order Detail Window 

 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Account Status 
 
 The Account Status screen will allow an authorized user to view account status. This 
screen displays: 

  Account Balance  
  Current Balance 
  Past Due 
  Last statement balance  
  Last statement date   

You will also be able to check Open Invoices and Paid Invoices see figure 1.2. By 
selecting a certain invoice and highlighting it you will then check invoice detail, such as 
items ordered, pricing, transaction detail and shipping info see figure 1.3.  

 
 1.1 Account status window 

 
 
 
 
Notes:________________________________________________________________________
_____________________________________________________________________________  
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       1.2 Open Invoice / Paid Invoice Window 

 
 
 
      1.3 Invoice Detail Window 

 
 
From this window you can click Shipping Info and if this order was shipped on UPS you can 
click the UPS button and you can perform your own tracking on this package. 
 
 
 
Notes_________________________________________________________________________
______________________________________________________________________________ 
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Results of UPS Tracking 

 
 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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USAGE REPORT 
 
 This feature will allow you to create a report showing items purchased from Wilco 
Supply. You can select a certain Vendor or leave it blank for all. Next you will need to input the 
Date Range you want the report to display. Now select the way you want the report to display, 
by Vendor, Category or Invoice.  

If you would like the report to display Invoice Numbers just check the Invoice Detail ? 
Now click OK to start the report. 
 
                          Usage Report Window 

 
 
 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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COMPLETED USAGE REPORT 
 

 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Check Product Availability 
  

This screen allows you to check stock and pricing on all stock items. There are 4 ways to 
search for items and they are as follows: 

    Search By Item # 
 
     Search By Description 

 
 
      Search By Catagory 

   Search By Manufacturer 
 

You will also be able to search for Specials, create a purchase History, Review your  
current Order, check Order Status and review a list of items on Super Saver. 

 
         Product availability window 

         
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Search by Item 
 
 By clicking the Search By Item icon  you will be asked for Vdr Abbrev or Item#. 
The Vendor Abbreviation is the 3 letter code that Wilco assigns each vendor, for example if you 
wanted to view all Schlage items you would enter SCH in the Vdr Abbrev field and click on 
OK. This will display all stock Schlage items that Wilco Stocks. You will find a list of Vdr 

Abbrev by clicking the Search by Manufacturer icon.   
 
               Search by Item Window with VdrAbbrev used 

 
 

The search can be narrowed if you know the manufacturers part number or a portion of it. 
If you enter the Vdr Abbrev and a small portion of the part number the search will return only 
those items that start with the number you put in the Item# field. You can also skip the Vendor 
field and just enter the Item# and the search will return with all items that match the item 
number and sort it in Vendor order. (Note: when entering the item number do not use spaces or 
dashes) 
 
               Search by Item Window with both fields 

 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Product Listing 
 
Sample of Search by Item Number 

 
 

From the Product Listing window you will see the following: 
 

  Item #       
  Description 
  Unit of Measure 
  Suggested List Price 
  Dealer Price 
  Quantity Available 
  UPC Code 
  Manufacturer  
  Quantity Ordered 

 
By highlighting an item you can click the Add Item icon to add to your order. You can 

also double click the item or click the Select Item icon to view more product info. 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Product Info 
 
 The Product Info window will display all the information about the product and also 
allow you to do the following: 
 

  Check for Substitutes/Accessories 
  Show Picture “ if available” 
  Add Item to Order 

 
     Product Info Window 

 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Substitutes/Accessories 
 
Substitutes/Accessories Window 

 
 
 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 

 17



Show Picture 
 
     Show Picture Window 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Search by Description 
  

By clicking the Search by Description icon  you will be asked to enter text for 
Wilconet  to search by. Enter the text and click on OK. 
 
                      Search by Description Window 

 
 
 Once the search completes you will get a list of items that matched you search. You can 
then click the item you want and add it to your order by clicking the Add Item or click the item 
and then click on Select Item for a more item detail. 
 
                      Sample of Search by Description 

 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Search by Category 
 
 By clicking the Search by Category icon  you will be presented with a list of 
categories that you can search by. Simply click a category you want and click Select.  
 
              Search by Category Window 

 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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 Once the search completes you will get a list of items that matched your search. You can 
then click the item you want and add it to your order by clicking the Add Item or click the item 
and then click Select Item for more item detail. 
 
             Sample of Search by Description 

 
 
 
 Note: Please note that all the search screens will only display the first 200 items. You 
must click the Forward button to display the next 200 items.   
 
 
 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Search by Manufacturer 

 By clicking the Search by Manufacturer icon  you will be presented with a list 
of manufacturers to choose from. You can double click the manufacturer you want to view or 
highlight the manufacturer and click Select. 
 
             Search by Manufacturer window 

 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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 Once the search completes you will get a list of items that matched your search. You can 
than click the item you want and add it to your order by clicking Add Item. You can also 
highlight the item and click Select Item or double click the item for more item detail. 
 
Sample of Search by Manufacturer 

 
 
 Note: Please note that all the search screens will only display the first 200 items. You 
must click the Forward button to display the next 200 items.  
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Review Order 
 
 By clicking the Review Order button you will be able to do the following: 
 

  Change Ship to Address 
  Enter Your Purchase Order Number 
  Pay by Credit Card 
  Review Items on your Order 
  Add Items / Delete Items 
  Change Ship Method 
  Add Order Instructions 
  Save Order 
  Get Order 
  Submit Order 
  Void Order 
 
      Review Order Window 

 
 
 Note: You will need to assign a PO# to this order before you can submit it. 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Order Confirmation 
 
 This is will be your order confirmation. You will want to make a note of this number 
should you need to contact Wilco Supply about this order. 
 
            Order Confirmation Window 

 
 
 
 
 Note: You also have the option to View/Print a copy of the order you just placed by 
clicking in the View/Print button. 
 
 
 
 
 
 
 
 
Notes:________________________________________________________________________
______________________________________________________________________________ 
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Terms & Conditions 
 
 
 Prices: All prices are for immediate acceptance. “All products are sold in US$ dollars”. 
 
 Return Policy: All discrepancies including shortages, filling errors or damaged goods 
must be reported within 5 days from receipt of order. 
 
 Merchandise may be returned within 30days from receipt of order with prior 
authorization by customer service and must be in original factory condition. Returns without 
prior authorization will be refused and sent back at sender’s expense. 
  
 All returns are subject to a 15% restocking charge. 
   
 Special Orders are subject to Vendors Return Policy and applicable restock fee. 
  
 Defective merchandise is subject to inspection prior to credit being issued. All credits 
will be applied to your account, unless otherwise requested. Access/Electrical products are 
subject to factory inspection prior to credit being issued. 
 
 Privacy Policy: Wilco respects and is committed to protecting your privacy. Wilco will 
not pass along any personal information. 
 
 Security Policy: Your payment and personal information is always safe, our Secure 
Sockets Layer (SSL) software is the industry standard and among the best software available 
today for secure transactions. It encrypts all of your personal information, including credit card 
number, name, and address, so that it cannot be read over the internet. 
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Thank you for choosing Wilconet . Please feel free to call with any questions or 
suggestions about the product. 
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