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Item Search and Browsing 
Browsing the Lee Supply Catalog 

On the left side of the page you will find the Lee Supply Catalog sections. Each section is broken down 

into section groups and categories. They are numbered and follow the same layout and pattern of the 

physical Lee Supply catalog.  

When clicked the section displays with a list of section groups along with section group names and 

pictures. The section group can be broken down even further by selecting one of the categories to the 

left of the section group results. To search within the section, section group, or section category simply 

use the “Search Within” field and results will display for products found that match the search criteria 

within that section.  

You may also browse by hovering the curser over the product menu item, a drop down will appear 

displaying all of the sections, section groups, and categories. 

   

 

Using the Search Feature 

At the top of the page is a search bar, where you can search your personally created, customer, or the 

Lee Supply Catalog. To search the Lee Supply catalog select “Products” and any or all categories you 

would like to search.  To search a customer created catalog select “Customer” and you can search a 

catalog that has been created specifically for your account. To search a catalog that you have created 

select “Personal” and you will be able to search all of the products that you have put into your catalog. 

The search feature scans our database of thousands of different items and looks for matches and 

displays the results in order of relevance. Using the search feature you can search for: Product Number, 

Product Description, Category Names, Attribute Name, and Manufacturer’s Number all by just typing it 

into the search field and clicking the search button. 

After you click the search button the search results will display. Above the search results a “Search 

Within” field will display where you can narrow your results even further. To the right of the search 

within field the number of results and pages of results will display, you can click the page number to 

select a specific page or click the arrow to go to the next page of the search results. Next to the page 



number display is the “Sort” option, from there you can sort the products by product, description, and 

price. To sort the search results choose the option you want from the drop down sort menu. To the right 

of the sort options are the “Display” options where you can choose how many items you would like to 

display per page and the format you in which you would like to display each item. You have the option 

to display the results in a grid or linier and each are represented as buttons and by clicking the button 

the results will reflect the chosen option. 

Left of the search results you will find a list of corresponding categories. When a category is click all of 

the search results within that category will display. 

   

 

Catalogs 

Under the “Catalog” menu item you will find 3 sub-menu items in a dropdown: Customer, Personal, and 

Product Pricing. The Customer Catalog is created for you and all of the users within your company will 

have access to the same Customer Catalog. 

The “Personal Catalog” can be created by each user and is unique to each user account. To select items 

for your Personal Catalog find the item by either browsing or searching the Lee Supply or Customer 

Catalog and at the bottom of each item listing is a button labeled “+ Add to Catalog”. When clicked the 

item is then added to your personal catalog. User will have access to their personal catalog via the 

Catalog sub-menu. From the sub-menu users can browse by selecting Sections, Section Groups and 

Categories that correspond with the items they placed in the Personal Catalog. 

Product Details 

To view the product details for an item either click on the Product Image or the highlighted Product 

Number. On the product details page users will see all of the details for the item including: Product 

Images, Price, Description, Attributes, and links to product files and item specs. 

 



Placing Orders 
Adding Products to the Cart 

To place items in the “Cart” when browsing and searching click on the “Add to Cart” button on either 

the search results page or the product details page. Once the “Add to Cart” is clicked the selected item 

will be added to the cart. To view the items in the cart go to the “Cart Icon” located on the top right side 

of the page on the menu bar. 

Quick Order Entry 

The “Quick Order Entry” allows the user to directly enter products for an order. The user enters quantity 

and either product code or customer alias for each product on the order. Once the item is entered the 

pricing and the product description will display for reference. Below the quick order input is a button 

labeled “Add to Order”, when clicked the item entered into the Quick Order will be added to the cart. 

Importing Files into Quick Orders 

For faster ordering the “Quick Order” feature allows you to import an order file that contains a list of 

Item Numbers and Quantities. The file can either be a comma or tab delimited file. To upload your 

import file click on the import file link and select the file from your computer.  Once the file is uploaded 

click update and the items will display in the quick order section and can be modified and or added to 

the cart. 

   

Order Checkout 
Shipping Address 

Customers will have the ability to choose a predetermined shipping location or enter a new location. 

When selecting a predetermined shipping location, simply select the address from the drop down box 

labeled “Click to select ship-to address”. To manually enter a shipping address type the address into the 

address field making sure you fill out the “Ship to Address”, “Country”, “State”, “City”, and “Zip Code” 

fields.   

Shipping Method 

There are 3 different types of shipping methods to choose from when checking out, “Shipped”, “Our 

Truck”, and “Hold for Pickup”. If the user chooses the “Shipped” method the order will be shipped 

through a 3rd party. If the user chooses “Our Truck”, the order will be shipped via a Lee Supply truck. If 



the user selects “Hold for Pickup”, the order will be held at the warehouse for pickup. The user can also 

select the desired date they would like to receive the shipment and the is done by editing the field 

labeled “Date Needed”. 

   

 

Order Summary / Review 

After confirming the shipping location, date, and shipping methods the user will be taken to the order 

review page where they can enter ”Purchase Order Number”, “Order Comments”, “Item Comments”, 

“Shipping and Handling Instructions”, as well as view all of the items on the order and pricing.  

Order Confirmation 

On the Order Confirmation screen the user will see all of the order details as well as have the ability to 

print out the purchase order. 

 

My Orders 
Order Inquiry 

In the “My Orders” drop down menu, if the user selects “Orders”, they will see all of the open orders, 

shipped orders, and invoiced orders. On the Open Orders screen a searchable and sortable list of orders 

will display. The user can use the search feature to look for a specific order number, tracking number, 

PO number, invoice number, job number, or job name. They also have the ability to search with a date 

range as well as sort by  “Order Number”, “Invoice Number”,  “order date”, “P/O Number”, “Tracking 

Number”, “Job Number”, “Job Name”, and “Status”. 

Save Orders / Saved Carts 

To save an order go to the cart and on the left side bar on the cart page and click the link that is labeled 

“Save This Order”, name the saved order, click save and the order will then be saved for use at a later 

time. To view saved orders go to “My Orders on the menu and then to Saved Orders on the submenu. 

On the Saved Orders screen all of the user’s saved orders will display. To return to the saved order click 

on the order name and the order will then display in the cart. After the saved order is added to the 



current order it will automatically be deleted and to save it again the user must click on the “Save This 

Order” link again. 

   

Standard Orders 

Using the “Standard Order” option is one of the fastest ways to place orders. Standard Orders are a 

predetermined list of products users can use to quickly and easily add common products to a cart. 

Standard Orders can be created by the user by adding items from a cart. On the cart screen the user can 

add the items to a standard order by clicking a link labeled “Add to Standard Order” on the left side 

menu of the cart screen. From there the user will be redirected to a page were they can name and save 

the standard order. 

***Standard Orders will default to zero if created by a member of the Lee Supply Team, but if you 

decide to create your own the quantities will remain the same as when you saved it from the cart.***  

To access standard orders go to the “My Menu” drop menu and select “Saved Standard Orders”. From 

the saved standard order screen the user can Select, Edit, and Delete a standard order. To add a 

standard order to the cart click “Select” and the selected standard order will display. The user can then 

edit the quantities by selecting the quantity box next to the item and add the standard item to the cart 

by clicking the “Add to Cart” button.  

   



To edit a standard order click the “Edit” link next to the desired standard order. From the edit standard 

order screen the user can remove items from the standard order by clicking the remove link. To add 

items to the standard order select the “Add Lines” button below the last quantity field and a new line 

will display. Enter the quantity and the product number and click save and the new items will be saved 

to the standard order. If the user inputs a product number that is not in our database an error message 

will display that reads “Item Not Found”.  

To delete a standard order click the “Delete” link next to the standard order that you would like to 

delete. After you click the delete link a dialog box will pop up asking if you are sure you would like to 

delete this standard order, if you click “OK” the standard order will be deleted. 

*If you need help creating standard orders contact your local Lee Supply branch and they will help you 

get your standard orders set up.       

Contract Orders 

Contract Orders–These orders are setup in our ERP system. The products in a contract order can be 

released into one or multiple orders. 

Contract Order Release (Add to Cart)–The products that are listed in the contract order can be released 

to the cart. The user can enter quantities or release the entire order. A contract order can only be 

released to an empty cart. 

Bid Proposals 

A user can view bid proposals by clicking on “Bids” on the My Orders drop down menu. On the bid 

proposal screen the user will see a list of all of the bids within the account. The list can be sorted and 

searched. When the user clicks on the bid number the Bid Proposal Details will display.  

Back Orders 

Users can view either back orders by order number or back ordered items. The list of back orders lists all 

of the orders that contain items that have been back ordered. The list of back orders items contains all 

of the items that are on back order along with their order number.   

 

Account Information 
Account Settings 

To access the account settings go to “My Account” on the menu and on the dropdown menu select 

“Account Settings”. On the account settings page a user will be able to view their User ID, change their 

password, edit their email, contact name, phone, fax, and setup email notifications.  

Account Inquiry 

If the user has permission to view the account settings, which is configured when the user’s account is 

setup, the user will be able to view all of the account statements, account balance and payment 

information. 



Account Statement 

To view the account statements click on the “Account Statements” link on the bottom of the Account 

Inquiry” screen or go to the “Statement” sub-menu item under My Account. On the account statements 

page a list of statement will appear.  

Check Inquiry 

To the view a list of check that have been received go to My Account on the menu and then to “Check 

Inquiry” on the sub-menu. The Check Inquiry page displays a list of checks that have been received for 

the customer account. Once a check is selected you can see the invoices paid by the selected check. 

   

  

  

 

 


