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Website Tutorial 
www.pettusop.com  

 
How to Login 

1. Type your login information in the box below. 
 

 
 

 

http://www.pettusop.com/


Pettus Ordering Instructions February 2011 Page 2 
 

How to Browse the Catalog 
 
1. Point your cursor over the catalog category menus (see picture), and click the category of items 

you are wanting to shop for. 
 

 
2.  Once you select your category you will see the catalog menu for that category drop down to 

further define your search.   
 

 
3. Click on the item to see an expanded preview of the product. 
4. If you need additional information click on “Get more information about this product”. 
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How to Browse Your Favorites 
 

1.  Point your cursor over “My Account”, right next to the Go Green button.  Then click on 
“Favorites”. 

 

 
 

 
2.  To create your categories with your favorites click on “Manage My Category Name”.  From there 

you can create different categories to sort your favorites.  Example, Paper, Pens, Post It’s. 
3. To add favorites to your categories go to “Edit My Category Items”.   You can also click on the 

“Add to Favorites” link when you are browsing or searching the 
catalog.
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Order from History 
 
1. To order from your history hover over “My Account” right next to the Go Green button, and click 

on “Order from History”. 

 
 

2. Once you have clicked on “Order from History” you are ready to shop from your history.  The 
order from history feature sorts your history to where your most frequently ordered items will 
appear first.  

3. Once you have your item quantities added scroll to the bottom of the page, and hit the “Add to 
Order” button. 
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Searching the Catalog 
 

1.  To search the catalog type in your search term or item number in the search box. 
 

 
 
 
2.  Click “Search” to begin. 
3. You will see the products you are searching for.   

 
4.  Look for the items that come up first.  These will be your best priced items. 
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Adding Item to the Cart 
 

1. Type your quantity in, and click “Add to Cart”. 

 
 
 
2. Once you add the item to your cart, it will appear in your Order Summary over on the right hand 

side of your screen. 

 
 

3.  From your order summary you can update the quantity you are ordering, print, process order, 
save order and cancel order. 
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Viewing Your Cart 
 

1. To view your cart click on the shopping cart icon at the top or click on the words “View Cart”. 

 

 
 

2. To update the quantities you are ordering type the quantity in the quantity box.  If you have 
any comments, attention to, etc, type them in the respective box, and hit “Update Quantities” 
to update your shopping cart. 
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Submitting Order 
 

1.  To checkout click on “Complete Order” on your order summary.  It will take you to the page 
below. 

 
 
2.  You can type in your name in the attention box.  You can also type in comments right next to the 
item number.   Your comments will print below the item on your packing slip. 
 
3.  Review your order checking units of issue and quantity.  If the order is complete and is ready to 
submit, click on the “Complete Order” button. 
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Saving Order 
 

1.  With Pettus, you can build your shopping cart by adding items as you are requested to order 
them and save the order until you Click on the “Save” button on your order summary.  It will give 
you a message like below. 

 

These is a great tool to use to build you cart and submit weekly if needed.   
 
2.  To retrieve the order click on “My Account” at the top right above the search box. 
3. Once on My Account click on “Saved Orders” on the left hand side. 
4. On the Saved Order screen, you will be able to view and retrieve all your saved orders and submit 

for approval or shipment.  
 


