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HOW TO PLACE AN ORDER 
1. Login to your account on our website, http://www.wurthbaersupply.com. 

2. Add one or more items to the Shopping Cart to purchase. 

3. In the Shopping Cart, there are multiple things to do and review. 

i. In area 1, we see the Qty Ordered, Qty Available, and, if applicable, the Qty Backordered. For example, the 
sandpaper has 50 discs ordered and 50 discs are available but the boring bit has 1 bit on order and 0 bits 
available. The Backordered item quantities are shown in RED to stand out. 

ii. Area 2 shows the area of each line where a job name is added per line item allowing orders for multiple projects on 
the same order. 

iii. Area 3 is the place where a single Job name is added on the entire order and a Purchase Order (PO) # is added. 

iv. Area 4 is where coupon codes are applied to save on the order. Enter a code and click the  button. To 
apply another code, simply overwrite the first code and click the  button again. Each time a coupon code is 
applied to the order, the system tries to apply the code to each line of the order. If it applies, the savings are 
immediately reflected and the coupon code is shown next to the item above. Multiple coupon codes can be applied 
to each order but only one coupon code can apply to each item. 
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4. After reviewing the order, adding coupons, or adding job names to the order, we click the  button. 
 
The Checkout Step 1 — Billing / Shipping Information screen appears. 
 
If needed, we adjust the Shipping Address for the order here and select a different Shipping Method if the default isn’t 
how this shipment should be shipped. The Default delivery type is noted below. 
 
We also add any Comments or Special Instructions to the order here.  
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5. Click the  button to move forward. 
 
The Checkout Step 2 — Order Information screen appears. 

 

6. Review the details of the order, the shipping costs, sales tax (if applicable) and other fees. 

7. At the bottom of this page, we select the Default Payment Method or we select to pay by Credit Card.  
Clicking the Credit Card radio button reveals a space to enter credit card information or select a credit card that is 
already stored on file for future use. 

8. When everything is ready and looks good on the order, we click the  button to complete the order. 
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The order is submitted to our backend systems for processing.  
 
An Order Summary appears on the screen with the order number filled in. Take note of the order number for future 
reference. 
 
The order will be reviewed by an order processor for any Special Instructions or potential issues and released for 
processing. 
 
 
 


