
DATE

WEB ORDER CENTER:
USER GUIDE



WOC MEMBER LOG IN

Change Preferred Language 
Here 

Forgot Password? Click Here



DASHBOARD

Change the range of recent 
orders that appear on 
dashboard and click update

Change Preferred 
Language Here 



PLACE ORDER

Select Complete/ Partial 
delivery preference 

Select Delivery Date

If you require Non Standard 
Incoterms/ shipping method 
please contact your Inside 
Sales Representative for 
Assistance 



PLACE ORDER
Min Order Quantity and Pack 
Quantity ( *If you wish to 
place an order for below the 
MOQ please contact your ISR 
for assistance )

Enter Quantity you wish to 
order here

Select your requested 
delivery date and click the 
Green + sign to add to your 
cart. Once the product has 
been added you will see  the 
above message

Available Inventory



PLACE ORDER

Click Here if you wish to 
delete this item from your 
shopping cart

Click Edit if you wish to 
change the order

Review all Information for 
accuracy and click Order 
Selected Products



PLACE ORDER

Click here to if you wish to 
modify the order ( Quantity/ 
Requested Delivery Date)



PLACE ORDER

Review Quantity and Pricing 
Information for Accuracy and 
Click Order Selected Products



PLACE ORDER

Add Delivery Notes

Agree to MT Terms and 
Conditions

Click Submit Order to Place 
your Order

Click Edit Order if you wish to 
go back to adjust the order



PLACE ORDER

Click here to save order 
template for quick order 
placement next time you 
order. Click here to Print the order 

acknowledgement

MT Sales Order Number

Click here to go back to main 
screen to place another order



ORDER TEMPLATE

For Frequent Orders of the 
same item, set up a template 
for faster order placement!



PRODUCT INFORMATION

Smart Search for items by 
entering IDxOD or product 
number or by Customer part 
number

Download all parts to a 
spreadsheet



REVIEW PRODUCT TOLERANCES AND SPECIFICATIONS

Click on the Blue Item 
description to view material 
characteristics



CREATE YOUR OWN CUSTOMER PART NUMBER

Create your own Customer 
material information record -
cross reference. Please note 
that these will need to be 
approved by an MT Associate 
but will then be available 
within 24 hours



CHECK AVAILABILITY

Use the smart search 
functionality to find available 
inventory / MOQ/Pack Qty

Available 
Inventory/MOQ/Pack Qty. 
Please note that if you wish 
to place an order below the 
MOQ , please contact your 
ISR.

Add to your cart directly from 
this screen



ADVANCED SEARCH

Search by various 
parameters:

Click here to add to cart



PRODUCT PRICING

Click here to sort 
ascending/descending

Download to spreadsheet



PRICE NEW ITEM

Price a new Item: plug in the 
dimensions of the new part 
you wish to price. Click 
disclaimer and click price 
item. A price will generate. 

Uncheck here to price 
tight tolerance tubing

Click Send Email to send a 
copy to your email address.



ORDER STATUS

“To be shipped” will show all 
open orders. “Shipped” will 
show you orders that have 
shipped. If both are checked 
the system will show both 
open and shipped orders 

Select Range of data that is 
shown here:



CHECK STATUS :  PO NUMBER/SALES ORDER NUMBER/CANCELLED OR SAMPLE ORDERS

A variety of ways to search 
for order status: By PO 
Number/Order Number. Also  
search for cancelled orders 
and have visibility to sample 
orders! Click on each 
associated tab.



DOWNLOAD DOCUMENTS

Self Serve Document Portal. 
Simply enter Sales order 
number or PO number to 
retrieve associated 
documents

COMING SOON!

COMING SOON!

COMING SOON!

Click to print



FINANCIALS

Click here to print 
copy of invoice

Click here to 
download into 
spreadsheet

Click here to email a 
copy

Click here to show 
only past dues



DOWNLOAD LOSS DAMAGE FORM

Please download the 
Loss/Damage Form and fill 
out and return to your ISR for 
any breakage claims to help 
facilitate the return/credit 
process



MY PROFILE

Change preferred settings 
here such as Language/Date 
Format/Figure Format and 
Default days for recent orders



MY PROFILE – SUBSCRIBE TO REPORTS FEATURE

Click here to subscribe to an 
open order status report. 
Select Frequency of the 
report and up to 5 recipients!

Click here to subscribe to an 
Account status report. Select 
Frequency of the report and 
up to 5 recipients!



MY PROFILE: CHANGE PASSWORD

Change your password here!



MY PROFILE : CHANGE EMAIL ADDRESS

Change your Email Address 
here!



MY PROFILE : SET UP SECURITY QUESTIONS

Set up Security Questions 
Here!



MY CONTACT

Send an email to Your Sales 
Contacts:


