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From the Home Page 
 
Click on Products 
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Search Option  
 
You can expand your options from the menu bar on the left by clicking on the + sign or you can click on 
the thumbnail. 

 
 
Either way you choose to go into the products, you will land at the following search menu. Click on the 
product group you wish to view. 
 

 
 
Below is what your search will return. 
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Check the boxes that meet your product needs and click on Apply..  All items that meet that criteria will 
be returned. 
 

 
 
 
 
 
 
This is an example of the return from the above search. 
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It brings in the Item description, Qty. available, Item #, Price.   
 
To go into the item to see the inventory details and quantity price breaks, click on the item description. 
 

 
 
 
 
 
 
 
 
 
Options to see Pricing, Available Inventory by location, On order by location, Part Number and any 
associated Documents.  At any time to go back to the product list click on Back to Product List. 
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Click on Pricing to see Quantity Price Breaks. 
 

 
 
 
 
 
 
To view Available Inventory, Click on Available and then change Available to Totals by Branch. 
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To view On Order Inventory, Click on On Order and then change On Order to Totals By Branch. 
 

 
 
Same process to see any associated part numbers or Documents. 
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From the Home Page 
 
Click on Products 
 

 
 
 
Once you are ready to place your order, click on your ‘Cart’ 
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Confirm your order is correct.  If you need edit the quantity on an item or add a message for us, click 
on the Edit button, change the quantity and click on save.  (You can also delete an item by clicking on 
the garbage can).  When ready, click on Proceed to Checkout. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
You will be brought to this screen.  Fill in required information and click Submit.  You will receive an 
order confirmation at that point. 
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*Submit as – you can submit as an Order or Quote if you are looking for special pricing. 
*Requested delivery date will only allow you to choose dates available for your ship via request. 
*Order Type will always be Partnerview 
*Ship Via options are OT (Out Truck), Parcel (UPS or Speedy) and WC (Will Call).  Aetna Plywood 
reserves the right to change this. 
*Check the box for Ship Complete if you have a backorder on the order but can wait for all items to 
ship together. 
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From the Home Page 
 
Click on Quotes 
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Search by Options:  
 
Quote ID 
Reference # 
Item # 
PO ID 
Job # 
 
Status Options: 
 
All 
Active 
Closed 
 
Select your quote date range 
 
Show results by Quote or Item 
 
Click on Search 
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Click on the plus sign to see detailed information 

 

Click on the Document to get a PDF of the Quote 
Or – see the details of the quote under Quote Details for ID xxxxx 
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From the Home Page 
 
Click on Orders 
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Search by Options:  
 
Order ID 
Reference # 
Item # 
PO ID 
Job # 
 
Status Options: 
 
All 
Open 
Invoiced 
Cancelled 
 
Select your quote date range 
 
Show results by Quote or Item 
 
Click on Search 
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Click on the plus sign to see detailed information 
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Click on the Document to get a PDF of the Order 
Or – see the details of the order under Order Details for ID xxxxx 

 
 



Locating Invoices  

1 | P a g e  
C u r r e n t  a s  o f  1 1  2 6  1 9  
 

 
From the Home Page 
 
Click on Invoices 
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Search by Options:  
 
Invoice ID 
PO ID 
Reference # 
Item # 
Job # 
Original Sales Order ID 
Original Credit Memo ID 
 
Paid Status Options: 
 
All 
Open 
Paid 
 
Select your invoice date range 
 
Show results by Invoice or Item 
 
Click on Search 
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Click on the plus sign to see detailed information 

 

Click on the Document to get a PDF of the Invoice 
Or – see the details of the invoice under Invoice Details for ID xxxxx 
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From the Home Page 
 
Click on Credit Memos 
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Search by Options:  
 
Credit Memo ID 
Reference # 
Item # 
PO ID 
Job # 
Original Invoice # 
 
Status Options: 
 
All 
Open 
Closed 
RMA 
 
Select your order date range 
 
Show results by Credit or Item 
 
Click on Search 



Locating Credit Memos  

3 | P a g e  
C u r r e n t  a s  o f  1 1  2 6  1 9  
 

Click on the plus sign to see detailed information 

 

Click on the Document to get a PDF of the Credit Memo 
Or – see the details of the credit memo under Credit Memo Details for ID xxxxx 
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From the Home Page 
 
Click on Billing 
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Account Summary – Details of open invoices by age 
 
Account Detail – List of all invoices currently open on the account 
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From the Home Page 
 
Click on Billing 
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The Account Summary and the Account Detail will populate 

 
 
You can make a blanket payment on the account or pay specific invoices. 
 
To make a blanket payment on account, click on Payment on Account 
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Enter the cash amount to pay and click on Pay Via Credit Card or Pay ACH (ACH must be set up previously 
by our credit department) 
 

 
 
When paying with Credit Card, the following box will pop up.  Enter required information and ‘process 
transaction’ 
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When paying via ACH, change How you would like to pay to Bank Account.  Click on Pay Via Bank Account at 
the bottom. 
 

 
 
 
 
To pay specific invoices, you can either pay an invoice entirely or a specific amount toward an invoice. 
 
Click on the box to the left of the invoice ID to choose it.  If you do nothing else, you will pay the entire 
invoice.  Or if you want to pay part of the invoice, change the amount to pay under ‘Amount to Pay’ 
 
As you choose what to pay, a running total of your payment is down at the bottom of the screen. 
 
At that time, if you have any credits on your account, you can also apply those. 
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Pay via Credit Card or ACH if previously set up by our credit department. 
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• How do I return to the home page? 
o From any window inside of Partnerview, to get back to the home page 

click on the Aetna logo in the top left corner. 

o  
 

• How do I return to my search results? 
o Click on ‘Back to Product List’ 

o  
 

• How do I back up in a product search? 
o Click on the previous search 

o  
 

• How do I set up to pay with my checking account? 
o Fill out the ‘Draft Authorization Form’ 
o Email to credit@aetnaplywood.com or fax to 708.343.1101 
o Once approved, under the billing tab you will see an option to pay via 

Bank Account or Credit Card 

o  
o If you have questions, call 708.343.1515 x 262 
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