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FAQ Sheet - How-to for OneSource 
 

Checking Inventory & Pricing - From the Home Page click on Products 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the Major Product Group by clicking on picture or list on left. 
 
 
 
 
 
 
 
 
 
 
Select the Minor Product Group by clicking on picture or list on left. 
 
 
 
 
 
 
 
 



  Page 2 
  Current as of 12/4/23 

   
 
Filter Products – select at least one filter criteria and click Apply 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

*You can continue to add filters to narrow down your results 
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Search Results 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

*Item Description, Available Quantity, Item # and Price 

*Enter Qty and click Add to Cart to order 

*Click on Product Description to get more detail  

*Click + Add to my quicklist to build a personal favorites list of items 

*To go back a screen use these buttons, do not use the browser’s back button 
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Price Breaks 

 

 

 

 

 

 

 

 

 

 

Availability On Order  

 

 
 
 
 
 
 
 
 
 

 
  

*To see availability or on-order quantities at other branches select Totals by Branch from drop-down menu 

*Use the Back to Product List button to return to your search results or start a new search 
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To Place Order – Click on Cart 

 

 

 

 

Confirm item details, click Proceed to Checkout 

 

 

Fill out all fields with Red Asterisks, Confirm order details, click Submit  

*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 (i.e. UPS, Speedy) and WC (Will Call).   

*All orders will be Shipped Complete unless Ship Complete is unchecked 

*Order is not confirmed until the ISR team has reviewed the order and sent the Order Acknowledgment 
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Checking History – Quotes, Orders, Invoices, Credit Memos 
 

 

 

 

 

 

 

 

 

 

 

Enter date range and click Search  

*Search by: Order ID, Reference #, Item #, PO ID, Job #  

*Status Options: All, Open, Invoiced, Cancelled  

*Select your order date range  

*Show results by Order or Item  

*Click Search 
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*Click on the + symbol to see the Order detail 

*Click on the PDF icon to see a copy of the Acknowledgement or Invoice  
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Locating Statements, Billing Information and Pay for Orders, click on Billing  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Account Summary and Account Details 
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*To pay a bill, select Credit Card or Bank Account (if applicable) 

*Select invoices to pay, confirm $$ amount and click Pay via Credit Card or Pay via Bank Account 

*Click on Payment on Account to make a blanket payment, enter amount, click Pay via Credit Card or ACH 

*Credit Card payments – enter credit card info and click Process transaction 

*To set up a Checking Account for payment, fill out the Draft Authorization Form and email it to 

credit@aetnaplywood.com or fax to 708-343-1101 

 

 

mailto:credit@aetnaplywood.com

