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OPC Website Tour
Logging in

Welcome to our NEW home page! You will notice our updated OPC logo in the upper left corner of the page.
(PLEASE NOTE: You can click our logo at any time, from any page to return to the home page.)
At the very top of the page is a navigation menu containing selections such as “Contact Us,”
“Equipment Services,” “Delivery” and “Previous Sites.” Underneath these links is our enhanced search bar.
To the right of those links is a link to login, as well as a button to access your shopping cart.
Upon clicking “Login,” you will be prompted to enter your User ID and your Password.
(PLEASE NOTE: If you do not have an existing User ID and Password, please contact
webmaster@omahapaper.com for assistance.)
After entering your User Id and your Password, click the “Sign In button.

*PLEASE NOTE: If you are an existing customer with a login from one of our previous sites and this is your first time
using the new site, click “Forgot Password?” to set up a new secure password and transfer over all of your existing
account information.
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After Logging In
Upon logging in, your personal customer home page is displayed.

The top navigation is similar to the home page we just reviewed, but now may include links for “Customer Service,”
“Quick Entry,” “Reorder List,” “Shopping List,” “Order History” and “Order Guide.”
In the middle of your customer home page are tabs for On Hold Orders and Cleared Orders.
(PLEASE NOTE: you can always return to this page by clicking on the Omaha Paper Company logo in the upper left
corner.)
In the upper right corner, you will see your name displayed. The
name in this case is “Megan Swigart”. If you click the drop-down
arrow next to the name more options appear, such as “Customer
Location,” “Change Password” and “Logout.”
•

If you select “Change Password,” you will be taken to a
page where your email is already entered and you have
the option to enter your old password, to enter the new
password you desire, and then an additional field to
confirm your new password. After you fill out these
fields you can finish by hitting “Update.”

•

You may click on the words “Logout” to sign out of the
Omaha Paper Company website.
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•

“Customer Location” is a
useful tool for businesses with
more than one location. By
clicking this link, you are
taken to a page where you
can select which location(s)
you would like to ship to. The
different locations are
available under “Shipping
Address” in the drop down
bar next to “Select Location.”
Then you can select location
you would like to ship to in
the menu at the bottom of
the page and click “Update.”

Now, let’s explore the top menu. If you click on “Customer Service” you’ll see it takes you to this page. This page may
have up to four options: “A/R Activity,” “Active Orders,” “Sales History,” “Product Usages” and “Cust PO Search.”

•

A/R Activity: (Account Receivable Activity)
provides a list of your invoices and history.
Here you should be able to view a list of your
payment history. In list of invoices, the
reference column contains the invoice
number. That invoice number is a clickable
link to page that displays the invoice
associated with that invoice number.

•

Active Orders: lists your active orders with
details on their order status, the order date
and the ship date. The Order Number field
has a number that is a clickable link to
display the order details.
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•
•
•

Sales History: provides your sales history by month for the current year and previous year. You can see how
much you’ve spent per month, with a total for the entire year listed at the bottom.
Product Usage: provides a break down of your product usage by item, per month. This is categorized by unit,
weight, and price.
Cust PO Search: (Customer Purchase Order Search) This is a tool used to find a particular order by PO number

Back to the menu links…
• “Quick Entry” is a fast and easy way to add several items to your cart at once by item number. If you know the
product ID’s, click “Quick Entry” in the menu and enter your product # and quantity. By using your tab key, you
can continue entering multiple items. Click “Add to Cart” when you are finished entering your items.

•

“Reorder List” is a
tool used to keep a
regular stock of
specified items.
When browsing
products, in the
same area as the
“Add to cart” icon
is, there is an “Add
to Reorder List”
option. You can use
this to easily add
any item to your
reorder list.
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•

“Shopping List” works in the same way, and is a good place to put items that you may not need to immediately
add to your cart, but still want in one convenient area for when you are ready to check out. Multiple shopping
lists can be created for even more organization and customizability. You may want to make different categorized
lists for your business’s diverse needs, such as a reorder list specifically for restroom supplies or floor care.

•

“Order History” displays your recent order history, or through a customizable period of time.

•

“Order Guide” lists all products purchased at the Customer level no matter how the order was placed (Online,
over the phone, etc.). Here you can select or order from a list of products that you have ordered in the past.
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Products
Beneath the OPC Logo is our main navigation menu. We see Product Categories such as “Facility Solutions,” “Dish &
Laundry,” “Food Service,” etc. Hovering your mouse (without clicking) over menu item results in a secondary drop-down
menu being displayed.

Hovering over “Business Type” provides a way to shop by business needs. Selecting a business type will take you to a
page with products specific to that business type. You can then click on any subcategory to be taken to a list of
corresponding products.
For example, if you hover over “Business Type” and click on “Education,” you will be directed to a new page. On that
page, if you click on “Hand Soap & Sanitizer” you will be taken to a page with a list of hand soaps, hand sanitizers and
related dispensers.
Also, notice the Breadcrumb Navigation that is listed directly below the main menu. The Breadcrumb Navigation reflects
the identical navigation that we went through to get to this product listing screen; in other words, it shows FOOD
SERVICE/GLOVES/NITRILE.

For demonstration purposes, we’re going to hover over “Facility Solutions” and then over “Odor Products.” You’ll notice
that if you hover over the categories under “Facility Solutions” (including “Odor Products”) that an additional drop-down
menu appears to the right of the original drop-down menu. This second drop-down menu can provide you with more
specific results, but if you don’t want this you can just click on the category in the original drop-down menu.
•

For example, if you just wanted to look at towels in general, you could simply click on the “Towels” link under
“Facility Solutions” instead of choosing a specific style of towel, such as “Single Fold Towels” ”C-Fold Towels” or
”Center Pull Towels.”

Now, under Odor Products, this list of products comes up. You’ll see the products are in a vertical list, with further
details listed to the right of the item number and image. For each item, the item’s picture is listed first, if available.

Page |7
Going from left to right is the item number, item description, item color, price (some will have the price readily available
and some prices you will need to request), a quantity field (where you indicate how many of the product you want), the
UOM (unit of measurement) and then your checkout options.
The icons for checkout options have pictures to indicate their function, but if
you hover over any of the buttons a textbox will appear with its function.
The first button, with a picture of a shopping cart, is an “Add to cart” button, which will add the quantity of the item you
indicate directly to your shopping cart. The second button, with a picture of a list, is an “Add to shopping list” button.
The third button, with a smaller list, is an “Add to reorder list” button. The final button is an “Additional Details” button.
To view even more information about an item, you can click on the item number or its picture to go to the product
details page. Product detail pages have much more information about an item, including long descriptions, vendor item
codes, dimensions and suggested items.

Add to Cart
You can add items to your cart in a few different areas:
1. Quick Entry (previously explained)
2. Search results via the search bar
3. By clicking a category in the drop-down menu and on a product details page
If you find an item you want to add to your cart while browsing, you would enter the desired quantity, choose your unit
of measurement and click the “Add to cart” button, with the shopping cart icon. A small window will pop up confirming
that the product was successfully added to your cart.
On a product detail page, this process can be replicated. Beneath the Product UOM there are fields for Quantity, PO
Number, Job Number, Special Instructions and UOM. There are also the options to check availability and to get the price
if it is not already stated. Once you’ve filled these fields how you wish, you can click the blue “Add to cart” button.

With this item is in our shopping cart, you’ll see the shopping cart icon on the upper right hand corner of the page has
the number 1 on it.
By clicking on the shopping cart button, you can view your cart and checkout.
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Reorder List
We’ve briefly touched on how to add items to your Reorder List, but now let’s talk about how to create a Reorder List in
the first place. First, go to the top of the page and click “Reorder List.”
A page will come up with a drop-down list labeled “-- Select List --.” If you don’t have a list, you’ll need to click on the
button to the right of that list labeled “Manage.” On the upper right side of the screen you will see a maroon button
that’s labeled “Add.” This will create a field for you to name your list. Then click “Save” and “Back to Listing.”
If you know what items and quantities you want to add to your Reorder List, you can format those in a Notepad file (See
attached sample at the end of this document), and then select the button on the upper right side of the screen labeled
“Custom Reorder List.” Here you can select which list you want to add the Notepad file to, and upload the file by clicking
“Upload.”
You are able to add items as you browse in two different ways: the search results page and the product details page.
When adding an item from the search page, simply find the item you wish to add, and click the Reorder List button.
If you have multiple reorder lists, you can choose which list you would like to add the item to and at desired quantity.
After you’ve clicked “Add” a pop-up will tell you the item was added to your reorder list successfully.
These same steps can be taken on the product detail page. Underneath the UOM table, you will see the buttons “Add to
cart,” “Shopping List” and “Reorder List.” Click “Reorder List,” enter your desired quantity, click “Add.”

Shopping List
Luckily, creating and adding items to your Shopping List is almost identical to adding them to your Reorder List. To make
a Shopping List, first go to the top of the page and click “Shopping List.”
A page will come up with a drop-down list labeled “-- Select List --.” If you don’t have a list, you’ll need to click on the
button to the right of that list labeled “Manage.” On the upper right side of the screen you should will a maroon button
that’s labeled “Add.” This will create a field for you to name your list. Then hit “Save” and “Back to Listing.”
You are able to add items as you browse in two different ways: the search results page and the product details page.
When adding an item from the search page, simply find the item you wish to add and click the “Shopping List” button.
If you have multiple shopping lists, you can choose which list you would like to add the item to and desired quantity.
After you’ve clicked “Add” a pop-up will tell you the item was added to your shopping list successfully.

