Warehouse Ordering Web Training Tips
For MWR
ALWAYS REMEMBER YOUR AIM# (YOUR 7-DIGIT FACILITY NUMBER) Anytime you have an ordering issue or send a message to AAFES customer service (gdccso@aafes.com) and or (sdwowadmin@aafes.com)
You must include your 7 digit facility number in the subject line of your message!!!!

Creating a Partners ID 

· Open internet explorer 

· https://partners.aafes.com

· Click on ‘Register Now’

· Enter a user name (your facility) then create password and the remaining information and then click ‘Add Profile’

· Close browser

· After this has been completed, you will need to contact your AAFES POC By email; (sdwowadmin@aafes.com) and provide your 7 digit facility number and user name in the subject line of your email. This must be done so that your access to WOW can be granted.

Accessing WOW

· Open internet browser

· https://partners.aafes.com
Logging In to Partners

· Enter your username (your facility) and password click ‘Logon’

· Select Warehouse Ordering Web (WOW) from the partners menu

Selecting Your Operation

· If multiple operations are assigned to your ID, you will have the opportunity to select one to work with.  

· Click the Load Cart button next to the desired operation

Features of the Default Page

· Warehouse Ordering Web MWR

·       This menu will be accessible from every page in the WOW system.

· View All Categories: High-level departmental listing

· Order History: View past orders

· View Cart: View the contents of your cart

· User Settings

· Logoff: Logoff from WOW

· Top, left, below the main menu: Operation that is currently loaded

· Top, right, below the main menu: Count of items in the cart

· Center content: Department listing

· Bottom right: Help link
· Click on help link
Help Page

· Provides contact information for those that will help you with the system

· Operational questions go to Brenda Barnett, 214-312-4552, barnettb@aafes.com or Pat Duggan, 214-312-3753, dugganp@aafes.com. 
· Technical questions will go to the IT help desk (numbers listed on web page)

· 24 Hours a day, 7 days a week, 365 days a year

· This link is visible on all WOW pages

How WOW Is Setup

· The WOW system is a shopping cart based site.  You can add items to the cart and you can remove items from the cart.  When you are finished, you checkout, or in our case, place the order.

Finding Items by Departmental Drill Down

· One way to add items to the cart is to drill down by department

· Return to the main menu by clicking the ‘All Categories’ button at the top of the screen.

· Click on All Categories
· This returns you to the department listing.

· All available departments are listed on this screen.  By selecting the department, you will be taken to a screen the shows sub-departments.

· Click on Food Service Expense

· After selecting a department, all sub-departments under that department are listed
· Click on Food Service Expense

· After selecting a sub-department, all sub-lines under that sub-department are listed

· After you have selected a sub-line, all items under that sub-line will be displayed
The Product List

· When viewing the item list, the following data values are visible:

· CRC

· Computer Reference Code- this is the item number of the product.  If asking AAFES about the product, this number will be needed. 

· UPC

· Universal Product Code

· Description

· Alternate description

· This is visible by placing your cursor over the description

· LDU

· Lowest Distribution Unit- this is the smallest amount of items you can order for an item!

· Units per Case

· Warehouse Shipping Pack

· Attention must be given to what the unit description actually is by looking at the description.

· Is the unit a 6 pack?

· Is the unit a single item?

· Unit Cost

· The cost for one unit of merchandise

****All AAFES Items are sold as a LDU****

Entering Quantities

· All orders must be placed by LDU.  Type in the LDU quantity into the input box next to the desired item.

· Example:  If the LDU is 6 and you enter 1 into the LDU Quantity box, you will be ordering 6 units.  If you enter 2 into the LDU quantity box, you would be ordering 12 units.

· This is automatically calculated by the system

· The ‘Total Cost’ value is the ‘Total Units’ multiplied by the ‘Unit Cost’.  

· This is also calculated by the system

· After you have entered a quantity the row is highlighted.

· After you are finished, click the Add Highlight Items to Cart button.  If you fail to click Add Highlight Items to Cart, they will not be added to your order.

Confirmation Screen

· Provides a listing of the items that were just added to your cart

· From this point you can either view the cart or continue shopping

· By clicking the Continue Shopping button you will be taken back to the item list

· Click Continue Shopping
Finding Items by Searching

· If you do not want to drill down to find the items you can perform a search 

· You can search the items by CRC, or UPC 

· You can also search the categories by category number or description

· Simply enter in the desired search string and click ‘Search’

· If you are searching descriptions, you can do a partial word search.

· Example:  A search for the string ‘shirt’ will bring back all items and categories with the word ‘shirt’ in the description

· Search for Coca-Cola
· Search for CRC 378-5688
Always Know Where You Are At

· Take note that while you are drilling down or viewing an item you will always have a roadmap of where you are right below the search box.  You can go back to the sub-department or department at any time by clicking on the appropriate link. 

Viewing the Cart

· You can view the cart at any time by clicking the View Cart button on the top menu.

· This page gives a high-level summary of the cart, an item list and a status of the cart.

· The summary provides an item count, subtotal (merchandise total), handling total and grand total.

· The item list shows all items in the cart entered quantity

· From this screen the quantity can be changed and items can be removed.

· To change a quantity, enter the new LDU quantity in the appropriate box and click Update Shopping Cart
· Hit view cart, all of the items you placed in the cart for ordering should be visible

· To remove an item, click the Remove link next to the desired item.

· To remove all items in the cart and clear it out completely, click on Empty Shopping Cart
· On the right side of the screen the cart status is displayed. 

· Carts are processed at 0600 Central Time (e.g. 1300 hours Germany). Only carts that have a status of ‘Ready to Order’ at that time will be processed.
· Before placing the order and while viewing cart click on ‘Shipping Detail’ button to see what warehouse the items are sourced from. Note: Items have to be added to cart to see source warehouse
Releasing the Order for Processing

· The cart can have one of two different statuses

· Ready To Order

· Not Ready To Order

· All carts will be processed at 0600 Central time Monday through Friday (e.g. 1300 hours Germany). Only carts that have a status of Ready to Order will be processed.

· Carts Not Ready To Order will be ignored 

· To release the order for processing, click on the Place Order button below the item list.  IF YOU FAIL TO CLICK PLACE ORDER, NO ORDER WILL BE PROCESSED.

· You will be prompted to confirm this action.

· Notice that the cart status changes to Ready To Order
· This is the equivalent of “checking out”.  This tells the system you are finished building the order and that you are ready for it to process the order.

Changing the Order Back To Edit Mode

· If you change your mind and want to edit the order before it is processed, simply click the Edit Order button prior to 0600 process time (e.g. 1300 hours Germany)
· You will be asked to confirm this choice since this takes the order out of a queued mode and puts it back into and edit mode.

· When you do this, the cart status is changed back to Not Ready To Order
· You can now edit quantities and add or remove items

· Take note that you must click Place Order again when you are finished

Order History List

· After an order has been processed, it will show up in the order history list

· Click on the Order History button on the main menu to view previous orders.

· A list of all previous orders is displayed.

· Click on Load Details to view the details of the order
· You can also click on ‘Order Details’ to see items split by source warehouse
Order History Detail

· Gives a listing of all items on the order and the status of each item

· Possible statuses:

· In Process

· Item has been swept and it is currently being processed.

· We have not received any reject or shipping information

· Shipped

· Item shipped

· Will Not Ship – Please Reorder

· Item was rejected and will not be shipped

· If the item is shipped, the actual cost that will be billed is displayed and the ship date is displayed

· If the item is not in stock, a message will be displayed indicating as such

· To reorder individual items, click on the Reorder This Item button next the item

· To reorder all items in this order, click on the Reorder All Items button towards the top of the screen.

Reordering Items from the Order History

· Items will be placed in your basket if they are still available.  If they are no longer in the available stock assortment, you will be notified of which items could not be added.

· If the price of a particular item has changed since that order, you will be notified as well.

· If the cart is in queued mode, you will be asked to confirm changing the cart to edit mode.

Other Features of the Order History

· The order details section provides a high-level overview of the order when it was placed.

· Date

· Item Count

· Subtotal (merchandise total)
· Handling amount (disregard at this stage)
· Grand total

· The shipping summary section provides a summary of shipped items only.  It does not include items that are in process or rejected

· You can export the entire report to Excel for archiving on your hard drive.

Templates available on WOW site

· AAFES Gruenstadt Plant Produced Fresh Bakery Items
· AAFES GRDC Product Catalog
· Danish Butter board (Arla Foods)
Delivery Schedules

· AAFES Gruenstadt  Fresh Bakery
· AAFES Giessen GDC WOW Order
· AAFES Gruenstadt Frozen Products
· AAFES Warehouse Specific Holiday Schedules
