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To access Tully-Wihr Online you may start at www.tullywihr.com and click login to go to the login page 
or you may go directly to the login page at https://twweb.tullywihr.com/titlepage.htm.

TULLY-WIHR’S WEBSITE / LOGIN


https://twweb.tullywihr.com/titlepage.htm.

If you do not have a user ID and Password and your company does not use the New User Registration 
feature, contact your account executive to obtain a User ID and Password.

http://www.tullywihr.com
https://twweb.tullywihr.com/titlepage.htm
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Create your own User ID and Password with your Company provided User ID and Password.

To become a new user, click on the  "Not Registered! Click Here" link. This option is 
only available if requested by your organization.

Enter the User ID and 
Password that has been 
provided to you by your 
organization for New 
User Set-Up.

Fill out all required 
information. If you 
wish to receive an 
order confirmation 
you need to enter 
your e-mail address 
and check the order 
acknowledgement 
box. All User IDs and 
passwords are case 
sensitive. To finish 
click on the "Submit 
Account" link. 

Now that you have an account you are 
ready to log in. Click on the "Log In" link.

NEW USER REGISTRATION






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After login, the screen will refresh with the Tully-Wihr Shipping/Billing Instructions page. Once logged 
in, you will need to submit your shipping/billing information. Each log in or "session"  is linked to one 
location. Under this location you will be able to order multiple items. If you have an item that you need to 
have shipped to a different location you will need to complete this order and select the "Start New Order" 
button after checking out, this will allow you to begin a new order.

1	 You will select your location by clicking on the drop down menu and highlighting the location 
of your choice. Your screen will then refresh with the company name, address, city and state 
you have selected, TAB to the next field or use your mouse.

2	 You will need to enter a name or department in the "Attention" field *This is a required field.
3	 The "Order Comments" is a text field you may use at your discretion.
4	 The P.O. # field may be highlighted and your P.O. # entered.
5	 Then select the shipping method by selecting the "Ship Via" drop down menu and highlight 

your selection.
6	 Now you are ready to submit shipping information. Click on the "Click Here To Continue" 

button.

SHIPPING SPECIFICATIONS

The screen will refresh to our options menu where you can search and place orders. You will also be able 
to run reports and review your orders status. Step by step instructions for each option are included in 
this packet.

 Step 2
 Step 1

 Step 3
Step 4 è  Step 5

Step 6 é
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From the quick search menu you can search for an item by the items description.
For a more detailed search you can scroll to the bottom of the menu on the left hand side of the page. 
You will be able to search by order or search by product.

	 	 To search by a Product click on the Product Search icon in the Search section of the menu, your 
screen will be refreshed with the Product Search page.

	 	 You can search All Categories or choose your category by clicking on the down arrow menu and 
selecting a product category. You will then enter an item code or a one word description and then 
click on the "Search" button. Your screen will be refreshed locating the item(s).

SEARCH FEATURES








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From the Order Status Search page you can search by:
	   Your PO #
	   Tully-Wihr’s Order #
	   Item Code
	   Item Description
	   Ship-to-Location

SEARCH FEATURES (cont.)

	 	 To search by your PO # first choose from All Order Types or search only your Released or 
Re-Ordered items, by clicking on the down arrow menu and selecting your category. Click 
in the Customer PO # field and enter your PO # and click on the Search Button to the right.

	 	 To search by Tully-Wihr’s Order # first choose from All Order Types or search only your 
Released or Re-Ordered items by clicking on the down arrow menu and selecting your 
category. Click in the TW Order # field and enter Tully-Wihr’s Order # and click on the 
Search Button to the right.

	 	 To search by Item Code first choose from All Order Types or search only your Released or 
Re-Ordered items by clicking on the down arrow menu and selecting your category. Click 
in the "Item Code" field, and enter item code, then click on the Search Button to the right of 
the Description Field.

	 	 To search by Item Description first choose from All Order Types or search only your 
Release or Re-Order items, by clicking on the down arrow menu and selecting your 
category. Click in the "Description" field and enter a description, then click on the Search 
Button to the right.

	 	 To search by a Ship-to-location first choose from All Order Types or search only your 
Released or Re-Ordered items by clicking on the down arrow menu and selecting your 
category. Select your location by clicking on the down arrow menu and highlighting your 
choice, then click on the Search Button to the right.
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From the REPORTS MENU you can review and print, a Status Report, Usage Trend Report, Inventory 
Status Report, Low Stock Report and a Warehouse Release Report.

	 	 To select your report click on the reports button on the top menu bar. The screen will 
refresh and you will be able to select your report choice. You may also pick a report from 
the left menu bar, either way will give you the same report options. Once you pick the 
report you wish to see, your screen will be refreshed with the appropriate Report Screen 
where you can enter specific query information and click on the "Generate Report". You 
can view this Report on your screen, print, or export to Excel.

REPORTS

OR


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From the PRODUCT CATALOG MENU you can VIEW IMAGES and see product detail. Each item has a 
quick reference view and a full Adobe PDF image you can view by clicking on the item description. The 
product detail will reference inventory balance, product usage and order history.

Product Detail Button
Use the back or previous 
button to return to the 
Product Catalog Page.

Adobe PDF Image
View the Image (Acrobat Reader 
required) by clicking the "see 
larger image" icon. This will open 
a new browser window. Once 
you have finished looking at the 
PDF image you may close the 
window to return to the Product 
Detail Page.

VIEW PRODUCT DETAIL AND IMAGES

VIEW IMAGES








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

PLACE AN ORDER, INVENTORY / NON-STOCK

Your items are categorized by Product or Department. By clicking on the category in the left menu your 
screen will be refreshed with the appropriate category. You can continue to add items to your shopping 
cart.

When you have ordered all the items you wish to ship to the 
selected location, click on the "Shopping Cart" link.

From the PRODUCT CATALOG MENU you can place an order for your inventory and non-stock items. To 
order an item(s) enter the quantity you wish to order for each item listed under that category, then click 
on the "Add items to Order" button. You can then choose another category from the drop down menu 
and repeat the previous step. You may also add items to your favorites by clicking on the "Add>" button

è




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From the PRODUCT CATALOG MENU you can create a variable print item, (i.e., business card and 
letterhead). Each variable print item will need to be created separately. To order a variable print item 
enter the quantity you wish to order then click on the "Order" button directly underneath the quantity 
box. Your screen will be refreshed to Variable Print User List. If you would like to add this item to your 
favorites, click on "Add>"

From the user list you will be able to create a new user or select an existing user. To create a new user, 
enter first and last name and click the  "Add New User" button. To select an existing user click on the 
user’s name. You will then be able to enter all your variable data.




Clooney, George

Ross, Kathy

Sands, Carol

Schafer, Thomas

Lewis, Lenny

Jones, Debbi 


User

Test
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Enter all your variable data and select "Save & Proof" to view your on-line proof. (Acrobat Reader is 
required). You may make any necessary changes and select "Save & Proof" until you are satisfied with 
your proof. To approve your proof and place the item in your shopping cart select the "Approve" button. 
If the item you have selected is not the correct item select the "Cancel" button to return to the Product 
Catalog.

After you click the approve button you will be given the 
option to return to the user list or to go to the shopping 
cart, if you choose to return to the user list then you will 
be able to place another order for the same variable print 
item. If you choose to go to the shopping cart then you 
can finish your order or go back to the product catalog 
and continue shopping.


PLACE AN ORDER, VARIABLE PRINT (Cont.)





 
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From the PRODUCT CATALOG MENU choose the "Office Product" link. This will bring you to the page 
where you can search for and order office products. 

In the Office Products page you can search by Item Description, and Category. To search by category you 
will click on the category, then you will choose a subcategory, then you will pick an item to see all of the 
different brands and styles.









PLACE AN ORDER, OFFICE PRODUCTS




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Click on the description under the picture to order the product or add to your favorites.

From here you can add to your favorites or you can add to your shopping cart.



PLACE AN ORDER, OFFICE PRODUCTS (Cont.)


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From the PRODUCT CATALOG MENU choose the "Company Store" link. Your company store will be 
displayed with promotional items that have been selected by your organization. 

Categories have been set up on the left hand menu. When you pick one of the categories you will be able 
to see all items under the category in an image format.





PLACE AN ORDER, COMPANY STORE
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After clicking on the image you will be able to choose color, size, quantity, and any other variable your 
company has set up.  When you are finished click on "Add to Cart" and the item will be added to your 
shopping cart.





PLACE AN ORDER, COMPANY STORE (Cont.)
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From the PRODUCT CATALOG MENU choose the "Promotional Products" link. This will bring you to the 
page where you can search for and order promotional products. 



In the Promotional Products page you can search by item, category, theme, keyword, color, price, or 
browse the categories on the left.






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After the search is complete you will see images of the results. There is a brief overview of what the item 
is and its price on the results page. Click on the items picture to see more detailed information about the 
item.
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From the ORDER STATUS MENU  you can review the status of an order within the last 6 months.
	 	 To review your Order Status click on the link "Order Status" and your page will be refreshed 

to the Order Status Page. Here you will be able to review orders by PO #, Tully-Wihr’s work 
order #, date of order, if the order is open or has been shipped, the detail of the order, and 
tracking information.

	 	 You can sort your view by ORDER DATE or YOUR PO # by clicking on the blue hyper link.



The status of your shipment can be 
tracked if shipped via UPS. This link 

will take you to UPS web site to view 
tracking information.

ORDER STATUS



To return to the Tully-Wihr 
web pages close the UPS 

tracking browser.



To review the detail of an 
order click on the "Detail" 
link. Use the "Back" Button 
to return to the Order 
Status Page
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From the SHOPPING CART you can review all items that you have selected to order. 
	 	 Here you can view the items quick reference "Product Detail", Adobe PDF image, delete 

items from your shopping cart and change the quantity of an item.
	 	 To view the quick reference "Product Detail" click on the item description, to return to 

your shopping cart select the "Previous" Button. To view the Adobe PDF click on the items 
thumbnail, to return to your shopping cart you will need to close the browser.

	 	 To delete an item click on red "X" next to your item.
	 	 To change a quantity of an item you must delete the item, Continue Shopping, which will 

return you to the Product Catalog Page, repeat steps on Page 10.

TO CHECK OUT

To complete your order click on the "Check Out Items" button and your screen will be refreshed to your 
Order Confirmation Page.

			       You can print this page for your records, start a new order or logoff.
			       You will also receive an e-mail confirming your order.
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This section describes the order approving feature. After you check out, if your account requires order 
approval you will receive the e-mail below. This e-mail will reference a worksheet number and will tell 
you that your order is out for approval. All e-mails come from, customer_service@myonlineorders.com. 
The description of the e-mail will be, Confirmation of Order # 0000099999 - Buyer ID: (Your ID).

The approving agent will get the below e-mail. This lets the approving agent know that there is an order 
waiting to be approved. From this e-mail the approving agent can view the item proof, from the link 
provided, and log on to Tully-Wihr Online by clicking on the link "To Access Purchase Approve Click Here 
to Login". From there the approving agent must enter their login and password to see the Approval 
Status link. Once logged in click on the "Purchase Approval" link.


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Now the approval agent must approve, reject or change the quantity of the order. To see details of the 
item(s) being ordered click on the detail link. Here you will be able to add comments, these comments 
are for the approving agents use only. The comments will appear for the original buyer to see upon 
review of orders pending approval. If the order is declined the person who ordered will receive an order 
rejection notice. This e-mail will have the worksheet number on it.


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After the order has been approved the person who ordered will get the below e-mail. This e-mail will 
have an order number in place of a work sheet number. If you do not require order approval you will only 
receive this e-mail. Tully-Wihr’s work order numbers are on your e-mail acknowledgments. If you have 
any questions about your order please make sure that you give this number to your Customer Service 
Representative.

ORDER APPROVAL (Continued)


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