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ONLINE USER’S GUIDE 

Overview 

This Guide will help you use the PACE website more effectively. 
Our website allows you to place orders, view order status and to 
view your PACE account all with the click of a mouse. 
 

This guide will lead you through the steps necessary to:  

 Register as an authorized user 

 Sign into the Pace website 

 Shop online 

 Create Commercial Bids for small projects. 

 View your account 

 Order history 

 Open invoices 

 Change your password 

 Se up Quicklists 

 Use our Price Books to create easy bid submittals 

 Use the PACE website to 

 View our product lines 

 Conduct product research via links to other sites 

 View information about the key personnel and products 
offered by our branches 

 Find the address and/or phone number of our branches 

 Check out the current promotions for additional savings 

 View details about upcoming contractor training classes 
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How to register for an online account 

Enter the following website address (URL) into your web browser. 
http://www.pacesupply.com 

 
 

 

Customers must now create a user profile. Customers will only 
have to create a profile the first time they visit our site. 
 

Step Action 

1  Click on the Register button 
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How to register for an online account (Continued) 

Step Action 

2  Place your pointer on the “I am currently a Pace Supply customer but 
have not registered to shop online” circle Click to place a dot in the circle 
Click once on Next to move to the next screen 

 

3  Fill in all the fields on the registration form 

4  Click on the Complete Registration button  
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How to register for an online account (Continued) 

Step Action 

5  You will receive an email confirming your registration and providing you 
with a user name (your user name is your email) and password 

NOTE: We only confirm authorizations once per day. Please expect a 
one day turn around  

6  Please change your password from the password originally used to open 
your account to a password that will be easy for you to remember.  

This new password will be required for all future transactions. 
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Ordering from our online store 

Registered customers can easily place orders at our online store. 
Follow these steps to place an order 

Step Action 

1  Go to our home page  www.pacesupply.com 

2  Type your username (email address) and password in the MY ACCOUNT 
box 

 

3  Click on the Log In button 

4  Click on the Shop Online button 

 

5  Click on product line to select that category 

 

 

 

 

Type email and 
password 

Step 3: Click log in 
button 
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Ordering from our online store (Continued) 

Step Action 

6  Click on the product name to select the sub-category for the product type 
you wish to purchase 

 

7  Click on the type of product to select 

 

8  This will take you to the Browse Product page 
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Ordering from our online store (Continued) 

Step Action 

9  Select the item category 

 

10  Select the style 

 

11  Search for desired product and type quantity desired in the box 

 

 

 

Type quantity 
here 
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Ordering from our online store (Continued) 

Step Action 

12  
Click Add to Cart button  

13  Repeat Steps 5-12 until you have completed shopping 

14  Click View Cart button to check order 

 

15  Double check items in your cart 

 

16  Complete or change your order  

If you are… Then… 

Satisfied with the 
contents of your cart 

Click the Checkout button to complete your order 

 

Not Satisfied and 
wish to change items 

Click the Update Cart  button to delete or add items 

 

Not satisfied and 
wish to cancel 

Click the Empty Cart button to delete entire order 
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Ordering from our online store (Continued) 

Step Action 

17  Complete the Checkout Screen:  

Verify address or update a new address 

a) Select shipping method from dropdown list 

b) Type any special instructions 

c) Type header information 

d) Click the Next button 
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Ordering from our online store (Continued) 

Step Action 

18  Click the Next button to submit your order.  

 

NOTE: You will receive an email with an order number. An email will also be 
sent to the branch were you usually shop. They will complete your order and 
call you with any questions. 

 

 

 

 

 

 

Make 
sure this 
is 
checked 
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Creating a Quick List 

You can create a quick list for products that are purchased most 
often. This feature enables you to place an order with just a few 
clicks of your mouse. 

Follow these steps to create a quick list for quick shopping 

Step Action 

1  Log in to the Pace Supply website 

2  Click on Shop Online to open that function 

3  Click on the desired product category 

4  Click on the desired product sub-category 

5  Click on the desired product type 

6  Browse the list of products 

7  Click to select the desired item category  

8  Select the type of product  

9  Click the Quicklist button instead of Add to Cart to open the Quicklist 
window 

 

 
 
 

 

 

Steps 1 
through 11  
in previous 
section 
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Creating a Quicklist (Continued) 

Step Action 

10  Type the name you will use for this Quicklist 

 

11  Click the Create and Save button. The item you selected in 
automatically part of this list. 

NOTE: You can add items you purchase frequently to one of your 
Quicklist as you order 
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Adding to and Maintaining your Quicklists 

Follows these steps to update and maintain your Quicklists 

Step Action 

1  Log in to the PACE Supply website 

2  Select Quicklist under MY Account 

  

3  Click on the name of the desired Quicklist to select that list and view a 
listing of the items currently in it. 

 

4  View the list 

 

 

 

Add to and Maintain your 
Quicklists 
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Adding to and Maintaining Quicklists (Continued) 

Step Action 

5  Determine what you want to do with the item you select 

If you want to… Then… 

Add to shopping cart Click the Add to Cart button 

Add the item to another 
Quicklist 

Click the Quicklist button* 

Remove this item from you 
Quicklist 

Click the Remove button 

Helpful Hint: You may wish to include the same item in several 
Quicklists to enable faster shopping use the Quicklist button 

 

You can add an item to your selected Quicklist if you know the 
PACE part number. You can add an entire Quicklist to an order with 
just one click 

Follow these instructions 

 

 

 

 

 

 

 

 

Using the Quick 
Add Function 




