Customer Portal
User Guide

Convenient, easy access to Pepco Sales and Marketing
that provides customers with real-time updates on
inventory, orders, and more!
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Pepco Customer Portal

F.A.Q. - Frequently Asked Questions

Help! | can’t log in!

Send an email to dmoskos@pepcosales.com and you'll be back up and running ASAP!

Is inventory in Real Time?

Yes! You may find it helpful to refresh your inventory checks periodically to keep them current, this can be especially needed
with high moving items!

What times can the portal be accessed?
The Customer Portal is available 24hrs a day, 365 days ayear!

How can | sigh someone else at my company up?

Simple! Just direct them to the sign up page at www.pepcosales.com/customer-portal

What all is available to me in the Portal?

The portal is available for you to have easy access to all of your Orders, Delivery notices, and Invoices! You also have easy
access to check current stock levels on items we have in inventory at all three of our warehouse locations!

How do | deactivate a user who is no longer employed?

Users from your branch who need to be deactivated can be forwarded to dmoskos@pepcosales.com and their account will be
locked.

Who all can access the Pepco Portal?

Employees of any Wholesale Customers who are verified as current contacts in SAP, Salesforce, or an Account Manager.
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How to View Documents in the Pepco Portal

1. Your Home Screen will display all documents of a certain type in real time. You can click each
document number to view the full itemized document.

SPEPCO

2. Onthe header bar, you can click the Menu button to see your options.

Under Reports you will find full lists for each document type along with Item Stock Status
(Inventory Lookup). These can be added to your favorites bar by clicking the little push pin.
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How to Check Item Stock in the Pepco Portal

1. Click "ltem stock status".

You'll find this under general reports in the main navigation, but clicking the push pin will provide
much easier access in your favorites list.
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2. You can easily narrow your search items and look at inventory using multiple terms at the same
time. For example, you could enter PHD as a Manufacturer and then "OFFSET" in the description
field to pull up all PHD items that match that description!
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HOME = GENERAL REPORTS - PURCHASING - ITEM STOCK STATUS

Itemnascmm = | Manufaciurer = | Warehouse In Stock

037 D03TEG #37 W8 EG OFFSET STEEL EYE PHD 1,000.00
SOCKET

037 D03TEG #37 W8 EG OFFSET STEEL EYE PHD 1,000.00
SOCKET

037 003TEG #37 W8 EG OFFSET STEEL EYE PHD 1,000.00
SOCKET

037 0050EG #37 1/2 EG STRAIGHT STEELEYE  PHD 500.00
SOCKET
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3. Items will appear in each warehouse by location on multiple lines
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£ > GERERAL REFURTS - PURCHASING - ITEM STOCK STATUS
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IAIGF Shower Pan WWhils Florestang 1.00 000
3G5F Shower Pan Whils Florastang 300 .00
I6I6F Showsr Pan vwhile Florestang 14.00 000

4. Ifyou'd like to limit searches by location you can click the 'three lines' symbol for a dropdown list.
(This will also work in other fields with that symbol. Works best with Manufacturer and
Warehouse fields.)
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