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REQUESTING AN 
ONLINE ACCOUNT
• All users are required to have an online username and password to place orders via the

website

• On the tool bar, click on the link to “Request Online Login”.

• Once you have clicked on the link, fill in all the account information required. Information
requested includes; name, position with the property, email, and address.

• Once all information has been filled out, select the button to “Request Online Account” .
Please note that an online username and password will be sent back to you within one
business day of your request.
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USER 
ADMINISTRATION
• Admin users will have access to create users internally with their logins. This feature is great

for properties that require more than one user to have ordering access.

• Under the My Account link, select User Administration.

• Select link to Create New User. Once user information is filled in, select payment method (if

applicable). Account Activation email option will be checked by default. Please do not uncheck
the box. The last information required will be selecting the role of the user.

– Administrator- Able to place quotes & orders, view invoices.

– Buyer 1- can place quotes & orders with approval required 

– Buyer 2- can place quotes and orders can be controlled by budgets

– Buyer 3- can place quotes and orders no approval required and can approve

• Once all information is filled out, select the link to “Create User”. A link will be sent to the
email address listed. The email will allow users to activate their accounts and log in to begin
browsing. Please Note: activation emails may go to “junk folder. Please check junk folders for
email. If emails are found in junk or SPAM, please work with your IT team to whitelist
lowesprosupply.com
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LOGGING IN
• Launch your web browser and navigate to http://lowesprosupply.com, and then click Log In in

the upper right corner of the page

• Type your Email and Password (keep in mind that these are case sensitive) and click Sign In

• Logins from Supplyhq.com are the same for Lowesprosupply.com

• When logging in for the first time, you can bookmark this page to appear on the Favorites
menu of your web browser. To do this, click Add to Favorites and specify where to create the
link.

• Once you have logged in, if you have access to multiple bill or ship to’s, you will need to select
your Billing & Shipping address. Once you have selected the two, click continue. You can begin
an order by entering an item number and quantity, searching for an item, browsing the item
catalog, or ordering from your order history list.

http://lowesprosupply.com/
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SEARCHING FOR 
ITEMS
• Search for items using the search field in the top of the website.  Type all or part of the item

number or keywords to search for an item.  As you type the number or letters, predictive
search will begin to suggest items.

• Items can be selected from the drop down list

• Clicking the magnifying glass or pressing enter will display a search results page
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PRODUCT DETAIL 
PAGE
• Clicking on a product will provide more details

• Click on the brand to shop all products within that brand

• Stock status will be displayed as In Stock/ Low Stock/ Out of Stock

• Tabs at the bottom of the page will product additional information such as Bulleted
information, various attributes, and documents such as Safety Data Sheets.

• Adjust the quantity needed and add to your shopping cart or list.

• Share the product by entering an email.



8

USING THE ORDER 
PAD
• The Quick Order pad can be used to quickly enter part numbers to add to an order.

• Display up to 100 lines for bulk entry

• Add product numbers to the item boxes or utilize search to find items.

• Add all items to the cart
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REVIEWING YOUR 
SHOPPING CART
• Click on the shopping cart in the top right corner to navigate to your shopping cart

• The quantity of the item(s) can be adjusted from the cart

• Individual items can be added to a list from the cart

• From the cart you can check out to create an order, Request a quote to create a quote, Save
the order to come back to the order later, add all of the items in the cart to a list, or remove
everything from the cart.
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CHECKOUT
• To check out and create an order – Click the Checkout Button

• Validate your billing and shipping information then click Continue

• Select either Delivery or Pick up from the Delivery Option

• Add any notes you may want on the order

• Enter your payment information if you have access to pay via Credit card, you will see a
credit card option and any saved credit cards on you account.

• Enter a PO Number if required.

• Click Place Order to create the order.
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REQUEST A QUOTE
• To Request A Quote– Click the Request a Quote Button

• Validate your billing and shipping information then click Continue

• Select either Delivery or Pick up from the Delivery Option

• Add any notes you may want on the order

• Click Submit Order to create the Quote.
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CREATE A SHOPPING 
LIST
• A shopping list can be used to save frequently ordered products or commonly used products

• The Lists can be accessed in the Header with the Saved Lists link or the My Lists link from the
Account drop down.

• To Create the list, Click Create List

• Enter the name for the list and then Create List
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SCHEDULE EMAIL 
REMINDER FOR LIST
• Lists can be sent to your email on a reoccurring basis

• Click on the name of the list from My Lists

• Click Schedule Email Reminder

• Select when the email will be sent and how often.  

• Click Schedule to set the schedule.
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UPLOAD ITEMS TO 
LIST
• Open the list

• Click the Upload Items link  - a template for the item list upload  is available in the Instructions
section labeled Upload Template – Item # and Quantity are the only needed columns

• Browse to the Excel Sheet with the items.

• Click Upload items to list – If the headers were kept be sure to check the box stating “First row
is column headings”
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VIEW ORDERS AND 
QUOTES
• Click Orders, Quotes, & Invoices from the Account Drop Down

• Orders and Quotes scan be filtered to narrow down specific orders or quotes.

• Status can be filtered to show Quotes or specific statuses for Orders

• Quotes and Orders can be limited only Quotes and Orders you placed by clicking the My Orders 
tab.

• Open the specific Quote or Order by Clicking the date or Order number.
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ORDER APPROVAL & 
INVOICES 
• In the Orders, Quotes, & Invoices section you can also Approve Orders and View Invoices

• Click on the Date or Approval # to review the order and approve the order.

• Click on Continue to Billtrust & Invoices to navigate to Billtrust to download and pay on invoices






