Our website will give you the ability to browse products, place orders and have access to customized
pricing. Area Managers will also be able to review existing invoices and receive email copies directly from
our site.

Navigating the Website
1. Go to www.123CPC.biz and click on

. A new browser window will appear.

2. Log In by using the previously assigned username and password.
a. The password is case sensitive, so please make sure to enter it exactly as it is given.
b. If you do not have a username and password, please contact our Customer Care Department.
3. You can browse for products based on Web Categories, using the Search function at the top of the
page, or through the Order Pad.

Order Pad
The Order Pad displays products that have been previously quoted or purchased. Once logged in, you can
access the Order Pad from the Home Page, or from the dropdown menu in My Account:

Order Pad (Continued)
1. In the Filter/Search By area, you are able to filter or search the list of products by Web Category or
Product Number. Simply make a selection from the drop down menu, as shown in the image below.
a. Make sure to click the Refresh button after making a selection.

2. You will also be able to sort all items on the Order Pad by Web Category, Last Date Purchased,
Product Number, or Description. Simply click on the column header of the desired selection.

Order Pad (Continued)
4. To place an order, enter the desired quantity in the Unit Qty field.
a. Please note that some items may appear twice if they are sold by the unit as well as by the case.
Ex.: A mop that is sold by the UNIT as well as a CASE of 12.
b. If you would like to see more information about an item, such as extended description or pack size,
click on the Product Number (shown in green) or on the Product Image. A pop-up window will appear
with more information.
5. Once you have entered the desired quantity per item, click on Add to Cart at the top or bottom of the
products listed. This will add the items to your Shopping Cart, which you can then review before Checkout.

Browse Using “Search” Bar
Type a descriptive word or product number in the Search box at the top of the page, and press [Enter]. For example, if
you type in "glove", the site will display all of the products that contain the word "glove" in the description.
1. Select the appropriate item and enter the quantity desired.
2. Add the item to the Shopping Cart.

The Shopping Cart
The Shopping Cart displays items and quantities currently marked for purchase. Items remain stored in your
Shopping Cart until you place your order, remove them, or close your web browsing window. Review and update your
order at any time before checking out.
You can also save an order to a Shopping List for future use.

Reviewing the Shopping Cart
Always make sure to review your order before submitting it.
1. To do so, click on the Shopping Cart icon at the top of the page and select View Cart. The new screen will
display the items and quantities currently in your cart.

2. This screen will allow you to make changes to the quantity per item. Simply type in a new quantity in the Qty
field box and Update Cart.
3. It will also inform you if products in your cart are currently available for shipment. If a product is Out of Stock,
simply click on the Product Number and select a substitute product.
4. Once all changes are made, click the Checkout button to begin the checkout process.

Checkout
1. The first step will show the Shipping location for your order, which will be automatically populated on the screen.
a. If applicable, enter any special instructions in the Special Instructions box, such as “Please deliver to
front office”, etc.
2. Click Next to continue.
3. The Order Confirmation page will show you the shipping information, billing address, and subtotal of your order.
a. If applicable, please enter a Purchase Order number for your order.
b. To make any changes, click on the Cart icon and select View Cart. If you need to add products to the
order, simply click on My Account and select Order Pad, or Shop by Categories.

4. Once all the information is correct, click Place Order to submit your order.

Receipt
A printable receipt will be generated once you have completed the process. Additionally, an order confirmation will
be sent to the person submitting the order.
a. Please note once the order is submitted, you can no longer make changes to it through our online portal.
b. If you need to make any changes to your order, please contact our Customer Care department as soon
as possible in order to guarantee rapid response.

Customer Care Team
Central Paper Co., Inc.
Office: (800) 854-0619 Ext. 142
Fax: (205) 941-2070
customercare@centralpaper-al.com

