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Requesting an Account 

If you do not yet have a user name for logging into the site, you can request one by clicking the Registration 

link on the login page.   

 

 

On the Registration page, enter your name, address, and CWS ID in the supplied fields.   
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Search for your branch by entering its name and clicking the Search button.  Click on your branch and add it to 

the column on the right using the arrow buttons.  You can choose more than one branch.   

 

After choosing your branch click the Register button.  Your request will be reviewed by the system 

administrators and your new user name and password will be sent to the email address you supplied on the 

form.   
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Logging In 

Enter your user name, password, and click the Log In button.   

If you have a user name but have forgotten your password, you can have it sent to you using the Forgot 

Password link on the login page.   

 

On the Forgot Password page, enter the email address that is associated with your user account.  By default 

this will be the email address you supplied when initially requesting the account.  An email will be sent to that 

address containing the user name and password for that account.  If you no longer have access to that email 

account, please use the Contact Us page for further assistance.   
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Help & Contact Us 

The Help page contains documents with instructions on using the various functions of the site.   

 

Use the Contact Us page to submit any questions or concerns you have about using the website.  Supply your 

contact information, choose the category that best describes your issue, and enter your question in the 

Details box.  Please be as descriptive as possible, including which products you're seeking, what page you're 

having trouble with, and any error messages you've encountered.   
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Navigation Menu Bar 

Once you've logged in, you'll be taken to the Home page.  The menu bar appears at the top of each page.  Use 

its links to navigate between pages in the application.   

 

 

 

Home 
This page appears when you first log into the site.  It contains notes on recent updates to 
the site and its products.   

Product 
Search 

Search for media by title, media number, sales model, and other criteria.   

Order Search View the details of orders you've placed previously.   

My Account Set your password, email address, and the name associated with your account.   

Address 
Book 

Save frequently-used addresses here for use when placing orders.   

Subscriptions 
View your current subscriptions, renew subscriptions, and set the associated shipping 
address.   

Help Instructional documents on using the site.   

Sign Out Log out of the website.   
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Product Search 

Search for media using a variety of criteria.   

 

If the product is available in more than one media format, first select the format you want to order from the 

Select Media dropdown.  Enter the number of copies you'd like in the Qty field, and click the Add to Cart link.   
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Check Out Process:  Shopping Cart 

Once you've added all of your items to the shopping cart, begin the check out process by clicking the Shopping 

Cart icon.  It appears in the top-right corner of each page.   

 

The Shopping Cart page displays items currently in your cart.  You can remove individual products by clicking 

the corresponding Delete link.  If you'd like to change the quantity, enter a new number in the Qty field and 

click Save.  When you're ready to proceed, click Continue with Check Out.   
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Check Out Process:  Billing Address 

If you're associated with more than one branch, choose the branch you're placing this order for from the 

dropdown.  If you're only associated with one, it will be selected by default.  Note that the details of the billing 

address cannot be edited here.  If the billing address of a branch needs to be updated, please use the Contact 

Us page.   
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Check Out Process:  Shipping Address 

Enter the address your order will be shipped to.  The Address dropdown lists all of the addresses you've 

entered in your Address Book.  You can select one of these to fill in the page automatically or you can type the 

details in each field.   
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Check Out Process:  Shipping to a Freight Forwarder 

If you're using a freight forwarder to ship to a destination outside the US, check the "Using a freight 

forwarder" box.  In the left column, choose the final destination where the order will ultimately be going.  In 

the right column, enter the address of the forwarding company that the order will be shipped to initially.   
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Check Out Process:  Shipping Method and Fulfillment Center 

After entering the destination address and clicking Continue you're taken to the Shipping Options screen.  

This screen shows you which shipping methods are available and the cost of each.  In the Special Instructions 

field you can enter a note that will be printed on the packing list.   

Note that the Special Instructions note is for your own reference, only.  It is not for making requests regarding 

the manufacture or shipping of the order.  Apart from printing on the paperwork, the contents of this field are 

not used in any way.  It is only for the person placing an order to enter a message to the person receiving it.   
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Check Out Process:  Shipping Method and Fulfillment Center, cont. 

Your order's fulfillment center is determined by your shipping destination and the items you're ordering.  For 

example, if your order is shipping to Europe and all of the products qualify, it will be manufactured at our 

German facility instead of shipping from the US.   

If a portion of your order qualifies to be manufactured at a regional facility but it also contains items that must 

be shipped from the US, you'll be given the option to split your order between the two fulfillment centers.  By 

default, the entire order will be manufactured in the US, but if you click the Split Order Calculator button, it 

can be split into two separate orders.   
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Check Out Process:  Shipping Method and Fulfillment Center, cont. 

After clicking the Split Order Calculator button you'll be shown which products will come from each facility 

and the shipping options from each.  From this point forward they will be treated as two separate orders, each 

with its own order number and confirmation email.  If you decide against splitting the order, the Cancel Split 

button will return the order to its original state.   
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Check Out Process:  Shipping Method and Fulfillment Center, cont. 

Certain products on the ordering site are always fulfilled by CSE Software, Inc.  If your order contains a 

combination of CSE and non-CSE products, the order will be split automatically and you will not have the 

option of combining them into one order.   
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Check Out Process:  Order Summary 

After selecting your shipping method, you're taken to the Order Summary screen where you can review the 

products and other details of your order before submitting it.  Choose your payment method from the 

dropdown in the bottom left, check the box stating that you agree to the terms & conditions, and click Place 

Order.   
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Check Out Process:  Order Summary, Cont. 

If you'd like to expedite the printing of the order, click the Yes radio button.  A 30% rush charge is applied.  

Note that this does not refer to the shipping method.  It refers only to producing the product.   

 

 

The complete tax information, terms, and conditions can be viewed here.   
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Check Out Process:  Order Summary, Cont. 

If an order has been split, you'll see which products will be sent from each fulfillment center.  Each of the 

orders will have its own expedite option.  One payment method is applied to all orders.   
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Order Search 

Here you can view all orders placed by your branch, filtering by order date, tracking number, order number, or 

payment number.  Once your order has shipped, your shipment's tracking number will be displayed.  Clicking 

on the tracking number will take you to the carrier's site (UPS or DHL) so you can view further details.   

 

 

Clicking on your order number or the Full Window link will show you the details of your order.   
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My Account 

On the My Account page you can update your name, email address, and you can change your password.  Note 

that your account's user name cannot be changed.   
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Address Book 

Use the Address Book page to save addresses that you regularly ship to.  While placing an order you can 

choose one of these addresses from a dropdown and it will automatically populate the page with the 

corresponding information.   

The address you supplied when requesting your new account is saved under the name My Address.  It can be 

edited, but not deleted.   

New addresses can be added using the Add Address link. 
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Add/Edit Address 

Clicking the Add Address link or clicking the Edit link for an existing address will display the full details of the 

address.   

 

If the address you're saving is for China, you'll also be given a field to save the relevant customs regulation 

number.  Special fields are also provided for Brazil (CNPJ#) and Argentina (DJAI#).   
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Subscriptions 

This page displays all of the subscriptions associated with your branch.  Here you can view and change the 

shipping address for each subscription.  During the annual subscription renewal period, January 1st through 

March 31st, you can also renew your subscriptions from this page using the Renewal checkbox.   

 


