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QUICK REFERENCE GUIDE 
PLACING A QUOTE AND ORDER 

Purpose: This document is to be used by registered, Swagelok Southeast Texas customers in setting up their account in 
our new, e-Commerce platform.  

NEW DOMAIN 

The Swagelok e-Commerce Site domain has changed to products.swagelok.com. Please update all bookmarks and 
favorites. 

LOGGING IN AS A REGISTERED USER 

1. Click on “Log in or Register” in the top right corner of the page. 

2. Your login will have changed since you last logged in. Instead of a 
username, please use the email associated with the account. Your 
password will not have changed. 

Username: Email 

Password: Past e-Commerce Login PW 

If you have forgotten your password, follow the “Forgot Password” link 
and instructions. 

3. Once logged in, you will now be able to access pricing and other details for the service center that you 
work with.  

4. Now, we will begin to add items to the order. There are three different ways to find and add items to an 
order.  

1. Navigating the shop products page.
2. Using the Search Bar.
3. Adding items via the Quick Cart.

CREATING A QUOTE OR ORDER 

1. There are several ways to navigate to search for an order. If you ever need assistance in finding a part, please 
contact your local Swagelok Service Center and their technical team can help.  

1. Using the “Shop Products” icon
2. Using the Search Bar
3. Using the “Quick Order”

2. Using the “Shop Products” function is best for those who are looking for a product that they do not know the 
name, but understand how the product works and/or is designed.   
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3. Select “Shop Products” and review the 
Categories from the drop down. They are 
organized by our most popular products. 

1. Fittings
2. Valves
3. Regulators
4. Hoses and Flexible Tubing
5. Filters
6. Sample Cylinders
7. Welding System
8. Leak Detectors, Lubricants, and

Sealants
9. Tubing and Tube Accessories
10. Analytical Instrumentation
11. Measurement Devices

 As you mouse over the product options, 
you will see sub-categories, listed in 
alphabetical order.  

Users can select either a category or sub-
category to search for a product.  

4. Once you have selected a sub category, you 
can begin to use the filters on the left hand side 
of the navigation to narrow down results of a 
product. 

Those filters include: 

1. Body Material (i.e. Stainless, Brass, etc.)
2. Connection Size (1/4”, 1/16”, etc.)
3. Connection Type (Male or Female)
4. Cleaning Process (Standard or Special)
5. Feature (Positionable, Shape, etc.)
6. Coatings
7. Lubricant

You can add or takeaway filters, and the product 
will update on the left hand side in real time. 
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5. Once you have found your 
product, select the +, and add the 
product to cart.  

Note: You must be logged in to 
view pricing. 

6. Next, we will use the Search Bar to navigate to find a product.You can use the Search Bar to find products by 
attribute or part number.  

Simply key in the part number or description and press search. 

7. Once you have found the product, select the + and 
add the product to cart.  

Other features on this page: 

1. Mail – You can email a part to yourself or
another member of your team.

2. Add to Favorites- If this is a common part
you purchase often, you can add to favorites
as a quick reference.
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8. The last way to find an item is by using the “Quick Order” 
Cart. There are three different ways to use the Quick Order 
Cart.  The Quick Cart is best used for adding parts quickly to 
an order – and ones that you are certain of the part number.  

1. The Short List Table
2. The Long List Table / Quick Order Form
3. Or the CSV

Tip! Looking for a part and can’t find it in the catalog? 
Adding the part number in the quick cart is one way to 
add to a e-commerce quote.  

9. The first way to order via the “Quick Order” is to use the short list 
table.  

First, click on the “Quick Order” drop down. Then, 

1. Add in the Part Number
2. Add the Quantity
3. Select “Add to Cart”

Tip! If you click out of the quick order section and are logged 
in, your part #s will save in the quick order table.   

10. The second way to order is using the “Quick Order Form”. Select “Quick Order”, then select “Quick Order 
Form”. This will expand the number of items that can be added to the table.  
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Once opened, 

1. Add in the Part Number
2. Add in the Quantity
3. Select “Add to Cart”

11. The last way is to download and use the CSV Template. Select “Quick Order”, then select “Quick Order 
Form”. In the right hand corner, download the CSV Template. 

12. Once complete, upload the file by selecting “Choose File”. Once uploaded 
select “Add to Cart”.  

COMPLETING THE TRANSACTION – QUOTE 

Note: Customers will not be able to submit an order for items that do not have prices. Customers will only be 
able to submit quotes for those types of orders. A Swagelok Customer Service Representative will return the 
quote to the customer with pricing for approval!   

1. When ready to complete a quote, select “View Cart” or hit the Cart icon. 

If you want to submit as an order, skip down to the instructions, “COMPLETING THE TRANSACTION – 
ORDER”  



6

©2021 Swagelok Company 

2. Select “Get a Quote” and the quote will be submitted to 
the Service Center.  

3. Complete: 

1. Shipping Details
2. Shipping Method
3. Requested Delivery Date – (i.e. when do you need it?)
4. Quote Reference # (if this is related to a job or project)
5. Quote Notes (i.e. special handling, packaging, etc.)

Select “Submit Quote Request”. 

4. Once submitted, you will receive a quote confirmation. 

COMPLETING THE TRANSACTION – ORDER 

1. When ready to complete an order, select “View Cart” or hit the Cart icon. 
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2. Select “Check 
Out” from the 
homepage. 

3. Complete: 

1. Shipping Details
2. Shipping Method
3. Requested Delivery Date –

(i.e. when do you need it?)
4. Payment and Billing

Information (Credit Card or
Purchase Order)

5. Final Review

Tip: Please include any shipping 
details or additional requests that 
you should need to help deliver 
your customer correctly.  

4. Once you review and complete your order details, select “Place Order” 

5. You will then arrive at the order confirmation page. Our Customer Service team will review the order and update 
you on when your product will arrive based on stock availablity.  
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