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Customer Ordering System 
 

Section 1: Logging In 
 

 
Figure 1.1 – Login Page 

 
To log in, the customer will need to do the following: 

(1.) Click on the “DISTRIBUTOR LOGIN ” link on the left side (circled in blue). 
(2.) Click on and enter the “Username” and “Password” (circled in green), neither of which are case-

sensitive.  (If you do not have a username and password, please contact ALP at 1-800-277-1441.) 
(3.) Click the “SUBMIT” link (circled in red). 

 
If the username or password was incorrect, an error page will be displayed.  
 
If the username and password were correct the next page that is displayed is shown on the following page of this 
manual (Section 2). 
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Section 2: Order Navigation 
 

 
Figure 2.1 – Distributor Welcome Page 

 
To place a new order, click on “Place an Order” in the navigation at the bottom, circled in red (Section 2.1). 
 
To see a list of past orders, click on “View Past Orders” in the navigation at the bottom, circled in red.  The page 
shown next will be displayed (Section 2.2). 
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Section 2.1: Starting A New Order 
 

 
Figure 2.2 – Initial ‘Place an Order’ Screen 

 
This is the screen you will see when you click on the “Place an Order” link in the bottom navigation.  The “Use 
technical single-page order form” option (red) lets you choose between a user-friendly, multiple-paged edit mode 
(discussed in Sections 3.2) or a technical single-page edit page (discussed in Sections 3.1). 
 
Click the “START AN ORDER” button to enter a new order (jump to Section 3.1 or 3.2 for ordering details). 
 
Section 2.2: Orders List 
 

 
Figure 2.3 – Order List 

 
An example of what you would see with several orders already created is shown in the red area above.  By default 
this list will not include cancelled or complete orders.  Click “Show Cancelled and Completed Orders” (in yellow) to 
display all orders. 
 
To make a new order from this page, you can click the “Create New Order” link, circled in green. 
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The area in blue allows you to view and/or edit information for each order.  The following options will be available 
conditionally for each order: 

Edit: Allows you to view/edit the line items for the order (Section 2.3).  This option is only available if the 
order is in the proposal stage—before the order is placed. 

Confirmation: The Customer Confirmation report that shows a printable summary of all the line items of 
the order.  This option is only available for proposals. 

Invoice: The order invoice, which is a printable order summary with details about the line items ordered 
(Section 4.1).  This option is only available for placed orders. 

(W/out prices): A link to either the Customer Confirmation report or the order invoice.  However, no prices 
are listed on this version of the invoice or confirmation sheet.  

CAD Drawings: A report of all non-standard-rectangle products included in the order.  The report shows 
simple, non-proportional drawings of the items with dimensions and several other parameters 
included.  This option is only available if there is at least one line item in the order that is not a 
standard rectangle product. 

Frame Cut List: A report, as used by ALP, that shows the frame components with their dimensions that 
need to be cut to create all the line items in the order.  This option is only available if there is at 
least one product in the order that has a frame defined, but the “Don’t Include Frame” option is 
chosen. 

 
Section 2.3: Edit Order Page 
 

 
Figure 2.4 – Order Line Items 

List of Line Items (Red): 
• To edit a line item, click on one of the links in the yellow section. 
• To delete a line item, click on the “Remove” link in the green section. 
• To copy a line item, click the “Copy” link in the green section. 
• The “RECALCULATE” option is only necessary when you modify one of the “Qty” (quantity) values 

for a line item. 
 
The “Use single-page edit screen” Option (Purple): 

• When this option is checked, and you choose to add or edit a line item, the technical single-page edit 
page will be used (Section 3.1). 

• When this option is not checked, the user-friendly, multiple-paged edit mode will be used. 
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Order Options (Blue): 
 BACK: Sends you back to the last line item edit screen. 
 ADD TO ORDER: Creates a new line item for this order. 

PLACE ORDER: Changes the order from an incomplete proposal to a standard proposal.  Note: This 
makes the order un-editable by the customer. (To Section 2.2) 
SAVE ESTIMATE: Saves the order for future modification and completion. (To Section 2.2) 
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Section 3: Creating an Order 
 

Section 3.1: Single-Page Line Item Add/Edit 
 

 
Figure 3.1 – Line Item Short Order 

Job Name: A title for this line item that will be displayed on the confirmation. 
Defaults: A list of preset-parameter sets to use when entering a line item.  When a default is 
chosen, some of the line item parameters are automatically selected. 
Series Type: The ALP shutter series. 
Product Type: The shutter product type (a shape). 
Panel Material Type: The type of material to make the panels out of—either wood or vinyl. 
Finish Type: The finish type to use for the shutters.  (This applies only to wood material.) 
Opening Quantity: The product quantity. 
Panels Per Opening: The number of panels in this product. 
Requested Width: The overall width of this line item. 
Requested Height: The overall height of this line item. 
Opening Type: Determines if this line item has a frame or not.  “Outside Frame 
Dimensions” means that the product requires a frame. 
Frame Material Type: Allows the customer to choose a different material for the frame as 
for the panels. (Option is selectable only if there’s a frame.) 
Don’t Include Frame: Allows the customer to build their own frame.  ALP will not ship 
any frame and will charge less as a result. (Option is selectable only if there’s a frame.) 
T-Post: Determines if the line item has any T-posts. 
T-Post Locations: Specifies the number of T-posts and their positions in relation to the 
panels. The blue rectangles represent the panels. The checkboxes are available positions for 
T-posts (anywhere between panels). (Option is selectable only if T-Post is ‘Yes’.) 
T-Post Section Widths: Specifies the width of sections from T-post to T-post. Section 1 is 
from the left edge of the shutter to the left-most T-post, Section 2 is from the left-most T-
post to the next T-post to the right, and so on. (Option is selectable only if T-Post is ‘Yes’.) 
Louver Size: The width in inches of the louvers. 
Louver Type: The profile shape of the louvers. 
Mouse Hole: A small cutout for the end of the tilt rods. 
Mortises Left / Right: Determines the number of panels to receive mortises on the left side 
and the right side for the T-post sections. (Option is selectable only if Mortise is ‘Yes’.) 
Mortise Size: The size in inches for the mortises. The second select box that says “ALL” by 
default is an option to specify how many outside panels should be mortised at this size.  If 
the “ALL” is changed to fewer panels, another row will appear giving the option to specify 
the size of the inner-most panels. (Option is selectable only if Mortise is ‘Yes’.) 
Rabbet: Determines if the panel/s should be rabbetted. Note: A rabbet allows two panels to 
fold together properly. 
Top Rail Size: The size of the top rails (horizontal boards) used in creating the panels. 
Center Rail Size: Determines if the panels have a divider rail; and, if so, what the size 
should be for them. 
Additional Louvers: Specifies if one or more extra louvers should be used in the panels. 
This option only works if the rail sizes are sufficiently large to be trimmed to make room for 
the extra louver/s. 
Top Louver Quantity : The number of louvers above the divider rail. 
Center Louver Quantity: Determines if the panels should have more than two sections of 
louvers (and more than one divider rail if the product has a divider rail). If there is no divider 
rail, and this value is nonzero, the system will create a product with three tilt rods. 
Desired Divider Distance: The distance from the bottom of the product to the center of the 
divider rail (the lowest one if there are two). 
Top Trim : The amount that the panels will be trimmed at the top to get the specified height. 
Recalculate Trims: Ensures that the current trims are up-to-date. 
Tilt Rod Type: Determines how/where the tilt rods will be attached to the panels. 
Comments: Gives the customer the option to specify additional requirements and desires for 
the line item to ALP. 
Sq.Ft. Price: The required price per square foot of the opening area. 
Unit Price: The price for one of these products that is being ordered. So, the total price for 
this line item can be calculated by multiplying the “Opening Quantity” by the “Unit Price.” 
Recalculate Prices: Ensures that the current unit price is up-to-date. 

When all of these parameters are adjusted, defining the desired product, the “ADD” button (or “Update Line Item” 
button, in the case of editing a line item) should be clicked on.  
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Section 3.2.1: Multi-Page Line Item Add/Edit – Page 1 
 

 
Figure 3.2 – Line Item Long Order, p.1 

 
Each of the following options is available on the first order page: 
 
Job Name (Above the Red Area): A title for this line item that will be displayed on the confirmation. 
Opening Type (Red): Determines if this line item has a frame or not.  “Outside Frame Dimensions” means that the 
product requires a frame and that the shutter dimensions include the frame.  “Inside Frame Dimensions” means that 
the product does not have a frame and that the shutter dimensions don’t include a frame. 
Frame Mount Type (Blue): Determines how the frame will be attached or mounted to the opening.  One of the two 
options must be selected. 
Opening Quantity (Top-Left of Green): The product quantity.  A number greater than 1 means that at least 1 
duplicated of this line item will be ordered. 
Panels Per Opening (Top-Right of Green): The number of panels in this product. 
Panel Material Type (Bottom of Green): The type of material to make the panels out of—either wood or vinyl. 
Finish Type (Yellow): The finish type to use for the shutters.  Click on this box to change to choose another option. 
Requested Dimensions (Purple): The overall width and height of this line item.  Other product types (with 
different shapes) have additional dimensions, such as the low point of an arch or the size of the handle cutout for 
French doors. 
 
When you have entered all your selections, click on “CONTINUE” (in orange) to move to the next order screen. 
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Section 3.2.2: Multi-Page Line Item Add/Edit – Page 2 
 

 
Figure 3.3 – Line Item Long Order, p.2 

 
Each of the following options is available on the second order page: 
 
T-Post Options (Red): Determines how many T-posts the product has, where they should go, and how wide the T-
post sections are that are created, where the T-posts are the section dividers. T-posts are optional. (Option is not 
available if there is only one panel in the opening or if there’s no frame.) 
T-Post Locations (Orange): Specifies the number of T-posts and their positions in relation to the panels. The blue 
rectangles represent the panels. The checkboxes are available positions for T-posts (anywhere between panels). 
(Option is selectable only if the T-Post option above is ‘Yes’.) 
T-Post Section Widths (Purple): Specifies the width of sections from T-post to T-post. Section 1 is from the left 
edge of the shutter to the left-most T-post, Section 2 is from the left-most T-post to the next T-post to the right, and 
so on. (Option is selectable only if the T-Post option above is ‘Yes’.) 
Louver Size (Blue): The width in inches of the louvers. Note: A louver is one of the many horizontal pieces of a 
panel that has rotational movement. 
Louver Type (Green): The profile shape of the louvers. 
Tilt Rod Type (Yellow): Determines how/where the tilt rods will be attached to the panels. The “split tilt rod” 
option creates more than one group of louvers joined by tilt rods.  The “split tilt rod” option allows for a division of 
the louvers without a divider rail. Note: Typically found in the center of a panel, this small vertical strip of material 
is used to control louver movement. It may also be hidden from view. 
Divider Rail (Cyan): Determines if this product will have a divider rail, separating the top louvers from the bottom 
louvers within the panels. Note: A divider rail is a horizontal mounted component that creates one section of louvers 
separated from another section within a shutter panel. This rail is optional and can be mounted at various heights. 
 
When you have entered all your selections, click on “CONTINUE” to move to the next order screen. 
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Section 3.2.3: Multi-Page Line Item Add/Edit – Page 3 
 

 
Figure 3.4 – Line Item Long Order, p.3 

 
Each of the following options is available on the second order page: 
 
Top Rail Size (Red): The size of the top rails (horizontal boards) used in creating the panels. 
Mortise Options (Blue): Determines the number of panels to receive mortises on the left side and the right side for 
the various T-post sections. Note: A mortises is a small recess at the edge of a shutter where the hinge is mounted. 
Desired Divider Distance (Yellow): The distance from the bottom of the product to the center of the divider rail 
(the lowest one if there are two). 
Divider Rail Size (Yellow): Determines if the panels have a divider rail; and, if so, what the size should be for 
them. 
Top/Bottom Louver Quantity (Cyan): The number of louvers above/below the divider rail. 
Center Louver Quantity (Cyan): Determines if the panels should have more than two sections of louvers (and 
more than one divider rail if the product has a divider rail). If there is no divider rail, and this value is nonzero, the 
system will create a product with three tilt rods. 
Top/Bottom Trim ( Orange): The amount that the panels will be trimmed at the top/bottom to get the specified 
height. 
Comments (Purple): Gives the customer the option to specify additional requirements and desires for the line item 
to ALP. 
 
When you have entered all your selections, click on “ADD TO ORDER” to go to the edit order page (Section 2.2). 
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Section 4: Report Information 
 
Section 4.1: The Customer Confirmation / Invoice 
 

 
Figure 4.1 – Customer Confirmation 

 
To get to this invoice/customer confirmation page, the customer can click on the “Invoice” or “Confirmation” link 
on the order list page as shown in Figure 2.1. 
 
Red Area 
 This shows T-post information for the line items.  In this example, the “(xTxTx)” shows the position of the 
T-post relative to the panels.  The “T” represents a T-post and the “x” represents a panel.  The part in the square 
brackets, “[33-5/15; 33-3/8; 33-5/15],” shows the T-post section widths. 
 
Blue Area 
 The “(w/WF)” is an abbreviation for “with Wood Frame.”  “(w/VF)” is an abbreviation for “with Vinyl 
Frame.” 
 
Rail Sizes 
 The top rail size that is given on the customer confirmation is the final, finished size of the top rail after 
trimming has been done on the panels.  The bottom rail size is also the final, finished size of the bottom rail after 
bottom trim. 
 
Abbreviations Used 
 Abbreviation   Equivalent 
 Opn’g Qty.   Opening Quantity 
 Pnl’s Per Opn’g   Panels Per Opening 
 Qty. Req’d   Quantity Requested 
 C/R Dist.   Divider (Center) Rail Distance 
 Split T/R   Split Tilt-rod 
 ELLIPT    Elliptical 
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Section 4.2: The Frame Cut List 
 

 
Figure 4.2 – Frame Cut List 

 
To get to this Frame Cut List page, the customer can click on the “Frame Cut List” link on the order list page as 
shown in Figure 2.1. 
 
The “Cut Width ” and “Cut Height” are calculated specifically for ALP’s saw and will not necessarily work for 
customers. 
 
The “Width Qty. ” and “Height Qty.” show how many vertical and horizontal frame pieces are needed, 
respectively. 
 
The “Total Length” is the total linear feet of material required to build all the panels listed. 
 
For the “Mount Type,” the “(w/WF)” is an abbreviation for “with Wood Frame.”  “(w/VF)” is 
an abbreviation for “with Vinyl Frame.” 


