Documents

· Warranty, Freight Policy, Privacy Policy and Terms and Conditions.

Rep Locator

· Sales Office Locator information for Replacement Filters and Filters for your Home.
Login
· Using your activated user ID and password click the Login link to log into the Portal.

· Forgot your password? – Click the Forgot your password? link to be prompted with the security question you selected at registration.  Populating the correct answer enables you to reset your password. 
· Forgot your login ID? – Click the Forgot your login ID? link to enter your email address which must match the email address set up for your user ID at registration.  Your user ID will be immediately emailed to that address.
· Go to the Register link if you do not have an activated user ID and password.

Register 

· Step   1:  Enter all required fields and submit your registration.  
· Step  2:  An email will be sent to the address entered on your registration for verification.  You must click the link sent in this email to continue processing the registration request.  

· Step 3: AAF International Customer Service evaluates your registration request; if approved, the associated account codes will be assigned to your user ID and your ID will be activated.  An email will be sent to the address on the ID notifying you of the activation.  
Contact Us

· An email can be generated here for the AAF International Customer Service department.  Enter your name, return email address and the content of your message. 
News

· Check here for the latest news from AAF International.
My Addresses

· Click on the + to expand the address data for the account.
· Displays ship-to addresses records used on orders in the last year.
My Contacts

· Click on the + to expand the contact data for the account.
· Click on the + to expand the phone data for the contact.
· Displays active contact records on the account.
My Orders 

· Choose selection criteria to choose your orders:
Entered Date

· By Pre-Set Timeframe – Choose from a selection of pre-set timeframes ranging from the past 7 days to the past 365 days
· By Calendar Timeframe – Select your own date range by entering the dates in “MM/DD/YYYY’ format or by using the pop-up calendars
Identifying Characteristics  

· Field 1 – Choose the first segment of your search statement from the pre-populated drop down menu.  This identifies the type of data that you will enter in Field 3 and determines the search criteria.  
· Order Number, Order Status or PO Number
· Field 2 – Choose the next segment of your search statement from the pre-populated drop down menu.  This selection is determined by the amount of information you have available to enter in Field 3.  For example, if you are searching by PO Number and only know that the number is in the 7700 series, you would enter “Starts with” in this field and “77” in Field 3. 
· is, contains, starts with, less than, is not, greater than, ends with
· Field 3 – This is an entry field and requires that you enter the pertinent information, matching the description you selected in Field 1. 
· Click on the + to expand the order data for the account.
· Click on order number link to view complete order information in a printable form.  
Note:  If you have pop-up blockers enabled, hold the left Ctrl key down when clicking on the order number link to enable the report to open.
· Click on Shipment link to view complete shipment information in a printable form.  
· Carrier name is displayed as a link (when available); click on it to be directed to the carrier web-site to check status of the shipment by pro #/Tracking field.
 Note:  If you have pop-up blockers enabled, hold the left Ctrl key down when clicking on the Shipment link to enable the report to open.
My Profile

· Ability to update name, phone and mailing address associated to your ID.
· Ability to update security question and answer.  
