
AGENT TRAINING―AGENT PORTAL



Agent Portal Instructions

Click on this link to access the Web page: https://www.cantexinc.com/

You will see a LOGIN icon at the top right of the website. When you click on the 
LOGIN icon a drop down menu will appear. Select AGENT PORTAL and click on it. 

LOGIN INFORMATION

https://www.cantexinc.com/


LOGIN INFORMATION

You should now see this login screen.

User Name: If you have not been assigned 
a username, please contact CANTEX 
customer service at csm@cantexinc.com.

Password: You will be assigned Cantex@2024! 
as a temporary password. You will be 
prompted to change this password the first 
time you log in.

To stay logged in you can use the Remember me tab. 

Also note: There is a Forgot Password link. You can use this to enter your user name or email 
address to reset your password.



FINDING ORDER INFORMATION

• Use this form to find orders with any data combination entered in the header section and clicking Find Orders.

• The flashlight icons next to Ship To # and Item Number can be used to find Ship To account #’s or Item #’s.

Find and Track Orders
Once you’re logged in, you will be taken to the first form which is the Find and Track Orders form on the 
Header Screen (see below). This screen can also be accessed from other pages by clicking on Inquiry (at the 
top) then Find and Track Orders.



FINDING ORDER INFORMATION

Clicking on Order Details (next to last column on far right of the grid) will open another form 
which displays the order details.

Find and Track Orders
EXAMPLE: See below. Note that I have selected a specific Ship To # and clicked Find Orders to 
populate the grid section below the header section. Also note that there are arrows with will 
allow you to scroll forward or backward to find the data you wish to see.



FINDING ORDER INFORMATION

Order Details
EXAMPLE: Note that in the status column in the example below this order has been Invoiced.

Since this has been 
Invoiced you will see at 
the bottom of the 
screen that you can 
reprint an Invoice by 
clicking on the Invoice # 
displayed shown below.

• If the Status was at Ship Confirmed, for example, you would be able to Print a BOL.
• All printouts will come to your email account.
• Clicking on the Shipment Information (far right column) will display Carrier and Tracking 

# information if available.



FINDING ORDER INFORMATION

Check Price and Availability

1. You will need to either 
enter the Ship To #, Item 
Number, and Branch Plant 
or find them using the 
flashlight next to the field.

2. Quantity will default to 1 if 
left blank.

3. Click Get Price and 
Availability.



FINDING ORDER INFORMATION

Enter an Item Number or search and select one using the 
flashlight next to the field and click Get Summary Availability.

Summary Availability

You will now see the grid form with branch plants that stock the item.



ORDERS

Hovering over Place Order in the menu bar at the top of the screen will display the following 
drop down menu:

• Agent Order Entry
• Agent Shipping Orders
• Transfer Order Entry
• Lowes Only Transfer Order Entry
• Agent Inquire/Receive Transfer Order

Placing Orders



ORDER ENTRY

When you select AGENT ORDER ENTRY in the PLACE ORDER drop down menu the Order Info form below will appear. 

Agent Order Entry

• This order form should be used to place standard orders that should be placed against either Texas (100), 
Florida (101), Ohio (103), or Arizona (106).

• These will get the order type SA.
• Enter or select a Ship To #, PO Number (mandatory), Shipping Method (defaults to Freight Prepaid), Job Site 

flag (mandatory), and Request Date (if left blank, it will default to today’s date).
• After the form is completed, click next.
• Orders should only be placed against the assigned shipping lanes for your region.



ORDER ENTRY

After you click next, you should arrive at the Grid Entry form below.

Grid Entry Form

• Note: the default # of lines is 10. However, if 
more are needed you can add rows by 
clicking on +1 Row (for 11 rows), +5 (for 15 
rows), or +10 (for 20 rows). If you have a 30 
line order, you can click on +10 twice.

• If you have a 1 line order, simply enter it and 
leave the rest of the rows blank.

• Leaving the Branch Plant blank (preferred for 
this type of order) will allow the system to 
retrieve the appropriate Branch based upon 
the Ship To account and Item entered.

• Note the red flag next to each line. Hovering 
over this flag will tell you the item is invalid 
be cause none have been entered/selected.

Note: When entering your orders on the portal never
change the branch plant. Distributors are set up with unique 
shipping lanes per their branch so the correct branch plant 
will filter on the order. 



ORDER ENTRY

Grid Entry Form (continued)

• Enter or search and select the Item#(s), Quantity 
for Item, and if desired a Price Override value.

• Tabbing through will take you to the next line.

• Note: Clicking on Remove (last column on 
right), you can remove an item if desired.

• Also note that you can change the Job Site flag 
at the line level as well, if required.

If you discover that you have selected the wrong Ship To #, click on Clear Order and Deselect Customer at the 
top right. This will allow you to begin a new order.

If you wish to keep the Ship To #, but start over on the order, you can click on the Clear Order button.



ORDER ENTRY

Grid Entry Form (continued)

If you want to add header notes to your 
order, click on Edit Order Note (below). This 
will provide a pop-up box right allowing you 
to either type in the note(s) or cut and paste 
information into the box. When done, click 
on Save Note.

Note that there is a small box next to Override Address. Clicking in the box will open a form (next slide) 
allowing you to override the shipping address.



ORDER ENTRY

Grid Entry Form (continued)

Clicking the small box next to 
Override Address will opens a form 
(to the right) allowing you to 
override the shipping address.

When you’re done, click on the Update 
All button. This will return the Branch 
Plant and Pricing.



ORDER ENTRY

Branch Plant and Pricing

• Note the yellow flag (above). Hovering over this will tell you that the quantity entered is 
not in the full package quantity. This is a warning, not a hard error, just a soft warning. You 
can change the quantity or submit the order as is.

• When complete with the order, click the Submit Order button.  



ORDER ENTRY

Important Notes about Agent Shipping Orders
• The header selections of Ship To #, PO Number, Shipping Method, Job Site flag, 

and Request Date is identical to the standard Agent Order (type SA).

• Agent Shipping Orders will create an order with order type SG.

• The Grid Entry form is also identical to the standard Agent Order. The only 
difference is that you will need to enter your Branch Plant on each line.

• After you complete the order, click the Submit Order button.

• In the Portal, you will see a message telling you that the submission was complete. 
It will provide you with an order number. You will also automatically get an order 
confirmation in your email with a PDF attachment of the order and a Pick Slip PDF 
attachment.

Submit Order



ORDER ENTRY

Transfer Order Entry
• This application is to be used to enter a transfer order (ST) for non-Lowes branch plants.

Note the slightly different header requirements from a standard or shipping order.

• In this form, you enter the From Branch and the 
To Branch.

• You can enter a PO Number if desired, but it’s not 
mandatory for this type of order.

• The Grid Entry form is the same as for a standard 
or shipping order.  However, the Branch Plant is 
secured. There is no pricing displayed, and there 
is no Override Address ability. When complete, 
click on Submit Order.

• You will see a message telling you that the submission was complete, and the portal will provide you 
with an order number. You will also get an order confirmation in your email with an automatically 
generated PDF attachment of the order.



ORDER ENTRY

Transfer Order Entry
Lowes Only Transfer Order Entry
• This application is to be used to enter a transfer order (ST) for Lowes only branch plants.
• Order entry and submission is identical to the regular Transfer Order Entry.
Agent Inquire/Receive Transfer Order
•  As you are probably aware, the ST Transfer Orders all have an associated OT Purchase Order.
•  Clicking on this application opens up a form that displays all open OT orders.
•  Clicking on this application opens up a form that displays all open OT orders.

• Clicking on this application opens up a form that displays all open OT orders for the appropriate Branch 
assigned to your user. See next slide. ID.



ORDER ENTRY

Open Transfer Orders (continued)
• Note that you can filter the selection of OT Order # or ST Order # and click the Find button.
• To receive the OT order, click on Receive in far right column.

• Note that you can select a line at 
a time or you can click the box 
next to Select All.

• You can let the Quantity to 
Receive stay the Quantity Open, 
or you can change the Quantity 
Receive and enter a Location if 
desired.

• When done, click on 
Receive Lines at the bottom 
right of the screen.
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