
 
 

Klean Wholesale B2B Site 
Sales Rep Instructions  

Updated 12/25 
 
We are dedicated to all of our Klean retailers to help the business grow and using our Wholesale 
B2B site to place orders. We are here to support you as Sales Reps, so please provide any feedback 
and identify any issues so we can continue to improve the site, online experience, and our 
wholesale ordering process. 
 
If you have any questions or issues, please contact email wholesale@kleankanteen.com. We can 
set up individual online trainings as needed or answer any questions. 
 
Shopify B2B Benefits and Improvements 

• Easier shopping and browsing of all products, including pre-orders and seasonals 
• Add multiple SKUs and colors or variatns all at once 
• Upload CSV for an order 
• Drafts and Quotes for customers 
• Quickly re-order from past orders (adding same items to a new cart) 
• Split orders for ATS and pre-order products 
• Shop as your customer/retailers - and send them email to pre-pay orders 
• Reporting on your customer sales and past orders 
• Options for online payments - including net terms on account and pre-paid (credit card) 
• Shipping calculated and paid on orders - including shipping promos  
• More flexibility with pricing, customer category groups, new product launches and more! 
• Tighter integration with our Sage ERP for inventory and fulfillment 
• Additional functionality and improvements in future 

 
Below are some instructions to access and use the Shopify B2B site. 

 
Topics 

• FAQs 
Basics 

• Logging In 
• Shopping 

o Ordering Multiple Variants/Colors 
o Pre-Ordering Products 
o Checkout Specifics 

• Ordering as a Sales Rep (for your customers) 
o Account Reports 
o Re-Ordering 
o Request a Quote 

• Adding New Accounts 
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FAQS 
 
How can I update email addresses for my customers? 
Because each online account is tied to a unique email address, which is connected to the 
customer as well as our accounting and Sage ERP systems, we must make these email updates for 
you. Please email wholesale@kleankanteen.com with the old email, new email to update, and 
customer account # if possible, and we can quickly make this update for you and the customer. If 
you have multiple accounts to update, please send a CSV file. You can easily edit or change mailing 
and shipping addresses for any account. 
 
 
How can I see a current list of accounts and 
contact info? 
When you login as a Sales Rep, you can search and 
access all of your assigned accounts in the top right 
“Sales Agent Ordering” tab. If you need a full 
exported list of all accounts, with contact info and/or 
order history, please email web@kleankanteen.com 
and we can export for you or set up automated 
monthly or quarterly reports. 
 
 
 
What is the “Recent Activity” under my 
account (or my customers account)? 
Recent activity is all activities on that 
account within the site/systems. This 
could be current past orders, orders still 
processing, quotes submitted, cancelled 
orders, or other status items. 
NOTES: 
Reference # is NOT THE SAME as order 
number. These numbers could be 
draft/quotes, before orders are 
processed. The order # will match once 
final order is in system. If the activity 
status is "awaiting merchant" please 
confirm customer has received invoice 
and pre-paid if required, as this will trigger 
final creation of order. 
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How can I create a Quote to send to accounts for consideration? 
When you add items to cart (as a Sales Rep) there is an alternate blue button “Request Quote” 
which will start a quote process, rather than a normal order checkout. These quotes can be edited, 
approved, and sent to the customer for review and approval. 
 
Both you as the Sales Admin and the customer will be notified via email, with links to the Quote — 
which can viewed/edited on the site, or downloaded as a PDF. See example screen shots and notes 
below. There are many options, steps and functions within the quote system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Customer will receive an email with link to quote. 
You as Sales Rep should also receive email 

Downloadable PDF 

Several options, steps 
and status in quote 
process, including  
notifying customer and 
internal notes. 

Once submitted, 
Quotes can be viewed 
or downloaded, change 
status, order lines and 
timeline, Edit or  
Confirm and Complete.  



Is there a way to export an order and include images, after the order has been shipped? 
No, sorry but this is not possible with the current system. However, as a Sales Rep you should 
receive an email order confirmation with each order (same as your customers do) which does 
include the product SKU, price, quantity and images (see below). You could save this order 
confirmation, forward, or export as a PDF if needed. 
 
 
Why do some orders get “stuck” and not processed or completed? 
If you are ordering for a customer who is NOT on Terms, and has to be pre-paid, when you submit 
the order (complete the checkout) the system will notify the customer to submit payment. (see 
screen shot and email example below). You must make sure the customer (or yourself) pays the 
order invoice BEFORE order can be finalized, processed and shipped. Until this invoice is paid, the 
order is set in “draft” status (awaiting merchant). Once paid, this will turn into an order in the 
system to be processed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Can I get copies or email notifications of my customer orders and/or invoices? 
Yes! We have set up automated flows for reps and customers, where Reps should receive notices 
and similar draft or order receipts. If you are NOT receiving these notifications, please email 
web@kleankanteen.com with your request. 

 

For pre-paid accounts, customer 
will receive email to pay online, 
before order can be processed. 

Please note payment method. 
“Pay on Account” is for terms 
customers (net 30, etc) that will 
be invoiced after order.  
“Pay Online” is for pre-paid or 
upfront accounts, and order 
MUST be paid before order is 
processed in system! 
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Logging In 
 

• You will be sent an account invite from 
Shopify to create your login and password 
on the new site (will come from 
wholesale@kleankanteen.com) 

• Each Sales Rep email will have unique 
login, and can access all their assigned 
retail stores/customers (no need for shared 
logins!) 

• We have pre-loaded your contact info as 
well as assigned your retailers. Your retail 
stores will each also be invited and have 
their own accounts/logins, so they can 
order and pay for orders as needed directly.  

 
 
 

Shopping 
 

• You can shop online just like any other ecomm store, browsing top navigation SHOP 
by category, product line, or features collections. 

• Items will display in grid, with quick Add to Cart functionality 
 
 
 
 
  



 
Collection Notes 

• Price will apply any discounts to per item list price and pack $ total.  
NOTE: this includes any sale SKUs or customer specific pricing. 
 

• You will see qty rules apply, including 
case quantities (pack sizes) and 
minimums. These are indicated under 
each product. 
 

• Pre-Order and Sale 
products will be 
indicated with BLUE or 
RED badges. 
 

• Filters on left can be 
used to show products 
by size, color, cap or 
price. These can be 
combined to filter 
further within a 
Collection.  
 
 

 
 
 
   

Toggle side 
filters to show 
specific 
products by 
attributes 



 
Ordering Multiple Variants/Colors 

• For easier ordering, click into detailed product pages to order multiple variants all at 
once, within a simple widget.  

• Stock column will show available 
quantities (with green, yellow, red 
indicators) 

• Price will apply any discounts to 
per item list price and pack $ total. 
NOTE: this includes any sale SKUs 
or customer specific pricing. 
 

 
  

Stock levels as well as special sale or 
customer pricing (per SKU) will be displayed. 



 
 
 
Pre-Ordering Products 

• Seasonal and upcoming pre-order products (i.e. 2025 colors) will be indicated with 
blue PRE-ORDER badges, both on Collection and Product pages.  

• Certain pre-order products will also have Order Deadline dates as well as 
Available to Ship dates, shown on product pages. 

• Pre-order products can be added to cart as normal, but may be split for orders, 
shipments, and payments if ordered alongside current available products. 

 
 
 
 

 
  

For pre-order items, make note of 
order deadline and available to 
ship dates. 



Select correct payment method 
and check ‘terms and conditions’ 
to complete order. 

NOTE: Within the My Cart screen there are also 
many other options to start an order – such as 
Upload a CSV file, scan a barcode, or Repeat Order. 

Checkout Specifics   
• Once all items added to cart, proceed to 

checkout as normal (or use Request Quote) 
• Optional fields for Preferred Ship Date, PO 

Number and Additional Notes 
• Choose from existing Shipping Addresses or 

add a new address. 
• Shipping Method 

o Local Pickup is available for Chico 
area customers only. 

o Economy rates are calculated based 
on weight of products in cart. 

o Shipping promos and discounts will 
auto-apply based on order total or 
customer group. 

• Payment Method 
o Most accounts will have Pay on 

Account option. Invoice will be sent 
after order, based on net terms (30, 
60, etc.) 

o Pay Online by Card is for pre-paid 
accounts, without terms. 

• You must agree to terms and conditions.  
This is required to complete checkout. 

  

Enter a preferred ship 
date, PO number and 
order note, if applicable. 



Ordering as a Sales Rep (for your customers) 
 

• As a Sales Rep, you can order on behalf of your customers. 
• Once logged in, on top right you will see a special Sales Agent Ordering tab. 

o Here you can search for a specific customer. 
o Once selected you will see you are “Signed in as XYZ customer” 
o Shop on their behalf, add to cart and submit orders on their account. 

§ If applicable - specific pricing, payment and shipping options will 
apply to that customer. 

o NOTE: make sure to click SWITCH ACCOUNT to order for another account! 
 

 
Search for a customer account and shop 
as that customer, adding items to cart all 
the way through checkout. 

Remember to “switch account” 
to order for multiple customers. 

• Payment options include Pay on Account (net 
terms) or Pay Online by Credit Card (pre-paid). 
These will vary based on account. 
NOTE: if you are shopping as a customer, you 
can still checkout with Pay Online option. This 
will send a link to customer email to pay by 
card, with the Shopify checkout pre-populated. 

If you place a pre-paid order for a customer, 
they will receive invoice email to pay online. 



Account Reports 
• As a Sales Rep, you also can see past 

order history and reports on what your 
customers have ordered. 

• Once you have selected a customer, 
scroll down under Reports 

• Here you can see Purchase History 
by Time Period 

• This also gives you the option to “order 
again” and add same products to start 
a new cart. 

  

Click report to show a 
customer’s order history and 
items. 
 
You can “order again” on any 
items to start a new order for 
that account. 



Click “order again” to add 
any item to a new cart 

Re-Ordering Same Items 
• You can easily re-order the same items from previous orders or order history 
• Simple click the “order again” button on any product within a previous order. 
• This will add same item to new cart to start checkout. 

  



New Accounts 
 

• All retailers interested in applying for a 
new account, should fill out our online 
application form here: 
https://kleankanteen-
wholesale.com/account/register 

• Klean Kanteen will review all 
applications and required fields and 
approve retailer account. 

• This will trigger creation of a new 
online account and customer will be 
notified to login to B2B site. 

• Customers will be auto-assigned to 
correct Sales Rep based on criteria 
and region, if applicable. 
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