r- PUGET SOUND PLANTS
wholesale Landscapa Nursery

Online Sales Portal Customer Use Guide

Accessing the Online Sales Portal

Navigate to our Puget Sound Plants website: https://www.psplants.com/

e Select the ‘Availability’ tab, and scroll down to the ‘Live Availability’ section
e From there you can access the link to our Online Sales Portal (Web Portal)

and the User Guide.

Creating Your Account

Website link to the Online Sales Portal: https://psp.growersync.com/home

On the upper right corner of the home page, select the green ‘Login’ button. This will
automatically take you to the login page.
e Underthe ‘Sign in’ bar, you will see a ‘Don’t have an account? Signup’. Select the
Don't have an account ? Signup
e Please enter the requested Contact Details on the following page. All starred fields
require information entry by customer. After filling out the required information on
the first page, select ‘Continue’ on the bottom right.
e Please enter the requested Address Details on the following page. All starred fields
require information entry by customer.
o If shipping address is same as billing address, you may select the ‘Same as
Bill To’ option above the ‘Ship To’ and your information will autofill from ‘Bill
To’.
e Review the ‘Terms and Conditions’ and select the checkbox ‘| agree to the terms and

conditions’. The box must be checked before you can proceed.


https://www.psplants.com/

e Select ‘Submit’ in bottom left corner to continue.

[ 1 agree to the terms and conditions.
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After hitting ‘Submit’, you will automatically be taken back to the initial log-in page. You can
close this page. Your account creation must be approved by PSP Staff. Please allow for up
to 20-30 minutes during business hours for your account to be approved. If you encounter
issues, please call the Olympia office: (360) 943-0480.

Once your account creation has been approved, you will receive an email titled ‘Activate
your PSP account now’.

e Selectthe ‘Confirm Email Address’. You will automatically be taken back to the
Online Sales Portal, where you will be asked to create a password for your account.

o Ifyou do not see this email in your primary inbox, check your junk folders.

e Onceyour password is entered, select ‘Activate Account’. You will then be taken to
the initial sign in page, where you can enter your email address and password, and
proceed with the ‘Signin’.

Congratulations! You have successfully created your Puget Sound Plants account. You may
now view our live availability, pricing, inventory photos, and place ‘orders’ in the form of a

quote/order request.

Navigating the Online Portal
There are multiple pages you can view in the Online Portal via the menu bar at the top of the
page:
Home: This page shows featured items tagged with Sale or Hot

e Sale: items that are discounted from our regular wholesale price

e Hot: items that are new to our inventory or that we would like to showcase
Availability: When selecting ‘Availability’, a dropdown will appear that lists our live
availability from our different locations

e AllSites: combined avail of all of PSP’s locations



e Olympia: material currently on-site at our Olympia location
e Snohomish: material currently on-site at our Snohomish (Maltby) location
e Toledo: offsite material at our Toledo production farm
After selecting your preferred availability list, you can toggle between different viewing

formats using the following buttons on the upper right hand of the avail sheet:

At the top of each avail list you will find a short description of the selected site and a
transfer addendum. If you have questions about transfer times, please contact a sales rep.
Contact Us
Selecting ‘Contact Us’ will automatically open a new tab to our main website, where you
will find contact information listed for:

e Olympia Sales

e Snohomish Sales

e Accounts Payable

e Accounts Receivable

e Procurement
The phone numbers of our Olympia and Snohomish offices are listed at the top of this
page.
Create Order
This will allow you to create an ‘order’ in the form of a quote/order request. The following
section will elaborate on how to make your quote. *Please note: creating a quote/order

request does not guarantee material availability or desired delivery date.

Creating and Submitting Your Quote Request
From the menu bar, select ‘Create Order’. From there, you will be asked to select your order
type and fill out the necessary details for a sales rep to process your request. All red starred

fields must be filled out. The two order types you may create are: ‘Order’ and ‘Quote’:



e Order Request: orders are finalized plant lists that are needed for delivery or pick-up
in a specified amount of time.
e Quote Request: quotes are for plant lists that are still under review or simply require
general pricing for budgeting purposes.
Please fill out the ‘Order Details’, ‘Contact Details’, and ‘Address Details’.
For ‘Requested Ship Date’, the soonest you can select is one week (7 days) from creation of
order date. Only weekdays are valid ship days for both pick-up and delivery orders.
For ‘Ship Method’, multiple options are available:
e Maltby delivery
e Maltby pick-up
e Olympia delivery
e Olympia pick-up
In the ‘Address Details’ section, the ‘Bill To’ and ‘Ship To’ information will autofill to match
your business account information. If requesting ‘Maltby delivery’ or ‘Olympia delivery’ as
your preferred Ship Method, please make sure that the ‘Ship To’ details match the site
address where you would like your order shipped.
e PSP only ships within WA state
e Peninsula deliveries typically happen on Tuesdays and Thursdays
Once the required information has been filled in, you may select ‘Submit’ and proceed to
choosing your plants.
To select the plants you would like to add to your request, follow the instructions in the
‘Navigating the Online Portal’ > ‘Availability’ sections.
e To add plants to your quote/order, put your desired quantity in the ‘Qty’ or ‘Enter Qty’
section and press enter
e Those plants will automatically be added to your request as a line item
To view all line items on your quote/order, select the ‘Cart’ option from the upper right

corner:
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e From the ‘Cart’ popup window, you can adjust the quantity of each added line item,
remove line items completely, delete your quote/order, or proceed to ‘Checkout’.

e After selecting ‘Checkout’, you will be asked to review the details of you request.
Please check your entered information for accuracy.

e From this page, you may also add items to your plant list, delete your quote/order
request, or print your current request information.

e Once all yourinformation has been reviewed and you are satisfied with your
quote/order, you may select ‘Place your order’ on the last page, ‘4. Address Details’.

After your request has been submitted, a PSP sales rep will review it and respond to you
within 2 business days to finalize your order.

e Ifyouwould like a pick-up date sooner than the allowed one week (7 days) from
quote/order creation, please follow up your quote submittal with an email or phone
call to the Olympia or Snohomish sales office. This applies to pick-ups only.

e You may also put an earlier pick-up request under the ‘Order Notes’ of the ‘1. Order
Details’ page while reviewing your order. At least 1 business day notice is required
for pick-up orders so that our crew has time to prepare your order.

e Ifyouwould like a delivery date sooner than the allowed one week (7 days) from
quote/order creation, please follow up your quote submittal with an email or phone
call to the Olympia or Snohomish sales office. A minimum of 2 business days’

notice are required for our crew to prepare your order load for delivery.

Customer FAQ’s

Is the online sales portal account the same as PSP website account?

The online sales portal, which will be accessible through our main PSP website, is not the
same as the previous PSP account that allowed customers to view our pricing and
availability through the ‘Availability’ tab on our website. PSP will be transitioning from
having a static, weekly updated availability on our main website, to the online sales portal

which has a live availability.




To view pricing on our online sales portal, you will need to complete the signup process and

create a new sales portal account.

How do | know if | should submit an Order Request vs Quote Request?
Customers may submit Order Requests and Quote Requests through the online sales
portal, depending on what is more applicable to their needs.
e Order Request: orders are finalized plant lists that are needed for delivery or pick-up
in a specified amount of time.
e Quote Request: quotes are for plant lists that are still under review or simply require

general pricing for budgeting purposes.

When can | pick up my order/have it delivered?
For pickup orders, we require a minimum of 1 business day notice to process your request.
For delivery orders, 2 business days are needed so that our crew has time to prepare and
load your order.
e The sales portal has a default 7-day order
e For both pickup and delivery orders, if requested items must be transferred from a
different PSP location, additional time may be required to prepare your order. Please
reference the relevant transfer addendum located on the portal availability lists
underneath the site description for more detail on transfers.
e If you would like to pick up your order day-of at our Olympia or Snohomish location,
please contact our office by phone to expedite the process. Our office and sales rep

contact information can be found on our website under the ‘Contact’ tab.

Can | export the availability to Excel?
You can export any of the Availability lists to Excel by clicking on the ‘Export’ > ‘Export as

excel’ on the upper right of each list:
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Export as excel

The Excel sheet will automatically download to your device, where you can view it under

your downloads folder.



