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User Account Information

On Thursday, May 11th (pm)

You will receive an email containing user account login 
information from:
noreply@SalesPortal.Fellowes.com

The link to the Fellowes Sales Portal login:
https://salesportal.fellowes.com

PLEASE NOTE!:
System access will be available on Monday, May 15th (am) 

mailto:noreply@fellowes-SalesPortal.com
https://salesportal.fellowes.com/


Login Screen

The link to the Fellowes Sales Portal login:
https://salesportal.fellowes.com

Username is entered in the format
flastname@COMPANY

e.g. jsmith@TRAINING

https://salesportal.fellowes.com/


Home Page Menu Bar

Menu options :

Home

User menu



Home Page Function Buttons

Search for any quote or 
order using a wealth of 
header and line lookup 
criteria 

Create a New 
Quotation

Copy Quote 
to create 
New



Search

See the results :

View Quote/Order or 
Copy to New

How do you want it 
displayed back to you? What criteria are you searching for?

What do you want to 
search using?



Copy

Choose the Quote(s) to Copy

Change, Save & 
Price the new Quote



How to Create a New Transaction (Quotation)



Bill & Ship Direct to Customer
Click the toggle to Bill to Direct 
customer

Choose from list or click toggle 
to New Bill To Direct Customer 

Enter New Ship-To detailsEnter New Bill-To details



Shipping Carrier

Move to this tab

Choose from list

If Customer Collect/Third Party – fill in 
details

Toggle On – will  incur 
an additional fee at 
Line Item level.



Order Contacts

Enter new or select from the list the 
contact to receive all notifications and 
order confirmations.

Enter new or select from the list the 
contact to be contacted regarding 
shipping arrangements



Quote Information

Move to this tab

Quote number is auto-generated and becomes the 
Fellowes Order number

This is the preferred date your shipment will leave 
Fellowes – not arrival date of shipping address!

NOTE: The earliest Request Ship Date must be 
greater than the longest production lead-time of 
any product on your Quote/Order!

See our Partner Portal for Product Production Lead 
Times!

Apply a single or split SPIFF to the order if applicable or choose 
NONE

Enter your own reference / purchase order number



Types: Program/Order/Contract/SPA
Order > Contract > SPA Must be entered in sequential order

Enter here if your agreed SPA is not visible in drop 
down list.

Have you chosen the right Order & Contract Type?



Import TXT (renamed from SIF) Steps 1-3 

Move to this tab

SIF has been 
renamed to TXT

Shows the selected file as being 
ready to import



Import TXT (renamed from SIF) Steps 4-6

Click “Import SIF”

Line items will appear when 
TXT file has finished loading

SIF Import is 
working . . .



Add Lines
Click “Add Line”

NOTE: Will only be enabled when all 
Header level mandatory fields have 
been entered

Click “Configure Item”

Search for Item by Product (Catalog Number)



Add Line Item Configuration

Select configuration options for the 
catalog item selected



Quick Add 

Option to add sundry line items for :

Design
Project Management
Installation
Reconfiguration
Miscellaneous

Quick Add

Enter the agreed Unit Price 
on the line item



Line Item Reconfiguration 

To reconfigure a line item, 
you must select the PARENT 

Then Click the 
Reconfiguration Button

Parent

Child

Parent

Child

Update to validate 
changes and confirm 
new price.

Save to return to Line 
Items page



Tagging

Group Tag is the Tag label 
to attach to single or 
multiple selected Line 
Items

Select lines at either 
Parent or Child for 
tagging

Press Update Selected 
Tags

Choose a mass update option for tagging 
using your entered Group Tag



Check the box to select All 
line items

Applying the SPA to All Line Items

Go to the Quote 
Information tab

Click “Apply SPA’s”

The SPA name is now visible against all 
applicable lines, however the Discount 
has not calculated

Click “Save & Price” and the line item 
discounts will appear against all 
applicable line items where SPA has 
been agreed and set-up.



Copy Line Items

Parent

Child

Parent

Child

To copy a line item, you must 
select the PARENT

You can copy multiple line 
items at once 

Select the number of copies 
per line selected

Click OK

New line items are created



Freeze Line Item Columns

Select a Line Item Column 
Heading to highlight in pale 
blue

Click the “Freeze” button to 
hold the column in position 
and allow left to right 
scrolling to the immediate 
right of the frozen column



Quote/Order Summary

Check the Quote Summary totals 

Click “Save & Price”.

Click “Submit Order” to validate the 
Quote Entry.

When Quote has been validated –
you will receive this message
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