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Requesting a New WCS Account 

Before you can access the web ordering system, you must request a user account by 

completing the following steps. 

1 Enter http://www.webservices.averydennison.com into the web browser. The below 

page appears: 

  
 

2 Select Register Customer Logon. The below page appears: 

  
 

3. Select No, I need to create a billing account with Avery Dennison. 

 

NOTE: If you already have an account with Avery Dennison it will be linked on the 

back-end of the system. 

4. After selecting either option, both the Request User Login Name and Request 

Company Account options become available. 

5. Select Request Company Account. 

6. Click Create.  

http://www.webservices.averydennison.com/
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Company Registration 

After selecting Request Company Account, you are redirected to the below page: 
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1 Fill in the form with the required information. Mandatory fields are marked with a 

red asterisk (*). 

a. Brand/Retailer Site is case sensitive.  Enter: VINCE 

b. Printing:   Select Service Bureau  

c. Supplier Code: Enter your VINCE Vendor ID Number.  

2 After selecting a Country, the page refreshes. If a state or province must be selected, 

a drop down menu appears in the State/Province field. Otherwise, a free text box 

remains and the field is not mandatory. 

3 If the billing and shipping addresses are the same, check the Same as Billing 

Information box. The shipping information fields populate automatically. 

4 If the billing and shipping addresses are different, enter the shipping information 

into the relevant fields. You can only request one ship to address at this stage. If 

additional addresses are required, these can be added through the Account section 

of the store front, which is available when the user is logged into the web ordering 

system. 

5 When all information has been entered, click Submit Request. 

6 Once the user clicks the Submit Request button, an e-mail is sent automatically to a 

Customer Service Representative to notify them that the request has been made. 

7 To cancel the request, click Cancel Request. All information is deleted, and you are 

redirected to the login page. 

Registration in Progress  

After clicking Submit Request you receive the below confirmation message: 
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User Logon Request 

NOTE: You may repeat this process to register multiple users for your account. 

1 After you have completed your Company Registration, please return to the main 

page and follow steps 1-3 from page 4 of this guide. 

2 Select Request User Login Name.  You are redirected to the below page: 

 

 

3 Fill in the form with the required information. All mandatory fields are marked with 

a red asterisk (*). 

a. Company Name: Enter your company name EXACTLY as typed on the 

Company Registration page 

b. Brand/Retailer Site is case sensitive.  Enter: VINCE 

4 After a Country is selected, the page refreshes. If a state or province must be 

selected, a drop down menu appears in the State/Province field. Otherwise, the free 

text box remains and can be left blank. 

5 If you do not have an e-mail address, select the I do not have an email address box. 

The User ID field becomes available and the Email field is unavailable. 
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6 For users without e-mail addresses only – you can select your own user IDs by 

filling in the User ID field. The username is validated against all others in the system 

before registration is completed to ensure that it does not duplicate an already 

existing user ID. 

7 When all information has been entered, click Submit Request. 

8 To cancel the request, click Cancel Request. All information is deleted and you are 

redirected to the login page. 

 

Registration in Progress  

After clicking the Submit Request you receive the below confirmation message: 
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Starting a Web Services Session 

1 Enter http://www.webservices.averydennison.com into your web browser  

 

NOTE:  Only FireFox 40.0 and higher, Google Chrome 44.0.2403 and higher, and 

Internet Explorer 10 and higher are supported. 

The login page appears: 

 

2 Enter your Username and Password. 

3 Click Sign In. 

4 Click the Product Ordering link.  

 

After selecting Product Ordering, you are redirected to the Order Setup page. 

http://www.webservices.averydennison.com/
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Searching for Orders and Searching the Catalog 

 

1 Select a Search option: 

a Purchase Order (PO) allows you to search for all POs in the system by PO 

Number, Order Status, Order Number, Vendor Name, Order Date, Copied From, 

and/or Order Name. 

b Catalog allows you to search for specific items from the catalog, or browse the 

catalog to locate the item(s) you wish to order. 

c All Order allows you to search for all POs in the system by PO Number, Order 

Status, Order Number, and/or Order Date. 

After selecting an order type, the search fields appear: 

Purchase Order (PO) –  
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Catalog –  

 

All Order –  

 

2 Enter your search criteria into the fields provided.  

3 Click Search.  
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Calling Out a Purchase Order  

 

1 Click the  icon next to a PO to view and compare versions of the purchase order. 

2 Select the PO(s) you want to call out by clicking the radio button next to the PO 

Number(s). 

a You can call out up to 20 POs in one order. To do this, check the selection boxes of 

all the POs you want to include and proceed as usual. 

3 Continue a saved order by clicking Saved in the Order Status column. You are taken 

to the page on which the order was last saved to continue the ordering process as 

per usual. 

4 Click Order Service Bureau to proceed. 

You are redirected to the Item Assignment page. 
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Assigning Items to an Order 

For callout orders, you must assign items to the selected purchase order. 

 

1 Enter all or part of the item number into the Quick Search field and click Assign. 

 

NOTE:  This is a progressive search. As you type each additional character, fewer 

matches appear. Example: 

 

OR 

2 Click on Browse Categories to select an item from the catalog. 
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The selection appears automatically in the selected items table: 

 

3 Tick the box next to the item you want to assign to your PO. 

4 If required, assign more items by following the above steps. 

5 If your order includes multiple POs, assign items to the remaining POs on the order 

by doing one of the following: 

a. To assign different items to the next PO, select the PO from the drop down menu 

at the top of the page. 

b. To assign the same items to all POs, after the items appear in the selected items 

table, check the selection boxes and check the Apply these items to All PO 

Numbers in order selection box. 

c. To assign the same items that have been assigned to the current PO to the next 

PO, click Assign Items to Next PO. 

6 Remove assigned items by checking the selection box and clicking Remove. 

7 Once all required items have been assigned, click Go to Edit Order. 

You are redirected to the Edit Order page.  
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Completing the Edit Order Page 

 

1 Items may appear in different tabs on this page. Click each tab to view/edit 

information. 

2 Enter information into the variable data fields for each tab. Required fields are 

marked with a red *. 

3 To remove a SKU, check the box next to the item and click the Remove SKU button. 

4 You can change the Quantity to Order:  To change a single quantity for a SKU, enter 

a number into the editable field next to the PO Quantity field. 

5 To add additional POs, click the Add POs link. The below search screen appears. 
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6. Enter an Order Number or PO Number and click Search. Your results appear in a 

table below your search criteria: 

 

 

7. Once you have located the PO, check the box next to your result and click the Add to 

Order button. You are redirected to the Assign Item page: 

 

 

8. Browse for and select an item as described on pages 8-9. Tick the item and click Go 

To Edit Order. 

9. The PO and item(s) are added and you are returned to the Edit Order page: 

 

 

10. Click  to view the details of each PO:  
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You must complete the required fields for all POs in the order. 

11. If you wish to cancel the order, click the Cancel Order link. 

12. If you wish to place your order later but save your data, click the Save Order link. 
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13. If you wish to discard your current order and start over, click the Go to Order Setup 

link. The following pop-up screen appears: 

 

 

Click Yes and you are returned to the Search page as shown on page 5 and your 

order is deleted. If you click No you are returned to the Edit Order page to resume 

placing your order. 

14. Once all data has been entered and/or verified, click Next to proceed. 

You are directed to the Shipping & Billing Page. Proceed to Page 18 for information 

on completing this page. 
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Ordering Catalog Items 

NOTE: The maximum number of lines you can order at the same time is 100, for a 

maximum of 1000 SKUs. If you add more than 1000 SKUs, an error appears. It is 

suggested that you order less than 100 lines per order. 

1 Enter all or part of the Customer Item number into the free text box and click 

Search. Your results appear in the table below the search fields.  

 
 

NOTE:  This is a progressive search. As you type each additional character, fewer 

matches appear.  

Example: 

 

-- OR -- 
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2 Click on Browse Categories to select an item from the catalog.  

 

 

3 Your  result(s) appear in the table: 

 

 

4 Select items from the table by checking the selection box(es). 

5 Click Order Service Bureau to proceed. 

You are redirected to the Edit Order page.  
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Completing the Edit Order Page  

 

1 Items may appear in different tabs on this page. Click each tab to view/edit 

information. 

2 Enter a PO Number. 

3 To remove a SKU, check the box next to the item and click the Remove SKU button. 

4 To copy a SKU, check the box next to the SKU and click the Copy / Add SKU’s 

button. The additional SKU is added. To copy multiple SKUs, check the boxes next 

to the SKUs to copy and click Copy / Add SKU’s. The SKU(s) are copied. 

5 To add a SKU, click Copy / Add SKU’s. To add multiple SKUs, enter a numerical 

value into the free text box next to the Copy / Add SKU’s button and click the 

button. The SKUs are added.  

6 You can change the Quantity to Order:  To change a single quantity for a SKU, enter 

a number into the editable field next to the PO Quantity field. 

7 If you wish to add more item(s) to a catalog order, hover over the Add Items link.  

Two options appear: 

 

8 Select Manually Specify Variable Data to return to the catalog and manually search 

for an item to add to the order. 
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a.  Conduct your search. Your results appear below the search field: 

 

b.  After locating the item you want to add, check the box next to the item and 

click the Add to Order button. You are taken back to the Edit Order page. 

9 If you wish to discard your current order and start over, click the Go to Order Setup 

link. The following pop-up screen appears: 

 

 

Click Yes and you are returned to the Search page as shown on page 5 and your 

order is deleted. If you click No you are returned to the Edit Order page to resume 

placing your order. 

10 If you wish to cancel the order, click the Cancel Order link. 

11 If you wish to place your order later but save your data, click the Save Order link. 

12 Once all data has been entered and/or verified, click Next to proceed. 

You are directed to the Shipping & Billing Page. Proceed to the next section for 

information on completing this page. 
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Completing the Shipping and Billing Page 

1 Confirm that your shipping and billing addresses are correct.  

 

2 Use the Edit Address or Add Address buttons to edit or add address information. 

One of the following pop-ups appears. Complete the fields and click Save to save 

your changes or Cancel to cancel them. 

Edit Address –  
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Add Address –  

 

3 Depending upon the fulfillment center(s) available for the PO and items in the order, 

you are taken to either the Order Level or Item Level tab. 

 

Order Level – 

 

Item Level –  
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4 If the information is the same for all items/POs in the order, complete it as required 

at the Order Level.  If it is different for some items/POs in the order, then complete 

as required at the Item Level.   

a Enter a reference number into the Customer Reference field. The customer 

reference number can be anything that you choose; it is to help you identify your 

order.  

b Select a Shipping Method from the drop down menu. 

c Select a Billing Option from the drop down menu. 

 

NOTE: If you select Bill my freight account as your Billing Option, the Account 

# and Shipping Carrier fields are enabled. 

d Enter a value in the Account # free text box. (Mandatory if enabled.) 

e Select an option from the Shipping Carrier drop down menu. (Mandatory if 

enabled.) 

f Enter any special shipping instructions in the Shipping Instructions field. 

5 Click Next at the bottom of the page. 

You are directed to the Order Preview page. 
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Submitting an Order  

On this page, you can review your order before submitting it.  

 

1 Tick the green down arrow to view details of the line items: 

 

 

2 Once you have confirmed that all the address and line item information is correct, 

click Submit Order. 

You are directed to the Order Confirmation page. 
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Order Confirmation 

Call Out Order: 

 
 

 

Catalog Order: 
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This page confirms that your order has been sent to Avery Dennison for processing.  

1 Start a new order by clicking the Start New Order link at the top right of the page, or 

by clicking the Orders tab. 

2 To email or print a copy of the confirmation, click the Email or Print link. 

3 To copy a Catalog order (reorder, with the option to make changes), click Copy 

Order.  

 


