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Quick Reference Guide 
Welcome to the MRO Express Marketplace 

To start shopping right now, please go to our website, www.mroexpress.com 

Click on the “Shop” link in the menu in the top right of the screen. 

 

 
 

 

 

http://www.mroexpress.com/
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You will be directed to the below login screen.  

 
 
 
 
 
 
 
 
 
 

To begin your shopping experience, click on the globe located just beneath the desired catalog. 
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WAYS TO SHOP 

1. Search by Keyword or Part Number 
2. Quick Order Pad 
3. Category    
 
 
Search by Keyword or Part Number 
The search field allows you to shop for items by simply   
entering in a keyword or Part Number in the SEARCH field   
and selecting the GO icon. 
 
Quick Order Pad 
Located at the top of the screen is the Quick Order Pad  
which allows you to simply list the part ID and quantity of  
the item(s) you wish to add to your cart. 
 
Category 
Begin by clicking All Products Listing Under the Products Tab.  
By moving your mouse over the category headings, you can  
narrow your search by selecting your desired item category. 
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CHECKING OUT 
 
To complete your order, select the Cart icon in the upper right.  All items added into the shopping cart will be displayed. 
Select Check Out. Select Continue. Your items will be automatically transferred from the punchout to the MRO Express Marketplace. 
  

 

Transferring your items from the punchout to the MRO Express Marketplace will save your items in your shopping cart. The items will be saved 
in the cart until they are removed or the order is placed. Click the cart icon on the homepage to access your items. 
 
You will be able to view all items in your shopping cart from your Cart Details screen. To remove an item from your cart, select the box next to 

the line item and select REMOVE SELECTED.  

 To proceed, select CHECKOUT.  
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SHIPPING AND BILLING ADDRESSES 

 

The shipping and billing will default to what is set in your profile.  

 

If you have access to multiple shipping and/or billing addresses,  

click BROWSE to select the appropriate address.  

If the address needed is unavailable, please contact Customer Service  

to have it added to your profile. 

    

PAYMENT  

Enter credit card at the time of checkout  

Populate the required credit card fields with your credit card information 

Your credit card number will be encrypted as soon as it is entered into the system.  

 

Preload Credit Card  

If you have a preloaded credit card, it will  

automatically populate for review 

 

Purchase Order  

If no PO Number is entered, one will be automatically generated 

PO Numbers are limited to numbers, letters, spaces, hyphens,  

forward slashes, and underscores 

 

  
Once all required fields are populated, select Place Order. Once the order has been placed, you will receive an email notification with your order 

confirmation and the order will be sent directly for fulfillment.  


