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4
LOG-IN PAGE ENTER WEBSITE URL 

ARMOURHOUSE.UA.COM

Please enter your username 
(email address) and your 
password (provided to you. 
Please change your password 
upon initial log-in).
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5
HOME PAGE

A snapshot of your 
most recent orders will 
be displayed on the 
homepage.  To view all of 
your orders, click on “View 
All Orders” to go to the 
order history screen. 

View a list of your most 
recent carts (work in 
progress).  To view all 
active carts, you can click 
on “View All Carts” to go 
to the cart management 
screen. 

Select Shopping Mode: At Once or Booking 
mode (if there is an active booking catalog). Make 
sure you always change to the correct shopping 
mode before you start ordering.

If you have access to multiple accounts you can 
switch accounts from this drop down as well.

B2B Customer Name

B2B Customer Name

SELECT SHOPPING MODE ǩATǫ21C( 2R %22.I1*Ǫ /  
VIEW ALL ORDERS / VIEW ALL CARTS ǩ:2R.6 I1 3R2*R(66Ǫ



2

B2B Customer name

© 2018 Under Armour, Inc. All Rights Reserved. The information in this document is Under Armour Confidential

6
MY INFORMATION PAGE: CHANGE PASSWORD

1
B2B Custom

To access your user profile, 
hover over your name at the top 
of the screen and select “My 
Information”. This will direct you 
to \our user Srofile Zhere \ou can 
view your email address that is on 
file and change \our SassZord.

Check this box to show only 
recommended retail price and hide the 
wholesale pricing. 

In this way, a retailer can use 
ArmourHouse to check inventory/retail 
pricing in store without the consumer 
seeing his/her purchasing price.

The wholesale price will only appear 
again if the retailer goes to the checkout 
screen before submitting or uncheck 
the box.
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Enter Name and 
Email Address for 
the user.

Select user role based on 
permission. User roles include:

Inventory Only: User can only view 
inventory.

Buyer: User has permission to view 
inventory and purchase product.

Account Admin: User has access to 
perform all functionalities and add 
other users.

You can restrict the ship to 
addresses available to the user 
from the list of available addresses.

Select the account 
for the user.

Manage and add users under your 
account.

To add other persons to access the B2B 
tool go to the “Users and Accounts” tab 
listed in the menu under your name.

1

2 3

B2B Customer Name

B2B Customer Name

B2B Customer Name b2buser@ua.com 

B2B Customer Name  Olympic Stadium 13 Amsterdam

MANAGING USERS (SETUP ROLES AND EMAIL)
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B2B Customer Name

HOW TO CREATE AN ORDER

Please note the importance of 
selecting the right shopping mode: 

At-Once orders require immediate 
or within next few weeks delivery, 
and will be against available 
inventory. 

Booking reTuires deliver\ five to si[ 
months from the date ordered. 

Select your account (if only 
one account, your account 
name is already listed)

If you want to change your 
account, click on the “Account 
name” and manually type in 
your account name to search 
and click on the name you want 
to select.

Select “Shopping Mode” (At-
once or Booking). Shopping 
mode drop-down appears 
when you place cursor over the 
account name on the upper 
right-hand corner.

1 2

To find a product, enter the 
product in the search bar, or 
place your cursor over “Shop” 
to navigate Sroduct oƬerings. 
Further steps can be found in 
the “Add Product” section of 
this manual.

3

B2B Customer Name

B2B Customer name
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9FINDING PRODUCT (THROUGH SEARCH BAR AND NAVIGATION MENU)
SEARCH / NAVIGATION / FILTERING

Clicking on the “Shop” button 
allows you to navigate through the 
site.  You can select from any of the 
categories availaEle to TuicNl\ find 
what you’re looking for. 

You can search by style/material number, 
style name, or category. You can also 
search for a list of styles at one time and all 
results will be returned (see “Search for List 
of Products” section of this manual).

Once you’ve navigated to 
a category, you can further 
refine \our search E\ using 
an\ of the availaEle filters.

B2B Customer Name

B2B Customer name
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You can search for a product directly 
on your homepage (dashboard). You 
can search for product by Category, 
Gender and Sport.

B2B Customer Name

FINDING PRODUCT (THROUGH PRODUCT SEARCH ON HOMEPAGE)
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SEARCHING FOR A LIST OF PRODUCTS

You can copy a list of styles or 
materials and paste them into the 
search bar. The results will be returned 
as a grid or a list, depending on how 
you are viewing the products.

B2B Customer Name

FINDING PRODUCT (THROUGH PRODUCT SEARCH ON HOMEPAGE)
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GRID VIEW 

LIST VIEW 

SEARCH RESULTS

Grid View displays 
product similar to an 
ecommerce website. 

List View allows 
you to quickly 
enter quantities for 
multiple products 
without having to 
click into each one. 

Toggle to List View 

Toggle to Grid View

When you select color bubble, 
a row with sizing and quantities 
for that color will automatically 
appear. When you select it 
again, it will remove.

GRID VIEW / LIST VIEW



B2B Customer Name

B2B Customer Name
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Then, you will see the “Size Run” 
filter appear under the product 
type and you can filter for specific 
sizes for the desired quantity. 
The results will show all products 
within that product type that have 
availability for the stated quantities.

1

2

To search for a product by size run, 
select the type of product you want 
from the navigation menu, or by 
typing the product name or material 
number in the search bar. 

SEARCH RESULTS
SEARCH BY SIZE RUN
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14ADDING PRODUCT TO YOUR CART
PRODUCT DETAIL PAGE

By clicking on an image from your 
search results, you can view the 
Product Detail Page. This page contains 
additional images and information 
about the product.  

From this page, you can enter 
quantities and add them to your cart. 

You can enter 
quantities and add 
them to your cart. 

When entering quantities, you will 
see the available inventory under 
each Eo[.  )or 6.Us that have a p"q 
you can hover over that symbol to 
see future available inventory that 
you could order.

Warning: please make sure your 
request date is within 30 days of 
the future availability to avoid order 
cancellation.
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15ADDING PRODUCT TO YOUR CART
QUICK ORDER

Note: When two 
prices appear, one or 
more colours have a 
diƬerent Srice. <ou 
can see the price 
when adding to cart. 

To order directly from your 
search results, you can 
click on the “Quick Order” 
button that appears when 
you hover over a product. 

This will present you 
with this entry box 
where you can enter 
your quantities and 
add them to your cart.    



For faster ordering, you can 
toggle to the List View.  This 
will allow you to enter your 
quantities directly from your 
search results without having to 
go into a Product Detail Page or 
clicking Quick Order.  

© 2018 Under Armour, Inc. All Rights Reserved. The information in this document is Under Armour Confidential

16ADDING PRODUCT TO YOUR CART
LIST ORDERING

List View Toggle
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17ADDING PRODUCT TO YOUR CART
COPY SIZE RUN

To copy a size run, enter the 
Tuantit\ for the first si]e and 
color and then move your 
cursor to the color palette. Two 
icons will automatically appear. 
Select the two blank sheets 
icon to copy the size run.

1

To paste the size run, 
hover over the color that 
you would like and click on 
the icon showing one blank 
sheet and one filled sheet. 
This will paste the size run in 
for the new color.

2
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After adding quantities, you would like to order, 
you will see an option pop up to add the product 
to your cart.  If you click “Add to Cart” it will add it 
to the active cart that you have selected.

You can add product to multiple carts at the same time 
by clicking on the arrow in the “Add to Cart” button. This 
will allow you to select from any carts you have already 
created, or you can create a new cart from this screen. 

Once you successfully add this 
product to your cart, you can 
hover over the shopping cart 
and view the items in the cart.

B2B Customer Name      CART 2

     Cart 2

MULTIPLE CARTS / MULTIPLE SHIPMENTS
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19MULTIPLE CARTS / MULTIPLE SHIPMENTS
DEFAULT CARTS

You can set your cart as 
a default cart so that any 
product you add after 
adds directly into that cart.

     CART 2

   Cart 2

   Cart 3

B2B Customer Name

B2B Customer name

Proceed to checkout
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CHECK OUT

Fill in the shipping details 
and your customer PO

3ress nContinueo to go to the final 
step of the check out process
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CHECK OUT Check the box and press 

“submit order” to place 
your order

On this page you can still edit 
your quantities or remove 
products from your order
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CHECK OUT Congratulations, you placed a succesful 

order. <ou Zill receive a confirmation email 
in your mailbox. It is also possible to print 
your order or download your UPC codes.



B2B Customer Name
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SPREADSHEET ORDER FORM

Select the catalog you wish to download.  
(nter \our Tuantities in the 4T< field and 
save the file. 
(Warning: Please check the catalog and 
ensure that you are selecting the correct 
year and season).

Navigate to the “Catalogs” 
tab under your name.

B2B Customer name

<our ([cel file gives \ou the oSSortunit\ to sSlit \our 
order in 6 shipments. 

Please not that the line list has the valid start ship date. 

When uploading please ensure the Excel headers and 
columns reưect the orginal format
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SPREADSHEET ORDER FORM

2nce \ou have filled out 
your order form, you can 
return to the catalogs 
page and click on “Upload 
)ileq.  %roZse for the file 
you saved and follow the 
prompts on the screen.

B2B Customer Name

B2B Customer name

When you upload the 
file \ou Zilll see 2 taEs. 
One with upload issues 
which shows any failed 
items and one with 
successful items.
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25SPREADSHEET ORDER FORM

You can edit, duplicate, share, or 
delete your cart by clicking on the 
circle with three dots.

MANAGING CARTS (WORK IN PROGRESS) 

Click on Checkout to 
complete the order.

Click on the cart name to 
activate and go to the cart.

B2B Customer name

Navigate to the “Carts” 
tab under your name.



© 2018 Under Armour, Inc. All Rights Reserved. The information in this document is Under Armour Confidential

26

B2B Customer Name Operator Name

SPREADSHEET ORDER FORM
SHARING CARTS

Click on the “Share Cart” 
option to share the order with 
other users in your account.

Select the user from your 
account that you wish to share 
your cart with.  That user will 
receive an email that a cart has 
been shared with them and 
they will be able to access the 
cart under their “Carts” page.

Note: You will not have the 
option to checkout if you have 
shared a cart.  You will need to 
reclaim the cart before you can 
proceed to checkout.

If you need to reclaim a cart that you have 
shared, you can go to your “Carts” page and 
click on the “Reclaim” button.  Once you do 
this, the cart will no longer be available to the 
person with whom you originally shared this.  
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ORDER HISTORY

The order history tab gives 
you a quick snapshot of your 
submitted orders.   

B2B Customer name

B2B CUSTOMER NAME

B2B CUSTOMER NAME

B2B CUSTOMER NAME

B2B CUSTOMER NAME

B2B CUSTOMER NAME

B2B CUSTOMER NAME

B2B CUSTOMER NAME

Navigate to the “Order 
History” tab under your name.

Click into an order to view 
more details and view 
detailed order status.  

<ou can filter E\ t\Se of order 
(booking/at once) or by account/
organization (if you have access 
to multiple accounts/orgs).  

B2B CUSTOMER NAME
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You can print/save your order 
as a PDF, or download UPCs 
using the “Print Order” and 
“UPC Download” buttons.

Shipping and billing details will be 
displayed at the top of your order 
with item details below.
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When product ships, tracking 
and carton information will post 
automatically to order history 
when available.

Shipping Status Traffic Lights:
  Grey: Order placed 
  Green: Product has shipped 
  Yellow: Processing at Warehouse 
  Red: Product has been cancelled
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CATALOGS: DOWNLOADING UPCS

Locate the catalog for which you would like 
to download the UPCs (booking or at once) 
and click the Download button. This will 
Sroduce a file Zith Sroduct information. 

B2B Customer name

Navigate to the “Catalogs” 
tab under your name.

B2B Customer Name
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At-Once Order: An order for the current season that requires 
immediate delivery or delivery within the next few weeks, and will 
be against available inventory. 

Booking Order: An order that requires delivery for a future season 
�five to si[ months from the date ordered�. %ooNing orders can 
only be placed during the appropriate order window.

Cart: An order that is in progress and has not yet been submitted 
to Under Armour. Changes are still permitted.

Catalog: This the assortment that you have access to. Please 
note that there is a separate catalog for each season, you can see 
these in the “Catalogs” option found next to your name on the 
upper right-hand corner of the screen.

Customer PO: This is the unique reference number used by the 
customer to identify each order.

Freight Charge: This is the amount of freight that will be applied 
to your order should your order falls below the minimum (please 
see site FAQs for the latest values)

Freight Methods: Methods by which your order can be shipped. 
Under Armour will select the best possible method based on 
order size and location.

Fulfillment Options: Rules used by the system for at-once orders 
to determine Zhether the order is suƱcientl\ covered �availaEilit\� 
to ship.
 › Standard Fulfillment: When 90% of the order is available, it will 
ship. The remainder will ship as soon as 90% is reached again)

 › Ship Complete: Will ship when 100% of the order is available. 
Warning: If not available within 30 days, the order will cancel 
unless you contact Customer Service (please do so within 30 
days of your requested ship date)

 ›  Ship and Back Order: will ship at 50% coverage of order. We 
strongly advise to not select this option unless product is 
urgently needed (results in many small shipments)

MSRP: This is the recommended retail price.

One-time Drop Ship Address: This is a one-time address to 
which you would like your order to be shipped to. If this address 
will be used more than once, please contact your Customer 
Service Representative to set this up as a permanent address 
(Standard addresses will appear in the ‘Shipping Address” box on 
the Checkout screen.

Requested Ship Date: Date that the customer elects for products 
to be shipped by Under Armour.

Ship Date: Earliest date the product will leave the warehouse. This 
does not account for delivery/transit time.

Sizing: All sizing displayed are US Sizes (please see size chart on 
product detail page for conversion)

Wholesale Price: This is your purchase price without any discount 
applied.

DEFINITIONS
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