
Hummel’s Office Plus DForce On-line Ordering System 
Quick Tips 

 
Placing an order 
 
1. Go to www.hummelsop.com (For future convenience, please bookmark this site to your favorites) 
 
2. A new screen will open.  Located in the upper right hand corner of the screen you will see the My Account/ Login Box.  

Click on My Account and this will bring you to the Landing Page where you will enter your Username and Password 
and then click GO.  The top of the screen is for DFORCE 1 and the bottom of the screen is for DFORCE 2. 

 
 

 
 
 
 
 
 

*****  See below to view the landing page. 

 

 

 

 



 

Open an Account: Online Ordering � �
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3. Click on the “Quick Order” tab on the left hand side of the screen if you know all of the item numbers you want. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Enter the three-digit prefix under “Prefix:”, which  is the first three digits of the item number.  Tab to “Item #:” and 

enter the rest of the item number.  Don’t use any dashes, slashes or spaces when typing the item number.  Tab to 
“Qty:” and enter the quantity desired (make sure to look carefully at the unit of measure and order accordingly).  No 
comments are needed in the comment section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. You can either add to the cart each item as you go or after your order is complete, then left click on “Add to Cart ”.  If 

you “add to cart” as you go, you will see all of the alternates that will be suggested after each item and you can quickly 
and easily choose then.  Your Shopping Cart on the right will show a Reference number along with the Total number 
of Items on order and the Pre-Tax dollars.   

 
6. To view your order at any point in time, simply click on “VIEW” on the right hand side of the screen under your 

shopping cart.  It will list all of your items you have added to the cart.  At this point you have several options.  You 
can return to the catalog, place your order on hold, delete your whole order or a single item on the order, check out 



(which will be the screen where you submit your order), or print your order.  If you are ready to submit your order 
click on “Check Out”. 

 
 
At the “Check Out” page, 
double check to make sure 
your items are correct, then 
click on the “Submit Order” 
button, your order is now 
placed.  You will get a 
message saying that your 
order has been submitted.  It 
is important to see this 
message to know your order 
has gone through.  Your 
merchandise is now on its 
way to you.  At this point you 
may print out a copy of the 
order by left clicking on 
“PRINT THIS ORDER”. 
 
 
 
 
 
 
 
 
 
 
Quick Search 
 
 

 
 
 
 
 

If you know the part number, product name, or manufacturer, you can simply enter the item you are looking for in the 
QUICK SEARCH text box, then hit enter or search now.  The box is located in the upper left hand corner, next to the 
Hummel’s Logo. 



 
 
 
 
 

Search Continued 
 
 
TIP:  when entering an item number, DO NOT add “/” or “-“ 
 
Example:   
The Hummel Catalog Entry: Hum Hanging-1/5 
Should be typed like this:  Hum Hanging15 
 
Example 2: 
 
If you are looking for pens, you don’t want to just enter pens in the search field.  You will get way too many choices.  You 
want to pinpoint your search more closely. 
 
If you are looking for blue gel pens, you can enter into the search center the most generic part of your search first such as 
pens, then leave a space, type gel next, leave a space and then type blue.  Then click search now.  It will bring up a new list 
of categories to click on such as pens and refills.  Click on pens.  It will bring up another list and then choose gel ink pens.  
You will see all of the selections you have to choose from. 
 
Browse Catalog – If you don’t know the items you want, you can browse our catalog.  You can browse our catalog by 
clicking on BROWSE CATALOG in the order center located on the left hand side of the browser.  You can search by: 
keyword, manufacturer, item number or product category.   
 
 
  

 
 
 
 
 
 



 
 
 
My favorites – Provides an easy way for you to access the items you order most often and order from your list(s). 
 
To place items in your favorites as you go: Whenever you are placing an order and see the tab “Add to favorites” you are 
able to add this particular item to your favorites by clicking on the tab. In this case it would be a “build as you go” 
scenario whereby your items are added to Your Favorites as you are placing an order. If you want to add all of the items 
at once you can follow the steps below: 
 

 
 
1. Have your item numbers ready to enter 
2. Under Favorites on the left hand side of the screen, click the GO tab 
3. On the next screen that comes up, click the MANAGE tab 
4. Type your list name in the white box at the top and click the ADD LIST tab 
5. Now click on the list name under the title “DEFAULT ” and click the view tab 
6. Enter all your items into your list.  Fill in prefi x, item # and Qty.   
7. You can skip the comments section.  Click on add to favorites and continue through all the items until you’re done. 

 
 

 
NOTE:  You have other options in the drop down menu of the favorites list such as remove selected items, add selected 
items to cart and buy selected items now. 



 
Held Orders – Offers a way for the user to hold an order you are processing so you can come back to it at a later date.  
Often times you will get logged out of the system if you move away from your computer for 15-20 minutes.  You can put 
your order on HOLD by clicking on VIEW under shopping cart and then on HOLD ORDER above the items listed.  You 
can also put your order on HOLD in the CHECK OUT screen.  Your order can be retrieved in HELD ORDERS on the 
right hand side of the main screen under ORDER INFO. You can then continue your order and check out when you have 
finished.   
 
To view HELD ORDERS click on HELD ORDERS under ORDER INFO on the right panel.  Click on the order number 
that you want to process and it will then be added to your shopping cart.  You can continue shopping or check out. 
 
 

 
 
 
 
 


