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Get Started

• Bookmark the WorkSmart Suite* login 
page:
Bookmark THIS LINK

• Enter your User Name and Password 
provided here:
• User Name: Your Email
• Password: Pass_1234

Note: You will be requested to change 
your password after your first login

• If you have issues, please contact 
Marcom

*WorkSmart Suite is a site created and hosted by our print vendor RR Donnelly

https://emerson.worksmartsuite.com/Login.aspx?SuccessUrl=/UserContentQuickOrder.aspx?category=87
mailto:ingrid.johnson@emerson.com?subject=WorkSmart%20Issue:%20Spence


Place an Order

As a Spence Rep – you should only see 
Spence Valve in the left navigation bar. 

In the event you see other businesses 
listed, as portrayed in this image example, 
navigate to Pressure Management, and 
select Spence Valve.

• Enter the quantity under the appropriate 
document(s) and select Add to Cart

Tip: View the full document by clicking on the 
document image



Review Order

Review your order
• To place your order, select Proceed 

to Checkout

Hold For Later
• If you get an insufficient inventory 

notice, the item will be moved to the 
Hold For Later area. You will need to 
check back later and try ordering the 
item again. No notification will be sent 
when item has been replenished.

• If you have an urgent request, contact 
Marcom

mailto:ingrid.johnson@emerson.com,veronica.ayala@emerson.com?subject=Urgent%20Print%20Order%20Request


Checkout

Ship To
• Select your name from drop down. 

See My Profile to change your 
address or add additional addresses 
under the My Profile

Delivery method
• Domestic orders - select 

Fedex Ground (ships in 3-5 days)
• International orders - select 

International Economy (allow extra 
time)

Shipping account
• Select Pressure Management Sales Office



Additional Features

Orders
• Lists order history

My Profile
• Enter/view your address for accuracy
• Change your password
• Add another location if desired in your 

address book

Contact
• If you encounter any website errors or 

issues, contact our print vendor for 
support


