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1. Login
Enter the username and
password you have been
provided in the fields at the
top left of the website.

•

2. Logging In
After logging in you
will need to enter your
account information.

•

3. Approved items
You can find all of a locations approved items in the personal catalog. The personal catalog link is located
near the top of the website near the middle of the page.

•
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4. Personal Catalog
Once in the personal catalog you
can search for items by name or
item number. You can also sort
items by category, stock status
and item number.

•

5. Order item
You can order an item out
of the personal catalog by
entering the quantity you
would like in the blank field to
the right of the item and then
clicking the Add to Cart button.

•

6. Product Variables
If you would like more
information about an item you
can click the item’s picture or
product title and that will take
you to the product page. You
can order off of an item’s
product page. Make sure you
have the right size chosen,
add the quantity you would like
to order to the quantity field
and then click Add to Cart.

•
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8. Shopping Cart
Review your order on the Shopping Cart page, if it is
correct press the Proceed to Secure Checkout button.
If you make changes to the shopping cart be sure to
click the Update Shopping Cart button.

•

7. Checkout
To complete and finalize your order, click the green checkout button.

•

9. Checkout Billing Information
The billing information page contains all of your Shipping and Billing information. This page will already
be filled out. In some cases you may be able to choose from multiple shipping addresses, this is totally
dependent on how many shipping addresses a location has approved.

•
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10. Final Checkout Page
Review your order once more on the final checkout page, if everything is correct add a PO number or
pay by credit card and click the Place Order button located in the bottom right of the page.

•

11. Order Tracking
All orders that are associated to a
location can be found by clicking the
My Account link.

•
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12. My Orders Section
All of a locations orders from the
past 6 months are located in the
My Orders section. On this page
you can see the orders invoice
number, PO#, purchase date,
shipper, order status and order
total. To see more details of a
particular order click the tracking
button next to the order.

•

13. Order Detail
Below is what the order detail page looks like. The page contains the items
ordered, item price, quantity ordered, quantity shipped and total spent on that
item. Shipments can be tracked by clicking on the tracking number located in
the tracking information section.

•
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14. To Add Sub-Users
To add sub-users click on the My
Account link. Once logged in the link is
located in the upper left of the website.

•

15. Adding Sub-User
When on the My Account page, scroll to
the bottom of the page to the My Sub
Accounts section. To add a sub-user to
your account you need to enter the
sub-users email address in the My Sub
Accounts field and click the Add New
Sub-Account button.

•

16. Manage Sub-Users
Your sub-users can be found in the My Sub Accounts section.
You can delete sub-users from your account by clicking on the
trashcan that is to left of the sub-user.

•


