
ONLINE ORDER 
GUIDE ASSISTANCE

Placing an Order

1. Filling out the “Order by” under Order 
Information is required before placing an 
order.

2. Scroll down to the items on your order 
guide. Place the number of the correct 
quantities you need next to each item. 
Make sure the quantity is placed next to 
the correct unit needed (Ex: EA, CS, etc.)

3. Once you are finished filling out the 
quanitities you would like, click on the 
“Review & Send” button found at the 
top or bottom of the page.

4. After clicking the Review & Send 
button, a summary of your order will ap-
pear. After looking over the order, you can 
either click “Edit Order” if you would like 
to add or remove an item before sending, 
or click “Send Order” if you are ready to 
place your order. The order will not be 
placed until you click the “Send Order” 
button.

How To: place an order, add/remove an item, change password

Step 1:

Step 2:

Step 3:

Step 4:



Adding an Item to Your Order Guide
1. Once logged into your order guide, click 
the “Products” button in the menu bar at 
the top of the screen.

2. Search through the online catalogue in 
the screen that comes up.

3. Once you find the item you want to 
add to your order guide, click the green 
“Add to Order Guide” button below “More 
Details.” Once clicking this button, it will 
automatically take you back to your order 
guide showing the item at the top of the 
screen.

Removing an Item From Your Order Guide
1. Find the item you would like to remove 
in your order guide and click the 
“Remove” button. A screen will pop up 
asking you if you are sure. 

Changing Your Password
1. After logging into your account, click 
the “Change Password” button towards 
the top of the screen under Account 
Features.

2. In the Change Password screen, you are 
able to change any of your account infor-
mation, including your username, pass-
word, contact name, and email as well as 
account roles if you have multiple logins. 
Click “Save User Details” after any changes 
are made.
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