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Login



Select Items to Order

Using Created Lists

Running Totals



Move Page To 
Selected Category

Find An Item On 
Your History By 
Keyword Search

Scroll By 
Page 

Number

Page Tool 
Bar

Work on Multiple 
Orders At The 

Same Time



Select Items to Order

Using Item Search Feature

Refine Search 
Parameters



Select Items to Order

Using Catalog Browse Feature

Sub-categories To 
Select From

Print This Page or All Pages 
of Items. Erase All Entries



Key In Items to Order

Using Quick Entry Feature

Click “Update” To 
Display More Order 
Boxes When These 

Are Full

Clears All Entries



Review Order
Detail

Option To 
Delete Order

To Remove Item Set 
Quantity to “0” Here

Click “Check Out” Tab 
When Complete or Return 
To “Select Items” to Add 

More Items



Check Out Here

Enter P.O. # Here

Confirm/Change 
Delivery Date

Reference #

Instructions

Submit Order Here



Your Order Tracking Number is 
Referenced Here



“Tools” Tab To Track 
Orders and Create Your  

Custom Lists

Track Orders and See Detail 
By Clicking On Order 

Tracking Number



Click Lists To Create and 
Manage Lists

Existing Lists

Modify Lists Using These 
Function Keys



Options Tab to 
Customize Your 

Ordering

Customize 
Ordering Pages

Check This If # of Line 
Items Exceeds 50

We Recommend Always 
Checking This Prompt



Manage User Options Here

Add or Change Your 
E-mail Address 

Change Passwords Here


