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Enter your provided username and password into the text boxes and select the “Login” button. An 

incorrect login of either username or password will result in the screen below. A valid combination will 

result in the screen shown on the next page. 

 



 

 

 

After you have successfully logged in, you have several options 

1) Select the category of an item that you need 

2) Search by item code or description (full or even partial matches will be displayed) 

3) If you left with items in your cart, you can pick up where you left off 

4) Start with a previously placed order and make modifications to the item quantities 

5) Change Password 

6) Log out 
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Starting an order by selecting a category from the menu on the left 

After selecting a category from the left column, you will come to a screen that lists all of the documents 

currently available for order. If the document you are ordering is prepackaged in certain quantities, the 

dropdown list will show the available quantities. 

 

If you click on the  icon it will bring up an image of the item, if one exists. 

 

After entering the quantity of each item, you will need to select “Add to Cart” either at the top or 

bottom of the screen. 
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After you add a product to the cart you will stay on the main page; the quantity will be updated to show 

the number of items in the cart. Also any items will show in the mini cart in the upper right. 

 

 

 

 

 

 

After you have finished entering all the items you want to order, 

select “View Cart” in the upper right to start the checkout process.  

 

 

For some categories there are forms that you are able to download and print at your own facility by 

clicking on the “download now” link.  Then you will be asked if you want to open or save on your 

computer. 

 

 

If you need to clear the cart you can 

use the “Clear Cart” button under the 

“MINI CART” in the upper right. 



 

Checking out  

During Step 1 of check-out, you can confirm the items and quantities in your shopping cart.  

You have several ways to make changes:  

1) If you have an incorrect item in your cart, check the “Remove” box under the quantity of the 

item and then select “Update” on the bottom of the page.  

2) If you need to increase or decrease a quantity, choose the correct number in the “Quantity” box 

and select “Update.” 

 

3) If you need to empty your cart and start over, select the “Clear” button at the bottom left of the 

page. 

  

4) To add another item to your cart, use the “Add Additional Items” button on the bottom left of 

the page to get back to the product page to add items. 

 

Once you have everything correct, select the “Proceed to Step 2” button to move on to Step 2. 



 

At Step 2 of check-out, you will get a recap of the items in your cart but it will not be editable on this 

page. To modify, select the “Previous Step” button at the bottom left-center of the page. 

Next step is to select the proper location code (if more than one exists) which will populate the 

corresponding shipping instruction. If the forms need to be delivered to another location make the 

changes to the ship to section. 

 

After entering and confirming shipping information, select delivery method in the Shipping section. 

 

Then use the “Place Order” button to submit your order and move to Step 3, which is confirmation of 

your order. 

 

 



 

Step 3 is a confirmation of the finished order… 

  

… and you will 

receive a 

confirmation e-

mail if you 

provided an e-mail 

address. 



 

Search for a part of the item code or description 

 

 

With the Search box in the left hand column, you can enter either the item code or part of the name 

(i.e., CDHP, phone, NJ, PPO, etc.) and it will bring up a listing of items matching those search terms 

available to you. 
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Starting with a previously placed order and making modifications to the item quantities 

 

 

By selecting a previous order number in the column on the right, you will be taken to a screen that will 

list the information from the previous order. To duplicate this order and place the same items and 

quantities into your cart, use the “Reorder” button on the bottom of the screen. This will take you back 

to Step 1 of the checkout process. 
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Changing your password 

 

To change your password, select the “Change Password” in the footer of the page. You will have to enter 

you current password as well as your new password twice. This new password needs to meet the 

security requirements of at least 8 characters long with at least 1 alpha and 1 number character.  

 

 

Last Updated: 04/01/2016 
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