
Online Order Instructions 
 

1. To place an order type the item number or item description in the serach box and click the magnify 

button.  The products menu is available from the Home screen. 

 

 

 
 

2. On the 2nd screen, choose the item number you wish to order. 

 

 
 

  

Type in the item number or 

partial product description here 

and click the magnify icon. 



3. Enter a quantity to order and click the ADD button. 

 
 

 

4. To view your shopping cart click on the top right Shopping Cart link 

 

 
 

  



5. You can also order items from the shopping cart by adding the item number and entering a quantity, 

then click the ADD button. 

 
 

6. To finish the checkout procedure from the Shopping cart:Click Proceed to Step 2: Bill To & Ship To 

 
  

Enter or select a shipping 

address 

Check here if shipping is same 

as billing address 

Enter contact information.  

Contact Person is required. 



 

7. Click Proceed to Step 3: Payment Options.  For credit card payments we except MasterCard, Visa, 

Discover, and American Express 

 
8. Click Proceed to Step 4: Complete Order 
  PLEASE NOTE: YOUR ORDER IS NOT COMPLETE AT THIS STAGE.  THIS IS THE     

 REVIEW PROCESS 

 
  

Enter Credit Card Information in 

Option A, OR, choose Option B. 

Pay By Bill.  Type any order 

comments or special requests. 

Please review your order 

at this step and make any needed  

changes.  When ready, click the 

CONFIRM button. 



9. Once you hit Confirm a pop up will ask you to confirm your order.  Choose OK. 

 
 

10. This is your order confirmation page that you should print out for your records.  You will be 

contacted by phone or email if any items are on backorder or your order is unable to ship. 

Support Services: 800-557-6682 option 1 

 


