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Log In Page

Store Users can simply enter
Their User Name (Email Address)
and Password
to enter the site.

If you are a returning user and
have forgotten your password,
use the link provided to have the
password reset.
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Welcome Page

Store information
will appear at the top
of Welcome page.

The main content
section of the
Welcome Page
provides customer
service contact and
link to user guide.

Users can go directly
to browsing for
products.
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Products

The enhanced product
catalog will save you time
by reducing clicks to
navigate through products
and categories.

Features include:

• List/thumbnail Views

• View Larger Images by

clicking on thumbnail

• Select Items Per Page

• Type item number in

Search field to skip

directly to product
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Products
Requiring Approval

Products requiring
approval have description
on product details page.

Order Review has Order
Approval required along
with Submit Order for
Approval button.

Order confirmation
informs you order has
been submitted for
approval. You will receive
an email confirmation
once your order is
approved.
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Select Product & Quantity

To select an item to order, click on the
thumbnail image or the Add to cart
button.

Once you have selected a product you
will see the item detail screen. This
will allow you to view a larger image
and select your quantity.
Select the quantity and click “Add to
cart”.
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Added to Cart

A popup screen will appear to
notify you that the item has
been added to your cart.
From here you can select which
option you’d prefer.



Quick Order

Quick Order is a helpful tool
to submit orders using sku
(item) number and quantity.

You would type in sku ( item)
number tab to quantity and
click Add to Cart.

You will see status change to
Ordered and your cart will
update with quantity.
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Order Review

The checkout process has
been combined to one
screen to reduce clicks.

Store address is prefilled.

Update quantity

Delete item(s) or order

You can select to “Save for
Later” if you would like to
complete checkout at a later
date and add to your Saved
items.
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Shipping Information

Store address is prefilled

Default shipping method is UPS
Ground.

If information is correct, then
click on Continue to Payment
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Payment

Option to edit order before
submitting order.

Store number is prefilled.

Click Continue to order review
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Order Review

You may add Order
name for future
reference.

If billing, shipping and
payment information is
correct click Confirm
Order.



Order Placed

Once the order is placed, you will

see a “Thank You” screen which

includes the order confirmation

number.

You will also receive

an email confirmation which

contains all of the order details.
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