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Step 1: Find the item you want to order 
& click on the item name

Click here
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Step 2: Enter the quantity you want to 
order and click Add to Basket

Quantity

Add to Basket
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Step 3: Click on Go to shopping basket 
or a new category to continue shopping

Click here

Ignore this,
items in 
basket
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Step 4: Go to your shopping cart
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Step 5: Enter your address and click 
Save Changes

Save Changes

Enter Special Instructions
and in-hands dates here

Change you shipping
method here
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Step 6: Once ready click Checkout

Checkout

Ensure you have a cost 
for shipping before 
checking out
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Step 7: Review your information and 
select a Business Unit

Proceed

Business Unit
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Step 8: Complete 1 final check of your 
order and Proceed to credit card screen

Proceed
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Step 9: Enter your credit card 
information and click Submit 

No spaces or dashes for cc #


