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Customer Center  

Place an Order  
 
The Order Center provides several options for ordering. You will likely find one way that works well for you and your 
practice. Options include:  
 

▪ Quick Order:  Search product from home screen and add items to your order. 
▪ Home Page Order:  

o Favorite List: Define a default Favorites list that you want to appear when you log on, so you can easily 
add quantities and items to your cart.  

o Recent Order: Easily order from your previous recent orders.  
▪ Favorites List: Select from any of your existing Favorites lists or build new Favorites to fit your needs.  
▪ Order History:  Quickly duplicate a previous order.  
▪ Catalog: Search the catalog using our Search feature and add items to your order with ease.  

Common functionality 

Columns, sorting, and availability icon functionality works across all ordering options:  

▪ When you click on a column header, you can easily sort the list by that column  
▪ When you click Change Table Columns, you can add additional columns to view additional details: 

 

• For additional details about a product, simply click the bold 
product description. 
 
 
 
 
 
 
 
 
 

• The availability of products is indicated by status icons in the Availability                                                                              
column throughout the Order Center: 
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Order Using Quick Order 
1. Go to Quick Order on Home Screen  

 

 

2. Enter the NDC # or Product Name and click 
Search. Or, if you do not have the NDC# or 
the Product Name, simply browse the 
Product Catalog.  

 
 
 
 
 
 
 

3. Enter the Quantity. 
4. Click Add to Cart. The 

Added to Cart 
confirmation box will 
appear. Checkout 
takes you to Review 
Cart.  
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Order from the Home Page 
 

The easiest way to place an order in Order Center is by using your default Favorites or Recent Orders list that appears 
when you log in.  
 

▪ From the Home Page Favorite, enter quantities and click Add To Cart  

 

 
 

TIP:  Select “Show All Products” to reduce pagination of results.  

 

Once you click Add to Cart, you will see the Mini Cart, which allows 

you to quickly view what has been added to the cart.  
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Order from Recent Orders on Home Page 
 

▪ Select an Order # from Your Recent 
Orders on the Home Page: 

 
 

 

 

 

 

 

 

 

 

•  Click Add All to Cart on either the Order Detail tab or in the Grouped by Packages tab. 
 

 

 

Once you click Add to Cart, you will be presented with the Mini Cart, which allows you to quickly view what has been 

added to the cart. You can close the window and continue shopping or proceed to checkout. Refer to Checkout Process 
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Order using Favorites  
 
You can order using any of your existing Favorites lists in the system.  
 

▪ To begin, choose Favorites & Requests from the Order Center Navigation menu  
▪ To limit the number of Favorites that appear, you can enter favorite name and click Search  

 
 
 
 
 
 

 
 
 
 
 
 
 
 

1. Select the Favorite list that you would like to order from 
2. Enter quantities 
3. Click Add to Cart 
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Order from History  
 
You can search your previous order history to repeat an order or to select specific items to add to your cart.  

▪ To begin, choose Order History from the Order Center Navigation menu  
▪ You can search by Purchase Order Number, Order Number, Product Number, by date, Order Status, and 

Channel. 
▪ Click Search  
▪ Click the order to view details. 
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Order from the Catalog  
 
You can order items individually using the Order Catalog and search functionality.  

▪ You can search for items from anywhere within the Order Center  
▪ Simply enter your search text or select criteria from Advance Search and click on Search Products  
▪ Alternatively, you may click on Product Catalog in the top menu for the full catalog listing  

 

 
 

▪ Enter quantities and click Add to Cart 
▪ Once you click, you will be presented with the Mini Cart, which allows you to quickly view what has been 

added to the cart.  
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Check Out Process 
 

The process for placing an order has been streamlined into a three (3) step process: Review, Preview, and Confirm.  

 

Step1: Review Cart 

1. Select payment method 

2. (Optional) Enter Purchase Order # 

3. Verify ship to account 

4. Select requested delivery date 

5. Carefully review order items, quantity, and total amount 

a. If a notification bar appears, click the link for more information 

6. Click Continue Shopping to add more items 

7. Click Preview Order to proceed. 
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Step 2: Preview & Place order 

1. Carefully review your order and warnings that appear in the urgent messages window 

2. Review payment method, PO#, ship to address, and requested delivery date 

3. Review updates to item delivery schedule  

4. Review total, taxes, discount, and number of items  

5. To make changes, click Modify Order 

6. If you are satisfied, click Place Order 
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Step 3: Confirmation  
1. Review order #, delivery date, purchase order #, payment method, ship to address, and products ordered 

2. Click Close to return to the Home page 

3. Click the print icon to print the order confirmation 
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