
HOW TO CREATE AN 
ORDER TEMPLATE

A walkthrough on how to create an order template for 
easy reordering. 



On the home 
page, click the 

Shop icon.



Then enter the assigned 
username and password 

here and click Sign In.



Once you log in, you will 
see your account 
information here.



Then go under the 
categories and add all of 
the products you typically 

order to your cart.



Once all items have been added to 
the cart, you can access the cart by 

clicking on the cart icon here.



Once your typical order is 
ready, click Save as template.



This box will pop up and ask 
you to name your template.

Once you name your 
template, click OK.



To access your templates 
click on My Documents.



From the dropdown menu 
select Order templates.





From this page, 
select Search.



Click on the 
Document number.



Once your template pulls up. 
Select the cart next to the items 

you want to add to your cart.



Once all items have been added to 
the cart, you can access the cart by 

clicking on the cart icon here.



You can verify your delivery 
and billing address here. 

In this section you can verify your 
order and change the quantity here. 

If you have to update the quantity, click ”Refresh basket” 
at the bottom of the screen to view your new total. 

Once order is correct, click Continue.



Here you will see your ground 
shipping quote. 

This section will give the the option 
to select your payment method. 

Once complete, click Place Order.



Once you place your order, you will 
see your confirmation # here.

Please write this number down or print this 
page for your records.


