
1. Hover over the cart and click PROCEED TO CART.
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2. Review the cart and once ready, click PROCEED TO CHECKOUT.
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Checkout

3. Follow each of the 5 steps on under checkout.

DID YOU KNOW?

The improved checkout is now a one-page express checkout, making 
checkout quicker and easier to complete your purchase!
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The billing address should already be loaded on to the screen. This is generated from your initial account 
registration.

Checkout
Billing
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Select how you’d like your items to ship. When you continue with default shipping, your items will ship with 
your unique shipping terms that have been set up for your account.

Note: You will almost always select default shipping, unless you need expedited 
shipping.

Checkout
Shipping Method
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3. Enter in your PO number, if desired.

Checkout
Payment / Purchase Order
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4. Select the address you’d like to ship to. If you need to add a new address, click New Address.

Checkout
Shipping / Ship-to Addresses
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5. Review the order and once ready, click Place Order.

Checkout
Review / Place Order
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You’ll know the order has been submitted when you see this screen. 

There will be a confirmation number as well as an SPS order number. Either can be used to pull 
up orders in online order history/tracking.

Checkout
Order Confirmation
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