
 Hit the plus sign to create your order number 
Site name & teacher 

Your name 

Ship to ID 

Hit enter to SAVE your stores order to get a record accepted at the top left 
corner.  Then go to the items tab. 

Last Steps: 
Open Menu top left – 
Click pending tasks to approve 
Click screen links and print order (important) 

Hit the ENTER key to save your stores order to get a record accepted at the top left corner 

PLEASE USE ALL CAPS WHEN ENTERING INFORMATION 


