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How to place an order on the Customer Portal
This guide walks you through ordering on the Customer Portal—from accessing your
account and choosing products to setting delivery sites. It highlights where to adjust
quantities, review your cart, and add delivery instructions so your order is accurate
and complete before finalising.

Account Access

1 Navigate to 'My Account'.
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2 Click "Delivery Site" to find the appropriate delivery destination.

Product Catalog Selection

3 Select 'My Products' from the sidebar menu, and find the product(s) you want to
order.
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4 Adjust the quantities accordingly, and click "Add to Basket"

5 Do the same for any other products.
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Delivery Site Setup

6 You will now see your basket updated, click here to view your cart.

Order Review and Submission
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7 Review your order summary and shipping address, add any Purchase Order
numbers or delivery instructions here.

8 Once you are happy with the order quantities, click "Place Order"
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You have placed an order on the Customer Portal!


