
On-Line Ordering 
Training



Features

Re-Order Option

Edit Billing and Shipping Addresses

View Order History

Automatic Email Notifications



Access your account from the homepage

Click Login



Enter your Username and Password



View your Profile

Copy a 
Previous 
Order

View Previous 
Order Details

Receive Messages and Notifications 
From Micro Distributing

View, Add, Edit 
Address List



View Address in your Profile

Click to 
Add a New 
Address

Click to Edit or 
Delete an Address



Add a New Address



Option 1:  Re-Order



Option 2:   Order from My Products Catalog

Select My Products for 
Customized Catalog



Select your Product 

Click View 
Product



Add to Cart



Go to Checkout

Click Checkout



Checkout or Continue Shopping



Select a billing address

Select 
from 
Existing 
List



Select a shipping address



Add a new address

Click and 
Enter New 
Address 
Information 
if Necessary



Select a shipping method

Go back 
and Edit 
Information



Review Summary and Place Order



View your Order 

Click



Access Order from Order History

Click the icon to View 
or Print Order Details



View Order Details

Scroll Down to 
View All the 
Information



You will Receive a Confirmation Email

Scroll 
down



View Entire Catalog
Select to View 
Product List



Product List

Important Product 
Information 

If you see a product you would 
like to start ordering please 
contact us at 866-933-0964 to 
have the product added to your 
My Products page



Questions?

866-933-0964

info@micro-distributing.com


