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Marketplace Home Page 
 

New firm members 
register here in order 
to get their user id & 
password.  Click on 
FIRM MEMBERS 
to open the 
registration screen 
shown on next page. 
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Firm Registration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Completion of the registration will enter your data into the marketplace database, and then send your 
registration information to your central office for assignment of username and password. 
When you receive your login information from your central office, you will be able to log into the site to 
begin entering your products for purchase.

1.  ENTER THE FOLLOWING INFORMATION: 
Firm Email address 
Firm Name (TBA if not known) 
Address1 (Street Address) 
Address 2 (Room/Suiite #) 
City 
State (2-letter USPS Abbreviation) 
Zipcode (5 digits) 
Region (select region/central office from dropdown) 
Instructor (Coordinator’s name) 
Telephone number (123-456-7890) 
 
2.  Click Request Access button to submit registration 

request to your central office. 
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Firm Login to the Marketplace 
 
From the HOME page, enter your LoginID and Password, then click log in button to display the Firm 
Interface (the menu pane is shown below). 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Adding Products and Wholesale Prices 

 
 
 
 
 
 
 
 
 
 
 
 

Buy Products 
 
 
 
 
 
 
 
 
 
 

Menu Pane Functions 
Orders:  Displays a table with a record of items ordered from the Wholesale Marketplace. 
Add Product:  Interface to enter wholesale product information into the database. 
Purchasing Section 
Beginning with the Buy Products function, completion of each screen will bring the buyer to 
the next menu item. 
Buy Products:  Opens the product database for purchasing wholesale products. 
Edit Shipping Address:  Allows entry of a shipping address if different from the billing 
address, or selection button to make both the same. 
View My Cart:  Purchaser views the shopping cart prior to completing the purchase. 
Checkout:  Final screen in which the order is submitted.  Completion of this step 
automatically generates and invoice which is sent to both the firm and the central office. 
Log out:  Logs the user out of the Wholesale Marketplace. 

Enter product name as you would in your catalog. 
Enter the calculated wholesale price to the nearest whole dollar. 
Enter a brief description to identify the product. 
Enter a unique SKU/ID (e.g.- Item number from catalog). 
Click Save to continue to the Buy Products page. 

Members can see their item’s 
listed in “Buy Products”. They 
should select the items in order to 
compile an order. 
(After each item is selected, click 
Buy Products to return to the 
product list. 
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Order Compilation (Your Cart) 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Edit Shipping Address 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Members can see their item’s 
listed in “Buy Products”. They 
should select the items in order 
to compile an order. 
(After each item is selected, 
click Buy Products to return to 
the product list. 

Here members are supposed 
to enter their shipping 
address, if different from 
billing address, or choose the 
same address on file.  
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Transaction Preview 

 

 
 
When the Place Order button is clicked, the order will be finalized, and an invoice will be sent to the firm 
email on file, and a duplicate invoice will be sent to the central office email on file. 

Transaction Preview is identical to 
the invoice that will be generated, 
but requires clicking Place Order 
button to finalize the order. 


