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Registration 

1. From your invitation email, click on the 

link to register. 

 
2. Enter your Email and Password for the 

new account, then click Submit. 

 
3. An email containing a Code will be sent 

to the email address entered for the 

account. 

 
4. Return to the portal screen and enter the 

verification code from the email, then 

click Submit. 
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5. An HCP Terms of Use Agreement will 

display.  Review the agreement and then 

click the Agree button. 

 

 

Registration is now complete. 

 

The final step is to enroll in a product 

storefront, so you can being to order 

sample products. 

 
6. A pop-up message will display, to prompt 

you to complete the enrollment steps. 

Click Continue. 

 
7. Use the NPI Search field to lookup 

Professional Information by your NPI 

number, then click Finish. 

 
8. Answer the Eligibility Question, then 

click Next. 

 

9. HCP is automatically selected as your 

Role. Click Next. 

 

Enrollment is now complete. 
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Create a Sample Product Order 

1. Click on the Add to Cart button for the 

product. 

 

 
2. A pop-up window will display Products 

in Cart.   

 

Before you proceed to checkout your 

order, you can adjust the quantity of the 

order from here, if needed. 

 

3. Click Proceed to Checkout. 

 

 
4. From the Checkout screen: 

 

 Select the Shipping Address to be used. 

 

 Enter your signature. 

 

 Click the Accept button for the signature. 

 

 Click Place Order. 

 

 
5. An Order Confirmation screen will 

display.  Click Done. 

 

6. The Sales Rep will then receive a Rep 

Review Email, to confirm and complete 

the order.  (In the Order History screen 

on the next page, you can that this is the 

Status of several pending orders: Waiting 

Rep Review.) 
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Click the menu button  in the upper left corner of the portal screen to access the following additional 

tools. 

Order History 

The Order History screen displays all current product orders, including an Order # and the Status of the 

order, such as Waiting Rep Review, Processing, Shipped, etc. 

 
 

If you have a long list of orders, you can use the two filter options on the upper right to display only those 

orders that match a specified Status or orders from a specified time range. 
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AOC Clearance Tool 

The Acknowledgement of Contents (AOC) clearance tool allows HCPs to clear outstanding AOCs from product 

orders. 

1. Select AOC Clearance Tool from the 

menu. 

 

 
 

A new screen will display all current orders 

requiring an AOC.  Note the AOC Status of the 

listed orders.  Orders with an AOC Status of Open 

(green), need to have a signature entered. 

 

2. To clear an open order which requires a 

signature, tap or click on an order with 

AOC Status = Open. 

 

3. On the next screen, select Yes or No to 

indicate receipt of the order items, then 

click Save & Next. 

 
4. If you select No, the Edit Quantity buttons 

will become active, for each item in the 

order. 

 

 
5. Click on Edit Qty to adjust the quantity, if 

needed. 

 

An adjust quantity screen will display.   

 

6. Adjust the quantity, then tap Submit  

7. Enter a new signature for the updated 

quantity, then click the Accept button for 

the signature. 

8. Click Save to complete the AOC. 
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Home Screen - Dashboard 

Select Home from the Navigation Menu.     
 

 
 

The Home Screen displays four sections of information for the HCP: 
 

 Welcome – displays information for the HCP user that is logged in 

 Open Orders – displays all open orders for the HCP and includes order status 

 User Activity – displays a history of all actions by the HCP 

 HCP Eligibility Status – displays the current HCP status for ordering sample products: 
 

o Eligible – eligible to order, no issues 

o Ineligible – not eligible to order due to a “hard stop issue” 

o Warning – eligible to access, but ordering will be limited (i.e. Overdue AOC) 

My Account 

The My Account screen displays all of your account information, which can be edited or updated when needed. 

 

1. Click the My Account button (upper right of screen). 
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1. Click the Edit button next to 

Professional Info to update the 

HCP’s info. 

 

2. Update info as needed, then tap 

Save. 

 

 
 

Shipping Addresses can also be updated from My Account. 
 

1. Tap the Manage button next to 

Shipping Addresses. 

 

 
All Shipping Addresses for the 

account will display. 

 

2. To add a new address for the 

account, click  

 

An Add Shipping Address 

screen will display.   

 

3. Add the new address 

information, then click Save. 

 

4. A new address must then be 

validated. Click the three dot 

icon  and select Validate. 

5. To make a new address the 

default shipping address, click 

the three dot icon  and select 

Set as Default. 

6. Select Edit to update an address. 

7. To remove a shipping address 

from an account, click the three 

dot icon and select Remove. 

 

 

 


