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Placing an Order 
 

Objectives 
• This guide will explain how to order a media product and/or subscription. 

 

Instructions 

 

1. Select the “Service Software Product Search” tab on the top left side of the page. 

 

 

1. Search by Media Number. 
2. Search by Disc Type. 

 

 

Step 1: Navigate to the “Product Search” Page 

 

Step 2: Search for a Product 
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1. Find the Product you want to add to the cart. 
2. Input the quantity you want to order. 
3. Select the “Add to Cart” link on the right side of the page. 

 

 

1. You can access the Shopping Cart from any page in the system by select the Shopping Cart icon 
on the top left side of the system. 

 

2. Options: 
a. Continue Shopping. 

i. Click the “Continue Shopping” link on the bottom left side of the page. 
ii. This will take you back to the Product Search page. 

b. Remove the item. 
i. Click the “Remove” link on the far right side of the page. 

c. Edit Quantity. 
i. Click the “Edit Quantity” link on the right side of the page. 

ii. Input the quantity you would like. 
iii. Click the “Update” link on the right side of the page. 

3. Verify that the Shopping Cart information is correct. 
a. Select the “Check Out” link on the bottom right side of the page. 

 

Step 3: Add Product to Cart 

 

Step 4: Shopping Cart 
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1. Options: 
a. Select an Existing Dealer Position from the drop down. 

i. List is in order by Dealer Position Number. 
b. Create a New Dealer Position. 

i. Input Company, Attention, & Street Address information. 
ii. Click the “Save” button at the bottom of the page. 

2. Select the “Continue” button at the bottom of the page. 

 

 

Step 5: Shipping Address Information 
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1. If you have a Third Party Account, you will have the option to use it here.  
a. Choose “No” for the Use Third Party Account section. 

i. Choose the Carrier & Shipping Method. 
1. Carrier must be selected first to populate the shipping method options. 

ii. Select “Get Ship Charge” if you want. 
b. Choose “Yes” for the Use Third Party Account section. 

i. Choose the Third Party Account & Shipping Method. 
1. Carrier must be selected first to populate the shipping method options. 

ii. Select “Get Ship Charge” if you want. 
2. If you do *not* have a Third Party Account, you will only see the options for carrier selection. 

a. Choose the Carrier & Shipping Method. 
i. Carrier must be selected first to populate the shipping method options. 

Step 6: Shipping Carrier Options 
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b. Select “Get Ship Charge” if you want. 
3. If you need to go back to the Shipping Address page, click the “Back” button on the bottom left 

side of the page. 
4. Click the “Continue” button on the bottom right side of the page. 

Third Party Account -- NO 

 

Third Party Account -- YES 

 

Standard Setup – No Third Party Account 
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1. You can choose to go back to the Shipping page by clicking the “Back” button on the bottom left 
side of the page. 

2. Select the “I Accept” radio button. 
a. Selecting the “I Decline” radio button will not allow you to continue with the order. 

3. Select the “Continue” button on the bottom right side of the page. 

 

 

1. Select the “Modify Order” link on the bottom left side of the page to go to your Shopping Cart. 
2. Input any “Comments” you want in the Comments Box. 

a. Comments are only visible within the system and are for your reference only.  
b. These are *not* sent through to Distribution. 

3. Input any additional email addresses you want the Order Confirmation sent to. 

Step 7: Accept Tax Terms & Conditions 

 

Step 8: Order Summary 
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a. No limit on the number of email addresses you input.  
b. The person logged into the system will get a confirmation email automatically without 

inputting the email address in this section. This is for additional email addresses only. 
4. Select your Payment Method from the drop down. 

a. Purchase Order  Input a PO Number 
i. You create this in your own system and put the number here. When we bill you 

for shipping, we will reference this PO# on the invoice for your reference. 
ii. Shipping costs are charged when the item ships and will come through on your 

Dealership’s bi-monthly invoice from Midland. 
b. Credit Card  Input credit card information 

i. VISA & MasterCard 
ii. Shipping costs will be charged directly to your credit card when the item ships. 

5. Review your information. 
6. Click the “Submit Order” button on the bottom right side of the page. 

a. Be careful! There is no confirmation box. 
b. Once you click “Submit Order” you can’t go back. 
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Payment Method Selection 

 

Purchase Order 

 

VISA 

 

MasterCard 
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4. The system will take you to the Order Confirmation page with the Order #. 
5. The system will automatically send you a confirmation email 

System 

 
Emai 

 
 

Contact Us 
If you need assistance or have any questions, please contact the TIAS Inbox:  

Technical_Information_Access_Solutions@cat.com 

Step 9: Order Confirmation 

 


