
As an approved Top Notch customer, we make placing an order online easy. If you do not 
already have online access, please refer to the “Gaining Access to Top Notch’s Online 
Services” sheet. Once you’ve logged into your Top Notch online account and finished 
adding items to your shopping cart, you can 
preview your order by clicking directly on 
the shopping cart icon towards the top 
right hand right hand corner of the webpage. 

In this pop-up window, you can check out by 
clicking the Check out button below. 

The following screen allows you to update 
product quantity, remove items, or add 
notes using the plus icon. Click Save As 

Web Quote when you’re finished. Once you 
have added notes for your items, the icon 

will change to an orange pencil icon, 
indicating the noindicating the notes have been successfully 

saved. You can always revise your 
notes before checking out. 

When you’re ready to place your order, click 
on the Check out button. You will be 
presented with an order placement screen. 
This screen will walk you through the 
necessary steps to complete your order. 
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First, select a saved shipping location from 
the drop-down menu, and check off ship items 
together. To drop-ship an order, make sure a 
new location is selected in the drop-down 
menu. Enter any order comments you would 
like to make, and select contact information. 

If you selected a saved location from the 
previous step, your saved contact 

information will be auto-populated. 
When you are done, click payment. 

1. Choose from an existing card in the drop-down menu 
2. Enter a new card. When adding a new card, simply fill out your card 
     information in the form. Your credit card type will be automatically 
     recognized by our system. If you choose an existing card, the page 
     will auto-populate leaving the CVV field for your reverification. 

Note: you can still edit information in 
previous steps by clicking the pencil edit icon. 

Next, enter your payment information. You
must enter your purchase order number in
the appropriate field or a promotional code.
If you would like to pay with your online

Top Notch account, simply check the box to pay with your account, and the credit
card option will be hidden. When using a credit card, you have two options:

TND’s Online Account Status and Ordering Tools
Placing an order online

After review, click place order to submit. 
When successful, you will receive a success 
message and a confirmation email from 
our team. 
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