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 PACIFIC OFFICE AUTOMATION - HOW TO: LOG IN/CREATE AN ACCOUNT
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LOGGING IN

Enter in your username and password into the corresponding fields. Once you have 
logged in, the site will load into the categories and products page so you can start 
placing your order.

CREATE AN ACCOUNT

First-time user? Click on Create an account link at the bottom right corner of the 
white box. This will take you to the Create Account screen. 

LOG IN PROBLEMS?

If you are having 
problems logging in, 
please contact Branson 
Brewster or Jim Snipes 
for help.
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USERNAME

If the Username field 
is left blank, your email 
address will be set as 
your username.

GENERAL INFORMATION & PASSWORD
Fill out all of the required fields marked with an asterisks *—First Name, Last Name, 
Email, Phone, Password and Confirm Password—and any optional fields.

Once filled out, click on Create Account.
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To reset your password, click on the Reset password link on the bottom left cor-
ner of the white box. This will take you to the screen below where you will need to 
enter your email address. A new password will be genereated and sent to the email 
you’ve enter.

MISSING EMAIL

If you do not receive 
an email to reset your 
password within 30 
minutes, check your spam 
folder.



 PACIFIC OFFICE AUTOMATION - HOW TO: PLACE AN ORDER

Once you have logged in, you will see all of the available products/categories for 
you to order from.

PRODUCTS/CATEGORIES

Select the product/category by clicking on the icon/photo or the View Details/
View Items button. If you hover over the photo of the product after clicking on it, a 
magnifying glass icon and “Click to zoom” will appear so you can open a magnified 
image of the product. Click on the image again to go back to normal view.

Enter in, and/or select, all pertinent information for the order within the Pricing Cal-
culator (example to right) then click Add to Cart to add the product. After clicking 
on Add to Cart, you will be redirected to the Shopping Cart where you have the 
option to Continue Shopping or Proceed to Checkout (screenshot below).
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PRICING CALCULATOR 
EXAMPLES

SHOPPING
CART ITEMS

There are four buttons 
that are located on 
your item line in your 
shopping cart that allow 
you to Duplicate, Save 
for Later, Edit, and 
Remove the product.
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Prior to continuing, make sure to type in your Accounting Stream and any additional 
comments into the corresponding fields. Once you have finalized your shopping 
cart, click Submit to finish the order and send it in. You will receive a confirmation 
email with your order details.

If you would like to add another product, click Continue Shopping prior to clicking 
Proceed to Checkout and it will redirect you back to the categories page where 
you can add more products to your order.
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MY ACCOUNT

By clicking on My Account in the upper menu bar to the right of History, you can 
change your profile and login information.

SETTINGS

Fill out any information you would like to have tied to your profile including all of the 
*required fields. Click Update to change your profile.

PASSWORD

Click on the Password tab to change your existing password. Make sure to type 
into every *required field before clicking Update Password.


