
PCG PROMO STORE 
Order Instructions for Branch Administrators. 

To create a new 
account, select 
Register. If you 
have already  
registered, select 
Login.

All orders must be 
placed by Branch 
Administrators 
or authorized 
personnel only. 

Contact your BA if 
you’d like to place 
an order.



Create An Account 
Register or Login

If you have already created an account, 
fill out your email and password and 
select, Login.

If you are a first time user, 
create an account by selecting 
Register Now. 



Create An Account
Login Features 

View or update your 
account information, by 
selecting My Account.

View previous orders by 
selecting Order History.



Store Features 
User Guide  |  Contact Info | Search Feature

Select User Guide, for helpful information,  
including: FAQ, Store Guidelines, Order  
Instructions & Brand Identity Standards.

Select Need Additional Help for our  
Account Representative’s contact information. 
She can help you locate and order a custom 
item, if you don’t see it on the store.  

Select a category  
to view related items.

Select image to 
view all items.

Now offering Price Match 
Guarantee. Learn more  
about this policy in the  
Store Guidelines Document.   

Select image to 
learn more about   
custom orders.Select image to view all 

in-stock inventory.

Looking for 
something  
specific? Use the 
Search feature.



Selected Category Page
Select a category to view all related items.

Filter inventory by price,  
alphabetically or lead time.

Item name,  
brief description 
& price displayed.

Selected category displayed.

Maroon Available Now 
Banner showcase all items 
held in stock, that can be 
shipped within 24 hours!



Product Detail Page
Select an item that you want to learn more about.

View details of item.

View item specific 
details, including:  
price point, quantity 
minimums (if applicable)  
& additional product 
details. 

Select Add to Cart.  
Enter colors, sizes & quantity 
on the following page.

View current in-stock  
inventory levels (if applicable.)

Select alternate tab to view additional 
product details / available  colors / etc...



Shopping Cart
Choose the size / color / quantity of your selected item.  

Please include any special instructions. 

Select alternate tab to view additional 
product details / available  colors / etc...

Add any special instructions, 
preferred logo or customization 
information here. 

Select size / color / quantity details here.

Minimum order required. 
(If applicable.)

Select  
Add to Cart.



Shopping Cart
View & edit your order details.

Confirm correct  
size, color  
& quantity are 
selected.  
(If applicable.)

After confirming  
all desired items 
have been added  
to cart, select 
Checkout.

To remove an item 
from you cart, 
choose the red X.  
To edit your 
selection, choose 
the green check-
mark.



Shipping Information
Review your shipping address & select preferred shipping method. 

Confirm the shipping address is accurate.  
(Default address is established while  
creating your account.)

If you would like to use an alternate 
shipping address. Update or edit  
your shipping information here.

Select the Shipping Method that best 
suits your needs. Please note, shipping 
charges are an estimate only. Actual 
shipping fees will be accrued &  
cross-charged accordingly.

Select Proceed to continue  
placing your order.



Billing Information
Invoice branch directly. Enter approved access code. 

Each branch administrator has been issued an 
access code, allowing you to invoice your branch 
directly.  Your access code must be entered for your 
order to be fulfilled. 

Total amount due. Price includes selected 
items & estimated shipping costs.

Enter a P.O / Cost Code (if applicable.)  
This is for internal purposes only and is  
intended to help expedite invoice processing.

Confirm the billing address.  
(Default billing address is established 
while creating your account.)

SELECT CHECK 
BOX BUTTON: ENTER ACCESS CODE HERE!

Select Next to continue.  
Or Cancel your order.

All purchases will be invoiced to the branch directly.



Final Order Review
Carefully review your final order.  

After carefully reviewing your order  
details, select Place Order to submit.
Soli will fulfill your order, as requested 
or contact you directly if any additional  
information is needed.  

Breakdown of total  
cost summary.

Review final order to insure final 
order is accurate. 

Confirm all 
Billing & Shipping 
details.

Select Edit Info to update  
Billing & Shipping details.



Purchase Confirmation
After submitting your order, you will be redirected to a  

purchase confirmation page. 

After you order has been successfully submitted 
you will be redirected to a Purchase Confirmation 
page containing Order Details / Order Number / 
Shipping / Billing info.

Order Summary Order Number



Confirmation Email
After your order has been successfully submitted, you will receive a  

confirmation email containing your order details. 

Order Number


