
Made with Scribe - https://scribehow.com 1

Checkout Process

This guide provides a step-by-step walkthrough for navigating the checkout process,
ensuring a smooth purchasing experience. It covers everything from selecting
products and adding contacts to handling payment options, including credit cards
and purchase orders.

1 Navigate to the store https://store.riversideinsights.com/

https://scribehow.com
https://store.riversideinsights.com/
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2 Click on the product you want to purchase.

3 Select sku
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4 Update quantity

5 Click "Add to cart"
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6 This product needs entitlements so we will add our contacts from the existing
contacts on the account. Click the "Search contacts" field.

7 Click a primary contact through search or dropdown.
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8 Click the "Search contacts" field.

9 Click a secondary contact through search or dropdown.
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10 Click "Add to cart"

11 Click "View cart"
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12 Click "Proceed to checkout"

13 On the right is a cart summary with the items, quantity, tax, shipping, and total.
We can also enter a promo code here.

On the left is the shipping and delivery information.
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14 We can select any of the addresses on the account, it defaults to whichever
address is set as the default shipping address.

15 The user can also select to delay the shipment with this button



Made with Scribe - https://scribehow.com 9

16 Click the "mm/dd/yyyy" field.

17 Select whichever date you would like to receive your product AFTER.
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18 Billing address cannot be changed. To change please contact support.

The user can select either the credit card/debit card payment or a Purchase order.

19 Click the "Card number" field to expand and fill in.
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20 Click here to purchase with a PO instead.

21 Click here to upload a PO file. PDFs, docx, and docs are all acceptable files.
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22 Once you select a file it will show a progress bar for upload.

23 If there is a discrepancy between the cart total and the PO total an error will pop
up: "We found an issue with your PO Document."
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24 Click the "Add Comment" field if needed

25 Click "YES, SUBMIT ANYWAY" or "Cancel" to submit a new PO.

PLEASE NOTE: clicking "YES, SUBMIT ANYWAY" will SUBMIT the order.
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26 This pop up will appear:"Processing your order…Please don’t close the page. This
usually takes ~10 seconds."

27 The user is redirected to the checkout confirmation page.
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28 Click "View your orders" to be directed to the Order History on the Self-Service
portal.

29 We can see our order we just placed at the top of the list. We can see our PO
number, and the placed date as today. The Netsuite Status is Pending approval.


