INSTRUCTIONS:
SHIIP SUPPLIES ONLINE ORDER FORM

Go to the SHIIP website, www.therightcalliowa.gov

Click on “Volunteers and Sponsors.”

Enter the “User Name” and “Password”

Under “Shiptools” and “SHIIP Business Cards” you will see “SHIIP Supplies Order
Form.” Click on this.
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5. The form is organized by categories, e.g. Fact Sheets, Promotions, Displays, etc.
If you click on the Name/Description of the item you will see a picture of what you
are ordering.

6. In the “Specify Quantity” column, type in the box following the item you wish to
order, the quantity you need.

7. Click on “Add” in the “Add Item to Cart” column. When you bring your cursor
over the word “Add” the number of items you ordered will appear, e.g. “Add 25.”


http://www.therightcalliowa.gov/

SHIIP Supplies Ordering System

8

ltem # | Description Quantity |Remove ltem From Cart
30 | Getting Ready to Retire: Health Insurance Issues {(February 2011)| 25 Remaove All of This ltern

o
Return to Supply List ﬂ_ 9

25 of item # 30 have been added to your cart.

11

Checkout @‘\

13

Empty Entire Cart E
™~ 12

8. You can only add one item at a time to your Cart. When you click on “Add” you
will be taken to a list of items you have added to your cart.

9. If you want to add more items to your Cart or just view the supply list, click on the
“Return to Supply List” icon and you will be taken back to the supplies list and you

can add your next item (Steps 6 & 7 above).

10. Continue this process (Steps 6, 7, 8, 9) until you have added all of the items you
wish to order.

11. If you want to remove one item from your Cart, click on “Remove All of This
ltem.”

12. If you want to clear your entire cart and start over, click on “Empty Entire Cart.”

13. Once you have added all items you wish to order to your cart, click on
“Checkout.”
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14. Enter all of the information requested. Items with an are required fields. If
you are going to pick up your supplies at the SHIIP office in Des Moines you will
not need to complete the “Mail to” section. If you click on “Submit” and do not
complete the required fields you will get a message telling you which fields need
to be completed.

15. Comments or explanations you need to share can be entered in the Comments
box.

16. Once you complete the form and click on “Submit”, your order will be sent to the
SHIIP office.



17. If you need to change your order (change the quantity or drop an item) after you
have submitted it, you will need to e-mail us the change. Send it to
shiip@iid.iowa.gov. If you want to order additional items, start at Step 1 and
submit another order form.

Important Note

Some of the items on the order list are updated when new
information comes available. The date following an item name
indicates the date the item was updated. Patty has put the date on
all fact sheets and guides. If you have items which do not have the
date shown on the order list (i.e. an older version), please recycle
those items and order the updated version. DO NOT distribute
outdated materials.
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