
Ordering Portal User Guide



Browse to www.iconoffice.com - 
Click the login button

http://www.iconoffice.com


Login using the 
supplied 

username and 
password.

Contact customer service if you do not know this



Once you’re logged in you will 
see the cart and profile icons



Click on the profile icon to review 
your profile details



1. Your name
2. Company name
3. Discount and 

Shipping Fee
4. Recent Orders
5. Payment Methods
6. Shipping address
7. Address Net 

Min/Shipping 
Fees
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Profile Screen Items



If something is wrong in your profile please 
contact customer service right away!



Before you place your first order be sure to 
add your payment method



Enter your card details. 

Add a description to help 
you quickly identify the 

card later on.



Ordering



Browse product categories to begin your new order



1. Choose product options
2. Reset options to default
3. Additional Addons
4. Current Stock Quantity
5. Add current product 

configuration to cart
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When you have items in your cart 
the cart icon will change



After you click on the cart icon you’re 
beginning the check out process

Review the quantities and prices on this 
page.

Taxes and shipping is calculated on 
another screen

Proceed to Checkout if you agree



Enter your PO# and 
required ship date. If you 
want to ship right away 
leave the date as is and 

click checkout now



Choose your shipping address 
and select payment method



After you click process order, your order is in our system. 

Then check your inbox for your Iconic order confirmation!

 Once the order ships, you will receive a shipping 
confirmation email.



If you have any questions or 
concerns with the ordering 
process please contact us at:

Canada:
cs@iconoffice.ca
1-844-888-5555

USA: 
cs@iconoffice.com
1-866-286-9438


