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HALO/LW Computing Resources Policy 

Computing Resources may only be used for HALO/LWôs legitimate business purposes. Discretion and common sense should be used. Use of 

HALO/LW Computer Resources to transmit profane, abusive, sexually explicit or otherwise offensive messages or communications is 

absolutely prohibited. Violators will be subject to discipline, up to and including immediate terminations. All Computing Resources usage will 

be subject to monitoring or review. 
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Home Page 

Each web store has a unique website address. By entering this address in the address bar in 

your internet browser you will be taken to the online web store. 

Below is an example of how the store will appear. You can search by categories listed on the 

left side of the screen, or use the search field above the category list. 

Your can keep your Bill to and Ship to information updated under ñMy Accountò, as well as 

viewing the status of your orders. You can view your ñShopping Cartò to see the list of items 

that you have selected so far and view the running total. 
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Searching for an item 
You can click on the category where the item is located, or enter a short descriptive word in 

the search field, and click on the search button.  From this screen, you can scroll through the 

items to locate something that fits your criteria. When you find the item you are interested in, 

click on the item thumbnail (picture). 
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You are then brought to a screen with information on the particular item. To see a larger 

version of the thumbnail, just click on it. The item title, cost, product code, minimum 

quantity, and description are viewable on this page. If you wish to print out this information, 

you can click on the Printer Friendly link and receive a print out of the information on the 

page. 

If the item requires a minimum quantity, that number will be required to submit the order; you 

may change it to any number over the minimum (if that is applicable). Changing a quantity to 

less than the minimum will result in a message explaining that is not an acceptable action and 

to change the quantity. 

If there are items that may require personalization or special handling that information will be 

displayed on this page as well. 

Once you have decided to order an item then click on the ñAdd to Cartò button. 
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Shopping Cart 
Following the addition of an item(s) to the shopping cart you will see this screen. 

 

The item(s) are listed; they can be updated or removed. Comments can be added and you can 

see a subtotal of what is in your shopping cart at this point. You can proceed to checkout, or 

continue shopping. 
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Setting up an Account 
Once you are ready to checkout and you click on proceed to checkout, you will be asked if 

you are a new customer or if you have logged in before. On the left click on ñCreate Accountò 

for newcomers, on the right enter your ñEmailò (login) and ñPasswordò if you are a returning 

customer. If you do not remember your password, click on the Forgot Password link; 

otherwise, click on Log In. 

 

Creating a new Account 
If you are a new user, click on the ñCreate a new Accountò button as shown above, and fill 

out the requested information. Your email address will be your login and you will create a 

password which must be 8-20 letters and/or numbers.  You will need to select where you want 

the items purchased shipped to, and then select your payment method.  Then click on 

ñContinueò. 
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Storing Shipping Addresses 

Within your account, you have the option of storing shipping addresses.  This allows you to 

save your addresses and simply select your desired ship-to the next time you check out. You 

can access these options once you have set up an account by clicking on  ñMy Accountò 

at the top of your page. 

 

 

 

 

 

 

 

 

 

 

 

 

 


