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Create New Orders 

This guide demonstrates how to view and place new orders and reorder items 

in the HollisterStier Allergy Ordering Portal. This makes it easy to keep track of 

previous purchases and reorder products quickly.  

 

1. To place a new order, begin at the Dashboard.

 
 

2. Go to orders and select Create Order.
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3. Select your cart. 

 
 

4. To prevent accidental purchases, previous items will be removed from your 

cart. You can either save these items for future purchases or select Proceed to 

clear your cart.
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5. Now our cart is empty and ready to begin a new order. From this screen, you 

can view the order details. You can also add multiple products by selecting 

Bulk Add. 

 

6. The Bulk Add feature allows you to add multiple products and quantities at 

one time. 
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7. You can add items by selecting the highlighted icon below and search by 

material number or description.

 
 

8. In this example, let's search for Histamine. Select Apply.
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9. Click Add to select the item.

 
 

10. After adding the item, you can update the quantity.
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11. If you know the material number, you can enter it directly, along with your 

desired quantity, and select Add to Cart.  

 
 

12. To search for items within your cart, enter your criteria here. 
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13. You also have the option to upload part numbers from a CSV file, as well as 

download current items in your cart as a CSV. 

 
 

14. Once we have added our items to the cart, we have the option to either 

save our cart or proceed to payment. Let's Proceed to Payment.
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15. Payment options are determined by your customer profile and the 

established payment terms will apply. In this example, let's select Credit Card.

 
 

16. Select a payment option. You can use a payment method saved in your 

Wallet, add and save a new payment method, or enter a one-time payment 

method for this order without saving it. 
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17. Enter your PO number.

 
 

18. If your card is not in your wallet, enter your credit card details. When you 

are finished, select Place Order.
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19. This screen confirms that your order has been placed. You can view the 

confirmation number and email recipient or download the confirmation as a 

PDF. Advance Pay customers will receive a payment link in the confirmation 

email. To search for previous orders and to reorder items off those orders, let's 

go Back to the Dashboard.

 
 

20. From the left-hand navigation, select Orders, then select Search for Orders.
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21. On this screen, you can download your orders as a CSV file or you can 

filter. Let's select Filter.

 
 

22. Define your search criteria and select Apply.
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23. From this screen you can download the document details as a PDF, view 

the document number, date, PO number, Ship Status and Net Value. Select the 

Sales Order Number to view the Order Details. 

 
 

24. From this view, you can review your order details or select the Download 

icon to save as a PDF. You have the option to Copy this order to a new order. 

Select Back to return to the filtered list.  
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25. From this screen you can download the order details as a PDF, select the 

document number, date, PO number, Ship Status or Net Value. You also can 

reorder directly from this view. Select Reorder to select payment options and 

place your order. 

 

Placing new orders and reordering products is easy in the HS Allergy Ordering 

Portal. 
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