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PLACING AN ORDER IN ISTORE 

Step 1: Login to iStore using the URL: https://istore.rsnortheast.com  

Your Username/Password will be sent to your 

email id after your Business user account has been 

approved. Click Login. 

Once you login successfully, you can see the Web 

Stores accessible to you. 

Step 2: Search the Web Store to see the items and 

price as below. 

 

Step 3: Select the items 

needed, enter Quantity. Repeat 

as necessary with what you 

need. 

Step 4: Click on ‘Add to Cart’ 

button as below. 
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Step 5: To continue to shop 

for more product, select 

Continue Shopping. 

Step 6:  When you are done 

with the Shopping, click the 

Checkout button as below 

. 

 

 

Step 7: Confirm the Ship 

to Customer, Ship to 

Contact, Ship to Address 

and Shipping Method. If 

they are not correct, 

change them by clicking 

the Select button as 

below and choosing the 

correct address. When 

finished click on Next. 
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Step 8: Confirm the Bill To 

Customer, Bill to Contact, Bill to 

Address and Payment Details. If 

they are not correct, change 

them by clicking the Select 

button as below and choosing 

the correct address. When 

finished click on Next. 

Step 9: This is Review page 

before placing an order. If 

there are any corrections 

necessary, select the 

appropriate Change button.  If 

you need to alter the order, 

click Cancel to go back to the 

cart. 

Step 10: If all the information is 

correct, select on Place Order to 

send the order for processing. 
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Step 
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PERSONAL INFORMATION MODIFICATION 

This section of the manual is for completely optional changes 

to your customer profile.  Leaving this data as it is will not 

interfere with purchasing products from R&S Northeast.  You 

can find that by clicking on the Profile link as seen to the right.  

STEPS TO RESET PASSWORD 

In order to reset password follow the steps mentioned below. 

Step 1: Select Personal Information from the list displayed to the left.  

Step 2: Enter new password in the New Password text box details tab. 

Step 3: Reenter the same password in the 

Verify Password text box. 

Step 4: Click on Apply button to save new 

password. 

 

 

MODIFY FIRST NAME, LAST NAME AND MIDDLE NAME, EMAIL 

You can modify your personal information (i.e., First name, Last name, Middle name and Email) by performing 

following steps. 

Step 1: Select Personal Information from the list and click on it. 

Step 2: In the Personal Information form click on Modify Personal Information; this will open the change request 

form which will need to be emailed or faxed to your Customer Service Representative. 
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Step 3: It will open Change Request Form.  

Step 4: User can enter corresponding details in the change 

request form and mail that changed document to 

customerservice@rsnortheast.com. 

 

CONTACT INFORMATION MODIFICATION 

You can modify the contact information (i.e., Ship-to Address, Bill-to Address, Email Addresses, and Phone 

Numbers) by performing following steps 

Step 1: Select Address Book from the list and click on it.

 

Step 2: In the Personal Information Form click 

on Modify Contact Information link.  

Step 3: It will open Change Request Form 

document.  

Step 4: User can enter corresponding details in 

the change request form and mail that 

changed document to 

customerservice@rsnortheast.com. 

  

Step 1 

Step 2 
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PAYMENT BOOK MODIFICATION 

ADDING CREDIT CARD INFORMATION 

In order to add credit card information follow steps mentioned below. 

Step 1: Select Payment Book option from the list and click on it. 

Step 2: Click on Add Credit Card button and the “Credit Card Detail Entry” form will open. 

 

Step 3: In the form enter your credit card details. 

Step 4: After entering all the details, click on Apply button. 

 

SETTING PRIMARY ACCOUNT 

To set an account as primary, follow the steps below 

Step 1: Select Accounts option from the list and click on it. Then accounts tab information will appear 

 

  

Step 1 
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Step 2: Click on the radio button to select which user would like to set as Primary account. 

Step 3: Click on Make Primary button.

 

SETTING PREFERENCES 

GENERAL SETTINGS 

DATE FORMAT MODIFICATION 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear 

 

Step 2: In General form click on list item next to Preferred Format. A drop-down list will appear. Choose your 
preferred date format and click on it. 

Step 3: Click on Apply button to save the changes made. 

 

ENABLING/ DISABLING EMAIL SUBSCRIPTION 

STEPS TO ENABLE EMAIL SUBSCRIPTION: 

In order to know about the latest offers and products you can subscribe, follow the steps below. 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose General Tab and click on it. 

Step 3: In General tab Check the check box in front of “Please send me e-mail about special offers and products.”  

Step 2 

Step 3 

Step 1 

Step 2 

Step 3 

Step 3 

Step 4 
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Step 4: Click on Apply button to save the changes made. 

 

TO DISABLE EMAIL SUBSCRIPTION: 

In order to unsubscribe follow the Steps 1 and 2 above and the remaining steps below. 

Step 3: In the Marketing Section of the General tab, check box in front of Please send me e-mail about special 

offers and products.  

Step 4: Click on Apply button to save the changes made. 

ORDER SETTINGS 

STEPS TO SET SHIPPING METHOD 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose Orders Tab and click on it. 

Step 3: Click on list item next to Preferred Shipping Method. A drop-down list will appear. Choose your shipping 
method and click on it. 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 
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Step 4: Click on Apply button to save the changes. 

 

ENABLE/DISABLE EXPRESS CHECKOUT 

Express check out is used to change default shipping addresses, billing addresses and payment option which are 
available when checking out an order. 

In order to Enable Express Checkout follow the steps listed below: 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose Orders Tab and click on it. 

Step 3: In the Express Checkout Preferences, check Enable Express Checkout option. 

Step 1 

Step 2 

Step 3 

Step 4 

Step 4 
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Step 6: Click on Apply button. 

 

SUPPORT SETTINGS 

EMAIL CONTENT SELECTION 

In order to change the way iStore communicates with you via email, you can change your selections as directed 
below. 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose Support Tab and click on it. 

Step 1 

Step 2 

Step 3 
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Step 3: Under Email Subscription region Check corresponding check box under Select for particular Content Name 
.(For Example :If you require information regarding Service requests as a part of your email then Check the Check 
box Opposite to Service requests). 

Step 4 (optional): Under Email Subscription region, click on List Text Item opposite to Delivery Frequency. A drop 
down list will appear select preferred frequency and click on it. (For Example: If User wants to receive mails daily, 
select once every day from the list and click on it). 

Step 5: Click on Save button. 

 

ADDING /EDITING USER SIGNATURE 

You can customize the signature that will be appended to the forum messages that you post by following the 
steps below. 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose Support Tab and click on it. 

 

Step 1 

Step 2 

Step 4 
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Step 3: In the User Signature for Forum Messages region, enter the Signature that you want to append to the 
messages while posting in the forum in the text field opposite to Signature. 

Step 4: After entering your Signature text, click on Save button. 

RESTRICTING RESULTS DISPLAY 

You can change the number or search results displayed for your ease and comfort. 

Step 1: Choose Preferences from the list and click on it. The Preferences form will appear. 

Step 2: Choose Support Tab and click on it. 

Step 3: In the Display of Search Results region, click on the List Item Opposite to Number of Results Displayed on 
Searches field Choose appropriate number and click on it. 

 

Step 4: After selecting a value for Number of Results… field, click on Save button. 

 

Step 3 

Step 3 

Step 4 


