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Standard Order (SO)



Creating SO order in Virtual office

Step 1: Log in to Virtual Office



Step 2: Click ‘STANDARD ORDER’ in the side menu.



Step 3: Look for the product you want to purchase by using the search bar or by using 
the categories below.



Step 4: Click ‘Add Product’.



Step 5: Scroll down to ‘Quick Order Selections’ to view your selections. Click ‘Checkout’.



Step 6: Confirm your shipping address and shipping method then click ‘Next Step’.



Step 7: Confirm your payment method then click ‘Next Step’.



Step 8: Review your order and make sure all details are correct then click ‘Place 
Order’. A window will appear with a confirmation number.



Essential Rewards Enrollment



Where to enroll? 

• Members can enroll in Virtual Office or by contacting Member Services.



Step 1: Go to Virtual Office and click ‘Enroll’ at the top of the side menu.



Step 2: Explain the requirements and benefits to your new member to ensure they are 
prepared for the monthly commitment of this program then click ‘Join Now’. 



Step 3: Click the Member Agreement check box 
then click ‘Continue’. 



Step 4: Use the search bar to start searching and adding products to the monthly 
order. 



Step 5: Confirm shipping address and shipping method then click ‘Next Step’.



Step 6: Select the Processing Day then click ‘Next’.



Step 7: Select a payment method or ‘Add a New Payment Option’ then click 
‘Save Changes’.



Step 8: Verify that the Essential Rewards template has been created.



Updating Essential Rewards Template 



Step 1: Click ‘ESSENTIAL REWARDS’ in the side menu to go to the 
Essential Rewards page.



Step 2: Click ‘Change Order’ to change the items in your monthly order. 



Step 3: Look for the products you wish to order by using the search bar or by using the 
categories below.



Step 4: Click ‘Add Product’.



Step 5: Scroll down to ‘Monthly Order Summary’ to view your selections. Click ‘Save Monthly 
Order’. A Delivery Alert pop-up will appear. Click ‘Change Shipping’.



Step 6: Click ‘Change Address’ to update your shipping address then select the desired shipping 
method and click ‘Save Changes’.



Step 7:  Verify that all changes are reflected accurately in the Order Confirmation page.



Processing Essential Rewards Manually 
(Before Processing Date) 



Click ‘Process Today’ to process your Essential Rewards order before your processing date.



Setting Up the
PV Assistant Tool



Step1:  Click ‘PV Assistant’ under the Essential Rewards 
tab in the side menu.



Step 2: Click ‘Edit PV Goal’ and click on the box to activate PV Assistant.



Step 3: Set your PV target by clicking on ‘’Edit PV Goal’. Enter your desired monthly PV target.
Click ‘Update Goal’ to save.



Step 4: Find the products you wish to add to your order by searching the product name 
or item number and click ’Save Monthly Order’ when finished.



Change Essential Rewards 
Processing Date



Step 1: Click ‘ESSENTIAL REWARDS’ in the side menu. 



Step 2: Click ‘Change Processing Day’.



Step 3: Click on any of the available date (NOT GRAYED OUT) then click ‘Change Day’.



Step 4: Verify that the changes you made have been successfully saved.



Redemption Order 



Step 1: Click on the → icon.



Step 2:  Click “’Shop To Redeem Points Now’.



Step 3:  Click ‘Continue’.



Step 4: Look for the products you wish to order by using the search bar or by using the 
categories below.



Step 5: Add qualifying items to the order.



Step 6: Click ‘Change Address’ to update your shipping address then select your 
desired shipping method and click ‘Next Step’.



Step 7: Click on the circle next to ‘Essential Rewards Points’.



Step 8: Click on the boxes next to the items you have selected then click ‘Next Step’. 



Step 9: Click ‘Place Order’ to finalize your order and receive a confirmation number.


