
 
 

1 
 

How to Place an Order After Creating a Quote on ShopCPR 

This how-to guide lists the steps to place an order after you create a quote on 

ShopCPR. 

Step 1: Log into ShopCPR. Then, use the name drop-down menu to select My Quotes. 

The My Quotes screen will appear. Navigate to the desired quote. If you have not 

completed checkout for the quote, its status will appear as Active (see Image 1). Please 

note that the quote is stored for 30 days before it expires. 
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Step 2:     Select the Quote ID link to proceed (see Image 1 above). 

Step 3:    Click Proceed to Checkout (see Image 2). 
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Please note: If you’re ordering a physical product, then confirm the shipping address, 

select Address Type, and click Continue (see Image 3). 

Image 3 

 

Step 4: Validate the selected address from the Select Validated Address pop-up 

window.* Click the Use This Address button or Use the Address I Entered link (see Image 

4). 

*Please note: You will only need to validate the selected address if you haven’t 

previously done so on ShopCPR.  This is a function that you only need to perform one 

time.  
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Additional note:  If you purchased a physical product, then you will need to select 

Shipping Method and click Continue (see Image 5). 

Image 5 

 

 

 

Step 5: Click Proceed to Payment. If you already have the invoice option set up, then 

you will see both invoice and credit card listed in the Mode of Payment area (see Image 

6). If you don’t have the invoice option set up, then the Check Out screen will appear 

with credit card listed. 
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Image 6 

 

Step 6: Enter your credit card information from the Credit Card Details pop-up window 

and click Submit Payment (see Image 7). 
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Step 7: Upon payment completion, you’re navigated to your Order History screen with 

a receipt for purchase. A banner will display that confirms you have placed your order 

(see Image 8). This is the last step in the process. 
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