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Supply Order Service
Self Service Guide

Our Supply Order service site makes ordering simple and always accessible.  Use 
this guide to navigate the Supply Order service site. It highlights the key steps to 
help you place supply requests.

Login
•	 Visit:  https://www.spectrapath.net/login.aspx
•	 Enter your login credentials
•	 Click on the Orders Module or Menu option to access 

the order screen.

Select Client and Shipping Information
•	 Select the appropriate Client No. from dropdown list.
•	 The Shipping Address will populate. This information 

will print on requisition form orders.
•	 To ship to another address, enable the Alternate 

Shipping Address option, then complete the 
alternate shipping address information.

•	 Shipping Service defaults to FedEx Ground, as this is 
the standard shipping option. If you need a one‑time 
exception, the shipping service can be adjusted. 
Please include a note on your order so our team can 
review the request and determine whether an 
expedited method can be approved.

Add Order Items
•	 Recently ordered items will sort to the top of the list  

and will have a Last Ordered Date.  Use the Selected 
Category list to filter items by categories, such as Kit, 
Requisition, etc.

•	 Review the product description to confirm the item 
you want to order. Clicking on the Blue font item 
description, will display item details.

•	 Enter the Quantity needed for each item being 
ordered and reference the Unit of Measure to ensure 
you order the correct quantity. 

•	 Click the Continue button to review your order.
•	 The Order Review screen will display. Please review 

all order details.  When ready, click Submit Order.


