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CGM Customer Portal Order Entry 

1. Order Entry- This view allows you to place an order with CGM 

 

a. The various ship- to locations that we have in our system for your account will be loaded and 

can be accessed by selecting the drop down arrow in that field. 

 

b. Input your PO into the text section provided 
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i. By clicking the drop down arrow in this section you can select your requested delivery 

date and add any shipping instructions or other comments for your order. This drop 

down also exposes the full address from your ship-to location. 

 

 
c. Search the item that you would like to place an order for. If you have a unique part number 

stored into our system that corresponds to our part number, you will be able to input your 
number.  
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i. Be sure to select the correct quantity that you would like. Be sure to check the Units of 
measure when selecting a quantity. 

 
ii. If you have a contract price set up into our system the price will automatically pull in. If 

you do not have a contract price, you can still place your order and a CGM associate will 
confirm your price later. 

d. Finally, select place your order. 

 
e. After placing your order there will be a pop with your order number. 

 
f. You can also print the confirmation by selecting View/Print in the pop up.  
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i. You will see you confirmation and you can select to print that confirmation if you would 
like. 

 
 
 

Congratulations!!! You have placed your order CGM. You can sit back, kick up your 
feet, and rest assured that your order is taken care of and will be on its way shortly. If 

you need anything else or have any other questions please give us call at                   
630-250-0700!!! 


