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● Go to Corporategift.com

● Click “Log In” to access your account

● Enter your email address and password
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● Then Choose and Shop by Brands and location
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● Browse Shop Products  and narrow down your product search by using category filters
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● Select product color and quantities then click on Add to Cart 
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● Review your shopping cart and proceed to checkout

● You can ship all to one address or split shipment to multiple addresses
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● Provide shipping address
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● Select shipping method
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● Fill out order approval form and select Submit

●
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● Approver will receive an email from CorporateGift with the order details and can approve order from email

● Approver can also see any awaiting approval orders on their dashboard when they log into CG. 
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● Approver can also see any awaiting approval orders in My Orders:
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● Once the order has been approved, you will receive an email from 

CorporateGift to process payment. (see sample email below) 


