
Sub – Agent Cheat Sheet 
Placing an Order 

 

  
   

► Enter in 
your user 
name and 
password 
 
► Press Login 

Step 1: 

 
 
 
 
 

  

►Enter  
Registrant 
number  
or  
Medicare 
number 

Step 2: 

 
  

  

Step 3: 

 
 
 
►Check 
Registrant 
Details 
 
 
►Act on any 
messages 
that may 
appear 
 
 
►Complete 
the 
declaration 
 
►Press Next 
 
 

 
  
 
 
 



  
  
 
 

  

►Check all 
registrant 
concession 
cards are 
correct. 
 
►Enter in the 
Qty to 
purchase  
 
 
►Press print 
 

Step 4: 

 
 
 
 
 
 
 
 

   

►Have the 
registrant sign 
their order to 
confirm 
purchase of 
products. 
 

Step 5: 

►Press the 
complete 
button 

Step 6: 

You will now returned to the home page to begin your next order 


