my DVG

USER GUIDE

Cart Checkout

The myDVG Customer Portal makes it easy to browse
products, manage your cart, and place orders online. This
guide walks you through the complete cart checkout process
— from finding a product to confirming your order — so you
can shop with confidence.

This guide is for customers who have an
existing myDVG account and are ready to place an order
through the portal.
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GETTING STARTED

Before you begin checkout, make sure you have:
e An active myDVG Customer Portal account
e Your Purchase Order (PO) number ready
e Your shipping and billing addresses saved in your account profile
[ )

If using your own carrier: your carrier account numbetr, billing zip code, and carrier
name

Once you're logged in to the portal, you're ready to start shopping.
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BROWSING & SEARCHING FOR PRODUCTS

Navigate to the Products page to view available items. Use the search box at the top of the
page to find products by part numlber, name, or description.
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MANAGING YOUR CART

When you're ready to review your selections, click the cart icon in the top-right corner of the
screen. A dropdown appears showing the items currently in your cart, including product
name, quantity, unit price, and total.

From the dropdown, you can:
e Click View Cart to review your items before proceeding
e Click Checkout to go directly to the checkout flow
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REVIEWING YOUR CART

On the Cart page, verify your items, quantities, and pricing before continuing. Confirm the

following values are correct:

e Subtotal
e Discount (if applicable)
e Total Payable

When everything looks right, click Checkout to move to the next step.
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COMPLETING CHECKOUT

Step 1: Confirm your addresses
Your default shipping and billing addresses load automatically. To use a different shipping
address, hover over Change Address and select an alternative address from your account

profile.
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Step 2: Enter your Purchase Order number and shipping method
Fill in your Purchase Order number in the required field.
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Then select your preferred shipping method:
e Duravent Owned — the default option; Duravent arranges shipping on your behalf
e Ship It Collect — use this if you want to ship using your own carrier account

o Ifyou select Ship It Collect, you will also need to provide:
= Account Number
= Billing Zip Code
= Carrier Name (for example, FEDEX)
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Use the Note field to include any special shipping instructions, such as requesting a
complete shipment.
Step 3: Place your order

Review all the information you've entered, then click Place Order in the bottom-right corner
of the checkout page.
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ORDER CONFIRMATION

After submitting, a confirmation pop-up appears with your assigned order number.

From here you can:

e Click View Orders to go directly to your order history
¢ Click Continue Shopping to return to the Products page

Tip: Note your order number from the confirmation pop-up so you can reference it
later.
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VERIFYING ORDER STATUS

Go to the My Orders section to confirm your order appears in the list. Your new order should
show a status of Order Received, along with details including:

Customer PO number

[ ]

e Sales Order number

e Order date

e Ordervalue

e Shipping address
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ADVANCED FEATURES

Using the "Ship It Collect" option

If your organization uses a preferred carrier, selecting Ship It Collect during checkout lets you
route the shipment through your own carrier account. You'll need to supply your Account
Number, Billing Zip Code, and Carrier Name at the time of checkout. This information is
entered on the same checkout page as your PO number and shipping method selection.

Adding special shipping instructions

The Note field on the checkout page accepts free-text instructions that will accompany your
order. Use this field to communicate specific requirements, such as requesting that your
order ships as a single complete shipment rather than in multiple parts.
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SETTINGS & CONFIGURATION

Managing saved addresses

The portal automatically loads your default shipping and billing addresses at checkout. You
can maintain multiple addresses in your account profile, making it easy to switch shipping
destinations at the time of order using the Change Address option on the checkout page.

Note: Address management is handled through your account profile. Ensure your
addresses are up to date before placing an order to avoid checkout delays.

FAQ

Q: What if my shipping address isn't listed during checkout?
Addresses are pulled from your account profile. If the address you need isn't available, update
your profile before starting checkout, then return to place your order.

Q: Can | change my order after clicking Place Order?
The source material does not cover order modification after submission. Contact
your myDVG account representative if you need to make changes to a submitted order.

Q: What does "Order Received" status mean?
It confirms that your order has been successfully submitted and received by the system. You
can view this status in the My Orders section.

Q: What information do | need for "Ship It Collect"?
You'll need your carrier Account Number, Billing Zip Code, and Carrier Name (for example,
FEDEX).

Q: Where can | find my order number after placing an order?
Your order number appears in the confirmation pop-up immediately after you click Place
Order. You can also find it in the My Orders section of the portal.

myDVG User Guide | © 2026 Duravent Group. All Rights Reserved.



