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Nocti Business Solutions  
Online Ordering for NEDA 

STEP 1 

Log into the Nocti Business Solutions Client Services Center at http://clientservices.nocti.org/login.aspx                  
SEE FIGURE 1  

 

Figure 1 
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STEP 2 

Click on 'Place an Order' button.  SEE FIGURE 2  
 
Figure 2 

 

STEP 3 

Click on the assessment you would like to order.  Only the assessments you are authorized to order will be 
listed.  SEE FIGURE 3  

Figure 3 
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STEP 4 

Enter the quantity of assessments you would like to order.  Click on the 'Add Post-Tests to Cart' button.    
SEE FIGURE 4  

 
Figure 4 

 

STEP 5 

You will receive a confirmation message.  Click the 'Ok' button.  SEE FIGURE 5 

Figure 5 

 

 

STEP 6 

If you need to order additional assessments, click on the 'Return to Product List' button to be returned to the list 
of assessments you can order.  If you are ready to submit your order, click on the 'Shopping Cart' link.  
SEE FIGURE 6 
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Figure 6 

 

 

STEP 7 

From this screen you have several options.  SEE FIGURE 7 

If you click on the 'Empty Cart' button, all items will be removed from your shopping cart and you will be taken 
back to your list of assessments. 

The 'Continue Shopping' button will take you back to your list of assessments so you can continuing shopping. 

The 'Edit' button to the left of the product(s), will allow you to edit the quantity/number of sessions for that 
assessment. 

The 'Delete' button to the left of the product(s), will delete that assessment from your shopping cart. 

If all details on the order are correct, click on the 'Check Out' button to proceed with your order. 
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Figure 7 

 

 

STEP 8 

The next screen includes a security reminder.  You must click on 'Accept' to proceed with your order.  SEE 
FIGURE 8 

Figure 8 

 

STEP 9 
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Enter your Test Date.  If you are uncertain of your exact test date, choose any date that is a minimum of one day 
after your order date.  SEE FIGURE 9 

If you are ordering online assessments, you will need to choose whether you want the online testing system to 
display assessment scores to the test takers.  SEE FIGURE 9 

If you are using a Purchase Order to place your order, click on the 'PO Number' button and enter the PO number 
in the box.  You also have the opportunity to upload a copy of your PO.  Click on the 'Continue' button.   SEE 
FIGURE 10 

If you are using a Credit Card to place your order, click on the 'Credit Card' button.  Complete the credit card 
information fields and click on the 'Continue' button.  SEE FIGURE 11 

Figure 9 
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Figure 10 
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Figure 11 

 

 

 

STEP 10 

The next screen gives you an opportunity to review your order.  SEE FIGURE 12 

If you need to edit your order, click on the 'Edit Order' button. 

If you need to go back to the previous screen, click on the 'Previous Page' button. 

If your order is complete, click on the 'Submit' button. 
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Figure 12 

 

STEP 11 

After you submit your order, you will be directed to a confirmation page.  SEE FIGURE 13 

Your order will be processed and your user codes for online testing will be available within two business days.   

If you would like to view and/or print your order, click on the 'View/Print Order' button.  Proceed to STEP 12 

You can also click on the 'Return to Home' button to be redirected to your Client Services Center Home Page. 

 

Figure 13 
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STEP 12 

If you chose to view and/or print your order, you will be redirected to a list of your orders.  SEE FIGURE 14 

Click on the order you just placed and you will be able to view and print the order.  SEE FIGURE 15 

Figure 14 

 

 

Figure 15 
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STEP 13 

You are able to view your order history at any time by clicking on the 'Place an Order' button in the Client 
Services Center and then clicking on the 'Order History' link.  SEE FIGURE 16 

Figure 16 

 


