
 

 

  

ATP Online Ordering Instructions 

1. Once you are logged in, select “Manage Tabs” in the upper right-hand corner of your screen. 

 

 

 

2. Next, click on the “Orders” tab. 

 

 

 

 

3. Click “+ Add Order” (green button on right-hand side).  

 

 

 

4. On the Order Details page, you will enter an Order Description (ex: NNAT3 Order). 

Select Organization from drop-down menu. 

 

 

 

 

5. Four tabs will now show up. Paper Products will be listed under either “Replacement Forms” or 
“Materials.” Online licenses will be under “Licenses.”  

 

 

 

 



 

 

 

6. Click on the Plus sign to drill down and see products. Enter the quantity to the right of the 
correct item. Once all item quantites are updated, click “Add to Order.” 

 

 

 

 

7. Please note: NNAT3 materials are non-refundable and non-returnable. Double-check your 
order before submitting.   

 

8. When ready, click the tab that says “Order summary.” If everything is correct, click “Order.” 

 

 

 

 

You will now be routed to Payment Options, where you may enter your Purchase Order number. If you 
do not use POs, your last name and date can be entered. For credit card payments, please allow 7-10 
business days for invoicing. Then you may pay via credit card by logging into your iPay account or 
calling 1-800-329-5999, Option 1. 

Online licenses will be available immediately. Paper Products are only printed on Tuesdays and 
Fridays. Please allow 7-10 business days for receipt of these items.  

 

 

 

 


