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1. You will be required to sign in with your Security 
Benefit online account prior to ordering sales 
materials. 

2. If you already have an account, go to 
SecurityBenefit.com/SignIn

3. If you don’t have an account, go to 
SecurityBenefit.com/Register

(Jane Doe)

S I G N I N G  I N T O  S E C U R I T Y B E N E F I T . C O M

https://securitybenefit.com/signin
https://securitybenefit.com/register
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4. Once signed in, hover over Rep Resources

5. Hover over Forms & Materials

6. Select Sales Materials

S I G N I N G  I N T O  S E C U R I T Y B E N E F I T . C O M
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1. You will be directed to the sales material homepage.

2. You will notice your name listed in the upper right 
corner, above the header. This indicates that the system 
recognizes your credentials.

3. Anything you order at this point will prepopulate with 
your name and address.

(Jane Doe)

S A L E S  M AT E R I A L S  H O M E P A G E
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Click on the applicable category located 
under the Quick Find & Order section. 

(Jane Doe)

S E A R C H  B Y  P R O D U C T  C AT E G O R Y
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Another menu, called 
Select Product(s), will 
appear under the 
chosen category. 
Select the applicable 
products.

Click Next.

S E A R C H  B Y  P R O D U C T  C AT E G O R Y

Select Literature Type(s) will appear 
under the chosen products. Select 
the applicable types.

Select the applicable state.

Click Find.
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Your search results will appear in the middle of the 
screen. From here you can:

1. Enter the quantity of high-quality prints you would 
like to order and Add to Cart.

2. Download a PDF copy of applicable materials.

3. You may also choose to Find Additional Items.

4. You may also Clear Search and start a new one.

S E A R C H  B Y  P R O D U C T  C AT E G O R Y
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Click Catalog in the 
main menu, or

Search directly in the 
Product Search area in 
the center of the home 
screen.

(Jane Doe)

S E A R C H  F O R  I T E M S  T H R O U G H  K E Y W O R D S ,  
D E S C R I P T I O N ,  O R  S T O C K  N U M B E R To search for items: 

1. If you have a previous version 
of a piece and would like an 
updated version, you can 
search by the stock # found at 
the bottom back page of that 
piece.

2. Enter a description or 
keyword into the Product 
Search box.

3. Filter results by Product 
Category and/or by 
Literature Type.

4. Click the Search button to 
display items.
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S E A R C H  R E S U LT S  P A G E

Once you’ve clicked search, you’ll see the search results 
page. On the search page you can:

1. Enter a new search.
2. Use/edit filters to filter by category or literature type.
3. Scroll through the list of items retrieved in your original 

search results.
4. NOTE: When you see a red box around an item in the 

search results area, it means that it can be downloaded 
as a PDF, printed, or emailed to someone.

5. Once you have located the materials you wish to order, 
enter the quantity and click the Add to Cart button. Your 
shopping cart contents will be displayed in the box 
located on the lower left-hand side of the page.

6. NOTE: Under each Add to Cart button you clicked, the 
system will share that it was “Successfully Added” and 
the number requested.

Item detail will be displayed for each 
search result, including the online 
sample (if available), which can be 
viewed by clicking on the thumbnail.

1
2

1. The stock # and the version date of 
the piece

2. The name of the piece

If your item is backordered, it will be 
noted in red below the name of the piece.



Ordering Sales Materials FINANCIAL PROFESSIONAL USE ONLY – NOT FOR USE WITH CONSUMERS

38-08410-00  |  2020/05/15  |  10

While in the Shopping Cart, you may review your materials 
and order details before checking out.

You can add additional quantities of an item by placing a 
new number in the quantity box and clicking Update or 
remove an item by clicking the Remove button.

C H E C K O U T
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Before checking out, you can Create Order Template 
(shown at the bottom of the Shopping Cart page), which 
will include the materials currently listed in your 
Shopping Cart so you can order them again for others 
easily, if you choose.

The Create Order Template pop-up window will appear 
and allow you to enter an Order Template Name and 
Description. Click the Create button to proceed.

The saved order template will now be accessible from 
the Order Template widget, which will be located on 
your homepage.

NOTE: The Order Templates you create will automatically 
delete if they remain unused after 30 days.

C H E C K O U T
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Once you are ready to check out, please verify the 
shipping information and make any necessary 
edits.

You will receive Order Confirmation and/or 
Shipping Confirmation emails if you select to 
receive them. 

Select your preferred shipping method.

Click the Submit Order button.

C H E C K O U T

Jane Doe
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Once you have checked out, you will be brought to 
the Order Confirmation page where you may view 
your order information and order status.

To submit a request to cancel your order, you may 
click on the Cancel Order button.

NOTE: if the Cancel Order button is not appearing, 
you can cancel your order by submitting a Change 
Request (see page 16) and following those steps. 

C H E C K O U T

Jane Doe

Jane	Doe
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Express Checkout
This widget can be used if you 
know the stock # for the piece that 
is being ordered.
1. From the homepage, scroll 

down to find Express 
Checkout. 

2. Type in the Stock #.
3. Once the items are entered, 

click on the Checkout button at 
the bottom of the box to go to 
your shopping cart.

H O M E P A G E  W I D G E T S

The widgets that appear on your Veritas home page can be removed and rearranged given your preference level. 

New Forms and Materials
This widget displays the five newest 
materials available for ordering.
1. Add the quantity into the box next 

to the items you would like to order. 
2. Click on the Checkout button at the 

bottom of the box to go directly to 
your shopping cart.

To view more details for an item, click 
on the item name and stock # to go to 
the Material Search page.

To view an item, click on the PDF icon, 
when available.
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My Recent Orders
This widget allows you to view the 
status of recent and past orders.

Viewing the order will take you to a 
summary of the order – its status and 
date of the order.

Copying the order will place items into 
your shopping cart, where you can 
quickly proceed to checkout.

H O M E P A G E  W I D G E T S

Order Lookup
You can manually look up an 
order by accessing this widget 
and searching by the date range 
or order number.
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Most Popular Items
You can view the most ordered items 
by all system users within this widget. 
You can click on the title of the piece to 
view more details. Or you can enter the 
quantity you wish to order and select 
Checkout.

H O M E P A G E  W I D G E T S

Announcements
Quickly view recent system 
announcements here.
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1. Click on the Change Requests menu option on the 
navigation bar.

2. The main change request ticket page is divided 
between Veritas and Client change request tickets. You 
may add your change request to either section.

3. To create a new change request ticket, select Add 
Ticket.

(Jane Doe)

C H A N G E  R E Q U E S T  T I C K E T S
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4. A pop-up window will appear. 

5. Select the Category of your change request.

6. Select the Sub Category.

7. Add Comments, as needed.

8. Select Create.

You will be notified via an automated email when a 
comment has been added to your ticket or when the status 
of your ticket has been updated.

C H A N G E  R E Q U E S T  T I C K E T S



Questions?
Call us for more information at 800.747.5164, option 3, 
or visit SecurityBenefit.com.


