Online Store
User Guide
For questions or additional help, you may send an email to tdccompanystore@thedoctors.com or you may
contact Shelley Carlson (extension 1192). We want to ensure your experience with using our website is both
easy and productive.
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Welcome to The Doctors Company online store. While The Doctors Company online store operates like all
other shopping carts you’re familiar with and have used, we did want to take a moment to highlight some of the
areas you may find particular useful.
In the event you need to check something on your account, and you do not wish to order any product, you can
go to the online store at the following address:
http://shopsuttersmill.com/thedoctors/index.php
Once there you’ll notice in the upper right hand corner the following: Sign in

Here, you would enter your email/password combination, then click Sign In
If you do not have an account, please select the “Authorized Users” tab at the bottom of the page to find out
who the authorized user is in your region.
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Once you have correctly entered your email/password combination, you will be taken to your own specific user
account. You will see the screen shown below. This screen will give you a number of different options that you
can explore.
We’re going to focus on three specific areas of this screen:
1. Order History and Details
2. My Addresses
3. My Personal Information
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Order History and Details
When you click on “Order History and Details”, it provides you exactly that – history and details of your
specific orders such as date, price and status. You also have the option to view the details of the order in the
browser and view/print the invoice.
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Clicking on the “Details” button reveals the details of your specific order as shown below:

Under the “Follow Your Order’s Status Step-By-Step” section, you will notice two things:
1. The status of your order. Where it is in the process. This order shows that it has “Shipped”.
2. A link that provides the tracking information for that order. Click on the link, and you’ll be taken to the
UPS website to track your package.
If you click on the PDF icon under “Invoice”, you are able to save or print a copy of the invoice for your
records. See the invoice example on the next page.
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Example of Order Invoice

6

My Addresses
When you are logged into your account, you have the option here to click on “My Addresses” and add
additional addresses to your account. This can save you time if you are going to be shipping to a specific
address a number of times instead of entering an address every time you order.
To enter a new shipping address, merely click on the green “Add a New Address” button at the bottom of the
page and fill out the information.

Make sure you fill out all of the fields with asterisks, and hit the “Save” button when you are finished. You will
then be able to select this address when you are ordering.
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My Personal Information
When you are logged into your account, you have the option here to click on “My Personal Information” and
update your personal data. For example, to change your password, you would enter your current password in the
respective field, then enter your new password in the new password field and confirm it. Make sure to click on
the “Save” button when you are finished and your personal account information will be updated.
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Forgot Password
If at any time you forget your password, click on “Sign In” in the upper right hand corner of the home page.

You will be taken to the “Authentication” page. Enter your email address and click on the “Forgot your
password?” link.
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You will be taken to the “Forgot Your Password?” page. Enter your email address again and click on the green
“Retrieve Password” button.

You will receive the message below. Check your email for your new password and select the grey “Back to
Login” button. Enter your email and your new password.

For questions or additional help, you may send an email to tdccompanystore@thedoctors.com or you may
contact Shelley Carlson (extension 1192). We want to ensure your experience with using our website is both
easy and productive.
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