
Instructions for Adding Credit Card Information to         
Tejas Ordering Site

Step 1: Log into My Account. 

Step 2: Add items to your shopping cart and proceed to Checkout. 

Step 3: Click on Save New Card



Step 4:  Add P-Card Information

• First Name
• Last Name
• Billing Address (not shipping address)
• City
• Country
• Zip
• Email
• Card Type
• Card Number
• Expiration Month
• Expiration Year
• CVN Code

Step 5: Add Phone Number before Clicking on Place Order 

🛈🛈 Important
The screenshots in this guide are provided for training and instructional purposes only. They are 
intended as examples to demonstrate the process. Your screen may appear slightly different depending 
on your account or system configuration.
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