
 Online Materials Ordering 

Guide

• Navigate your browser to: tlcorders.com
• Click the Login button in the upper right of the page



• If this is your first time to the portal, you will need to
register a user account.

• Select "Register" under the login button.



• To register an account, you will need to enter your information.
Fields marked with an * are required.

• We recommend using your email address as your User Name.

• After entering your information, select the "Submit" button.
• You will then receive an email confirming your account and

will be directed to the ordering portal.



Enrollment Packages

Select the materials you would like to order. 

• Select "Order Now" under the appropriate enrollment package.
Note: the date of the enrollment package changes each plan year. 



• See the Packets Include section for the items that will be inserted in
each package.

• The benefit summary(ies) you select with a "1" will also be included in
each package.

• Select Add to Cart.

• This is a sample page after you have selected the benefit
summaries you would like included in your package.



• You will be directed to your shopping cart for checkout, or
• You can add additional materials to your order by

selecting "Continue Shopping" in the lower left.

• If ordering additional materials, enter the quantity
needed and select "Order Now".

• You will again be directed to your shopping cart.



• When all the materials needed are in your cart, select
"Continue" in the lower right.

• Your shipping information will be populated into the form from your user account.
Enter your group name in the Company field and select "Save" and then "Continue". It is
recommended that you save your main address with company name to your address book.

• If you need the items shipped to another address, complete the form, select "Save" and
then "Continue". You can save additional addresses in your address book for future orders.



• Confirm your shipping information then click "Continue"

• Confirm the items in your order, then click "Place My Order".



• You will then receive an order confirmation with the option to print
for future reference.

• You will also receive an email confirmation of your order.

• The "Due Date" on the confirmation is the date the order will ship by.
• You will receive a shipping confirmation email with tracking

information on the date your order ships.
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The Local Choice (TLC) Materials:
The following are instructions to download an electronic version of your Open Enrollment package(s) for your 
employees.  

For Active Open Enrollment Package, select “Order Now” on the appropriate plan year for an Active EO 
Package (Download only) from the home page of the ordering portal.  

 From the left panel, select
“Yes” to add Benefit
Summary(ies) to your
package.

 Select the Benefit
Summary(ies) to include in
your package (you must click
on the benefit summary to
add to the package).
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 Select “Preview” to confirm
the contents of your file.

 Add to Cart

 Proceed to Checkout

 “Download” your file from the order confirmation page. You can download as many times as
needed. You will also receive an email notification with a link your order.
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For Medicare Open Enrollment Package, select “Order Now” on the appropriate plan year for a Medicare EO 
Package (Download only) from the home page of the ordering portal.  

 From the left panel, select
“Yes” to add Benefit
Summary(ies) to your
package.

 Select the Benefit
Summary(ies) to include in
your package (you must click
on the benefit summary to
add to the package).

 Select “Preview” to confirm
the contents of your file.
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 Add to Cart

 Proceed to Checkout

 “Download” your file from the order confirmation page. You can download as many times as
needed. You will also receive an email notification with a link to your order.
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