
 

 

 

 
Submit a New Order For A SmartOffice License 

To order your SmartOffice license(s) you will need to be logged into GOL. The Guardian 
Storefront requires a major credit card.  The credit card will be charged monthly for the 
subscription. 

The individual who will be paying for the license should log in with their GOL ID. 
 
 
 
Log in to GOL > under SmartOffice click SIGNUP. 
 

 
 
You will arrive at the Guardian online Storefront Homepage.    
 
 

 
 
 
 
 
Scroll to the bottom of the page and click the Learn More button to see Features, Key Benefits, License 
Descriptions, and License Terms. 
 
When you are ready to submit an order, click the GET STARTED NOW button.  
 
 
You are navigated to the New License page which is divided into 3 sections: 
1. Select the Licenses to be Requested 
2. Enter the Licensee Information 
3. Click the button below to add to the Shopping Cart 
 

Section 1: Indicate which licenses you want to order in this section by clicking in 
the checkbox next to the license(s) desired. 

 

 
The monthly fee for each line item will be displayed in the subtotal field and then a grand 
total at the bottom. 
 
Click on the Information bulb at each line item for a brief description. 
 



 

  

 
 
Section 2: Enter the Licensee information - this will be the individual who will be using SmartOffice.  It 
may be yourself or an assistant. 
 
Enter the GOL ID for that person and click the Look Up button to the right.  
 

 
 
This performs a look up by GOL ID and should populate some of the licensee information for you.  
 
If any fields are not populated from the Lookup, please enter information in all fields. 
 
Section 3: Once all Licensee information is entered, click the ADD TO CART button. 
 

 
 
You are navigated to your shopping cart, which will display your order and the order status. The 
order status should read “New”. 

 
 

 

Review your order information - you can still edit or remove licenses from the cart. 
 



You can add any comments or questions in the comment section. 

If the license you are ordering needs to proxy to another user (share data) please 
indicate in the comment section. 

The order must now be submitted for approval/review. Click Submit for Approval. 

You will be prompted to agree to Guardian's Security Policy, click Agree: 

Your order is submitted. You will be notified via email 
 that the order is under review. 

Order approval may take 1-2 business days. 

Once the order has been approved you will receive an email stating that it has been approved. 

After approval, you will need to go back into the Storefront, in your Shopping Cart, and 
pay for the license. 

For instructions on paying for the approved order, refer to the Payment Setup document. 

When you have finished, click the arrow next to your name in the upper right corner of your 
screen and select Sign Out to exit the Storefront. 

We can help! 

 For browser, access or technical issues, call the Support Line at 1-800-499-8820. 
 For specific tasks or have questions about using SmartOffice, send an email to SmartOffice@glic.com. 
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