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Approving Orders 

You will receive an email every time an order needing approval has been placed. 

 

Click on the link to approve the order – you will be taken to www.monk.ca  

• If you are already logged in when you click on the link, it will redirect you to the Approval 

Page (see below for redirect page) – wait for this to complete. Orders requiring approval 

appear on this page.  

•  If you are not logged in, your browser will take you to the Log In page first. Log in using 

your username and password. Your web browser will then take you to the Approval page. 
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Approval Page 

Every order requiring approval has three options: Edit Order, Reject Order, and Complete Order.  

 Edit Order allows you to delete items and/or change the quantity purchased. See Page 3-4.  

 Reject Order permanently deletes the order. No items are purchased and the order cannot 

be recovered. 

 Click Complete Order to approve the order. Your web browser will arrive at the Order 

confirmation page: 

 

 

 

 

 

 

 

 

 

 

 

 

 

After clicking Complete Order, the screen below will appear. An email confirming that the order 

has been approved will also be sent to the original creator of the order (see second image).  

 

 

 

 

 

 

 

Click this 
button to 

change your 
order 

Click this button to reject and permanently delete the order Click this button to approve the order 

 

Click here to 
create a .pdf order 

confirmation 
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Editing Orders 

 Click in a Qty box to change the quantity of items.  

 Click Update once you have entered the desired quantity.  

 In this example, the Quantity of PENCILS changed from 10 to 8.  

 

 

 

 

 

 

 

 

 Click Proceed with checkout to continue.  

 This will send you to the Shipping Options page.  

 

 

 

 

 

 

 

 

 

 

 Click Proceed with checkout to continue to the Payment Options page. 

 

 

 

Quantity box 

Click this button to continue the checkout 
process 

Click this button to ensure desired quantity gets 
changed 

 

Click this 
button to 

change your 
order 

Click this button to continue the checkout 
process 

Changed 
quantity  
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Editing Orders Continued… 

Click Complete Order to approve the order.  

 

Order Confirmation 

Your web browser will arrive at the Order Confirmation page. If desired,  Export an order 

confirmation report – you will not receive an order confirmation email. The original creator of the 

order will receive an email noting the order has been approved and an order confirmation. 

 

 

Click here to 
create a .pdf order 

confirmation 

Click this button to approve the order MUST check to continue with order 


