Accounts Payable or Receivable Guide

Log in

Once you have been given a User ID and Password, you are ready to begin using Monk

Office’s e-Commerce site.
Navigate to www.monk.ca.

Click Log In to begin.

Click here to begin

Monk

toll-free: 1-800-735-3433

Figure 1
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A log in page will appear (see figure 2). Enter your User ID and Password, and click the Log
In button to proceed. You will be directed to the site’s HOME page.

LOGIN OR CREATE AN ACCOUNT

HOME OFFICE SUPPLIES FURNITURE TECHNOLOGY ART & EDUCATION CLEANING & BEREAKROOM NEWITEMS

‘

REGISTERED CUSTOMERS

Log In to Your Account
Log In for faster checkout

User IDx

Password:

£\ Remember User ID

Enter log in details here

I

Forgot your password?

Login Cancel

7N

New Online Users

If your company does not hawve a Monk Office account,
please click "Create an Account” to register.

If you work with any of these organizations, please do not register, as
you already have a Monk Account:

Island Health (VIHA)
University of Victoria
Morth Island College

Create an Account

Figure 2

Click heretologin
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Home Page

After logging in, you will be directed to the site’s HOME page (see figure 3) and unless you
were already on another page, the site will direct you there. /| Account select link

My Profilel/tcg Out

Navigation

Live Chat ) Search box
On M-F8am-5pm . _ ]
v & HOLYCOW COMMUNICATION 8

toll-free: 1-800-735-3433

O O 'OFFICE SUPPLIES FURNITURE TECHNOLOGY ART & EDUCATION CLEANING & BREAKROOM

Just in time CANADA POSTES
for the holidays. CANADA

Visit our Sidney and Fort St Canada Post outlets for your holiday deliveries.
Click here to check drop off deadlines.

Shopping cart

Categories

Featured products

From this page you can find products.

NEW PRODUCTS are updated as they come, and FEATURED PRODUCTS are updated
every week.

| C—— |
sTeT et - —— s

Figure 3

You can find products by searching, clicking on a category in the navigation bar, or clicking
on a product in the NEW PRODUCTS or FEATURED PRODUCTS panes.

The shopping cart will take you to the checkout.
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View My Open Balance

This page displays CUSTOMER INFO, ACCOUNT SUMMARY, AGING, and INVOICES for
the selected account.

7]
2
|

My Account > View My Open Balance

Customer #: 40175 Phone: 2506556597

Mame: HOLYCOW COMMUNICATION Fax: 2506356598

Address: J01-2537 BEACOM AVE Terms: MET 20 DAYS
Customer Class: OTHER

SIDMEY, BC VaL 1¥3

Open Date 201799 SalesYTD 416886
Last Paid 1123715 Cash¥TD $18%.14
Paid Amount $5.43 High Balance $813.29
Last Invoice 11/24/15

Average Days 40

Order ¥YTD 6

Future $0.00 120 Drays $0.00
Current $50.07 A/R Balance $50.07
30 Days 50,00 Open Orders $0.00
&0 Days $0.00 Total 45007
90 Days $0.00

Click here to
create a.pdf of
open balance
information

Invoice #
po# 4 2! 4 4 4 o 4

61134957 502350380 11/24/15  12/24/15 INV §53007 30
Order #
1-1aof
Click an invoice number to view it in detail
Figure 19

The following information is available on this page:

Invoice #
Purchase order #
Order #

Date Invoiced
Date Due
Description
Amount
Payment
Amount Due

Click on an Invoice # to view it in detail.
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Make an Online Payment

This page is similar to View My Open Balance; however this page allows you to pay
invoices. They can be paid individually or in a group.

My Account = Make Online Payment

Customer #: 40175 Phone: 2506556597

Mame: HOLYCOW COMMUMICATION Fax: 2506556598

Address: 301-2537 BEACON AVE Terms: MET 30 DAYS
Customer Class: OTHER

SIDMEY, BC VEL 1Y32

Open Date: 2017/99 Sales YTDx: 416886
Last Paid: 11/23/15 CashYTD: $187.14
Paid Amount: $5.63 High Balance: 481329
Last Invoice: 11/24/15 Credit Line: £500.00
Average Days: 40 Available Credit: $44993
Order ¥TD: b

Future: £0.00 120 Days: $0.00
Current: $50.07 A/R Balance: $50.07
30 Days: $0.00 Open Orders: $0.00
&0 Days: $0.00 Total: $50.07
90 Days: $0.00

Use these check
boxes to select
(an) invoice(s)

ACCOUNT INVOICES

‘

Where available, click on the invoice number to view the invoice detail

ect [ invoice# |po# [orders | Date Inv | Date Due [Desc | invami] Amt Paid amt Due

] 1154967 502350380 11/24/15 12/24/15 NV $50.07 $0.00 $50.07

T Selected Total: $0.00
1-1of1

Click this button to
[ Select All ] [ Clear All ] Continue ]<: proceed to pay selected

invoice(s)
Figure 20

Select the invoice(s) you want to pay. Select All will select every invoice. Clear All will clear
what you have selected.

Click Continue to proceed to Method of Payment.
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Method of Payment

This is where you pay the selected invoice(s).

MY ACCOUNT HOME OFFICE SUPPLIES FURNITURE TECHNOLOGY ART & EDUCATION CLEANING & BREAKROOM
NEW ITEMS
My Account = Make Online Payment

INVOICE DETAIL

‘

Where available, click on the invoice number ta see the original order details.

Invoice # |PCI# |Or|:|er# |Datelrw | Date Due |De'5|: | IrwAm‘tl Amt Paidl Amt Due
61134947 502350380 11/24/15 12/24/15 1NV 530,07 $0.00 530007
Totak 550,07

|Denmes reguired fields

Click this button
toreturntothe
previous page

[ Back || [ Continee | <_ Click this button to proceed to pay using credit

card information entered

Figure 21

Required fields are marked by a vertical red bar.

Name, Address, City, State, Postal Code, Country, Phone Number and Email are entered

automatically based on your company/account information.
Select MASTERCARD or VISA.

Enter your credit card information.

Click Continue to pay.

Click Back to return to the previous page (do not click your Internet browser’s “Back”
button).

Select payment
method and
enter credit
card
information

Mame: HOLYCOW COMMUNICATION MASTERCARD C
Address: 301-2537 BEACON AVE VISA
Credit Card #: | <:
Expiration Date: | 11 Fl15
City: SIDNEY (Charge Amount: 550007
State: BRITISH COLUMELA
Zip/Postal Code: VEL1Y¥3
Country: CANADA
Phone Number: ||2508558597
Fax Mumber: 2506354598
\’]nail Address: julie@hohycporeom
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View My Payment History

This page displays all payments made. Payments can be searched.

MY ACCOUNT HOME

OFFICE SUPPLIES

FURNITURE

Click this icon to view invoices and credits relevant to each check

TECHNOLOGY ART & EDUCATION

Select “check
number” or
“invoice
number”, then
enter the
number you
wish to search
for in the search
box below

From Date

ToDate

rch for
eck Number

V\, Account > View My Payment Histo

CLEANING & BREAKROOM

re available, click on the Invoice/Credit Number tol detail

Click an invoice
number to view itin

—

| Search | | Clear |

Figure 22

/ | Check # Check Date Check Amount | In_\d Esiredit # Invoice Date
. 84672 11/23/15 $5.63 11/23/15
$5.63) 26602135 11/10/15
8645 10/16/15 $18.59 10/16/15
($17.24) 41108341 8/5/15
$17.24 611356047 10/7/15
$18.59 41135047 10/7/15
+ 8594 2/10/15 516492 2/10/15
+ 8489 5/8/15 $36.75 5/8/15
+ B4467 41715 $72.85 4/17/15
+ 8387 1/22/15 $32.79 1/22/15
+ 8332 11/26/14 $40.45 11/26/14
+ 8318 11/17/14 $70.28 11/17/14
+ 8277 9/15/14 $23.02 9/15/14
+ 8219 8/29/14 $0.00 8/29/14

1-100f85 |» »|

Enter a From Date and To Date and click Search to retrieve payment information that
took place during the time frame entered.

Click the + to the left of the Check # field to display detailed Check Amounts and

Invoice/Credit #.

Use the Invoice/Credit # link to access Order Info and Invoice information.
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Managing Issues

Our Customer Experience phone line and email
are the primary methods of fixing issues with any
order. The Customer Experience team will help
you with:

e Backordered and/or damaged products

Customer Experience Team
Local: (250) 384-0565

Toll Free: 1-800-735-3433
Email: sales@monk.ca

e Changing or cancelling an order that has been completed (click here for checkout

process information)
e Order discrepancies

e Any other assistance you need in navigating and using the site

Billing Issues
Contact Accounts Receivable for all billing issues:

Direct: 250-414-3359
Email: AR@monk.ca
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