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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.  

 

 

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. 

 
Figure 2 

Figure 1 

Click here to begin 

Click here to log in 

Enter log in details here 
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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. 

 

 

From this page you can find products.  

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

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.  

Figure 3 
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This page displays CUSTOMER INFO, ACCOUNT SUMMARY, AGING, and INVOICES for 
the selected account. 

 

    

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. 

Figure 19 

Click an invoice number to view it in detail 

 

Click here to 
create a .pdf of 
open balance 
information 
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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. 

 

 

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. 

Figure 20 

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

Click this button to 
proceed to pay selected 
invoice(s) 
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This is where you pay the selected invoice(s). 

 

 

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). 

Figure 21 

Select payment 
method and 
enter credit 
card 
information 
here 

Click this button to proceed to pay using credit 
card information entered 

 

Click this button 
to return to the 
previous page 
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This page displays all payments made. Payments can be searched. 

 

 

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. 

Figure 22 

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

Click an invoice 
number to view it in 
detail 

 

Select “check 
number” or 
“invoice 
number”, then 
enter the 
number you 
wish to search 
for in the search 
box below 
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Customer Experience Team 
Local: (250) 384-0565 
Toll Free: 1-800-735-3433 
Email: sales@monk.ca 

 

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:  

 Backordered and/or damaged products 
 Changing or cancelling an order that has been completed (click here for checkout 

process information) 
 Order discrepancies 
 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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