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This method shows how you can place multiple orders for various accounts, shipping locations or 

cost centres in one session.  

1) Go to www.monk.ca and log in. 

2) When you log in you will see your default shipping location/cost centre: 

 

 

 

3) To change the location or cost centre you are placing the order for, simply click on the 

location shown and a drop down menu will appear. Click Select by the location you wish to 

place the order for.  

 

 

 

 

 

 

 

 

4) The shipping location/cost centre will change: 

 

 

 

 

5) Continue with your order as normal. When you reach the checkout screen you will see that 

the location/cost centre you chose will automatically be entered in the shipping address: 

 

 

 

http://www.monk.ca/
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6) If you need to change the shipping address for any reason, click on the drop down menu 

and select a different address. 

 

7) Click on Proceed with Checkout to begin completing your order. 

 

8) To start a new order for a different location/cost centre, click on the location at the top 

right corner. You can do this from the Checkout screen or click Home to return to the 

Home page. 

 

 

 

 

 

 

 

 

 

  

 

 

Click this button to continue the checkout process 
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9) Choose your location/cost centre for your next order: 

 

 

 

 

 

 

 

 

 

 

10)  Proceed with your order. When you are finished and reach the checkout screen, your 

location/cost centre location will automatically be saved in the Shipping Options at 

Checkout. You do not need to reselect it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11) Continue to the final checkout screen and complete your order as you normally would. 

Repeat steps 7 & 8 to place as many orders as you need.  

 

 
Click this button to continue the checkout process 


