Tip Sheet
For ordering on the new
shop.monk.ca

While we prepare to launch in early June, we
wanted to let you know first as to not disrupt
your work.

Home/Main Screen
At any time, you need to return to the main screen you can click on
main page.

and it will return you to the

Looking for Product
You can search for product in several ways:
You can enter the catalogue number or a description of what you are looking for in the Search Bar:

Or:

You can also find product through the categories listed under the Search Bar.

Hovering with your mouse on a Category will bring up options to narrow your search:

You can also order through your Favourites List and Purchase History. These are covered later in the
document.

Adding item to cart/Purchasing
Ordering Online:
Once you’ve selected the item you wish to purchase, simply select your quantity and click on the “Add
to Cart” button

You can view your cart at any time by clicking on the Cart icon in the upper right-hand corner:
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Once you are ready to checkout click on the Cart in the upper right-hand corner and click Proceed to
Checkout.
*If you change your mind at any point you can Save your Shopping Cart for later either with the desired
quantity or without quantity. (See Saved Carts for more info)
Your Billing address will already be selected.
Your Shipping Address will already be selected. Press Continue
Select your payment method and press continue.
If you normally pay by credit card you can input your card here. You can save your card for future
purposes. It is secure and cannot be seen or read by anyone.
If required, you can add Comments or delivery instructions in this field:

This will be the last chance to add or change your cart. If you wish to Edit your Cart there is a link at the
bottom of the screen:

Review your order and once you are ready, click on Place Order.

You will receive an email shortly, with details of your order.
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Your Account
There are many features you can use in this area to help with your online experience.

Saved Carts
If you change your mind at any point during checkout you can save the order, give it a unique name and
it will appear in Saved Carts. You can choose to select or delete a Cart. Select a previously saved order
and it will open showing all chosen items and their selected quantities. At this point you can “Add to
Cart” and proceed to Checkout.

4

Orders
You can check the status, the value and other important order information under the “My Account” Tab.

View Order will provide details about the order.

Click the “Reorder” button to repeat a past transaction. This will take you immediately to your Shopping
Cart displaying all the same items and quantities from a previous order ready for checkout.

Paying an Invoice
If you pay your invoices online, you will require access to your billing/base account. When you first log in
your account will appear in the upper left-hand side of the screen:
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The Base account is for paying invoices only. These numbers do not have a - (dash)

The Shopping accounts are designated by containing a - (dash)

The Shopping account has important information for delivery purposes.

When you log in, we recommend that you first check which account
you are on. If you need to change the account, you simply click on this
link and your options will appear:

Click Select to choose the account.

To pay an invoice click on My Account

Then click on Transaction History:
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Your invoices will be listed here:

To Pay an invoice click on Pay Open Invoice:

Select which invoice(s) you wish to pay by clicking in the Pay box:

Click continue:

You will then be asked to enter in your card information:
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Once your card info is entered click Confirm

You will then receive confirmation that the payments were made:

If you go to the Transaction History screen and are not able to pay any invoices, check to see which
account you are on:

If you are on the shopping account (designated by the – dash),
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You will not be able to pay the invoices. You will need to change to the Base account (designated by not
having a – dash):

If you do not have access to the Base account, please reach out to our Accounts Receivable Team at
ar@monk.ca or to our Customer Experience Team at hello@monk.ca

Consolidated Orders
An overview of your orders and your order history where you can filter your orders by status, payment
status and shipping information.

Back Orders
Any backorders will appear here.
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My Favourites Click on the heart icon

to add an item to “My Favourites”. You can add this
item to you Cart at any time, remove from your Favourites or send to a colleague.

Items already in your Favourites List will display the heart icon in yellow.
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Order Again
You can find all your previous orders here and add to your cart.

Transaction History
Here, you can view and print your previous transactions/invoices.
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My Credit Cards
You can manage and find all your saved credit cards here.

User Preferences
You can change your email and your password here.
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Questions?
If you have any questions about your order, delivery, returns or any other questions please reach out to
our Customer Experience Team and they will be happy to assist you. Our Customer Experience Team is
available Monday to Friday from 8:00 a.m. to 5:00 p.m.
Email: hello@monk.ca
Tel: 1-250-384-0565 or 1-800-735-3433
Live Chat on our Website.
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