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HOW TO ORDER PRODUCTS



Select this icon to create an 

account



Select create account at 

bottom of login page
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Enter in First Name, Last 

Name, Email, and create a 
Password. Then select Create



When you log in to your 

account, you will be brought to 

your "Account" page. Here you 

can view your order history. If 

you click on the order number, it 

will take you to that specific 

order.

You can also view your order 

history at any time by clicking 

this icon



Once an account is created, you can start 

inputting your order. From the home page, 

select Group Purchasing and select PPE or 
Wound Care



Select the sub-category to find 

the required products



Or search for products by entering a keyword 
i.e. bandage



Once you select your category from 

the drop-down, you will then be 

shown the available items within that 

category.

By clicking on an image, you will 

then be brought to a new page 

with all the details of that specific 

product.

Here, you will also be able to add 

how many products you would like 

to add to your cart.



You can also quickly add an 

item to the cart by selecting 

Add to Cart, however this will 

only add 1 of that specific 

product to your cart and qty 

amount will need to be adjusted 

at check-out



After clicking on product image, you will 

be brought to the product. Here, you 

can add the quantity of the product you 

would like.

*Please note that ordering thresholds have 

been put in place for specific products



Once you have the quantity 

entered, scroll down on the 

page and select Add to cart.



Once you have added your items to the 

cart, a screen will pop up. From here, 

you can view your cart to ensure you 

have all the items you need or Check out

if everything in your cart is correct. Or 

select continue shopping if you would 
like to add more items.



If you selected to review your shopping cart, you will 

be directed the cart page. Here you can add or 

remove from the quantity or delete the item all 

together by selecting the trash can. Once you have 

confirmed your items, you can select Check out.

If you have any special notes or 
instructions for your order, please 
enter them here.



Once you select Check out you will be direct to 

the information page. This is where you will want 

to ensure all contact/shipping information is 

filled out correctly. **Company/Facility name 

must be entered in order to complete your 

transaction.

You will also see a snapshot of the items in your 
cart to confirm again all items are correct.

Once everything is confirmed, select Continue to 

shipping. If you forgot something, you could 

also choose Return to cart.



There will only be 1 shipping option. If 

you order is a rush you must email 

group.purchasing@igility.ca once your 
order is submitted.

Once confirmed, select Continue to 
payment.

mailto:group.purchasing@igility.ca


From the shipping page, you will be 

directed to the payment page. You will 

not need to enter any payment details. 

Here you will want to reconfirm all the 

details of your order are correct. If 
correct, select Complete order.
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•

Once you select Complete order, you will be 

directed to the confirmation page. Here you will 

see your order number, along with the option to 

Track your order.

If you notice an error, you cannot edit. Please 

email group.purchasing@igility.ca as soon as 
possible to resolve any discrepancy.

mailto:group.purchasing@igility.ca
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Once your order is confirmed you will also 

receive a confirmation email to your registered 

email. This will contain information about your 

order including your order number and order 

summary. Please check your junk folder if 
you did not receive your order confirmation 

From here you can also view your order or go 

back to the store. You will receive a second 
email once your order is shipped.



Our support team is available Monday to Friday 8:30am to 4:30pm and can 
be reached at:

group.purchasing@igility.ca



Q: How do I contact the support team if I am having trouble placing an online order?

Our support team is available Monday to Friday 8:30 to 4:30 and can be reach by email at group.purchasing@igility.ca

Q: Who do I contact for questions related to products found on the website?

Our support team is available Monday to Friday 8:30 to 4:30 and can be reach by email at group.purchasing@igility.ca

Q: Can I change or cancel an order once it is placed?

Yes, order corrections may be made within 24 hours of placing your order. You will be sent an order confirmation immediately after placing your 
order.

Please ensure that you review the order confirmation and notify the Group Purchasing Support team as soon as possible by email 
group.purchasing@igility.ca .

Once you receive a shipping notification, it will be too late to make changes to your order as it has already shipped.

Q: What is the general lead-time for responses to questions when placing online orders?

All inquiries will be answered by the next business day. If urgent, please specify in your email 

Q: Can I place my order over the phone?

Yes, if it is easier for you, you may contact our support team Monday to Friday 8:30 to 4:30 and can be reach by email at group.purchasing@igility.ca

Q: Once I place my order how quickly will I receive it?

Orders will be received within 2-5 business days once your order is placed. When your order is shipped you will receive a shipping notification which 
will allow you to track your order.

FAQS
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FAQS
Q: I received a shipping notification but have not received my order.

Please refer to your tracking number to see if there are any delays with the courier. If you need additional assistance, please contact our support team 

Monday to Friday 8:30 to 4:30 or by email at group.purchasing@igility.ca

Q: I received my order but not all of it arrived, what do I do?

Please refer to your tracking number to see if there are any issues with a missed/delayed package. If you are unable to track any detail, please contact 

our support team Monday to Friday 8:30 to 4:30 or by email at group.purchasing@igility.ca

Q: I received my order and items are damaged.

Please contact our support team by next business day by email at group.purchasing@igility.ca .

Q: I have run out of stock and need an item asap.

Please contact our support team by email at group.purchasing@igility.ca and one of our team members will assist with expediting an order for you.

Q: The prices on this site are listed as $0.00. Is this a mistake?

No. All items purchased are funded by the Government and there is no cost to your agency/facility for your order.

Q: What do I do if I can’t find what I’m looking for?

Please reference the search tool to enter in a keyword of the item you are looking for. If you are still unsuccessful, please contact our support team by 

email at group.purchasing@igility.ca and one of our team members will assist you with finding the item.

Q: Do I need an account to use this website?

Yes, all orders require an account before you can purchase. Please use your work email and phone number as your contact information.

Q: How can I report a listing error?

Please contact our support team by email at group.purchasing@igility.ca and one of our team members will assist you with finding the item.

Q: What is the suggested ordering frequency for facilities to place their order; weekly, biweekly, monthly?
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