
Step 1: Account Creation 

Enter your details 

Registration Page

Click [CREATE AN ACCOUNT] 

Create New Account



Step 2: Account Activation 

Receive an email with a link after account creation Click to activate your account and log in



After logging in, you will receive a 

confirmation email to verify that your account 

is fully set up.

Step 2: Account Activation 



Step 3: Add Item(s) to Shopping Cart 

Click [ADD TO CART]

Browse the portal and select the item(s)



Step 4: Check Out

Go to shopping cart and click [Proceed to Checkout]​



Step 5: Review Items and Shipping Address 

• Verify the items in your cart

• Check autofilled personal information and click [NEXT] 



Check the shipping address (default to "On Site Collection" in
school) and click [NEXT] ​

Step 5: Review Items and Shipping Address 



• Select payment method

• Skip [Staff Name] and [Staff 

Number] for student users 

Step 6 : Select Payment Method



a) Collection Note

b) Payment Receipt

Step 7: Receive Collection Note 

1

2



Use this note to pick up at school Confirmation Order Email

Step 7: Receive Collection Note
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