
 

HOW TO ORDER 
ONLINE 

Step by step guide to using our portal. 



STEP 1: Please visit https://www.loyaltysource.com/en/login 

STEP 2: Enter the account credentials that were provided to you. Username and Password. Click the Log In button 

 

If you forget your credentials, please contact your Account Manager.  

 

STEP 3 : Browse our catalog to find the product you are looking to order. You can use the Search bar at the top of the 
page, the Brands tab or the Products tab. 

 

 

 

  

https://www.loyaltysource.com/en/login


STEP 4: When you find a product you wish to select, click on the red button Add to cart. You’ll see a little 1 appear in the 
cart on the top bar of the page. This means it was successfully added to your cart. You’ll be able to adjust the quantity of 
the product at the cart stage before finalising the order (See Step 5)

 

 

 

STEP 5: Once you have selected all your desired products, click on the Red Cart on the top page.  

 

 

 

On the My Cart page, you’ll find your order summary. You can increase the quantity of each product using the little + 
sign. When ready to place the order, click on Shipping Information. 

 



 

STEP 6: On this final page, you’ll be able to enter your personal information (ex. PO number). Once done, click on the 
Update button. Please note that all Required fields must be completed to process the order. 

 

 

STEP 7: Once this is done, you’ll need to fill-out the Shipping Address. This is where you would like to receive the item. 
Can be your offices address or a client’s address. Once done, click on the Update button. Please note that all Required 
fields must be completed to process the order.  
 

 



 

STEP 9: Once the Information and the Shipping Address fields have been fully completed and updated, the red button 
Place Order will appear. You can now click on it to finalize the order. 

 

The order is now placed.  

You will receive an order confirmation email at the email address you have entered in the Information field. Once the 
order ships, you will receive a shipping confirmation at this same email address.  

You can follow up your open and completed orders in your account. 

Click on your name on the top right corner and select Open or Completed Orders. 

 

 

Please note that we do not accept payment by Credit Card on the portal. When you place an order with us, we will 
either ask for the full amount of the order prior to placing the order with the manufacturer. If this is a small order, we 
will simply apply it to your credit limit and invoice you 30 days later. 

If questions, please do not hesitate to contact your Account Manager. We are always happy to assist you! 


