
 

ONLINE ORDERING PORTAL 
QUICK START GUIDE 

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

2. Enter the account credentials that were provided to you. 

3. Browse the website. Click on the red button Add to cart next to the desired product. 

 
4. When ready to finalise the order, click on the Red Cart on the top page. 

 
5. Revise the quantity and click on Shipping Information. 

 
6. Enter your personal information (ex. PO number). Once done, click on the Update button. 

 
7. Enter the Shipping Address. Once done, click on the Update button. 

 
8. When ready to place the order, click on the red button Place Order. 

 
9. 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. 

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