
                    
 

eStore User Guide  P a g e  | 1 

 

 

 

 

 

 

HEART SHOP 
 

eStore  

User Guide 

 

 

 

 

 
 



 

eStoreUser Guide  P a g e  | 2 

 

 
 

Table of Contents 
 
Overview ........................................................................................................................................3 
Log in .............................................................................................................................................3 
The homepage ...............................................................................................................................4 

Browsing the Products ............................................................................................................. 4 
Product Categories .................................................................................................................. 4 
Search Function ...................................................................................................................... 5 

Product Description .................................................................................................................. 6 
Placing an Order ....................................................................................................................... 6 
Shopping Cart ........................................................................................................................... 7 
Shipping Page ........................................................................................................................... 7 

Entering Ship-To Information ................................................................................................... 7 
Select your Shipping Method ................................................................................................... 8 
Special Instructions ................................................................................................................. 8 
Entering Billing Information ...................................................................................................... 8 

Payment Options ....................................................................................................................... 9 
Select Your Payment Options:................................................................................................. 9 

Review and Confirm .................................................................................................................. 9 
Final Order Summary .............................................................................................................. 9 

Order Confirmation Page ........................................................................................................ 10 
Order Confirmation Page ....................................................................................................... 10 

Email Confirmation ..................................................................................................................... 11 
Order Confirmation Email ...................................................................................................... 11 

License Code or E-mail Assignment ......................................................................................... 12 
Single eBook Assignment ...................................................................................................... 12 
Multiple eBook Assignment ................................................................................................... 12 

  



 

eStoreUser Guide  P a g e  | 3 

 

Overview 
 
This User Guide will provide you with instructions and useful information for navigating through the eStore to enable 
you to purchase material.   

 

Log in 
 
To access the eStore, go to http://www.gilmore.ca/HSFC/Guest.aspx. Use your User ID and Password.  
 

 
 

While using the web store, your session will time out after 60-minutes of inactivity.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.gilmore.ca/HSFC/Guest.aspx
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The homepage 
 

From the homepage you can browse products, navigate through My Account to find reporting, past orders, 
address book, etc.  
 

 
 

Browsing the Products 
 
There are a couple of different ways to view the products in the store. 
 

Product Categories 
 
Product Categories are found along the top.  These categories contain products currently available to order within the 
eStore.   
 

  
 

If you know the location of the product you are searching for, you can use these categories to drill down until you 
find the desired product.   
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Search Function 
 
On the top right of the store, there is a text box by which you search.  Enter the desired part number, title, keyword, 
etc. in the text field. The results of the search will be listed for easy viewing. 

 
 

If you enter a word such as ‘bundle’ you will see all items that contain ‘bundle’. 
 

 
 

From here you can filter the results by using the sort by, view, and products per page. 
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Product Description  
 
The product name and image act as a link. Clicking this link will display a synopsis of the selected product. This page 
displays all of the product information within the overview but can also a description, and/ or special instructions (if 
applicable). 
 

          

 
 

 
 

Placing an Order 
 
There are two different ways to add product to your shopping cart.  
 

1. From the product list you can click Add to Cart and you are brought to your shopping cart where you can 
change the quantity you would like to order.  When you change the quantity make sure to click on update. 

2. From the product detail page you can adjust the quantity you wish to order and click Add to Cart, where you 
are then brought to your shopping cart. 
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Shopping Cart 
 
Items will be added to your shopping cart, and you will see the total value of all items in the subtotal. 
 

 
From here you can Continue Shopping or Proceed to Checkout. 
 
 

Shipping Page 
 

Entering Ship-To Information 
 
At this step, you will be asked to enter the ‘ship to’ information.  If the Shipping Information which auto populated is 
correct, then proceed by scrolling down.   
 
From here you also have access to a Personal and/or Company address book. Or ship to a new address. 
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Select your Shipping Method 
 

From the drop down you are offered the available ship methods based on the ship to address.   
 
You are also given the shipping estimate and delivery date. 

 
Special Instructions 
 
The Special Instructions field can be used to enter comments specific to the particular order delivery. 

 
Entering Billing Information 
 
You will see Set Your Billing Address.  Same as shipping address will automatically be selected. 
 

 
 
When it is unselected, you have access to your address book or type a different address in. 
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Payment Options 
 

Select Your Payment Options: 
 
Once you’ve entered your payment details click Process your Order. 
 
*If you have a promotional code this is when you would enter it. 
 
 

Review and Confirm 
 

Final Order Summary 
 
You can now review your order before processing.   
 

 
 
Once you’ve confirmed your order click on Process you Order. 
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Order Confirmation Page 
  

Order Confirmation Page 
 
Once your order has been accepted, a confirmation page will display indicating the order number.  
 
At this point, you may View Order Receipt, Continue Shopping, Logout or Assign Digital Content. 
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 Email Confirmation 
 

Order Confirmation Email 
 
You will receive an order confirmation via email with your order number.  If you have order digital products 
there will be a button to claim digital content.  
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License Code or E-mail Assignment 

 
When your order includes eBook(s) (digital content), you may receive one of two options (single or multiple 
eBook assignments). 
 

Single eBook Assignment 
 
Your order details are automatically displayed in the fields; however, they can be modified.  Once the field 
details are correct, click on ‘Claim Digital Content’ and the code will be sent to the recipient. 

 

 
 

Multiple eBook Assignment 
 
On the order confirmation page, click on ‘Distribute Digital Content’ to access the codes.   
 

 
 
 
After clicking on Assign and Distribute, you will go to the following page.  
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On this page, you will be able to manually enter the name and email address of recipients and send emails. 
You can also click Download Template, enter the information in the spreadsheet, then click Import 
Recipients.   
 
Click ‘Send Emails’ to send the codes to the recipients. 

 

 
 

 


