


Master Virtual Branch 

Welcome to the new Master’s Virtual branch, your portal to our Catalogue.

We have put together a few tips to get you started and make the transition easier. 

Please remember we are always here to support your needs and have a team standing ready whenever you 
need us. Enjoy the experience, and please feel free to provide any feedback you wish, you are helping to 
make this experience better for everyone who will be using this virtual branch.

Thanks again 

The Master Group Virtual Branch Team

Your contact will always be available to support you if needed 

• (Virtual Branch Rep) : online@master.ca 1-866-645-2281

• You will also have a direct access to our Virtual Branch Reps through the chat function which is
available on all our pages once you have logged in.

mailto:online@master.ca


Registering for an online account

✓ Already a Customer, Click on Professional, then Sign In and 
Register your Company

✓ Fill out the form and Send Request
✓ Once the account is activated an email will be sent with all the 

info



How to Sign In ✓ Clicking “Sign In” brings you to the Sign In 
page where you enter your email and 
password.

✓ If in a product page, you can go to “My 
Account” or “My Orders” from the Welcome 
drop down



Sign In on a phone

✓ Once you’ve navigated to Master.ca
✓ Click on the three bars and make sure you chose Professional
✓ You’ll have to click on the three bars again and click on the little figure to sign in
✓ After that, you can add a shortcut, (IPhone) use the Bookmark and add to your 

Favorites, (Android) use the Bookmark and add to your Favorites or the three 
dots and Add to home screen



My Profile

✓ In “My Profile” you can make changes for your 
Password and Email by clicking the options 
above



My Shopping Lists

✓ You can create as many shopping lists as you need.
✓ If you want them to be available to your team, make sure to click 

Public Shopping List, otherwise they will be only available to you 
as a Private Shopping List.

✓ The lists will be visible in a product page as a drop down so you 
can easily add the items to the right list



My Shopping Lists cont.

✓ When you view your list, you can use the 
comment section for personalnotes, you can 
change the quantity, add to the shopping cart 
directly, move or copy to another shopping 
list and remove the item from the list, the 
EDIT button will redirect you to the product’s 
page

✓ ADD ALL TO CART will transfer all items to the 
shopping cart



My Company Users

✓ From the list you can remove a user or edit their role
✓ To add a new user, click on ADD NEW USER situated at the 

bottom of the list, the roles are explained on the next page



My Company Users / User Role

INVENTORY/PRICE(IP)

Allows you to see the available inventory and the price of the items.

INVENTORY /PRICE / PURCHASE(IPA)

Allows you to see the available inventory, the price of the items and to 

make purchases on the site. 

INVENTORY/PRICE/PURCHASE/INVOICES(IPAF)

Allows you to see the available inventory, the price of the items, to make 

purchases on the site and to see the orders and account statement of 

the company

Allows to see the available inventory, the price of the items, to make 

purchases on the site, to see the orders and account statement of the 

company and to assign or change the roles of the users

INVENTORY/PRICE/PURCHASE/INVOICES + TEAM

INVENTORY/PRICE/INVOICES(IPF)

Allows to see the available inventory, the price of the items, and to see 

the orders and account statement of the company (without purchasing)



My Orders
✓ You can search by PO number or by choosing SKU or 

Order number (which will add an additional search 
field) by order status or specific dates

✓ You can view the order and reorder by clicking the 
COPY ORDER button (N.B. Printing the Invoice for the 
order is in the works)

✓ The orders from the last three months appear by 
default in your account



My Account Statement

✓ Choose a Year and a Month, click the SEARCH button 
and then CONSULT THE ACCOUNT STATEMENT (PDF) 
you will the be able to view, download or print it out 



Product page

Delivery quantities is 
the sum of all 
quantities available in 
your region, your 
order might be 
redone from a Branch 
if out of stock in DC’s

✓ You can choose a branch for Pick Up’s at the top of the page or 
from the VIEW OTHER BRANCH AVAILABILITY button

✓ You can choose a quantity, add to your cart or to a 
shopping list



Product page cont.

✓ If you scroll down the page, you’ll see



Placing an Order
✓ Once you’ve added a few items to your cart and are ready to continue with your purchase, 

click on the Cart, it will present a drop-down list of the content where you can remove items 
or change quantities, if you do, make sure to click on the refresh icon



Placing an Order

✓ After clicking on PROCEED TO CHECKOUT, the quantity available for Pick Up will be updated, if 
not in stock the message will be in Red, if all is well the message will be in Green (N.B. 
transfers will be created if necessary)

✓ You will have to choose a Pickup or Delivery, enter a specific date and comments regarding 
your order (N.B. the deliveries are automatically ordered from the DC’s and if necessary, will 
be redone from a Branch by one of the Virtual Rep.)

✓ Clicking next will bring you to the Payment method where you will have to enter a PO of your 
choice and then click the PLACE ORDER button to finalize, you will be shown an order number 
and will receive a confirmation email



Live support and suggestions

1- If you need any support regarding your orders.  ( PO, order tracking, damaged 
items, incomplete orders ) 
Please contact onlineorder@master.ca or your sale representative

2- If you need support regarding your account (registration, management of your 
employees, website support or suggestions)
Please contact online@master.ca or call 1-866-645-2281

We have 2 distinct teams to support you and help you follow our site at any times :

Any Questions?
Please reach out to our Virtual Branch Team

mailto:online@master.ca


You have a direct access to our Virtual Branch Reps through the chat 

function which is available on all our pages once you have logged in.

You also have a tab to give us your opinion, your suggestions and what 
you would like to improve on our site or send an email to 
online@master.ca
Each request is carefully studied and brought to the development team.


