
         
         
         
         
         
         
         
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction 

 

The CGL iStore gives you the customer, the 
opportunity to order from an extensive catalogue 
of nearly 100,000 items 24hrs a day, 7 days a 
week and all at the tips of your fingers.  
 
This user guide was designed to enable you to 
take full advantage of the tools the iStore offers. 
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Getting Started 

 

Once you have a trading account with CGL 
getting started with the iStore is quick and easy 

 

Apply for iStore Registration 
 
To apply for iStore use, simply follow the steps below. 
 

1. Contact your local CGL branch to obtain your Registry ID 
 

This is a security check to ensure your business only has iStore users 
you give permission to 
 

2. Access the iStore online login page at 
http://online.coventrys.com.au 

 
Click the New User Registration link and complete the form with your 
details 
 

 
 

3. Click the Submit button when youôre ready and youôre done! 

 
4. Within short time you will receive an email notifying you that your 

registration has been setup by our team and is ready to use 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
http://www.coventrys.com.au/coventry/html/automotivefindbusiness.html 

 
 
 

Branch Locator 
 

CGL has over 30 branches across WA and SA, so 
finding a branch near you is only a click away 
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Getting Started 
 

Login for the First Time 
 
Once you receive your notification of a successful registration you can log in 
and set your default ship and bill to addresses.  
 
Setting these default addresses means you can proceed through checkout 
without the need to enter this information every time you order on iStore. 
 

1. Access the iStore online login page and enter the User Name and 
Password you chose during registration 

 
Click the Login button to proceed to the main iStore page 
 

2. Click (1) Profile > (2) Preferences > (3) Orders 

 
This page is where you will set your default addresses 
 

 
 

3. To set your default Shipping Address click the Change button next to 

it (4) 
 
4. Select the radio button with the address that has your User Name next 

to it. Then click the Select button to confirm the change 

 

 1  

 
 
 
5. Repeat steps 3-4 for the Bill to address 

 
Third Party Billing? 
If your bill to address is a third party such as Capricorn then follow the 
steps below for assigning your default Bill to address. 
 

 
 
Enter the bill to address as 57_690302 for Coventrys WA customers 
OR 59_189602 for Motor Traders SA customers. Then click the Go 

button. 
 

6. After setting your default addresses make sure you click the Apply 
button otherwise your changes wont be saved (5) 
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Using the iStore 
 

Looking Around 
 
The iStore catalogue is browsed through a number of navigation links designed 
to allow you to hone in on specific items for specific vehicles.  
 
Below shows you the different areas you can navigate the catalogue from 
(shaded green). Any of the navigation areas can be used, whichever is most 
comfortable for you. 
 

 

 
The example to the left shows you how using 
the navigation allows you to find specific items 
for specific vehicles easily and without the 

clutter of an entire catalogue to sift through. 
 
 
 
 
 
 
 
 

 
 

Supplier Catalogues 
 
The top section of iStore as shown on the image below, allows you to browse 
different catalogues including available supplier catalogues that can 
conveniently be ordered through iStore. 
 

 
 

 
 
Your Shopping Cart ï How to Create An Order 
 
On iStore you have a Shopping Cart that you use to add all the items you want 
to order. 
 

1. Use the navigation to find an item you want to purchase 
 

2. Tick the box found next to the items you want to purchase 
 

 
 
3. When you have finished click the Add to Cart button. Your cart will 

then display with the items you selected 

 
Features of the Shopping Cart 

 

 
 

A. You can change the quantity of items from the shopping cart 
B. You can delete lines from the shopping cart by clicking the bin icon 

next to it 
C. The Recalculate button refreshes all the totals if you have made any 

changes 
D. Click the Continue Shopping button if you want to go back to the 

catalogue for additional items 
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Using the iStore 
 

Checkout ï Placing the Order 
 
Once you are satisfied with your order and wish to progress it to get picked and 
despatched ï you will need to proceed to check out. 
 
The checkout process is a simple reviewal to ensure all the details are correct. 

 
1. From your Shopping Cart click the Checkout button 

 
2. If you require a Purchase Order (PO) Number to be entered for your 

order you can do it at this screen (A) 
 

3. If you are happy with all the details click the Place Order button found 
at the top and bottom of the form. (B) 
 

 
 
 
 
 
 

 
 
 

Checkout ï Change your Shipping Information 
 
If you require a change in shipping details click the Add or Modify Information 
button found in the Shipping Information space. 

 

 
 

 

 
 
 
 
 
 
 
 
 

Click the Change button 
to deliver the order to a 

specific address 

Enter Shipping & 
Packing instructions 

as/if required 

Click Continue 

Checkout to continue 
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Using the iStore 
 

Checkout ï Change your Billing & Third Party 
Information 
 
If you require a change in billing details or wish to enter third party details click 
the Add or Modify Information button found in the Billing Information space. 

 
 
1. If you have a Third Party to delivery to, follow the instructions below 

otherwise click the Continue Checkout button 

 

 
 

 
 

 
 
 
 

 
 

2. Once these details have been confirmed, you will have a final time to 
review the order. If you are happy with this then click the Place Order 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

THIRD PARTY 
DELIVERY 
 
If delivery to a third 
party and unpriced 
invoices are required 
click the Torch button 
in the Additional 
Information section. 

Continue Checkout if 
third party is not 
needed 

Click the Unpriced 
Invoice Details link 
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Using the iStore ï Advanced 
 

Saving Shopping Carts 
 
Multiple shopping carts can be created and saved if the creation of the order builds over 
days or weeks. This allows for a greater level of control over your orders. 
 

1. Add an item to a shopping cart as normal 
 

2. Click the Save Cart button (A) 
 

 
 

3. Save the cart as whatever you find meaningful e.g. A purchase order 
number, then click the Apply button 

 

 
 

4. Confirmation of your new saved cart will then display. Click the 
Continue Shopping button to go back to the catalogue 

 
 
 
 
 
 
 

 
 
 

Retrieve a Saved Shopping Cart 
 
Now that you have saved a shopping cart you are free to come back and work on it days 
or even weeks at a time ï then place the order only when you are ready. 

 
1. From the main navigation screen  click on View 

Saved / Shared Carts from the Welcome menu to 

the right 
 
2. Click the cart name you want to view or update (B) 
 

 
 

3. Click the Update Cart button to edit the order (C) 

 

 
 

4. You can then add to that cart as you normally would for any other order 
 
 
 
 
 
 
 
 

A 

B 

C 
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Using the iStore ï Advanced 
 

Direct Item Entry 
 
The Direct Item Entry is a tool that allows you to enter items and quantities directly into 
your shopping cart, bypassing the need to navigate through the various catalogues to find 
what you want. 

 
1. Open the Direct Item Entry form found at the top right hand corner (A) 

 

 
 
 

2. Enter the items and quantities you wish to order 
 

 
 

3. Click the Fill Details button when you are finished. This will validate 
the item numbers 
 

4. A line with a cross next to it means that the item number does not 
exist in the system and must either be corrected or removed 
 

 
 

 
 
 
 
 

5. After making any adjustments make sure you click the Fill Details 
button again to ensure everything is correct 
 

6. If you are happy with the items and quantities click the Add to Cart 
button to transfer all the lines and quantities into the Shopping Cart 
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Using the iStore ï Advanced 
 

Upload Your Own Order Files to iStore 
 
There are times when you might have a predefined list of items you need to purchase, but 
donôt have the time to call a sales person or key it in iStore.  
 
With the Direct Entry Upload facility, you can take a file from your computer and upload it 
into a shopping cart with a few simple clicks. 
 

1. Open the Direct Item Entry form 
 

2. Click the Upload button (A) 
 

 
 

3. Click the Browse button on the next screen 
 
4. Locate and double click the file you want to upload from your 

computer 
 

5. Click the Apply button 

 
6. iStore will then validate each line and place a cross next to each item 

that is invalid. These items do not exist in the iStore catalogue. 
 

7. These invalid lines must be corrected before proceeding 
 

8. Once corrected click the Fill Details button, if all is valid then click the 
Add to Cart button 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A 

IMPORTANT! READ BEFORE UPLOADING FILES 
 

The upload file type must be in a comma de-limited (.CSV) format e.g. myfile.csv 
and in the same order as the Direct Item Entry form. The maximum number of 
rows should not exceed 100 items 
 
The file format must be set out as follows, with the first column having the same 
exact headings: 
 

INV_NUM UOM QTY 

CK283 Ea 1 

DB388PF Ea 1 

 
The UOM will always be Ea ï the system will not accept EA, ea etc. 
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Using the iStore ï Advanced 
 

Tracking Your Order 
 
Once you have placed an order on iStore, you can track its progress throughout the day 
from your order being sent to us to pick (Booked) to being shipped (Closed). 
 
 

1. Click the Order link at the top right hand corner of the iStore webpage 
(A) 

 

 
 

2. You will then be presented with a criteria form, so you get better pin 
point your order 

 

 
 

You can fill in a date range or an order number. When you have 
entered your search criteria click the Go button (B) 
 

Example: 

 
 
Tip: When searching by date and time click the calendar button to select your  

Criteria (C) 
 

 
 
 
 
 

View Invoice Details 
 
In addition to tracking your order, iStore also gives you the ability to view the details of the 
invoice ï and those historically created up to a period of 90 days. 
 

1. Click the Order link at the top right hand corner of the iStore webpage  
 
2. Click the Invoices link 

 
3. You will then be presented with a criteria form, so you get better pin 

point your invoice ï this works exactly the same as the Track Orders 
form.  

 
4. Click the Go button when you are ready to begin the search 

 

 
 

 
 
 

 
 

A 

B 

C 

Click the invoice link to 

view the details 
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Using the iStore ï Advanced 
 

Reset Your Password 
 
If you forget your password or user name iStore has the utilities that enable you retrieve 
this information and send it to your email.  
 
 

1. At the iStore login page click the Forgot your Username/Password 
information? link 

 
2. Enter your user name OR email address you registered with then click 

the Email My Password button 
 

 
 

3. Enter your user name OR email address you registered with then click 
the Email My Password button 

 
4. The iStore Customer will be sent an email within minutes with User 

Name and new password. 
 

5. Customers once logon using the new Password can then change the 
Password via iStore profile. 

 

 

 

ATTENTION: FORGOTTEN PASSWORDS 
 

For privacy purposes, if you forget your password and use this utility; it will be 
reset. Your username and reset password will then be sent to your profiles email 
address.  
 
Passwords will not be displayed on iStore. 
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