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SIGN IN

GRANDANDTOY.COM

To gain access to your ordering tools and accounts you will first need to sign in at WWW.GRANDANDTOY.COM/UHN.  
This page is unique to UHN and, in addition to the Sign In link, it contains up-to-date support material and contact 
information.  We recommend you bookmark this page.
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SELECTING AN ACCOUNT

GRANDANDTOY.COM

If you are assigned to more than one account (cost-centre), then the first page that you are going to see 
upon logging in is the Select Account page.

Selecting an Account
1. Select the Ship-to Account that 

you want to place an order on
2. Select an Alternate Address     

(if applicable)
3. Click the Select button
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ORDER DETAILS – MAIN ORDER PAGE

GRANDANDTOY.COM

This is the default start page.  You can add/remove items and modify quantities – think of it as your ‘cart’.
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ORDER DETAILS – ADDING TO AN ORDER

GRANDANDTOY.COM

Adding Items to your Order
1. Enter the Product code
2. Enter the Quantity
3. Select the Unit of Measure
4. Click +Add to Order

View Description & Item 
Specifications

1. Click the Product’s 
Description (optional)
This will open a new window with 
a detailed description of the 
product, as seen here 
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ORDER DETAILS – CHANGING QUANTITIES & DELETING ITEMS

GRANDANDTOY.COM

Changing Quantities
1. Enter new Quantity, and/or
2. Change the Unit of Measure
3. Click Update Order

Deleting Items
1. Select Item(s)
2. Click Delete Items
3. Click OK
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ORDER DETAILS – ADDING ITEM NOTES

GRANDANDTOY.COM

Adding Item Notes
1. Click Add Item Notes
2. Enter the Items’ Notes
3. Click Update
4. Click Back

Adding Item Notes can be especially 
helpful if you are ordering for multiple 
people and you want a reminder when 
your order comes in. The notes will be 
printed on your packing slip and on the 
invoice.
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ORDER DETAILS – CHECKING OUT

GRANDANDTOY.COM

Checking Out your order
Click Check Out

Between the Order Details and the Check 
Out page, you will see a Final Inventory 
Check. It does this in case you have been 
sitting on the Order Details page for an 
extended period of time. If stock levels have 
changed and some of your items are now on 
backorder, it will display the backorder on 
the Check Out page.
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CHECK OUT – MAIN CHECKOUT PAGE

GRANDANDTOY.COM

Shipping information cannot be edited online.  To 
change your delivery, unit, room, department, or 
cost-centre information, please contact G&T.

From the bottom portion of the Check Out page you can:
• Review your order
• View inventory & pricing information
• See whether a product is returnable or not
• Print Preview

This is your final step before submitting your order. Once your order is verified, you are ready to submit it.
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CHECK OUT – CHANGING SHIPPING INFORMATION

GRANDANDTOY.COM

Changing the Ship To Account
1. Choose your Ship To Account
2. Click the Next button

Selecting an Alternate Delivery Address*
1. Choose an Alternate Delivery Address
2. Click the Next button

*Alternate Delivery Addresses can only be 
created by Grand & Toy associates.

You will see another Final Inventory Check as 
you may have been on this page for a long 
period of time. If stock levels have changed 
and some of your items are now on backorder, 
it will display the backorder on the Check Out 
page.

11



CHECK OUT – SUBMITTING THE ORDER

GRANDANDTOY.COM

Submitting your Order
1. Choose your Delivery option
2. Click Submit Order
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ORDER STATUS

GRANDANDTOY.COM

Viewing the status of your orders
Click Order Status

The Order Status page will display your order 
history. Common examples include:
• Pending Completion
• Transmitted

Orders placed online are stored on G&T’s servers 
for 180 days; after which, they are purged.

Once your order is Transmitted, an Order Number 
will be displayed.

Hint: The green Top Menu bar is 
visible on every page once you login 
to grandandtoy.com.
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CUSTOM LISTS - OVERVIEW

GRANDANDTOY.COM

Click on the Custom List that you wish to view

Custom Lists, often referred to as a “Favourites” list, 
are sometimes shared by others on accounts that you 
may have access to. Furthermore, some 
organizations create a standardized list of products 
that they encourage their purchasers to use. If this is 
the case with your account, then you will find them 
here:

Step 1: Click on Order in the top menu bar
Step 2: Click on Custom Lists in the sub menu 

bar
Step 3: Click on the All Custom Lists tab

You can also create your own Custom Lists. Your lists 
will show up under the “My Custom Lists” tab.

Hint: To locate the custom lists, go to 
Order -> Custom Lists -> All Custom Lists
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CUSTOM LISTS – VIEWING A CUSTOM LIST

GRANDANDTOY.COM

Hint: Items in custom lists are grouped 
by categories. The categories are sorted 
alphabetically.

Display pricing and stock information 
(Optional)

1. Select the products
2. Click Show Pricing

Adding an item to your order
1. Select the products
2. Click Add to Order
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CUSTOM LISTS – ADDING TO AN ORDER

GRANDANDTOY.COM

Once you have added the items to your order, a dialog window will pop up, giving you 3 options.

View Order: Brings you to the Order Details page.
Return To Custom List: Brings you back to the current custom list that you are viewing.
Custom List Menu: Brings you to the My Custom Lists page.

Returning to the All Custom Lists page:
Step 1: Click on Order in the top menu bar
Step 2: Click on Custom Lists in the sub menu bar
Step 3: Click on the All Custom Lists tab

Hint: It is recommended that you enable Pop-Up windows 
in your internet browser for GRANDANDTOY.COM. If Pop-
Ups are blocked, you will not see the dialog window shown 
above – the browser will lead directly to the Order Details 
page.
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CUSTOMER CARE

GRANDANDTOY.COM

Need assistance?  We can help!  Choose your way to contact us.

Online
Connect live with a Customer Care Representative
Monday – Friday
9:00 AM – 7:30 PM ET

Call
1‐866‐240‐5989 to speak with a Resource Centre Representative
Monday – Friday
7:00 AM – 7:30 PM ET

Email
gtresctr@grandandtoy.com
Please allow 12 business hours for your inquiry to 
be processed

17


	GRANDANDTOY.COM�
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com
	Grandandtoy.com

