
 

 

 

 
User Guide for PSBC’s new online ordering portal  

for forms and resources 
 
 

The link to the online ordering portal and this user guide will be published on 
PSBC’s forms page (http://www.perinatalservicesbc.ca/health-
professionals/forms) on October 28, 2019. Please do not attempt to login until the 
site goes live on October 28. 

 

 
 
 

Step 1: Go to the portal login page. Please ensure that pop-ups are allowed for 
this website.  

 
 

Step 2: Use the username and password that was sent to you or your leader in 
the week of October 21, 2019.  

 
If you did not receive a username or password, please:  
 

1. Check your email or fax to see if you have received the communication 

from PSBC. 

2. If applicable, check with your leader if they have the user name or 

password. 

3. Contact Perinatal Services BC by emailing psbc@phsa.ca.  
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Step 3:   Once you have logged in, you will be taken to the welcome page.  
 

 
 

Enter your  
Login ID 
Password  

Success! You have logged in to 
the new PSBC forms and 
resources ordering system. 



 
 Step 4:  To view the available PSBC forms and resources, click on the 

“Products” tab, at the top of the page, then select either “Forms” or 
“Resources”. 

 

 
 
 
Step 5: In the Order Preferences tabs, enter the number of packages required 

(NOT the number of forms or resources) for each item that you wish to 
order, then click “Add to Cart”. Repeat for each form.  

 
NOTE:  To view the form that you are about to order, click on the thumbnail or 

picture of the form on the right side of the screen. This will open up a 
PDF of each form or resource. 

 

Your “Products” tab 



 

 
 

Enter the quantity desired 

Provides explanation of how 
many items are in each 
package 

To view the 
item, click image 
to open a larger 
screen 



 
 
 

Frequently Asked Questions (FAQs) 
 
 

1. What do the yearly maximum and remaining quantity numbers mean?   

 

 
 
 
Each form or resource has an annual order limit that varies from product to 
product. This number indicates the maximum quantity you can order in a given 
year and how many you still have remaining/available for the year. The number 
allocated is based on historical information for your site/location. 
 
 

2. What if I need more forms than what I am allocated? 

If you require more than the allocated number of any item please contact 
psbc@phsa.ca and provide the following information: 
 

1. The form name/number that you need an increase in your maximum 

number allotted, 

2. The reason for the increase, and 

3. Whether this is a temporary or permanent increase. 

What does this 
mean? 
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3. Who do I contact if I do not have a username or password? 

If you require a username or password, please:  
 

1. Check your email or fax to see if you have received this information 

from PSBC, and/or 

2. Check with leadership (if applicable) to see if they have the 

information.  

If you have not received the username and password either in your inbox, by fax, 
or from leadership, please contact Perinatal Services BC at psbc@phsa.ca. 
 
 

4. Who do I contact if I am having trouble with the website or with logging in? 

Please contact Still Creek Press directly by phone or email: 
 
1-800-667-2797 (weekdays 8 a.m. to 4 p.m. PST) or psbc@stillcreekpress.com 
 
This information is also available at the bottom of your screen when you are on 
the ordering portal website.  
 
 

5. How do I see what orders I have placed? 

You are able to view your order history by clicking on the “Order History” tab at 
the top of the page. This will take you to a new page that outlines the orders that 
you have placed.  
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“Order History” tab 

Your order 
history page 

Click on the “+” sign in front of 
each order number for additional 
details about that order 


