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Covis Online Ordering Process User Guide 
 
 

Welcome to the online store. The system is real-time which means: 

• Inventory quantity is actual, up-to-the-minute of what is available in the warehouse 
• Once an order is placed, the quantity for that order is subtracted and shows the new available 

quantity immediately. 

This document will walk you through some of the basics for navigating the store. 
 
 

To access the store, go to: www.covisstore.com 
We recommend you bookmark this page for easy access in the future. 
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New Users 
 

From the landing page, select the Self-Registration link to set up your account. 

      
 

 

Note: We recommend you use your full Covis email as your username 

Complete all fields and click Register. You will receive an email with a password so you can log in and 
order your materials. 

 
 

Returning Users: Logging in and Forgotten Password 
 

Enter your username and password and click the Login button. If you have forgotten your password, 
click the forgotten button. Your username should be your full Covis email. 
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Enter your username and click the Remind Me button and you will receive an email from Covis 
Fulfillment Center with the subject of “Forgotten Password”. 

This will contain a temporary password you can use to login to the store. 

Note: Four incorrect attempts to login will lock your account. If your account becomes locked, you will 
need to contact Repco Customer Service – CSSupport@repcosolutions.com– to regain access to your 
account. 

 
Note: The first time you log in, you will be asked to provide your preferred shipping address. The 
address you provide will be the defaulted address that will populate the check-out screen. You will see 
the request every time you login, until you have completed this one-time activity. Once you’ve 
completed this information, you will be directed to the home page of the store. On the home page 
will be the specific categories from which you can select. 
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Placing Your Order – Materials 
 

As you need to reorder your promotional materials, you can select from the category links.  
 

Clicking within one of those folders will bring you to an organized categorization of available 
content from which to select. 
 
Clicking any of the Subcategories will bring you into a display of the contents. 
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With one-click ordering, review the materials in the sub-category, make your quantity selections for all 
items on the page you need to order, and click the Add button (located at both the top right and bottom 
right corners of each page). 

 
In this view, you can see details about each piece such as: 

• Front page image of the material 
• Quantity available / If an item is Out of Stock 

Note: You can order items that are out of stock. If you order materials that are out of stock, available 
materials will ship, and a backorder will be created. When the item is back in stock, your backorder 
will automatically ship. 

 
As you move through the Subcategories, adding materials to your cart, you will receive a summary of 
your cart’s content. 

 

 
From this view, you can easily adjust quantities, or remove items altogether from your order. Use the 
Continue Shopping button to return to the Sub-Categories for additional items. 

Once you’ve finished placing materials in your cart, click the Finished Shopping button to check out. 
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The address you entered as your preferred, default address will be pre-populated in the shipping 
information. 

 
 

Update the shipping information as needed, if you are shipping your order to an alternate location than 
your preferred shipping address. You can use the boxes below the shipping details to update the 
address as your new default, or to add into your address book, if you will be shipping to the location 
again in the future. For example – you may choose to order patient education to have shipped direct to 
a HCP’s office. 

You will always receive an order confirmation and a shipping confirmation. If you are placing the order 
on behalf of another person, you can choose to add their email address to receive the same notification 
emails. 

Orders ship from Missouri. Standard delivery time is within 3-4 days and efforts should be made 
to utilize standard delivery as much as possible. Four Service Types are available: 

• FedEx Ground (Business – Storage Units – Hotels) 
• FedEx Home Delivery (Residential Addresses) 

Once you have completed the fields, click the Review Order button on the bottom of the page. You will 
have a chance to review your order, including the shipping address, delivery method, and a summary of 
the materials you have selected. Review all details, and if everything is correct, click the Place Order 
button at the bottom of the page. 
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You will redirect to an order confirmation page confirming your order. You will also receive an email 
confirming your order from Fulfillment Center. You will receive a similar email with tracking information 
once your order has been packed and shipped. 

 
Placing Your Order – Event Materials  
Follow the same process for the Event Materials category. 

Event Materials – Tabletop booth displays and tablecloths you may need for conferences, regional 
events, society meetings, etc. These materials automatically include a return shipping label, for you to 
return the materials to Repco following your event. 

 
Questions/Suggestions 

 

Our aim is for continuous improvement and ease of use. As such, if you have any questions on using the 
store, or suggestions for improvements, please let us know. 

 


