
Instructions for Ordering First Aid Supplies 
from WINC via Griffith Marketplace 

Recommended products and minimum stock requirements for Griffith First Aid Kits can be found in Appendix B of 
the Griffith First Aid Guidelines.  Supplies for Griffith First Aid Kits are centrally funded, and are to be purchased 
from WINC, via the Griffith Marketplace portal. 

Details for how to access and order recommended first aid kit supplies from WINC are provided in the instructions 
below. 

Instructions: 

1. Select ‘Staff ’ from the main Griffith University web page.
2. Click on Staff Portal in the toolbar at top right

3. In the KEY SERVICES menu, select ‘My Finance Page’

https://www.griffith.edu.au/__data/assets/word_doc/0021/532182/Guidelines-for-First-Aid.docx


4. Click on  ‘Purchases and Payments’ 
5. Click on ‘Make and manage purchases” tile 

 

           
 

6. Now choose ‘Griffith Marketplace’ 

 

 
 

7.  Type WINC in the ‘Suppliers’ tab, type ‘WINC’ in search window, and ENTER 

 

 
 

8. Click on ‘Griffith First Aid’ 

 



 
9. Once in WINC, click on BROWSE CATEGORIES here and select ‘Xpress Forms’ 

 
 

 
 

10. Select which and how much of an item you require as you scroll through the list (2 pages) 
 

 
 



11. Once items required have been selected, review those items in ‘Your Selected Items’. 
 

 
 
 
 
 

12. Click ‘Add to Cart’ and scroll to bottom of orders page to ‘View Order’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

13. Once you’re happy with your order, click ‘Complete Order’ 
 

If your order is for a total value of less than $50.00, you will receive the ‘Minimum order value alert’ message: ‘Your 
order is below $50.00’.  You may still continue with ‘Complete Order’ (even if total value is under $50.00) or you 
may choose to ‘Modify Order’ and select further supplies to reach at least a $50.00 total order value. 

 
You’ve now completed the WINC website part of your order.   

  
 

14. To finalise your order, you need to bring your WINC shopping cart items back into the Griffith procurement 
system.   To do this, click ‘Return Cart’. Now your selected WINC items are in Griffith’s procurement 
system, you can further check items selected.   

 
 



15. Scroll to bottom on that screen, and click ‘checkout’

16. Select  ‘Review and Submit’…then ‘Save and Submit’ when satisfied with order

When entering your purchasing 
Information: 
Speed Type: HSW2710
Class: 00000
Approver: Bethany Hunter



Now that order has been submitted, you have the opportunity to ‘view printable version’ 

Printing a copy of your order may be a useful reference once items are delivered.  Ensure you check items 
received and if you identify any anomalies, you should follow up promptly with WINC. 

Should you have any queries regarding this ordering process for Griffith approved first aid kit supplies, please 
contact healthandsafety@griffith.edu.au

Final note 

Expired first aid supplies.... 

Please send all expired first aid supplies to: 

Health and Safety
Attention: Health and Safety Team
Nathan N11 1.07

Expired first aid supplies are donated to various wildlife carer networks 
throughout Queensland. 

mailto:hrandsafety@griffith.edu.au

