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To login enter the details you’ve been given.To login enter the details you’ve been given.

If you’ve forgotten your “password” use this link to 
enter your user name and have an automated 

l

If you’ve forgotten your “password” use this link to 
enter your user name and have an automated 

lreply.reply.



Choose the 
“category” of 
the product that 

Choose the 
“category” of 
the product that p
you want to 
order by 
clicking on the 
link from the

p
you want to 
order by 
clicking on the 
link from thelink from the 
menu.
link from the 
menu.



Once in the “category” choose the 
“ d t t ” b li ki th li k i
Once in the “category” choose the 
“ d t t ” b li ki th li k i“product type” by clicking on the link in 
the menu. 
“product type” by clicking on the link in 
the menu. 



Once you are in 
the “product type” 
you will see all the

Once you are in 
the “product type” 
you will see all the To toggle between you will see all the 
items with 
thumbnail images. 
Click on thumbnail 

you will see all the 
items with 
thumbnail images. 
Click on thumbnail 

gg
the thumbnail and 
details on price 
and stock click the 
“I” iconfor larger view.for larger view. I  icon.

Click on “order” to 
order item.



For items that require personalisation there will be a number of “Wizard” pages to 
allow you to enter details Instructions if applicable will be shown on the right hand
For items that require personalisation there will be a number of “Wizard” pages to 
allow you to enter details Instructions if applicable will be shown on the right handallow you to enter details. Instructions if applicable will be shown on the right hand 
side.
allow you to enter details. Instructions if applicable will be shown on the right hand 
side.



Links to functions are ranged along the foot of page, just click to action.Links to functions are ranged along the foot of page, just click to action.



Before ordering item it canBefore ordering item it can 
be proofed online as a pdf .
By clicking “back” you can 
go back to the “wizard” 

d k hpages and make changes 
and re-proof if necessary.Once proof is checked and 

deemed to be Ok click 
“order” to send item toorder  to send item to 
basket.



You can build an order of many items by choosing them and adding them to your basket.You can build an order of many items by choosing them and adding them to your basket.

An item can be 
removed from 
your basket by

You can change 
your quantity 
once in the 
basketyour basket by 

clicking “X”.
basket.

To add

You can change 
details on a 
variable productTo add 

additional items 
to your basket 
click “shop for 

”

If you make any 
changes to 
quantities you

variable product 
by clicking “edit 
pdf”.When you are 

ready to process 
b k t dmore”. quantities you 

can recalculate 
by clicking 
“recalculate”.

your basket and 
place the order 
click “continue”.



Once you entered all the 
required data the q
“compulsory items” will turn 
from red to blue and you 
now have a “next” link, 
please click to continueplease click to continue. 



You now have the address details page if you 
want to change the default “delivery address” 
click “change” if not just click “next” to continue. 



If you clicked to change theIf you clicked to change the 
delivery address choose from 
the list and click “select” on the 
one you want to use. 



Click “next” to continue. 



The final page allows you to 
review your order before you 
commit it. You get one lastcommit it. You get one last 
chance to change things 
before placing the order.
When satisfied click “order 

” Y ill b t tnow”. You will be sent to an 
“order confirmed” screen and 
an email confirmation will be 
sent to the email address we 
have on file for you. 




