


Login - credit account customers

6. My Account - understanding the options available

4. Now you have received your password and your
account has been activated you will need to log in.
Click on ‘Login’.

5. The screen will show an area to enter your username
and password. Enter these details and click ‘Log in’.

6. You are now in your personal area which is unique to
you.

As with all e-commerce websites, at www.pattersons.co.uk you can search for products

and make a purchase.

Where Pattersons differ is the ability for account customers to view contract items and
past orders, as well as multi-site ordering from one user name.

You can choose to view products with VAT or without. Prices are defaulted to without
VAT but if you want to change this click on ‘Show Prices Including VAT’ under the Quick

Shop area.
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This is the area where you can manage your on-line account.

a ‘View'. - This keeps track of how long your account has
been open for and offers quick links to view your order
history and addresses.

b ‘Edit’. - This option allows you to manage your account
settings, including requesting a change of password and
adjusting the browser settings so up to 60 products can be
viewed per page.

¢ ‘My Order Pad’. - This option allows you to view all your
contract products and prices. You can sort these products
by price, product name, product group or stock code as well
as using this option to make an order. We are also able to
sort this data in a pre-determined order if required. Please
speak to your Account Manager for more details. Even if
you are ordering stock items you don’t have contract prices
for, you can start the order here by adding products to your

shopping trolley and then search for other products in the main website.

d ‘Orders’. - This option allows you to view all of your past orders. Using this you can view order details and re-order
previous orders. You can re-order products using a previous order either by changing quantities, adding new products
or removing items, If your orders are similar each week this option will save you a lot of time. If you start creating an
order and wish to add to it over the course of a week, this option will allow you to jump back into the same order and

complete it.

e. ‘Addresses’ - This is where you can view your delivery points and the address we hold on our system for you.

Use to... 7. View Trolley

= Wiz s Any items that you have selected will sit in your trolley until the order is
S SR completed. You may click this option to view these items at any time and
-C(]m%ﬁies change the contents by removing items or changing quantities. Click on
- RETSE ‘Update Cart’ and your price will amend accordingly. You can carry on
_ 'Stee::he shopping by either jumping into ‘Quick Shop’, ‘Browse categories’ or by

running total ~ clicking the ‘Continue Shopping’ button. These products will be added to
your basket or if you have everything you need, proceed to the checkout.



It you need help call 0117 934 1270

8. Checkout

This option allows you to complete your current order. If

you have items in your trolley then this option will allow you

to pay via credit or debit card or book goods to your

account. Confirmation of your order together with stock

availability will be sent to your e-mail address. You will 9
receive invoices and account statements exactly the same

way as conventional ordering.

The checkout area is very easy to follow. Simply follow the
steps down the screen.

At the top of the checkout page you will see a table of cart
contents which shows you exactly what is in your trolley,
the quantity and price. If you have made a mistake you may
remove the items from this trolley by clicking on the ‘View
Basket’ link at the top of the page, changing the quantity
and clicking ‘Update Cart’. The ‘View Basket’ option will
allow you to add more items, change quantities or remove

an item. To go back to the checkout page simply click on  r==========-commomm oo T
‘Checkout". 1Never worry about making a mistake! :

£ . . fi . iWe can help you even after you have completed an|
The next few questions are just to confirm the delivery  1qrder. Just phone the sales team or send us an email!
address, order numbers etc. If you order for multiple sites  'and we can amend the order. !
we can set your account up to order from one login for all =~ & - oo oo oo 5

of your delivery points. By selecting the delivery address

not only will your goods be delivered to the correct address

but the invoice will be right! To change the details just click 9
on the drop down tab and select the required address. This

will automatically populate the address fields.

The order number field is mandatory as many of our
customers must order using an order number. If your
company does not use order numbers just use your name.

Once all the steps on this screen have been completed
click on ‘Review Order’ at the bottom of the page.

9. Review Order

This page is just a summary of all of the details you have
entered. If you have made a mistake just click the back
button and amend the details. If everything is ok then click
‘submit order’.

Once this button has been clicked then the order will be

processed immediately. ;ﬁ;-n-(;); -I';I;]; ------------------------------------- 1:
As with all telephone orders, any orders for BS, BA and Elf your total order is nearly £50 excluding VAT why not add another item‘?i
some EX postcodes will be delivered the next day if :You will qualify for free delivery! All orders over £50 excluding VAT are free!i
ordered before 4pm. National deliveries will be Processed === === === mmm oo oo oo oo iooiiooiiiios :
for next day delivery if received before 2pm.

‘Handy Hint T i email website@pattersons.co.uk

1 Think of the website as shopping in the supermarket. You can add items to your} |f you have any quest'ons and we W|"
1 basket, put them back on the shelf, have a look at them at any time, add more to your |

1 basket, then when you are happy you can go to the checkout to pay. | get baCk to yOU as soon as pOSSibIe-



10. How to find what you want

There are a few different ways you can search for stock.
Either by searching via stock code, keywords, browsing the
categories, ordering from the ‘My Order Pad’ option or by
repeating an order in your order history.
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11. What to do next time

If you want to repeat your order click on ‘My Account’
and ‘Orders’. This will detail everything you have
ordered and give you the option to re-order. You can
change the quantities and remove items or you can use
the ‘Quick Shop’ function and repeat the previous steps.

If you start an order and are unable to complete it, don’t
worry. Next time you log on click on ‘My Account’, then
‘Orders’ and you can continue from where you left off.

1)

YOUR ESSENTIAL CATERING & CLEANING SUPPLIER

a. To place an order using the
keyword search click the cursor
into the Quick Shop area on the
left hand side and type in either
our stock code or a keyword (e.g.
plate).

Then click ‘GO’ with your mouse or hit the return button.

Using the stock code will bring up only one item, keywords
will display numerous products that fit that description.

b. Some items are available by the case or singularly. If
products are available to purchase as a case you will be
asked to select from the ‘Please Select Option’ which you
require.

c. All stock items are defaulted to a quantity of one but if
you require more then just type the figure into the quantity
box. Be careful you choose the correct option for cases or
each and do not order 20 cases of ashtrays (480 items)
when you only want 20 ashtrays!

d. Once you have chosen your product and the quantity
click ‘Add to Cart’. The item is now in your basket.

Handy Hint 1

:You can view all items on our website either with VAT or without. Products are:
1 automatically defaulted to without but if you want to see the VAT click on ‘Show !
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Prices Including VAT’ under the Quick Shop Box. !
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12. Useful pieces of information

Click these links to view our
e-catalogues, to request hard
copies of our catalogues or to find
out more about our services.

Handy Hint

Our new e-brochures are an excellent way of ordering. You can flick through
the pages on-line to find what you want. Once you have selected an item just
click on it and you will be re-directed into our website and can add the item to
your cart.

This is a great way to compare items easily and help you make the right
decision!

If you are a business customer and would like a credit
account please call us or use the ‘Apply For A Credit
Account Link’ on the right hand side of the homepage.
We will give you a £250 instant credit limit and can
activate your online shopping facility within an hour.

email website@pattersons.co.uk
call 0117 934 1270



