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USING OUR WEBSITE

SECTION ONE: SEARCHING THE SITE

Top level categories

Brand shops

Signing in Your Account

Useful Information

The site is divided into six major  
product categories.

Computing
Components & storage
Phones & consumer electronics
Networking
Print, office & conferencing
Cables, power & adaptors

Alternatively, if you have specific 
brand in mind, you can use our brand 
shop section to search all the product 
categories featured under that supplier.

Use these areas to start drilling down 
into the product sections you’re 
interested in.

Sign in to your account by clicking
‘Sign In’ at the top of the page.

A handy overview of your account. View 
and track orders, update your personal 
details and update your password, all 
from ‘Your Account’

At the footer of every page you 
can access a broad range of useful 
information, from delivery charges 
to our returns policy. 

THE HOMEPAGE
From our homepage you can access 
your account, view up to date offers 
and start browsing for products.
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USING OUR WEBSITE

SECTION ONE: SEARCHING & NAVIGATION

FIND WHAT YOU’RE 
LOOKING FOR.

Browsing categories

Search Bar

WHEN YOU KNOW WHAT YOU WANT

Category search

Browsing by category gives you more 
power when refining your search.
Top level product categories are 
broken down into further, specific sub-
categories with detailed product groups.
Clicking on any of the links will take you 
to your intial product list, ready for you 
to refine.   

The search bar at the top of the website is the 
fastest way to look for products.

Product prompt: Notice that the search  
bar will offer products as you type. 

Click ‘Go’ or press ‘Enter’ to see the  
full search results list.

Add any of these terms into the search bar 
to speed up your search.

Series/Model Name: Typing either of these 
will provide a much narrower result.
Manufacturer Code: Typing all or part of 
this code will help you find the product. 
Quicklinx: These eight character codes are 
unique to every product. E.g. 7WRHTK00 
If you have this code to hand, enter it into 
the search bar and click go.

There’s lots of ways to find the 
products you’re interested in.

Note that there is also a search bar in the 
sub-categories menu. Entering a search 
in here is a good way to quickly start 
refining your search. 
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USING OUR WEBSITE

SECTION ONE: SEARCH RESULTS

REFINING LISTS

Refining your search

Sorting

Use the ‘Refine your search’ box on the left 
hand side, to find what’s important to you. 
You can search by:

Keyword: You can add or remove keywords. 
To add a filter type a new keyword in the 
search bar and click go. To remove any filter, 
click the red cross.

Feature: Each sub-category has its own 
section-specific filters. Expanding on one of 
these and choosing its options will filter your 
list further. Note the bracketed number next 
to each filter, identifying how many products 
you will be reducing the search to.

There are other useful ways to sort through 
your product search list. 

Items per page: Increase the list list from 25 
to up to 75 items per page.

Sort by: Searches are usually sorted by a 
default setting of relevance. But you can also 
try alternative terms such as popularity, price 
and latest product. 

Once you’ve drilled down to a product 
list there may still be hundreds of 
products to choose from. So you might 
want to refine your search further.
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USING OUR WEBSITE

SECTION ONE: COMPARING PRODUCTS

PRODUCT COMPARISON

Comparison Feature

Product comparison

Add to basket

On the left hand side of the product list  
you’ll find check boxes next to each product. 
You can check up to six products at one time.

Once you’ve selected the items you want to 
check. Click the ‘Compare’ button at the top 
of the list.  

Once on the product comparison page, 
you can quickly compare and contrast the 
specifications and features of your choices. 

Use the ‘remove’ button to drop products 
from the comparison.

Click the buy button at the top of any of  
the product columns to add the item to 
your basket. 

Once you’ve finished refining your search, 
you might still have a number of products 
to choose from. In order to make the most 
informed decision before you make your 
purchase, use our comparison tool.
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USING OUR WEBSITE

SECTION ONE: THE PRODUCT PAGE

ABOUT THE PRODUCT

Product overview

Specification

Getting to know the product

Find similar

Other tabs

The product overview is a snapshot of 
the product. Including quicklinx and 
manufacturer code.

The Specification tab gives you the technical 
specification of the product and is a great 
way to get to grips with its capability. 

Below the image you will find a series of tabs. 
The Description tab gives you a detailed 
breakdown of key features. 

If you’re not sure if you’ve found exactly 
what you’re looking for, use the ‘Find Similar’ 
Tab to perform a quick search based on the 
selected product.

Some products may have special ‘Bundle 
deals’ or ‘Used stock’ for that particular 
item. To benefit from these deals you will 
need to click ‘Buy’ directly from these tabs.

Once you’ve found the product you’re 
interested in, the product page has lots of 
features to aid and inform your purchase.

7



USING OUR WEBSITE

SECTION TWO: ORDERING ONLINE

ADDING TO BASKET

Stock Levels

Adding to your basket

Delivery Options

Suggested add-ons Add to regular buy list

In the top right hand corner, you can see 
the stock availability. If we have no stock 
available immediately we’ll show you our 
next due date.

You can add products to your basket in 
several different ways. 

Product line list: You can add items from 
a product list. There is no option to choose 
multiply quantity, but this can be  
amended in the shopping cart.

Product page: Select your desired quantity 
by adding it into the field next to the buy 
button. Click ‘Buy’ to add the item to  
your basket

There will be different delivery options 
available, depending on the product. 
These options will be displayed below the 
buy button. If we have the product in our 
warehouse you can select a next day delivery 
up to 6:00pm.

You may want to make purchase add-ons 
related to the product such as software or 
extended warranty. Selecting any of these 
before you click the Buy button will add  
them to your purchase.

If you find yourself purchasing the same 
items on a regular basis such as storage or 
consumables, you can ‘Add the product 
to your regular buy list’. You can access 
your regular buy list via the top menu bar.
Note that you will need to be logged in 
for this list to be saved to your account.

Still on the product page, you’re getting 
ready to make your purchase. Let’s look 
at some useful details regarding the order 
you’re about to make.

8



USING OUR WEBSITE

SECTION TWO: VIEW YOUR BASKET

AT THE BASKET

Basket overview

Go straight to basket

View/Edit your basket

Quantity

Copy to regular buy list

Remove item

Delivery

Totals

You can view a quick summary of your basket 
without leaving the page you’re on. In the 
top control bar you can see a running total of 
the items in your basket, as well as the total 
price. From the pop up, you can view and 
edit the basket itself by click the ‘View/Edit 
basket’ button at the bottom of drop down 
box.

View/Edit your basket by clicking here.

Within the basket section, you can view the 
details of what you’re buying.

You can amend the quantity of any product 
within your basket by entering the new amount 
in the ‘Qty’ field and clicking ‘Update’.

Items can by easily removed from  
your basket by clicking ‘Remove’.

An estimated delivery charge is shown here 
but you can select your preferred delivery 
option on the next pages.

Once you’ve added all the items to your 
basket, the next step is to review/edit 
your basket at the checkout. 
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USING OUR WEBSITE

SECTION TWO: PLACING AN ORDER

GO TO CHECKOUT

STEP ONE: ADDRESS

STEP TWO: SHIPPING

Order using PayPal

Order with Card Payment

Select a delivert address

Delivery options

If you want to pay using your PayPal account, 
click the left hand option.

If you prefer to pay by card or on account, 
click the right hand option.

Here you can choose your preferred 
delivery option. Express delivery lets you 
choose next day or pre-9am delivery. 
Name your day lets you pick any specific 
day including Saturdays. Standard  
delivery is our cheapest option and is for  
when you are more flexible.

If you want to add a new address, this can 
be added by clicking ‘Add new address’  

Once you’re happy with your basket and 
you’re ready to proceed. There are five 
steps to your placing your order...
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USING OUR WEBSITE

SECTION TWO: PLACING AN ORDER Continued

STEP THREE: PAYMENT

STEP FOUR: PLACE ORDER

Select payment method

Checking your details

Purchase Order Reference

Change delivery options

Change payment options

If you haven’t set up a payment method 
previously, you will be prompted here.

Note that even if you have chosen to  
pay by card, you can still choose to pay  
via PayPay.

If you’ve already set a payment method, 
you’ll be sent straight to the order 
summary page. Let’s look at the remaining 
options you have before placing the order.

Add a unique Purchase Order reference 
here to tie your order to your own 
procurement records.

Change your delivery address and 
preferred arrival date here.

Edit your card details or change your 
payment method here.
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PLACE ORDER
Once you’ve checked your details. 
Click ‘Place Order’ using the buttons  
at the bottom or the top of the page.



USING OUR WEBSITE

SECTION THREE: YOUR ACCOUNT

UPDATE, VIEW, TRACK.

Access Your Account

View orders and returns

Change account information

Manage address book

Manage payment method

Membership discount schemes

Communication preferences

Account preferences

From here you can access all the orders you 
have placed, both outstanding and complete.
You can also track deliveries from here.

Click the ‘Your Account’ tab near the top  
of the page.

Change your personal account information, 
including name, contact details and password.

From this section you can change your 
address and add new ones. 

From this section you can update the details 
of existing payment cards, or add new ones.

If you are a member of any organisation that 
is part of our Discount Scheme, you can take 
advantage of it here. 

View and edit your communication 
preferences, including when and how  
you’d like us to keep in touch.

Here you can set default addresses  
and payment methods.

Your account dashboard is a really useful 
area of the site, from it you can view and 
track orders and update your details.
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