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GETTING STARTED.

Getting started and
accessing the site

1

Simply enter your email address in the email
field, enter in your password and click login.
If this is your first time accessing the system,
please click on Forgot Password link and
reset password accordingly.

Once logged on, you will see the welcome
page from which you will now be able to
access the catalogue and begin your order.

Changing your password
and checking your details

1
2

Simply click on the My Account menu

Click on the Reset Password link. Enter
your old and new password details and click
Change password.

This is now your new password for the next
time you log in.

Welcome, Please Sign In!
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ORDERING.

Help Desk

Online ordering |

home caosse v ot el ot v i Call
1 Click on the catalogue menu at the top 01883 621124
of the page and select a category. Ermail

ukpnprint@
wildheartsgroup.com

Search products

Name .

2 You will be presented with a list of categories

or a list of products. =pi

Once you find an item you wish to order, you ’ E

can view more details. o
ITEM NO: 110 - DL 2nd Class ITEM NO: I;B - L;K N;;wnrks Item N_n:132 - LI.PNQQA'I ,--
Env AAEL-AJXS-JUCU (1 pack = Safety Key Envelopes (1 pack = UKPNS C4 PPl Env Win 2nd
1000 units) 1000 units) Class (1 pack = 250 units)

I == ap
3 You can choose your quantity from within this

screen, then add to basket.

ITEM NO: 110 - DL 2nd Class Env
AAEL-AJXS-JUCU (1 pack =1000
units)

0 xT10mm) Wallet
10 CMYK Box 1000’ Alpha

SKU: UKPN.5P.006

Qy - Add to basket

You can also choose your quantity from within
your basket.

Basket

Image Product(s) sKu Q. Total  Actions

ITEMNO:TIO-DL2nd  UKPN-5P-006 |, £25704 [N
Class Env AAEL-AJXS-

3IUCU (1 pack =1000
units)

* Cost Centre * Directorate

Cost Centre 2 (optional)



TEMPLATED ITEMS.

Online ordering Help Desk

EWP  tome  Cumlose v OerHiory  Hep v [P

Call

01883 621124
of the page.

1 Click on the catalogue menu at the top

Email
ukpnprint@
wildheartsgroup.com

2 Once you find an item you wish to order, click |
Details, choose your item quantity, then Start.

Networks
Delvering

o ectcly

3 Complete the relevant details in the boxes on
the right hand side.

PLEASE CHECK ALL DETAILS CAREFULLY
AT THIS STAGE.

Once all details have been entered and
checked, click Add to Basket in the top right.
'h McPaul.

SERATIONS

4 You can also change the quantity from within Basket
your basket.

~Contcontre Directorate



CHECKOUT.

Completing your order

1 To return to your basket, click the Basket
button in the top right corner. You can keep
your shopping basket open for as long as you
like and simply add to it next time you log in.

When you’re ready to place your order, click
Checkout.

2 Choose a Delivery address from the
dropdown menu or enter a new address, then

press continue.

3 Enter your PO number under Payment
information and upload your PO document.

5 You will then be presented with the confirm
order screen. Please check all details are
correct, then press Confirm.

My Account v Admin

‘ _ B n

Total Actions

222 Edit Options VAT: £51.41
Total: £308.45

Checkout

Sub-Total: £257.04
Delivery: £0.00

“Last name:

53 Quaen St Wolverhampton, W1 IES, United Kingdom v

Payment information

PO
Number®

Sub-Total:

Cost Centre: 3
Directorats: CEO
Cost Centre 2 (optional): -

25704
£000

510
£308.45

— ITEMNO:TI0 - DL 2nd Class Env AAEL 1 £257.04
" AIXSIUCU (1 pack = 1000 units)

Totals

Sub-Total: £257.04
Delivery(Agreed SLA):  £0.00
VAT: 5141

Total: £208.45
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PAST ORDERS.

Order history Help Desk
rders Ca”
Click Order History in the top menu to see all jd ; 01883 621124
past orders that you have placed and their P o : -
: : . O e Email
current status. You can filter orders by their .
ukpnprint@

status. .
wildheartsgroup.com

Pending means that the order is in our
workflow and is waiting to be accepted.

In Progress means the order has been
accepted and is being produced.

Completed means the order has been fulfilled
and will be with you shortly.



