
Customer Web Portal – Shopping 
 

1) Search for Product 2 ) Select Items 3) Go to Basket 

Search for a product using one of the following: 

 

Search Box 

 
 

Product List (Commodity) 

 
 

Catalogue 

From the toolbar: 

 
 

OR from the Catalogue link: 

 
 

 

Select Item, Quantity of items required, and whether in 

Units or Cartons. 

 

Click Add to Basket. 

 

 

 

 

Click on the Checkout or Checkout Now 

links to go to your basket. 
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4) Shopping Basket 5) Delivery Options 

The My Basket page allows you to: 

• Change quantities 

• Remove Items 

• Continue Shopping 

• Add items to a Shopping List 

• Proceed to checkout 

 

 

Select the preferred delivery option of Click & Collect or Deliver. 

 

 
 

Click & Collect 

Displays where order can be collected from 

and store hours.  

Click Continue. 

 

 

Deliver 

Displays delivery address and allows user to 

enter delivery instructions. Click Continue. 
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6) Payment Options 
Confirmation 

Credit Card Pay In Store Account 

Enter credit card details. 

(If credit card details 

already loaded they will 

display automatically). 

Note: Cannot schedule 

Repeat Orders with credit 

card option. 

  

Click Continue. 

 

 
 

Allows customer to pay at 

store when using Click & 

Collect option. 

 

Click Continue. 

 

 

 

 

 

 

Customer must have an 

existing account with 

limit. 

 

Enter customer’s PO 

Reference number if 

applicable. 

 

Click Continue. 

 

 

 

 
 

 

An Order Confirmation, displaying the order number, amount, and 

order details will be received. 

The customer will also receive an email with the order details. 

 

 

 

 

The confirmation will display the 

delivery option and payment 

method used. 

Click in the tick box to accept the 

Terms & Conditions. 

Schedule a Repeat Order if required 

(This option will not display if paying 

by credit card). 

Click on Place Order. 


