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Introduction

Welcome to your User Guide for the BCS Online Ordering Website. This guide has been updated to
reflect the new look of the upgraded site launched in November 2021. This guide is designed to take
you through all the various features and benefits of the new site. The new website offers a wide range
of functionality and time-saving features to help you place orders quickly and efficiently on a regular
basis. The User Guide focusses initially on all the key things you need to know to login for the first
time and start placing orders. The later sections cover the additional added-value functionality
designed to make online ordering as simple as possible.

This guide covers the following areas:

1. Logging-in for the first time

2. Finding products and adding to basket

3. Check-out and delivery

4. Re-ordering made easy - Saved Baskets, Order History, Invoices and Favourites
5. Quick Order

6. My Account

1. Logging-in for the first time

The URL for online ordering is exactly the same and has not changed. Go to:

https://catalogue.bunzlcatering.co.uk/#/login

You will then be asked to login — see the screenshot below.

As you are an existing user simply type in your EXISTING USERNAME AND PASSWORD into the 2
boxes highlighted with red arrows. There is NO NEED to Register. DO NOT select the Register option.

BUNIL
e Login

«catering supplies

Returning Customer

If you already have an account, please sign in.

Usemame *

Password *
Remember me Forgotten password? h

sign In

| don't have an account. Register now

If you have forgotten your USERNAME — it is usually your NORMAL WORK E-MAIL.

If you have forgotten your PASSWORD — just use the ‘FORGOTTEN YOUR PASSWORD’ link highlighted
with the blue arrow. This will e-mail you a link to allow you to set a new password.

If you are still having problems logging-in call the BCS Customer Support Team on 01827 317169.
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2. Finding products and adding to basket

Once you have logged-in you will be taken to the homepage of the new website.

To start selecting products simply use the PRIMARY NAVIGATION bar (10 categories) at the top of
the page or the SEARCH box shown immediately above it. See screenshot below.

My Account  Sign Out

~ 0
(] I'm looking for n o o
catering supplies

(] Contract Products

Catering Equipment Food P Foods, Beverages & Vending Guest Supplies & Christmas Janitorial Labelling Products Paper Hygiene Uniforms

Within each of these 10 main product categories all the sub-categories are identical to the old online
ordering system so they should look familiar.

THE PRODUCTS YOU CAN VIEW ARE CONTROLLED BY YOUR PRICE LISTS. IF THERE ARE NO
PRODUCTS ON YOUR PRICE LISTS AVAILABLE IN A CATEGORY, A MESSAGE WILL CONFIRM THIS.

Sorry, it appears this category does
not contain any products currently.

Or you are not permitted to view products in
' this category based on your agreed contract.

Please try a different category or consult your contract product list.

Alternatively — you can also click on the ‘Contract Products’ link which appears on the left just below
the Bunzl Catering Supplies logos. This will show you ONLY the products available on your price lists.
You can then search by CATEGORY and BRAND which are displayed in the grey drop-down boxes
that appear on the left.

= ‘ 2] LRV

catering supplies

(] Contract Products

Catering i i P Food F Foods, ges & Vending Guest Supplies & Christmas Janitorial Labelling Products Paper Hygiene Uniforms

Home > Contract Products

My Profile  Address Book  Change Delivery Location ~ Web Order History ~ Contract Products My Favourites  Saved Baskets  Quick Order  Invoices and Credit Notes ~ Check Budget & Spend >

Contract Products

1,495 Products found Sort by Brand (Ascending) v

oo
oo

STy

Forage Hat White Beca-Bin Stretch Polymer Glove Black Large Stretch Polymer Gloves Medium Blue

‘ Category v

‘ Brand v
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Once You have selected a product just set the quantity you require and click on the Add to basket
button shown below.

- 1 +

3. Checkout and Delivery

Once you have finished selecting products and adding them to your basket, click on the

.
button to begin the 3-stage checkout process.

Stage 1 - Delivery Details

All your address details are pre-populated from your Bunzl Catering Supplies account.

Ordering for multiple sites

If you are responsible for ordering for multiple sites/accounts, you can select different accounts
from a dropdown list in the ‘My Account’ section. Please see section 6. My Account for details
(including screenshots) of how to do this.

But Stage 1 of the Checkout process will always confirm which account you are ordering for.

_— Checkout

«catering supplies Continue Shopping

1. Delivery Address 2 jtems Edit

Please select delivery Address

Stretch Polymer Glove Black Large

® Account: EXCQ4321 w' Product code: P09139  Pack size: 1 X 200

EXAMPLE DELIVERY SITE 1 g“" !
EXAMPLE CO LTD A

14 TEST STREET
ANY TOWN Beca-Bin

AB12 3BA Product code: C01374  Pack size: 1 X 1
United Kingdom Qty: 1
EX XX
Change Site Address For Delivery

Continue Checkout Sub-total (ex VAT) £x.x%

Delivery FREE
VAT @ 20% £x.%%
2. Delivery Method Total £x.5%

Stage 2 — Delivery Options

If your order falls below the minimum order value for free delivery, charges will automatically be
pre-populated at this stage. To qualify for free delivery please increase your order to above the
minimum order value set for your account.

You will then need to SELECT YOUR REQUIRED DELIVERY DATE. Click on the small calendar icon
(highlighted with a red arrow on the following page) and you will then be presented with the next 4
available dates for delivery. Select the date you require.

At this stage you can also add Delivery Contact Name, Delivery Contact Telephone Number and any
Delivery Instructions you want to add.
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* Beca-Bin
' Product code: C01374  Pack size: 1 X 1

2. Delivery Method Qiy: 1
£x.0x
Please note:
Sub-total (ex VAT) o EXXX
The delivery cut-off time is 16.00hrs, 48 hours prior to your scheduled delivery day (Mon-Fri) Delivery FREE
Please select Delivery Method for your order. VAT @ 20% Exxx
@® C - <50. CARRIAGE 5.00 - £0.00 Total £x.xx
Select Req. Delivery Date
Continue Checkout
05/11/21 ™
< November 2021 >
aw details,
SU MO TU WE TH FR SA
5 Delivery Contact Telephone: *

12
19

Maximum 6U Characters

Continue Checkout

Select the ‘Continue Checkout’ option to proceed to the next stage.

Stage 3 — Payment Method Details

Your order will automatically be charged to your Bunzl Catering Supplies account. Your account
details will be shown at this stage as per the screenshot below. You can also add a Purchase Order
number at this stage. A PO number is mandatory but of you don’t have an official company one just
enter your own personal reference.

VAT @ 20% EXXX
3. Payment Method Details
Total £3.3%

® Pay on account

Account number: EXCO4321 Submit Order

You may enter a Purchase Order number or an easy to remember reference if required.
Your Purchase Order Number *

SLA1234

Submit Order «

Then click on the ‘Submit Order’ button to place the order.

Order Confirmation Page

Once you have submitted your order you will then see an Order Confirmation page. This will include
an Order Reference number which will always begin with a “W’. A screenshot for of this is shown on
the following page.

You can find any orders you have placed via the website in the ‘Order History’ section in ‘My
Accounts’ by using this W prefix order number.

Once we have processed your order we will also send you an Order Confirmation e-mail.
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Order Confirmation
eatering supplies Continue Shopping

Thank you for your Order. .
‘Your Order Number is W0235000 2items
A copy of your order has been sentio  john.smith@yahoo.co.uk

Product code: P0S139  Pack size’ 1 X 200
aty 1

EX.XX

My Account ‘ Order History *' Stretch Polymer Glove Black Large

Further Delivery Info

The item(s) that are shown as 'In Stock’ have your chosen delivery service assigned. Those items that are either partially or wholly shown as ‘On Back Order” will now be Beca-Bin
processed on our system and we will send you further emails to update you when these items are dispatched. We will send you an email once your items have been ' Product code: 01374 Pack size' 1X 1
dispatched. You can track your delivery via the "My Account section. a1

-

£3.XX

Delivery Address

Sub-total (ex VAT) £x.xx
EXAMPLE DELIVERY SITE 1
EXAMPLE CO LTD Deiivery FREE
14 TEST STREET VAT @ 20% £X.XX
ANY TOWN
AB12 3BA
United Kingdom Total £X.XX

Delivery Method Gontinue Shopping
C - <50. CARRIAGE 5.00

Required Delivery Date: 12/11/21 Contacting us about your order
Delivery Contact Name: Simon Armer
Delivery Contact Telephone: 07334 623911
Delivery Instructions:

We hope that you are pleased with the standard of our service

However, if you do have any queries about your order, please contact us
in ons of the following ways, qUoting your ordar reference and customer
account number, which are at the top of this page

Payment Method Details Telephone: 01827 317169 (UK Support Team)
Opening Hours: Mon-Fri 08:30-17:00
Payment reference: Account Payment Email via the Contact Us Page
ﬁ::f';ﬂ:‘::;:%‘mr Eﬁ:mr: St Write: Epsom Chase, 1 Hook Raad, Epsom, Surray, KT19 6TY

4. Re-ordering made easy - Saved Baskets, Order History, Invoices and Favourites

The new website features a number of ways to help you save time when you are routinely re-
ordering the same products on a regular basis. There are 4 main ways to do this.

Saved Baskets

Once you have loaded products into your Shopping Basket you can SAVE that basket and then
automatically RELOAD all the products in it, at a later date.

To use this functionality, simply load products into the basket and then just click on the ‘Save Basket’
button shown at the top of the Basket page. See screenshot below.

My Basket Save Basket Empty Basket Total
ID: 00117000

You will then be asked to give the basket a name (e.g. Regular Order) and save it.

To access your saved baskets, simply click on the SAVED BASKETS link above the main SEARCH box or
from the link in the ‘My Account’ section.

You can then select one of 2 Actions:

a) Reload an entire saved basket using the ‘Add to Basket’ button
b) View a saved basket (using the ‘View/Edit Basket’ button) and then load selected products to the
basket

Screenshot below shows ‘View/Edit Basket’ and ‘Add to Basket’ buttons in Saved Baskets

Bunzl Catering Supplies - Website User Guide 2021 v1 Vi




Home > MyAccount > Saved Baskets

<« My Profile  Address Book  Change Delivery Location ~ Wab Order History ~ Contract Preducts My Favourites  Saved Baskets  Quick Order  Invoices and Credit Nates ~ Check Budget & Spend

Saved Baskets

When using Saved Baskets to place an order, you must select the relevant delivery location for the order you are placing each time.

of 1 Saved Cans DATE (DESCENDING) v

Title Date Description Actions ‘ ‘

Regular Order 03/11/2021 Regular Order View / Edit Basket w Add to Basket

Web Order History

Similar functionality is also available in WEB ORDER HISTORY. This allows you to open any previously
placed web order and simply click on the ‘Add to Basket’ button to load all the previously ordered
products straight into the basket.

You can find ‘Web Order History’ in the ‘My Account’ section.

The ‘Add to Basket’ button is highlighted below with the red arrow.

Home > My Account > Web Order Hstory

< My Profile  Address Book  Change Delivery Location ~ Web Order History  Contract Products My Favourites  Saved Baskets  Quick Order  Invoices and Credit Notes  Check Budget & Spend

Web Order History

View all of your previous orders here. Use the search and drop down menus to narrow your selection. Click on the Order ID to view the Order.

2 Orders found SORT BY DATE (DESC) - View Orders; O All @ Account_Site Search Web Order IL n
Order ID PO Number Order Status AccountSite Date Placed ~ Post Code Value Actions l
W0217003 In Progress GD341022 03/08/20 M23 9PF £78.08 w Add to basket

W0208009 SLA24072020 In Progress GD341022 24/07/20 M23 9PF £141.00 Y Add to basket

Re-order from Invoices
You can also AUTOMATICALLY RELOAD products from invoices straight into the basket.
Simply go to the ‘Invoices & Credit Notes’ section in ‘My Account’.

Search for an Invoice using the Invoice number or bring up all invoices from within a specified date
range (using the date range selector shown).

Select an Invoice and click on the ‘Add to Basket’ button shown in green. (See screenshot below).

This will automatically load all the products listed on that invoice straight into your basket. The
screenshot below shows the ‘Add to Basket’ option highlighted with a red arrow.
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Statement Number From Date

00123456 EXAMPLE CO LTD ~ 26103721 =
Account Number ° To Date
EXC04321 03/11/21
Type Purchase Order
Invoice v
Invoice
O With POD Only

Clear Settings Itemised CSV Download CSV Search Invoices

2 Invoices found INVOICE (DESCENDING) ~
Statement Account Account Name Invoice Type Date PO Number Total POD  Action
77002140 EXC04321 EXAMPLE SITE W0477298/1 INVOICE 26 Mar 2021 022 £195.78

Please note — you can also select and view CREDIT NOTES from this section as well. Just use the
‘Type’ dropdown box to select Credit Note rather than Invoice.

Favourites

You can also add products to ‘Favourites’. This allows you to build a list of your favourite products
and again you can add all or some of them into your basket at a click of a button. To add items to
favourites just click on the heart icon that appears top right on all the product listing pages. The
heart icon also appears on the main product detail page. When you click on the heart icon it will turn
red to indicate that you have added it to Favourites.

o] 4um

A
SR
Caution
WET
R

Yellow Safety Cone 21"
Scot Young Research Limited

Product code: P00475
Pack size: 1 X1

Rate this product

@

When you want to see your favourites, just click on the heart icon at the top of the homepage
(highlighted with a red arrow below). Or view them in ‘My Account’ section.

My Account  Sign Qut
B o ¢

catering supplies
] Contract Products t

Catering Equipment ~ Chemicals  Disposables  Food Packaging  Foods, Beverages & Vending  Guest Supplies & Christmas  Janitorial  Labelling Products ~ Paper Hygiene  Uniforms
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Once in your Favourites section you can pick and add individual items as required by using the ‘Add
to Basket’ buttons.

5 Products found Sortby:  Code v g8 =
4 L 4 L 4 A 4 L 4
= ,’ N -
24
= w8
L J
\
Sustain 160z Biodegradable Double 120z Eco Soup Container Printed Sustain Bagasse Clamshell Tork Blue Portable Reflex 2 Gallon Round Bucket
all H Rectangular 7x
Go-Pak Uk Ltd Amipak Ltd Sustain Essity Uk Ltd Scot Young Research Limited
Product code: B05213 Product code: E03220 Product code: G06613 Product code: M02678 Product code: P06162
Pack size: 1X 500 Pack size: 1 X 500 Pack size: 1 X500 Pack size: 1X1 Pack size: 1X1
EX.XX exc. VAT EXXX exc. VAT EX.XX exc. VAT £X.XX exc. VAT £X.XX oxo. VAT
£X.XX inc. VAT EXXX inc. VAT EX.XX inc. VAT £X.XX inc. VAT £X.XX inc. VAT
- ‘ + - 1 + - 1 + - 1 + - 1 kA
= Add to Basket W Add to Basket = Add to Basket W Add to Basket W Add to Basket

5. Quick Order

The new website also offers functionality to help you quickly create orders if you:

a) Know the order codes
b) Have the order codes in an excel spreadsheet

Order Codes

Click on the ‘Quick Order’ icon in the ‘My Account’ section (highlighted with a red arrow below).

Welcome Simon Armer

Current Delivery Location
Statement 00123456 EXAMPLE CO LTD Change Delivery Location
Account  EXCO 4321, EXAMPLE CO LTD, 14 TEST STREET, ANY TOWN, AB12 3BA

A )

My Profile Manage Address Book Web Order History Contract Products

!

Q =) ® &

My Favourites Saved Baskets Quick Order Invoices and Credit Notes

This will open the ‘Quick Order’ page where you will be able to type order codes and quantities
straight in and then just click on the ‘Add to basket’ button.

See screenshot on the next page.
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Quick Order

By keying in the product code and quantity, a shopping basket can be created without the need to search. You will be notified if any product code is invalid or not part of your contract agreement.

Code Description Size Quantity

Upload from a Spreadsheet

If you have a large number of orders codes available in a spreadsheet there is also handy upload
function. Simply download the CSV file shown at the bottom of the Quick Order page, enter the
product code and quantity and then upload the file. The form above will then populate. You can
then review the form before clicking on the ‘Add to basket’ button.

Add more lines W Add to Basket

Handy Upload Feature
If you have a large number of product codes you wish to order, use our handy upload feature. Simply download the CSV file, enter your product code and quantity and then upload the file. Products will be added to basket.

Download Template To Create CSV file

Choose File No File selected

6. My Account

The My Account section provides you with access to a number of features designed to make the
online ordering experience as simple and straight-forward as possible.

It covers:

- My Profile

- Manage Address Book
- Web Order History

- Contract Products

- My Favourites

- Saved Baskets

- Quick Order

- Invoices & Credit Notes

Please note — you will also see a listing/icon for Check Budget & Spend. This only applies if your
company has requested that we set budgeted monthly spend limits for you. If not, the following
message will display in this section:
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Home > MyAccount > Check Spend

< My Profle  Address Book Change Delivery Location ~ Web Order History ~ Contract Products My Favourites  Saved Baskets  Quick Order  Invoices and Credit Notes  Check Budget & Spend >

John Smith’s

Current Settinas:
Statement 00123456 EXAMPLECO LTD
EXCO 4321, EXAMPLE CO LTD, 14TEST STREET, ANY TOWN, AB12 3BA

Check Spend Details

Account

Change Delivery Location

You do not currently have budgets or permission rules set-up in our system.

Users linked to multiple sites/accounts

If you order on behalf of multiple sites/accounts the My Account page is where you can select the
account number you require.

See the screenshot below. The account number currently selected will display at the top of the page.
If you need to select an alternative account number click on the ‘Change Delivery Location’ button
highlighted with the red arrow.

Home > My Account

Welcome Simon

Current Delivery Location
Stalement 00123456 — EXAMPLE CO LTD
Account  EXC04321, EXAMPLE DELIVERY SITE 1, 14 TEST STREET, ANY TOWN, AB12 3BA

‘ Change Delivery Location

=N )
My Profile Manage Address Book Web Order History Contract Products

You will then see the page below. This will confirm how many accounts are linked to your Username
and will show the account that you currently have selected (the first one on the left and highlighted
in solid green). To select a different account simply click on the green ‘Select Delivery Address’
button. See screenshot below.

Home > MyAccount > Address Book

< My Profile  Address Boock  Change Delivery Location  Web Order History ~ Contract Products My Favourites ~ Saved Baskets  Quick Order  Invoices and Credit Notes ~ Check Budget & Spend

Select Delivery Address

2 Address found

Sort By Account, Location (asc) v gg = Search Address n “

Account: EXCO4321

EXAMPLE DELIVERY SITE 1

United Kingdom

E B Delivery Address

Account EXC0O4339

EXAMPLE DELIVERY SITE 2

EXAMPLE CO LTD EXAMPLE CO LTD
14 TEST STREET 21 TEST STREET
ANY TOWN ANOTHER TOWN
AB12 3BA CB23 7TAB

United Kingdom

Select Delivery Address _
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Using the My Accounts page

This guide has already covered Order History, Favourites, Saved Baskets and Invoices in sections 4
and 5.

The following pages will cover the remaining features linked to the ‘My Account’ page.
My Profile

Use this section change your username or e-mail and add/amend contact details like name, contact
numbers and company details. Where available we have migrated names and telephone numbers
from the old online ordering app. However, if these weren’t available these fields will be blank and
we would encourage you to update them. See screenshot below.

Once you have made changes simply click on the ‘Update personal details’ button highlighted with a
red arrow.

My Profile
Account number EXCO4321
Title Mr
First Name John
Surname Smith
Login Jjohn.smith@yahoo.co.uk

Email john.smith@yahoo.co.uk

Contact Number 07834623911

Mobile number

Company

(O Signed up for the latest news, offers and innovation

"

Change Your Password

You can also update your password using the Change Password link. See the screenshot on the
following page. Just type in your new password and click-on the ‘Update’ button.

Home > MyAccount > Update Password

< My Profile  Address Book  Change Delivery Location ~ Web Order History ~ Contract Products My Favourites  Saved Baskets  Quick Order  Invoices and Credit Notes  Check Budget & Spend 3]

Update Password

You can update your User password here. Fields marked* are required

Current Password * New Password * Confirm New Password *

@ Minimum 6 characters. This is case sensitive.
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View Your Address Book

Your Address Book details (Invoice Address and Delivery Address) are pre-populated from your Bunz|
Catering Supplies account and cannot be amended from the website.

If you think any details are wrong, please contact the Customer Sales Team.

7. Summary

This User Guide has hopefully covered all the main questions and queries you will have about the
BCS online ordering website.

If you need further information or are experiencing any difficulties using the site, please use the
‘Contact Us’ link shown in either the main carousel on the homepage (see screenshot below)

% Tl contactUs" =
iy

_ ‘Getintouct ~yvﬂ!_i | @ member of oufteam

Or in the footer that appears at the bottom of the website (see screenshot below). The Contact Us
page provides telephone numbers for all our Customer Sales Team as well as an ‘Enquiry Form’ if
you prefer to submit your request in writing.

About Us Customer Services Help & Support

About Us Contact Us Report a Problem
Bunzl Delivery & Returns Site Map

Company Policies FAQs User Guide

Key Features & efits My Account Switching Accounts

Privacy Policy & Cookies Track My Order
Terms & Conditions
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