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WebConnect
User Guide

Trading Account Administrator

Bunzl Healthcare
Unit 6 Delta Park Industrial Estate
Milmarsh Lane
Enfield
London
EN3 7QJ

Telephone: +44 (0)20 8443 7800
Facsimile: +44 (0)20 8443 7842

Web Site: https://shop.bunzlhealthcare.com
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Logging On -

==
The first step is to Logon to H GHD I healthcare F
WebConnect

Go to https://shop.bunzlhealthcare.com

Enter your email address and password

Click on Login
Bunzl - Account Summary
Shop | Orders | My Acc | Logeu
As the Trading Account Administrator, [ e PRS-
Lastlogosd in DE2011 144501
your email address can be linked to more than h:Ithcare —————————
one account. Select the account you wish to R e
. I ol N
use from the Account drop down list which is F: o v o ¥
located above the search bar on the right hand B 0 A e . | u

side Complete Healthcare Supply Chain Solutions

Forgotten Passwords

If you have forgotten your password you will need to follow these simple steps and you will be
send a new password via email.

If you have forgotten your password, click on the link
below the login button
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Enter your email address and click Continue

Eepa vat@hunzl couk

Forgotten Password

If you have logged in before and set up your security question,
WebConnect will now ask you to answer that question.

If you have not set up your security question, you will be directed to

the final screen which tells you that your new password has been sent o
to you via email

Once you have received the forgotten password by email, you can
login and reset your password to one that you will remember. [Rewrn |

Click on Return to go back to the Login screen

Tip: Itis highly recommended that you enter a security question when you login to WebConnect
for the first time.
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Changing Your Password

The first step is to log into WebConnect

When you have logged into WebConnect,
click on My Account, located at the top
right hand of the toolbar.

Click on the Details tab and scroll down to
the Change Password section

Enter new password and confirm it in the box below

Click Save

supplies and supply chain solutions

Bunal - User Account Properties

snop | Orters Logout

== daepa vaioghunzlco.uk
- Last logged in: 30082011 18:21:20
healthcare
et 4 oy o ktnrn
r: a Z '
= @ <
- - [X
4 { (s .
= _ T =y :ﬁ& - u

Complete Healthcare Supp13.; Chain Solutions

Currestly Ediing Agcount:  Four Seasons Healhcare Lid - Deepa Vaid
Summmsers | Adaresses | confguration

Change Password

Bl oo

New Password

Confirm

| et i o b oty |

Security Question

Answer
Northampdon

(The security question and answer above are used by the "forgotten password' page.)

Permissions

Trading Account Administrator?

o [s2vo J cancor l Coci [l Regenerato pasewors [ Beiete]

Setting Your Security Question

The option to set up your security question is also

under the Details tab under My Account

The security question drop down list displays the 3

Change Password

New Password
I e

{The security question and answer above are used by the forgotten password' page.)

Confirm

| b s s vk i

Security Question

Answer

orthampton

questions that you can choose from. Select one and

enter the answer in the box below

Click Save

Permissions

Trading Account Administrator? ja]

%m Lock [ll Regenerate Password [l Delete |
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IN THIS SECTION

I his section explains the functionality available
under the My Account section in WebConnect

Account
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Account Summary

The summary screen is the homepage for Trading Account Administrators. This page will be
displayed when you first log in. You are able to navigate to all the required screens from this

page.

Burel - Aecount Summary

This screen shows a summary of the account
details, users and an audit log

The audit log is fully searchable. It shows all recent
activity on the trading account.

The boxes at the side of the audit log show
summary information about the account and users

Click on the More button to view the full details

The links across the top left of the page link to
other option screens
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Account Details

The Details Screen displays the contact details for the Trading Account Administrator and the
preferences that have been set against the account.

The Details Screen consists of 4 sections;
contact details, preferences, change passwords
and permissions.

The contact details section displays the contact

details of the user who is logged in. If a user’s
email is used for more than one account there is an
option to set the account as Default

In the Preferences section, you can set the

number of rows you wish to display on each

page. The recommended value is 25 rows per
page. Do not set this value higher than 100.

You can also set a default cost centre. This
would mean that orders raised will be attributed
to that cost centre.

The Change Password section was explained
earlier.

Under the Permissions section you can set the
user to be Trading Account Administrator by
ticking the box.

You can regenerate the password for the user

who is logged in by clicking on this button. You

may need to do this if a user has forgotten their
password and has not set a security question.

You are able to lock the user account. You may
need to do this if the account is not being used,
instead of deleting the account.

If you click on the Cancel button, this will take
you back to the Summary screen

Click on the Save button to save any changes
you have made

The red arrows indicate that the field is
mandatory

Bl e

Cumrently Editing Account:  Four Seasons Healthcare Ltd - Deepa Vaid

Summary | Details Users | Addresses | Configuration

Title

Forename Deopa

Surname

Telephone No.
Fax No.
Email Address despava

Default Account a

Preferences

Rows Per Page e

Cost Centre

Default Delivery Address

| werchonse 81mt Healtbeare Urat 6 Grenge House Ie

Default Invoice Address

| B Healihcare Usit & George House EN3 70 | ek}

Change Password

New Password

’ What iz your barth town/city? ]

Confim

Security Question

Answer
Morthampton

(The security question and answer above are used by the ‘forgotten password’ page.)

Trading Account Administrator?

' O
10 7
Save Regenerate Password
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Tip: Rows per Page — The recommended value is 25 rows per page. Do not set this value
higher than 100.

Tip: Deleting Accounts — Try and use the Lock function instead of deleting accounts if you think
that you may need to use it in the future. Locking an account will deactivate it so that users
cannot log in.

Users

Within the trading account, you can configure users who can access that Trading Account.

The Users screen displays a list of users that are set
up for that trading account. The list shows the users
name and contact details

Click onthe * icon to take you into the users
Details screen

Abbeytands Cars Homa 028 90 864552

From this screen, you can edit the user details, LE vt 011 an aooe

Ancly Tie 07787 260 811

including the contact details and user passwords, as foL e .
explained on the previous page (Account Details)

When a user account is locked, a lock icon will be e
displayed next to the user name on the main user

. . Currently Editing Account:  Four Seasons Healthcare Ltd - Deepa Vaid
screen. If the account is already locked, there will be an Summary | Detaita | Users | Addresses | Configuration 3
un-lock button displayed. Contact Details

Tithe
Forename

If you change the email address of the user, an error will

Surname

be displayed asking if you wish to change the email Telephone No 25501230 e
. Fax No
address for all associated accounts. Email Address
Default Account (=]

Click the Save button to save changes, or press Cancel
to return to the Summary screen.

Rows Per Page
Cost Centre
Default Delivery Address

Change Password

Mew Password

Confirm

Security Question | e |

{The security question and answer above are used by the Torgotten password' page.)

Trading Account Administrator? a

e [2ave il cance | Regenerate Prseward
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Users — Creating a New User

As a Trading Account Administrator you have the ability to create, delete and lock user
accounts.

To create a new user, click on the New User
button on the Users screen

Fill out all the user details. A red arrow
indicates mandatory fields

Under the Contact details section, there is an
option to set this account as the default
account — tick the box. This can be used if the user

has multiple accounts linked to the same email o e
address. The default account will be displayed when
yOU |Og in. Summary | Details | Users | Addresses | Configuration

Contact Details

Under the Preferences section, you will need
to fill out the rows per page. It is recommended Title

that you set this to 25. Forename e
Surname

Under the Permissions section, you can set Telephone No.

the Approval Cost Centre for that user Fax No.
Email Address

Also, under the Permissions section, you will Default Account ] e

need to select the Approval Level for this user
— there are 3 options —

Preferences
1. None - the user has no approval RoAstEiage &
permissions Default Delivery Address [0 Adaesses To et |
2. View — the user can view approvals Defuibinvolooidarss
3. View & Approve — user able to view | RRERE I
approvals and also approve orders
themselves
Order Approval e LLone 1
Approval Cost Centre
To make the user the Trading Account e
Administrator, tick the box. The trading Trading Account Administrator? [ e
account administrator has the same authority has
the Trading Account Owner [ save [ Cancel |
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When a user account is first created, it is User Accounts For This Trading Account
locked (indicated by the lock icon) Contact Name Telephone No
g i Darren Fowles 01842 762141
. ¥ i Testtest 0101001
To activate the account, click on the * i O _Testing Test 01234 567893
icon next to the user name i ky Keating 01842 765375
In the properties of the user message will  Hew user |
be displayed informing you that the @
| This account has been locked Dy a tradmg account administrator.
account has been locked
Contact Details
To unlock the account, click the Unlock button - Miss
Forename Testing
Surname Test
Telephone No 01234 567893
Fax No.
If the user has forgotten or lost their password before R e stno@testing com
they have first logged in, you can select Unlock & Default Account

Generate New Password. This will unlock the account and a
new password will be emailed to the user

Preferences

Rows Per Page. 25

When an account has been unlocked, the buttons in the Costcente

user properties will change. You will now have the option

to Lock the account and another option to Regenerate
the Password. You should only need to regenerate a password T'a‘""ﬂm"""‘@a‘“” = @
if the user has forgotten their password and did not set a

Permissions

security question Ea  niock Dctete |
Rows Per Page: 25
Cost Centre
Permissions

Trading Account Administrator? ||

[sove [ corce B oo P aegerese Forvers R ot
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Addresses

The Addresses screen displays two types of address: Delivery address and Invoice address.

The addresses are coloured by type of address; =

. . i)
Delivery addresses are shown in orange, and healthcare
Invoice addresses in green

i

If you click on the
the address details

icon, this will take you into

The red arrow indicates a mandatory field

There is an option to Lock the address so that it

Summary | Details | Users | Addresses ‘ Configuration
can no longer be used

When an address has been locked, a lock icon will

be displayed next to the address To Name e
. . Building Name
If you would like to delete the address click on the
Co . Street

Bin icon next to it
Town/City
County
Post Code
Country

Account Number

£ BT e Emg)

Key Delivery Address Invoice Address

Name Building Street T
w i 2V fest test
o i e Company The Building Test Street C
W 6 test test test te

New Address
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Assigning a New Address

If the address you require is not listed then add a new one by clicking on the New Address
button.

Click on the New Addresses button

Select the Address Type from the drop down menu

Bll= oo m

Enter all the address details. The red arrow T
indicates a mandatory field O S S i i
§ 1 a1 fMewaCK  ADOMGCN igupms Wy Cusyhmm N1

a1 @ Ranahit Care Home  Anaahit Care Home 248 Balynahinch Road  Hilsborough Coumty Down Z120 Mot

If you do not have a Transfer Point, enter in a
number, as this field is mandatory

Click Save

Summary | Details | Users | Addresses | Configuration

Address
Address Type Delivery Address

Deliver To Name . e

Building Name

Street
Town/City
County
Post Code

Country P

Transfer Point e

O e
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Assigning an Address to a User

Once you have created addresses, you will need to assign an address to each user. By

assigning an address to a user they will be able to select it when they come to the checkout
process.

Go the Summary screen and click on Addresses

Find the address you wish to allocate and click on the 24

Icon [ = DEATEET * e
Select the user that you wish to allocate to the address by S o
clicking on the 2.3 icon so that it turns green >
| S | T | 0 | 7 ] S| |
" A G Rona Wbty Y ST Mg
If you wish to allocate all users in the list to the same aEle o pratomions tesmeesnied wmeen G T s
address, press the Associate to All button at the bottom
of this page -
T
healthcare
Once you have finished allocating addresses, click Back —_—

to return to the Address screen. Repeat the process to
allocate both Delivery and Invoice addresses.

As you have allocated an address to a user, when this
user is then in the checkout process, they will be able to

[ T
choose both a Delivery address and Invoice address : " o s a0

07767 290 811

s s - g s
S s Sl
Farm 0161 848 4163 carvel fern@bunal co uk
= o
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This screen consists of four sections: Trading, ID’s, Order Settings, Account Approval Settings
and miscellaneous Account Settings. These settings can be edited to adjust the configuration of

the account.

The first section displays the
Trading ID’s, these cannot be edited.

Under the Order Settings, you can
add a prefix to your order numbers.

Also under Order Settings, it will

display the Last Order number that

was used and allow you to specify a
new Last Order number if you wish to
change the numbering of orders.

Under the Account Approval Settings
you can select whether Order
Approval is required by ticking the box

The Miscellaneous Account Settings
hold the default settings for VAT for
items that do not have VAT codes or
rates

You can also set a Contract Number.
By doing this, you will restrict what data is
searched, so it will only return results for the
specified contract.

If you have edited any of the
settings, Click Save. To return to the
Summary screen, click Cancel.

Summary | Details | Users | Addresses |

WebConnect ID 51513
ANA NO
DUNS NO 58588
EAN NO

Order Settings 2

Order Prefix ORD

Last Order No. 00000

Mew Last Order No.

Account Approval Settings

Order Approval Required o o]

Miscellaneous Account Settings

VAT Code e

VAT Rate (%)

Contract No e

Allow Free Form Addresses a
Allow User Te Change Cost Centre a
Licence Type None

Page 16 of 18



oo
B GHD I

suinglias ard supgly chasn sobutions

3

IN THIS SECTION

Orders

T

his section explains the functionality available
under the Orders section in WebConnect
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Orders

As a Trading Account Administrator you are able to see all orders for all of the user accounts on
that Trading Account. To navigate to the Orders Screen, click on the Orders link in the top right
hand toolbar.

The Orders screen allows you to view - ‘ st | aga
orders placed by users on your Trading =] i e ooz 350
Account :

The filters section allows you to filter your
results

The Trading Account will be set up

B BN e
automatlca"y Assaunt Bunzl Demo Ascount - Unit B, Cirele Court

Order Status
You can search by an order number pt A e e

Date Seiecton @

You can search for orders of one particular B v i oy [E] v B
. No items found
status, e.g. Sent to Supplier

You can select which user account to S

SearCh in |f yOU Wlsh to SearCh a“ Account Bunzl Demo Account - Unit B, Circle Court
. . Order Numb
accounts, then click on the All button, if you Or:’ s:’: 5 — o
. . . er olalus All
wish to search a particular account click on the £ Uiar ¢ JG
all accounts)
. . . Date Selection @

A list of users will be displayed. To select a

user, click on the &l icon next to the name.

There is also an option to search for the Bl Auo-refresh page every [ seconds [2)
user at the top of the screen No items found

To set a date filter on your search, tick the

Date Selection box. From and To date
options will be displayed. Enter the dates or click
on the [ icon to display a calendar and select the
dates from there.

Account Bunzl Demo Account - Unit B, Circle Court
. . Order Number

To apply filters, you have to set click on the Orr Sttt e 103
Apply fl Iter User {all accounts) -

Date Selection e |2 9 @
To Clear the filter to start a new search, click e Apply Fitter [l Reset Filter |
on Reset Fllter E Auto-refresh page every seconds !ﬂ

Mo items found

To set the page to refresh your results, tick

the Auto-Refresh box, and select the number

of seconds between each refresh

i

Once your results are displayed, if you wish to view the properties of an order, click the icon.
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