
Click ‘Sign In’ from our website home 
page www.guardsmanltd.co.uk

Enter your Username and password.

If you have forgotten your 
password, please use the 
‘Forgotten Password’ section and 
enter your email address or user 
name. 

Guardsman
Checkout Guide

Once you have signed in, click the ‘Account’ 
link to view the dashboard page. Please 
check this area to confirm if we have your 
correct delivery address and account details.

If you would like to change the delivery 
address location, please click the red link to 
make your changes. 



If you chose to change your address, 
this is the page you will see. Use the 
search and lookup to locate
another site address assigned to your 
company account. 

DO NOT FORGET to click ‘Select’ to 
apply the correct address.

To access the contract product list, 
click on the ‘contract products’ 
tab anywhere within the website at 
anytime. 

More information is available on the 
product by clicking the product name 
link in blue.

From within this current page, you can 
select the quantity of products you 
want. Then click Add to Basket. 



If you selected the product name link in blue
from within the contracts products page,
you will be able to see more product 
information here and add the product to your 
basket. You will also be able to
download supporting documents.

You can review your entire shopping basket by 
clicking the ‘View Basket’ button.

You can proceed to checkout within the basket 
page too by clicking the ‘Checkout’ button. 

This is your basket view. Here, you can 
increase the product quantity or remove 
the product from the basket. If you are 
happy with your order, click the ‘Checkout’ 
button to continue the checkout process 
and purchase your products.

If you need to add more items to your 
basket, please click the ‘Continue 
Shopping’ button to browse more products.
Once added, click the basket view link in 
the top right hand side corner of the page 
to review your order. If you are happy with 
your current order, click the ‘checkout’ link 
to continue your ordering process. 



If everything is correct, please enter your 
name and contact number for delivery. 
This is mandatory.

Click on Continue

Once again, check your delivery address 
is correct by reviewing the far left hand side 
green box. If your delivery address needs 
changing, use the green link at the bottom 
of that box to do so.

Please add your Purchase Reference here. 
This is mandatory.

Any special instructions? Please add it here.

If you are happy with everything and 
checked that all of the information is 
correct, click ‘Buy Now’ to submit your 
order. 

If you are an invoice customer only, a 
Email order confirmation will be on its 
way to you shortly and this is where your 
ordering process ends. 

However, if you are a card paying 
customer, you will see the following 
screens to complete your order. 



This is the payment page where you 
will need to put your card details to 
complete the order. Click ‘Pay by 
card now’.

Your online order reference 
number will be displayed 
here. The order confirmation 
will be sent to the email 
shown in this area. 

At this stage, it is very important 
to re-check that all details are 
correct and accurate. You will also 
have the opportunity to add some 
special instructions to your order. 



After your order is 
placed, you will 
receive an order 
confirmation as shown 
on the left.

Here, you will see 
everything that was 
ordered including all 
prices and additional 
costs. This email is 
not directly linked to 
available stock.

If you have ordered 
items that are not in 
stock, you will receive 
a separate back order 
consignment email 
showing you what is 
going to be sourced for 
you that’s not in stock. 

You will also receive 
another consignment 
email, this will show 
you the products that 
are being processed 
which were in stock 
when you placed the 
order online. These will 
be processed within 
our normal time scales.


