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Getting Started

Developed after extensive consultation 
with customers, our Internet ordering 
solution, Banner, is widely acknowledged 
as the best in the market. It offers all of
the functionality needed in a business to 
business environment, including online 
order tracking, real time visibility of stock 
and online management reports.

To log in to the Banner online shop 
please visit www.banneruk.com or 
www.bannerireland.com and then select 
Shop.

http://www.bannerireland.com/


Homepage

1. When you log on you will see your company logo and 
a personal greeting.

2. This button allows you to hide/show the message 
board.

3. On the message board, you can mark as read or 
unread. If the message is updated it will go back 
unread.

4. These pods are used to show customised messages.

5. This is a customer showcase where you can view a 
range of products and offers.
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Navigation

The banner logo displays by default 
but can be changed for white-

labelled services.

The categories button pops out a sidebar where 
you can view category sections.

You can search by all categories or fine 
tune into a specific category.

The basket button shows the amount of 
items in your basket and pops out the 

basket sidebar.

Your account number is 
shown here.

The latest banner catalogue can 
be downloaded with a click of a 

button.

All of your 
account 

services can 
be accessed in 
this drop-down 

menu.

This button is used to both Sign in and 
Sign out of the platform.



Message Board

1. Shows a custom greeting message and brand logo.

2. You will see a red alert box if you have a new message or 
an older message that is marked as ‘unread’. Click ‘Mark 
as read’ to remove the red alert.

3. Messages can be marked as read/unread, they will be 
automatically be unread if they are updated on the 
system.

4. Site notices are set site wide for all customers, can be set on a 
site level or company level. May reference delivery issues e.t.c.

5. Marketing notices can be set on a site level, company level or 
segment level, can include specific marketing messaging.

6. Customer notices can be set on any level.
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Sign in

1. To Sign in to Banner select the Sign in button in the top right.

2. Once you have selected Sign in you can enter your username and 
password. 

3. After you have entered your username and password select sign in. If 
there are any issues it will display a validation error below.

4. From this screen you can also reset your password, register for a new 
account and find out your username.
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Search
History

On initial click into the search field you will see a history 
of up to 5 previous searches. This will show the 5 most 
recent searches and remove the oldest searches if a new 
entry is added.

Suggestor

When typing in the search field you will be presented with popular searches 
related to your search, a categories list which you can expand to view more and 
a brands list related to the search term. All of these entries are selectable and 
will automatically navigate to the required search term on click.



2.0

Search Results

1. Here you can see the price of the product, if it 
displays a 'C' that is your contract price.

2. You can sort the search results by 
popularity/price/alphabetical/e.t.c.

3. Here you can filter by many different options.

4. There are 2 different views on search either grid 
or list, both display the same content.

5. Here you can see a small thumbnail of the 
product, to access more images view the product 
page.

6. This is the product code that is displayed on all 
the products and matches the catalogue.

7. You can also see the stock level, compare the 
product with other products or add to basket.
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Categories Sidebar

1. Upon clicking the categories button in the navigation, you can 
select a top tier category.

2. Once you have selected a category, it will show you the 
subcategories. Subcategories that are blue have further 
subcategories within them. 

3. The grey categories are bottom level categories that do not 
have any further subcategories and will take you to a category 
page on click.
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Product Details

1. Here you can see a description, a product specification 
and similar products to this one.

2. This has the main information about the product, the 
product code, pack size and title.

3. This has the main information about the product, the 
product code, pack size and title.

4. Here you can see your specific price for the product 
along with stock level and add to basket.

5. You can select different images to enlarge and select 
the main image to make it even larger.

6. Here you can compare to similar products or add 
directly to your shopping list to save for later.

7. This section shows products that are often bought 
together.
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Basket Sidebar
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1. Here you can see a list of products that are in your 
current basket.

2. You can change your basket by selecting this button.  
From there you can access other features such as swap 
basket, clear basket and edit basket.

3. You can continue to checkout pressing this button and 
also see a more detailed view of the basket on the next 
page.



Shopping Basket

1. Here you can see price per item or total price for the 
quantity * item.

2. Here you can delete the product from the basket. On 
click you will get a confirmation.

3. This shows the name of the product.

4. Here you can see basket actions. including optimise, 
swap and stock check e.t.c.

5. This displays the note, you can add a note which will 
display throughout your order process/tracking.

6. You can update the quantity of products in real-time 
by pressing the + and - buttons.

7. To continue to the next part of checkout you select 
begin checkout.
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Order Tracking

1. Filter in real-time with a dynamic filtering option 
located on the left side of the order list.

2. View a color-coded list of orders indicating their 
current status.

3. Sort by newest or oldest to quickly view recent or past 
orders.

4. Click on an order to view a detailed summary.
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Order Tracking Detail

1. Easily view the current order status, its previous status 
progression, and the upcoming statuses.

2. Identify the order by its order number and the time it 
was placed.

3. Download or print your order for record-keeping.

4. View the delivery information and personal details of 
the customer who placed the order.

5. View a detailed list of all the products included in the 
order.

6. Track the delivery consignments and check their 
current status in the delivery process.

7. View a detailed breakdown of the total costs, including 
tax, delivery fees, and the overall total.
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Access Approvals
1. Access outstanding approvals directly from the homepage.
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Approvals Details

1. This is a summary of the order to approve, it will show 
you a list of products and cost.

2. Here you can find a list of your orders to approve, they 
are in chronological order from most recent. Click the 
order to view it on the right.

3. Here you can find the basic information of the order 
including the date and time it was placed.

4. Full edit allows you to see the full order in the basket 
view and make changes that way, whereas the quick 
edit allows you to quickly update the products in the 
order.

5. Action the order by clicking action then approve, reject 
or refer to someone else.

6. View order details e.g. delivery address.

7. View the referral process of the order.
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Approvals Quick Edit

This is the quick edit page which allows you to update the 
quantities of existing products in the order or delete lines 
from the order. In order to edit further details you need to 
click full edit. Once you have performed the edit you then 
need to click action > approve.

1. You can directly delete a line using the trash button. This 
will remove the full product.

2. Here you can alter the quantity of the product by either 
pressing the '+' or '-' buttons, you can also type a 
quantity.

3. Once you have completed the amends you must press 
save, selecting cancel will cancel changes.
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Favourites

This is the favourites page where you can see all the 
products you have added to your favourites for use at 
another time. You can add products to favourites, remove 
them or add them to your basket as well as view shopping 
lists or company wide favourites.

1. Filter your favourites by category.

2. Here you can type in a product code and add to 
favourites directly. Alternatively you can add products 
to favourites from the product page.

3. Selecting company favourites will take you to view 
company wide favourites. Shopping lists allow you to 
create further lists of products for later use.

4. Here you can add the products directly to basket or 
remove the products from your favourites list.
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Frequent Buys

From the Account Services menu you can access the 
Frequent Buys screen where your most commonly 
ordered items can be viewed or added to your basket.



Reporting

The Reporting section gives you access to detailed purchase 
purchase reports. You can find this by going to the Account 
Account Services and selecting Reporting.



Email Notifications

When you place an order, you will receive an email 
notification to say your order has been placed.

**Please note if your account has authorisations set up then 
you will only receive this email once your order has been 
approved**

1. This shows a list of all the products and the information 
that have been ordered.

2. Here you can see a cost breakdown including tax, 
shipping and an order total.

3. This section allows you to see your delivery address for 
the order.

4. Here you can see your order reference number and your 
personal order number.

1

2
3

4



Scheduled Basket

A new development in Banner allows us to set up orders 
for customers that are scheduled to go out on the same 
day every week, month etc.

Once you have scheduled an order you can view the 
scheduled order in account services to make amends.

1. To make your order a scheduled order, firstly check the 
'Make this a scheduled order' toggle.

2. Fill out the corresponding information in the form 
details, if you want to schedule for a certain period of 
time be sure to include an end date, if not it will run 
until you pause it.

3. You can select what frequency you want the orders to 
be scheduled for by different date types.

4. Once complete continue the checkout process as 
normal.
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Scheduled - Details

Once you have created a scheduled order it will appear in 
account services under the 'Scheduled Orders' page.

1. Select the specific scheduled order from the list on the 
left.

2. Here you can pause the scheduled order. This will stop 
upcoming orders until you restart the schedule.

3. Here you can delete lines from your schedule, you can 
also click the quick edit button at the top of the page to 
edit item quantities.

4. This section allows you to see the last 5 orders and the 
next 5 orders.
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Optimise Basket

You can either optimise your basket on the basket page or 
once you have proceeded to checkout. Optimising the 
basket allows you to get like for like products for a cheaper 
price. We have included an on platform guide to assist with 
functionality.

1. Products on the left show the unoptimized product in 
your basket, the one you chose, the product on the 
right of it shows the one which is a like-for-like and 
saves you money.

2. Green lines are optimised, to optimise simply click the 
product on the right of the unoptimized product. This 
will then show your total saving by optimising.

3. Here you can get more of an in-depth guide of how 
optimise basket works.

4. Once complete, select continue, this will then update 
your basket with the optimised products.
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Important Information

The Banner website has 24/7 access with real time stock that 
refreshes every 20 minutes.

There is a suggested final ordering time of 16.30 to ensure 
next day delivery.

The system automatically logs users off after 20 minutes of 
inactivity.

If you have any queries related to cost centres, delivery 
addresses, log in details, or adding/deleting contacts and 
users, our e-commerce team will be ready to assist you.

Please contact the team on 0843 538 3377 or email them on 
bannerecommerce@banneruk.com
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