COMMERCIAL ONLINE – SPRINT QUICK USER GUIDE
How to Log In

To access Sprint, please follow the below URL:
https://online.commercial.co.uk
Once you have reached the homepage, you will need to log in. The login form is situated in the centre
of the screen.

Once logged in, you may need to choose the site you wish to visit. In this guide we will be covering
Stationery & Approved Print.

Searching for products
Now logged in to Sprint, you’ll notice we’ve identified your company’s preferred items which include
those you use on a regular basis. These items can be ordered quickly by selecting your company
order pads from the homepage.

Alternatively, if you want to perform a search on a specific term, use the search bar situated at the top
of every screen.

You can also access all catalogue sections across the top of every page. Hover your cursor over the
relevant category and a drop down menu will follow.

Your search results will then be displayed

You can also choose how many products appear on your page here, as well as your preferred sort
order.

Add products to your shopping basket quickly and easily by typing in a quantity or using the arrows,
and then click the Buy button.

If you know the product code you can use the Quick Order Pad to enter the product code and the
quantity you require in the quick order form. Your items will be automatically placed in your shopping
basket.

Switch and Save

Where there is a cheaper alternative to a branded product and Switch and Save has been set against
your online account, you will be offered a cheaper alternative to your branded product. Where an item
has a cheaper alternative, this will be flagged by our blue savings pig.

To view the alternative item, click on the savings text and you will be taken to this page. To swap to
the alternative product, simply click Switch Now.

Your product has now been switched and your savings confirmed

Once your order is complete, go to the shopping basket page by clicking the basket
the top-right corner of the page.

situated in

From this page, you can review your order, change item quantities and even add products directly to
the basket! This is also where you will enter important information such as Order Reference before
proceeding to checkout

From here you will need to select your delivery address from the address book on the right hand side.
You will also be able to enter any additional information. Once this has been completed click ‘Review
Your Order’ and you will be taken to the ‘Order Confirmation’ screen.

From this page you can review your order for the last time before confirming and you can add any
additional notes/information to this order.
Once completed click ‘Confirm your Order’.

Once submitted you will see an Order Acknowledgement, and another will be sent to your email address
with a summary of your order. From this screen you may choose to print a copy of your order.

