
RS Sales & Distribution Ltd.

Online user guide

RS Sales & Distribution Ltd. 



Welcome - This step by step guide is designed to help guide you through placing your 

first order with us by demonstrating each stage of the order process. There’s also some 
tips to help you order quicker and manage your account in the future. 

Let’s begin! - Open your web browser and then type or copy and paste the below link:

www.rssalesonline.co.uk

- You’ll land on our new homepage -

http://www.rssalesonline.co.uk/


To gain access to your company specific content and pricing, you will first need to be 
logged in. 

Click the ‘Login’ button in the top right hand area of the page or, the ‘Take me to my 
account’ banner below.       



Enter your username (email address e.g. sales@rssales.co.uk) and password (this should 
have been issued to you – if not contact RS on 0800 849 4119). 

Please note the login fields are case sensitive. Email addresses should be entered in lower 
case and passwords will contain a mixture of lower and upper case and a number.

Click ‘LOG IN’



The first time you login you will be asked to change your password and you will not be 
able to proceed until you have done so. 

When choosing a new password, it must be at least 8 characters containing one capital 
letter, lowercase and number.

Due to data protection laws, once you have changed your password, RS will not be able to 
retrieve this, however, if you forget your password, you can request a new one at any time. 
(click “Forgotten Password” on the login screen). 



There are multiple ways to find the products you require.  

Find products either through the main navigation menu or by searching for the item you 
require using the search box



Click on the relevant category button for the product you wish to find. 

To find till rolls, for example, click on the ‘POS, Stationery & Till Rolls’ category tab and 
then the ‘Printer & Till Rolls’ sub category which will appear in the centre screen to reveal 
a category of Till Rolls options.    



Within the product pages you can add products to your basket by clicking on the ‘ADD TO 
BASKET’ button. 

At this stage, you may wish to change the quantity required before you add the item to 
your basket to save you time at checkout.  



You can click into each product item to see further product details, and where 
applicable, download technical data; (for example chemical COSHH data). 

Products can also be added to your basket from this view. 



As you add products to your basket, a pop up banner will inform you’ve done s, 
and an icon will display the qty in the top right hand corner of the page.



SEARCH - You may instead prefer to find products by inputting general search terms using 
the search tool.

You can then add the products returned from your search to the basket from here. 



Once you have finished adding your products to the shopping basket, click on the basket 
icon in the top right hand side of the screen. This will take you to a full view of the basket 
and a summary of the products you have added. 

You can edit the basket from here, or checkout if you’re ready.



Note – If your order has not met the minimum order value, you will not be able to process 
your order. 

If this occurs, an alert bar will inform you. You will need to add additional products to your 
basket, or increase the quantity of the items in your basket.  

Update your basket, click the refresh link and then you can click checkout



As a trade customer, ‘Free Delivery’ is always pre-checked providing the minimum 
order value is met. 



After confirming the delivery options, you will see the payment screen. 

Check your order and click ‘BUY NOW’ once you are happy. 

Again, as a trade customer, ‘Pay On Account’ is always pre checked – Click ‘BUY NOW’: 



After pressing ‘BUY NOW’, you will see your order confirmation page containing your 
web order number you can keep for future reference. You will then shortly receive an 
order confirmation email which provides you with a summary of your order.



Order much faster next time!!!

The ‘Dashboard’ section gives users access to information to help improve the ordering 
process. It allows you to view your purchase history, and assists with the management of 
your spend with RS. 

Fast ordering
Add your 

frequently 
ordered products 

to your basket 
from here



Within the ‘My Account’ section, you will have access to information and tools to assist 
you with your RS orders. 

Click on ‘Order Status’ to view previous order history – providing you with a complete 
summary of previous orders,  as well as orders awaiting processing. This section will also 
show any credit/refund information. 



The ‘Order history’ report allows you to add previously ordered items straight to the 
shopping basket, without the need to search. 



The ‘Order Templates’ report allows you to manage your baskets and save an order 
template for you to refer to for future ordering. E.g. You might want to save a template 
of stationery supplies that you only need to order once a year. Just click and re-order in 
seconds!   



The ‘Reports’ tab allows you to view your budgets and spend against each month



The new dashboard layout has been designed to provide you with quick information and 
data retrieval. 

From here, you can view the number of orders you’ve placed in a month, your monthly 
spend/remaining budget and a notifications tile which will take you to any important 
information we need to make you aware of.



An ‘Online Chat’ customer service facility is available on the bottom right hand side of 
your screen throughout the order process, operating  between 9am and 5pm Monday to 
Friday. 

If a representative isn’t available, you can still leave a message and a member of the RS 
team will get back to you at the earliest opportunity.



We hope you find ordering with us easy and straight forward, but if you 
experience any difficulties whilst on our site, please don’t hesitate to contact our 

expert customer care team who will be able to guide you through: 

Tel. 0800 849 4119

Thank you!

sales@rssales.co.uk

mailto:sales@rssales.co.uk?subject=RS%20order%20support

