
Due to security and data protection reasons, your current 
password on our existing website cannot be copied across.

To login to the new website please follow the steps below:

Click LOGIN in the 
top right corner of 
the homepage

Click Forgot Your 
Password

Enter the email 
adress you currently 
use to login to the 
existing Springpack 
Website

Click reset my 
password

You will be sent an email with a reset password link, once you have reset 
your password you can login to the new website using these credentials.

1)

2)

3)

Below we have created a handy user guide for navigating 
the new customer portal and other features



 

        

Springpack Ltd 

Woodside Point, Williamson Road, 
Worcester, WR5 1SG 

      

Getting to grips with your online 
account from Springpack 
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My Account Page 
When you log into your account you will see that everything has changed from your previous 
Springpack account. 

Overview 

This area contains your account reference number, account name, credit limit and current 
balance. 

Account Information 



This area contains your contact your contact information, including your name, email address 
and if you are subscribed to our newsletter. You can change both your email address and 
password from this screen. For more information on how to do this, click here 

Address Book 
This area shows your registered default billing address and default delivery address. You can 
click Edit Address to change either over. 

My Orders Section 
This area shows every order that has been placed via the account either online or via phone / 
email.  

Any PO / order numbers related to the orders can be seen under the order column, date shows 
when the order was placed, ship to is where the order will be sent to, order total is the costs 
associated. 

Order Status 
Pending – This shows that the order has been placed and is now pending delivery. 

Processing – This shows that the order has not yet been placed. 

Completed – This shows that the order has been both placed and delivered. 



Action 
You can quickly and easily see and PDF any order by clicking view order. 

Here you will see the web order number, date it was placed and then all the relevant information 
included in the order. You can click Print Order. This will open the order in a separate tab and 
then ask how you would like to proceed with print options. 



Re-Order 

If you click reorder, all the items from that order will be added to your basket, allowing you 
quickly and easily reorder everything you need. You can also remove items, change quantities 
and add items to your favourites.  



My Transactions 

This area shows each line on your account and all stored information associated. You can click 
the copy on any line which has an invoice to send us a request for a copy invoice. This will be 
processed automatically and then emailed to you. The email subject will be Requested Invoice – 
(Invoice Number) 

You can also click the request a copy statement button at the top of the page. This will also send 
over and processed automatically, then emailed over to you. The email subject will be 
Requested Statement. 



Purchased Products 

This sections allows you to see by product, the number of orders, quantity and value of 
products placed. Clicking the Add to Basked button will quickly add this to your basket. You can 
also click on the SKU and go to the product page. 



My Favourites 

This area is your own section where you can store products that you routinely order or are 
looking to order in the future.  

Update Favourites – Click this to sync your online account and update this area 

Share Favourites – Click this to be given the option to share your favourites via email externally. 

Add All to Basket – This will add all your favourites to your basket, ready for you to order. 



Address Book 

Here houses all your saved address. Here you can simply add in new address to be used on 
future orders. 

Privacy Settings 

There are 3 new areas here. 

Policies Text 
Click this to read our privacy policy. 



Cookie Policy 

 

Here you can view and change and your privacy settings. Simply use the sliders to change your 
preferences. 

 



Download personal data 
Here you can download a copy of your personal data which we store for your account in CSV 
format. 

You will need to insert your current password. 

Delete Account 
By clicking ‘Agree and Submit request‘ button you agree that all your orders, personal data and 
other information associated with your account or purchases will be lost. You will not be able to 
regain access to your account after we approve your deletion request. 

Stored Payment Options 
Here you will be able to view all / any cards you have linked to your account. You can update the 
information and remove them. 

Newsletter Subscriptions 

 

This section allows you to change your preference on if you would like to receive our newsletter 
or not. Simple add or remove the tick in the box and select save. 

My Back in Stock Subscriptions  

 

If a product is out of stock you will be able to place a marker. This will be stored in our system 
and when the stock levels return, you will be notified via email. 



My Saved Baskets 

 

If you have not created / saved any this will be empty. You can see how to save baskets by 
clicking here.  

However, if you do have saved baskets here you will be able to: 

• View the products within 
• Delete 
• Restore all items into the cart, ready to be ordered 
• Get a Shared Link – This link can be sent to others for approval, reviews comments etc 
• Print Cart – Will allow you to PDF or print the cart information for use later 
• Export CSV – Creates a CSV file that can be opened in excel. 

FAQ – Key Process’ 
How to change your email address 
Log into your online account and within your account information section click edit which is 
located under your email address.  



 

 

You will now see 2 boxes appear. Within the right boxes, type in your new email address and 
then your current password and simply click save. This will log you out and you will need to log 
back in using your new email address. 

How to change your password 
Log into your online account and within your account information section click edit which is 
located under your email address.  



 

 

You will now see extra boxes appear on the right side. Enter in your new password and then 
again to confirm your new password. You can click the show password box, which will reveal it 
to you. Now click SAVE. You will be logged out and will need to log back in again, using your new 
credentials. 

How to save a basket 
You will need to be logged into your online account and have product added to your basket. 



 

Within the top navigation bar, you will see view basket. 

 

This will open a simple panel, where you will see everything within your basket. Simply click 
view and edit basket. 

 



 

This will show your basket with more details. To save this group of products for later or to share 
to others click Save Shopping Basket. 

 

You will be prompted to give it a name, then select save cart. 

 

 

 

 

 



Further Help and Guidance 
If you require further help and guidance please do not hesitate to contact: 

marketing@spingpack.co.uk 

or give us a call on 01905 457 000 

mailto:marketing@spingpack.co.uk
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