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John Smedley – B2B Website – Forward Order Entry  www.johnsmedleyb2b.com 

 

 

 

 

1. To enter the John Smedley B2B website, simply click ‘Log Into B2B Portal’ and enter your provided 

Username and Password 

 

2. Enter customer number, name or postcode and click ‘Search’.  If using customer name you will 

need to put wildcards before and after i.e.: *Freya* would find all of your customers with the 

name ‘Freya’ in their title.   

 

3. Click ‘Select’ on the customer you want.  
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NB: If you have been logged in before and not completed the order the option to select a customer may not 

appear as a customer is already selected in the top right hand corner.  You will need to click ‘reset’: 

 

4. Click on ‘New Order’ 

 

5. Select ‘Forward Order’ or ‘Stock Order’ then click ‘Select Products’ 
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1. Click on ‘New Order’ 

 

2. Select ‘Forward Order’ or ‘Stock Order’ then click ‘Select Products’ 

 

 
 

3. Enter ‘Keyword(s)’ i.e. Style name ‘Bobby’ or ‘Cardigan’  and click ‘search’ or search using categories by 

clicking on ‘Men’s’, ‘Women’s’ or ‘Unisex’. 

 

4. Click on the first Style name you want to place the order for. 
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5. FIRST you must enter the date the line is required (this date will duplicate on all following lines unless 

changed manually). 

 

6. Then you can see the price per unit and can enter the quantities required. 

 

7. If you are looking for a specific colour, you can click on ‘colour filter’ and tick the colours you want to 

search for only. 



Page 5 of 8 

 

8. Once you have entered the quantities for all the SKUs you wish to order for that style select ‘add to 

order’.  If you have made an error, click ‘Cancel’. 

 

9. To add another style, simply enter the next style in the ‘keywords’ and click ‘search’ or click ‘Stock 

Search’ and you will return to the stock search home page. 

 
10. Once complete, you can check you order by clicking on ‘My Basket’ in the top right-hand corner. 
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11. Here you can see the line information for your order.  By clicking on the ‘+’ on each line, you can check 

the breakdown of each line and delete any SKUs, or you can click on ‘Details’ in order to amend a line 

You can check quantities, delete lines.  Alternatively, you can delete a complete line by ticking the 

‘Select’ button and clicking ‘Delete’. 

 
12. Once you are happy with the order, click ‘Checkout’ in the top right-hand corner. 

 

13. Here you can see any additional charges applicable to the account: 
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14. Enter and customer reference, shipping and/or special instructions:  

 

 
 

15. Select or manually enter the delivery and invoice addresses (you MUST enter a postcode and country):  

 
 

16. Check the order lines and order value summary: 

 

 
 

17. Once you are happy with the completed order click on ‘send order’.  Your order will then be submitted 

and you will be provided with an order number. 

 

Once you have completed your order for EACH customer, you MUST forward a copy 

of the order acknowledgement to yourself.  (This DOES NOT happen automatically 

at this time).  To do so, please follow the instruction overleaf: 
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18. Once you have your order number, before moving to the next customer, click on ‘Order History’.  This 

will then show you the selected customer’s orders, based on your selection criteria.  This will usually 

default to the last month. 

 

19. Find the order(s) you have just placed and click on ‘Email’ under Acknowledgement.  

 

 
 

20. You will then have the opportunity to send an email confirmation to whoever you like.  The user email 

will default into to the ‘to’ field but you can add your another email address, or amend the one 

showing to any, simply separate with a ‘;’ and space i.e. freyaoliver@johnsmedley.com; 

elainechurm@johnsmedley.com.  You can also add a message, then click ‘Send’. 

 

21. When you send this email, an email will automatically be sent to John Smedley notifying us of the 

order.  IMPORTANT: If you do not send this email, John Smedley will NOT know the order has been 

placed. 


