Instructions For Recording Orders

Please record your orders on our website 
www.northbrookfundraising co.uk. 

· Please go to your own personalised page on our website via the ‘Organisers’ section. This page can be accessed using your ID code and school postcode . Your ID code and school postcode are printed on the front of this file. If your postcode has an 0 in the second section ie KT24 0BQ the ‘0’ must be entered as the number ‘0’ not the letter ‘O’. Also you must leave a space in the postcode, it must be entered as KT24 0BQ and not KT240BQ.  
· Please record orders as they are received.  This will avoid the 
         problem of orders being lost or misplaced. The website will store
         the orders alphabetically by surname and in class / forms.
         Once the sale has closed and all orders have been recorded you

         can submit your order and choose your delivery date on line.

         About the same time as you receive these brochures we will send 
         you an e.mail with step by step instructions for recording and 

         submitting your orders on line. This year when you enter a new
         order you will have the opportunity to record that customer’s   
         e.mail address, (  if they have given it to you ) You will then be able 
         to  e.mail your customers from the webpage

· Please keep the individual brochure order forms, as these are to be used as packing lists and name tags when the goods are sent home.

· We ask that you submit your order approx two weeks before you require delivery. Delivery dates will be allocated on a first come first serve basis . So please submit your order as soon as it is complete.

· We will confirm receipt of all orders submitted and the delivery date. You can also check up on the status of your order by looking at your webpage under ‘Order History’. This page will show the delivery date and delivery address. 
You do not need to make payment on line, an invoice will be sent with the goods.
