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Shipton Communications Webstore 
 
You are now able to log onto our Web Store via our website. This new feature allows you to view 
various options within your account, for example you are now able to view and print out your company 
statements and also log a support call direct with our helpdesk without even picking up the phone! 
 
Please find below a brief user guide on the various options you can access. 
 
If you have any further questions please do not hesitate to contact us. 
 
Logging onto Web Store 
 

1. Go to our website www.shiptoncomms.co.uk (as shown below) 
2. Click on Customer Login found underneath our Company Logo 
 

 
 

 
         

3. Enter your email address and password and click on ‘Continue’  
 

 
 

4. Next,  click on the on the top left hand side of the screen  
 
 

7. You will then be presented with your account screen (as shown below) 
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Billing - Printing a Statement 
 

1. Click on  
 

You are then presented with the following screen;  
 

 
 

2. Amend the Start Date to the date you require the statement for (you can either type this is 
manually or click on the ‘Pick’ option) 

 
3. Click on ‘Print’ 
 
 
Billing – See A/R Register 
 

1. Click on under Billing 
 

 
 
2.  Select the relevant criteria you require from the drop down menu at the bottom of the screen, 
‘Date’ and ‘Sort by’ and change the ‘From’ and ‘To’ Dates (either manually or using ‘Pick’) 

 
4. When you are happy with your selection, click on ‘Refresh’  
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Billing – See All Transactions 
 

1. Click on under Billing 
 

 
2. At the bottom of the screen you have 3 drop down menus where you can select different 

options depending on your requirements (Type, Style & Quick Sort) 
 
3.   To view a transaction, click on the highlighted date (as shown below) 
 

 
 
Support – Contact Support (Logging a Support Call) 
 

1. Click on  ‘Your Account’ page 
 

3. You will be presented with a case screen 
 

 
 

4. Fill in the following sections: 
• Subject   
• Contact – Select the relevant name from the drop down menu or click on ‘New’ and 

create a new user (ensuring you add full name, contact number and email address 
and then ‘Save’. 

• Issue – Select relevant or nearest option from drop down menu 
• Case Type – Select from drop down menu, e.g. Fault 
• New Message – This is where you write the full description 
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5. Once everything is filled in as above, click on ‘Submit’  

 
Note: This will then go to our helpdesks queue who will contact you in due course 

 
 
 
Support – See Support Cases 
 

1. Click on under ‘Support’ 
 
2. At the bottom of the screen are several dropdown menus for you to select your criteria 
 
Note: Make sure you have selected ‘Open’ or ‘All’ if you want to view current open cases. 

 
3. To view a case, click on the highlighted Case Number  
 

 
 

3.  To add a new note, click on ‘New’  
 

 
My Account – Quick View 
 
On the right hand side of the screen is ‘Quick View’ which tells you at a glance what the 
Outstanding Balance is, Open Cases, and Open Estimates. 
 
 

  
 
 
You can click on any of these and it will take you to the relevant area which will give more detail (as 
has been covered previously) 
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       My Account - Quick Search 
 
On the left hand side of the My Account screen is the ‘Quick Search’ option 
 

 
 
Here you can quickly search for an item by selecting an option from the ‘Type’ drop down menu i.e. 
Sales Order or Invoice 
 
1. Complete the rest of the criteria (if known) 
 
2. Click on ‘Search’ 
 
Any item matching your selection will be shown 
 
 


