Training Guide
CUS008:

Create a Custom
Request Order

Buy i ->



Step 1: Go to Custom Requests from the home page

BuyneX Q Our Products - My Account © Custom Request Become a supplier r s .

Shop Our Cup Range

Quality Coffee Cups

Step 2: Enter a Name/Title for your request

B uy Ne) a  ourproducts - My Account Custom Request Become a supplier .o -<T’S> e

Custom Request Order Form

Tell us about your and we'll create a besp: for you.

0

Step 3: Click Add Product to start adding product details

B uy n e)( Q Our Products + My Account @ Custom Request Become a supplier E (Ts) e

Custom Request Order Form

Tell us about your requirements and we'll create a bespoke solution for you

Name/Title*

Insulated Cooler Bags

-+

Add Product

Buynex

A fairer, smarter way to buy and sell.




[.  Select the Product Type

Add Product

Product Type*

Retail Packaging v

Product Description®
100gsm PP Vfoven Material, 40 x 41 x 28cm (w x h x g) Handle 63 x 3.8cm sewn with X
1x swing tag for barcode print Zipper 50cm Internal cooler pad Imm minimum Print as per artwork
Units = 50 per cas

Required Quantity*

Please specify the quantity that you want 1o order

II. Add a detailed Product Description

Add Product

Product Type*
Retail Packaging v

Select the product type from the dropdown list

100gsm PP Vjoven Material, 40 x 41 28cm (w x h x g) Handle 63 x 3.8cm sewn with X
1x swing tag for barcode print Zipper 50cm Internal cooler pad 1mm minimum Print as per artwork
Units = 50 per cast

Required Quantity*

Please specify the quantity that you want to order

[II. Upload any supporting files or images

Add Product

Product Type*
Retail Packaging v

Select the product type from the dropdown list

Product Description*

100gsm PP Vfoven Material, 40 x 41 x 28cm (w x h x g) Handle 63 x 3.8cm sewn with X
1x swing tag for barcode print Zipper 50cm Internal cooler pad Imm minimum Print as per artwork
its = 50 per cas

Required Quantity*

Please specify the quantity that you want to order

Buynex

A fairer, smarter way to buy and sell.




Enter the quantity and click Save

Add Product

Product Type*

Retail Packaging

faterial, 40 x 41 x 28cm (w x h x g) Handle 63 x 3.8cm sewn with X
pad Imm minimum Print as per artwork

[ e ]

(Repeat this step to add multiple products if needed)

Step 4: Add your delivery date, quote deadline, and delivery address,
then click Submit

B uy n e)( Q Our Products « My Account @ Custom Request Become a supplier !. (Ts) a

Type: Quantity: . Add Product
Retail Packaging 2000

100gsm PP Woven Material, 40 x 41 x 28cm

@Edit O Delete

© Order Details

equired Delivery Date®

03/03/2026 5 ) ASAP

ease spacify the date you want the product to be deliverad

o

Never

Selct the date you need to recaive your quotes by (optional)
—

© Delivery Address

® BUYNEX, BUYNEX , BUY NEX

Use New Delivery Address

—

Buynex

A fairer, smarter way to buy and sell.




Step 5: When quotes are ready, open your request to review quotes

B uy n e)( Q Our Products ~ My Account ® Custom Request Become a supplier
tetsts sssssa
A dylan0@buynex.co.uk
0 o £0.00
Product Orders Custom Orders Total Spent
2 o= Q ) a8 Q @&
Profile Custom Requests Favourites Addresses Order History Notifications Settings

Custom requests

Draftrequests  Submitted requests

D < Title ¢ Quotes Expiry Date ¢ Status Actions
I #244  Insulated Cooler Bags 1 Never [ cuotes ] I % View = © Cancel
#243  Insulated Cooler Bag 0 Never G © View
#242  Insulated Cooler Bag 1 Never GEEED © View
#237  Printed Bags 1 Never @GEIZED ©view O cancel

I.  View full details in the Detail and Quote tabs

Buynex o osemics:  wasam 8 csonmenes [rem— X |
e Buynex o owreacs  wacan e s pr—
T o e Insulated Cooler Bags
s s L — —

@ Product Information

B Quotes

Que 130

Nodans s

£210000

© Delivery Address al Cos £0.00
VAT 20%) ea2000
B Files (click to download) Delivery £24.00
L Dpat il £2544.00
yout vang L. 30 o
2 Uyou g L. 20001 . © Delvry: 0310312026

II. Use the Discussion tab to ask questions

Buyne)( Q  OurProducts - My Account @ Custom Request secomeasuppier & (15) @F

€ MyAccount / Custom Requests
Insulated Cooler Bags

Details Quotes.

D Discussion

Add a message
B[ Z(|&||5 || ue||na|fw]|lom|[rm|lnml|l=|le=

Ques|

Buvne)

A fairer, smarter way to buy and sell.




Step 6: Select Accept Quote when you're happy

B uy n e)( Q Our Products ~ My Account ® Custom Request Become a supplier &' (1s

€ MyAccount / Custom Requests

Insulated Cooler Bags

B Quotes

Quote #130

+ Expires:

for 2000 units + Unit Cost: £1.05

Subtotal £2100.00
Additional Costs £0.00
VAT (20%) £420.00
Delivery 5 £24.00
Total £2544.00

€9 Delivery: 03/03/2026

= e

Step 7: Click Proceed to Checkout to complete your order

B uy NeY a  ourproducts - My Account ® Custom Request Become a supplier g (rs‘/“w 6

€ MyAccount / Custom Requests

Insulated Cooler Bags

B Quotes

Quote #130 [ Accepted ]

Requested: 12/02/2026 + Expires: 12/03/2026

for 2000 units + Unit Cost: £1.05

Subtotal £2100.00
Additional Costs £0.00
VAT (20%) £420.00
Delivery £24.00
Total £2544.00

£ Delivery: 03/03/2026

Proceed to checkout

Success
Quote i accepted successfully!

Need Support?
Support@buynex.co.uk | Contact Us

Buynex

A fairer, smarter way to buy and sell.
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