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Introduction 
 
Welcome to Chesters Online. Chesters Online is a program which allows our valued 
customers web access to their account information. The program allows full access to 
customers quotes, invoices and product pricing. The following is a user guide on how to 
use the system. The guide is very user friendly however if needbe we offer full email 
support on chestersonline@chesters.co.nz 
 
 
 
 
 
 

mailto:chestersonline@chesters.co.nz


Logging On 
 
To Logon visit the following address: 
 
http://www.chestersonline.co.nz 
 
From here enter your username + password. (This should be issued to you when you 
signed up). If for some reason you do not have either of these please contact the 
administrator on chestersonline@chesters.co.nz 
 
Click Login 
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Home Screen 
 
The Home Screen is the place where you are directed to after login.  
 
The navigation options are listed at the top and you can click these to go to the specific 
area. 
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Invoices 
 
1. To view all your invoices that you have in our system click ‘Invoices’ on the top 

navigation bar. 
 
2. The program will show all your invoices for the past month. If you would like to 

display more invoices enter the desired start and end date and click ‘Get Invoices’ 
 
 
 

 
 
3. Browse the invoices and once you find the one you are after click ‘View’ 
 
This will display the invoice in its entirety  
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4. To print the invoice click ‘Print Preview’ 
 
5. This will open up a preview window. To print click ‘Print Page’. The invoice is now 

sent to your home printer. 
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Quotes 
 
1. To view all current quotes that you have in our system click ‘Quotes’ on the top 

navigation bar. 
 
2. The program will show all current quotes for the past three months. If you would like 

to display more quotes enter the desired start and end date and click ‘Get Quotes’ 
 
 

 
 
3. Browse the Quotes and once you find the one you are after click ‘View’ 
 
This will display the quote in its entirety  
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4. To print the quote click ‘Print Preview’ 
 
5. This will open up a preview window. To print click ‘Print Page’. The quote is now sent 

to your home printer. 
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Product Pricing 
 
The product pricing module displays the specific customers pricing for items. It is 
necessary to use a product search tool to locate what you are after. 
 
a) Click on the ‘Pricing’ tab on the top toolbar. 
 
This will display the ‘Product Pricing’ program as per below: 
 

 
 
There are three things that the user can search on: 
 

• Product Group One i.e. PVC 
• Product Group Two i.e. Pressure Pipe 
• Keywords i.e. 100mm 

 
The user can search on one/two or all of these items. However the more detail the user 
puts into these search terms the greater likelihood of getting a true match.  
 
If the user knows the item code they can simply enter it into the keyword search and they 
should get a 100% match.
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b) Select a Product group one from the dropdown menu. In the example below we have 

chosen ‘HWC’ 
 

 
 
 
c) Next choose a Product group two. You will note that the product group two changes 

depending on what you chose in the first dropdown. In this example we have chosen 
‘Cylinder Gas. 
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d) Click Search 
 
e) In the window below the search results are displayed.  
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f) To reduce the size of the results you can add a keyword. In the example below we 
have added ‘rheem’. Click Search 
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g) Once you have located the product you are after click ‘View Price’ 
 
h) In the last window the prices are now displayed. 
 

 
 
i) Click ‘New Search’ to start over  
 
 
Please Note: 
The user can search on one/two or all of these items. However the more detail the user 
puts into these search terms the greater likelihood of getting a true match.  
 
If the user knows the item code they can simply enter it into the keyword search and they 
should get a 100% match. 
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Pricebooks 
 
Pricebooks are catalogues which contain all of our active products, RRP and the specific 
customer pricing. They are available for download from Chesters Online in a multitude of 
formats. You can also setup automatic scheduled downloads of your chosen format.  
 
All pricebooks are sent to a customer specified email address. 
 
There are two options for downloading pricebooks: 
 
Send Pricebook Now 
This option will compile the required pricebook and send it to you immediately 
 
Setup a Schedule 
This option will allow you to setup a download schedule for the required pricebook. The 
user can choose the frequency of the schedule i.e. weekly or monthly and the type of 
pricebook. The user will then automatically receive this pricebook on the time they setup. 
 
 



a) Send Pricebook Now 
 
1. To send a pricebook now click on the ‘Pricebooks’ tab on the top navigation bar 
 

 
2. Click on ‘Send Pricebook Now’ 
 

 
 
3. Choose the required format: 
 

• PDF 
• CSV 
• Tradepro 
• Sage 
• MYOB 
• XLS 
• Tab-Delimited 
• Smart-Trade 
• EzyJobs 
• NZA 
• Pricefactor 
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4. Enter in the email where you would like it to be sent 
 
5. Choose if you would like the pricebook zipped to speed the transmission speed 

(recommended) 
 
6. Click ‘Send’ 
 
The required pricebook will now be sent to the chosen email address. Please allow up to 
ten minutes for the delivery of this. 
 
Note: You may find the pricebook is being sent to the junk folder. This means you need 
to allow the user chestersonline@chesters.co.nz to send you emails. Email us at 
chestersonline@chesters.co.nz if you are having problems receiving the pricebook. 
 
 
 

mailto:chestersonline@chesters.co.nz
mailto:chestersonline@chesters.co.nz


b) Setup Download Schedule 
 
1. To send setup a pricebook download schedule click on the ‘Pricebooks’ tab on the 

top navigation bar 
 

 
2. Click on ‘Set up a schedule’ 
 
3. To start with you should see no current schedule setup as per below: 
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4. Choose the required format 
 

 
 
5. Enter your email 
 
6. Choose your frequency either weekly or monthly 
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7. Choose the day of the month and time if it is a monthly download. For Weekly 
choose the day of the week and time 

 
8. Click ‘Setup Schedule’ 
 
9. You can make changes anytime and then click ‘Update Existing Schedule’ 
 
10. You will now notice the Current Schedule box is filled in with the changes you wanted 
 
 
Your pricebook will now be sent at the time, type and frequency specified 
 
 



Statement  
The statement section will give you an accurate statement of your account. Here you can 
view all of your invoices over the last statement period. You can view your payments and 
your overdue amounts. 
 
NOTE: Payments usually take one day to register 
 
1. Click on the statements tab 

 
 
2. To Print click the print preview button 
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 Basket 
The basket option allows you to save frequently view products into a basket for easier 
viewing. From this you can monitor prices or setup draft quotes all from your computer. 
 

a) Add items to a Basket 
To add items to a basket is extremely simple and is done through the pricing screen 
 

1. Click on the Pricing tab 
 
2. Search through the products till you find the product you wish to add to the basket 

 
3. Now click on the basket icon next to the product 

 

 
 
4. You will notice that once you click the basket the icon will turn into a green tick 
 
5. Now click on the basket tab on the top to view what you have chosen 

 
6. You will see the item you have chosen. On this screen you can change the 

quantity or delete the line. Remember to recalculate the total if you change 
quantity. 
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b) Saving a Basket 
1. To save a basket click on the Basket tab once you have chosen all your products 
 
2. Now enter a name for your basket in the ‘Save to a NEW basket’ box 

 
3. Click Save basket 
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4. You can now view your basket by clicking on the correct name under ‘My Saved 
Baskets’ 
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5. Click on the print preview button to print the basket 
 

 
 
6. Click ‘Print Page’ to send the basket to your printer 

 

c) Add items to an existing Basket 
 

1. Choose products in the pricing sections 
 
2. Once completed click on the basket icon 

 
3. Using the dropdown box in ‘Add to a ‘SAVED Basket’ choose the basket you 

want to add these items to 
 

4. Click Add 
 

5. You can now click on the basket under the ‘My Saved Baskets’ heading and you 
will see the added items 
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Change Password 
 
1. To change your password click on the ‘Change Password’ tab on the top navigation 

bar 
 
2. Type the current password 

 
3. Type the new password 
 
4. Confirm your new password 
 
5. Click ‘Change Password’ 
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Logging Out 
 
To log out click the ‘Log Out’ button on the top right hand corner of the screen. 
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