
 

 
 
 
Online Ordering Help Guide 

Revision 2 - 16/10/2009 
 
 
We have noticed that a handful of customers have been having problems with the online ordering system. 
This document aims to give a step-by-step guide to completing the ordering process successfully and in 
particular, completing the transaction through the PayPal website. 
 
All customers should be aware that you do not have to hold a PayPal account in order to pay for goods 
and services from the PayPal website. Read this guide for more information. 
 
The guide assumes that a customer has created an account on our website using the Sign Up option and 
has successfully logged into their account. From here we have taken screen images of each step to 
successfully complete the checkout procedure. In the example, a Rick Wakeman Programme has been 
added to the customers’ basket and we are beginning the checkout procedure by choosing ‘Checkout’ from 
the link in the top right corner. 
 

Click on a link below to jump to that section:- 

 

We recommend that any customers having trouble completing their order read this document in its 

entirety. 

 

Stage 1 ς Entering your delivery address and choosing shipping options. 
 

Stage 2 ς Confirming your billing address and adding any additional comments. 
 

Stage 3 ς Check and confirm order details before proceeding to PayPal. 
 

Stage 4 ς How to make a payment if you do not hold a PayPal account. 
 

Stage 5 ς Payment using an existing PayPal account. 
 



 

 

 
Stage 1 ς Entering your delivery address and choosing shipping options. 

 

 
 
The page above will be displayed once the customer clicks the ‘Checkout’ link from anywhere in the main 
site. The Checkout link is located in the top right corner within the thin grey horizontal bar. 
 
From this page, the customers’ default shipping address (the address entered upon signing up to the site) 
will be displayed in the top right hand corner (in the example the address is blurred) and selected by 
default. You can change the delivery address simply by clicking the Change Address button and adding a 
new address to your Address Book. When you return to this page you will then have the option to choose 
from your original address or the new one just entered. You may have up to 5 addresses in your address 
book. Once a new address is entered, it will remain available for any future orders. 
 
If you are a UK customer then the delivery option will automatically select UK & Ireland shipping. Do not 
select Worldwide Shipping if you are a UK customer. If you are an international customer, Worldwide 
Shipping will automatically be selected and will be the only option. 
 
 
 
Press Continue to proceed to your payment information. 



 

 

 
Stage 2 ς Confirming your billing address and adding any additional comments. 

 

 
 
In Stage 2 please choose your billing address. Your default billing address will be the one you entered upon 
registering for the site. If you wish to choose an alternative billing address, you can add one to your 
address book by clicking ‘Change Address’ and entering a new address. This address will then be available 
as an option upon your return to this page.  
 
Note: You must enter the billing address at which your card is registered. If you hold a PayPal account, you 
must make sure your address matches your PayPal registered billing address.  
 
The default payment method is PayPal. PayPal is the only payment method as users can pay via this 
method whether or not they hold an actual PayPal account. See later for further instructions. 
 
If you wish to add a comment to the order then you may type into the ‘Add Comments About Your Order’. 
Unfortunately we cannot action any comments regarding delivery such as ‘leave with next door’ as we are 
not in control of the postal services. 
 
 
 
Click Continue to proceed to the order confirmation page. 



 

 

 
Stage 3 ς Check and confirm order details before proceeding to PayPal 

 

 
 
At the order confirmation page (above) you may review your order and check details before you proceed 
to final payment. Click edit on any of the sections in order to change the details. Please do not click edit on 
the Payment Method as no other payment method is available. 
 
Please note once again that you do not have to have a PayPal account in order to pay.   
 
Once you click Confirm Order you will be forwarded to the Front of House Organisation’s payment gateway 
powered by PayPal.  
 
 



 

 

 
Stage 4 ς How to make a payment if you do not hold a PayPal account. 

 
Once you have clicked Confirm Order on the Order Confirmation page, you will be forwarded to the page 
below. 
 

 
 
If you do not hold a PayPal account, ignore the ‘LOG IN TO PAYPAL’ box on the right hand side and choose 
the ‘Continue’ link just above the various credit card logos. This is where people seem to have trouble and 
it is because PayPal do not make the link very obvious. At this stage you can also cancel before payment 
and return to the Order Confirmation page by clicking the ‘Cancel and return to The Front of House 
Organisation’ link. If you do this then you can always pay later by following Stages 1 – 3 again and returning 
to PayPal.  
 
Please see the next page for details of how to enter your credit/debit card details and pay. 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
The above page will appear once you choose continue from the previous PayPal page. From here, your 
address details should automatically fill in. If there are any lines of your address missing, please fill them in 
before Continuing.  
 
From the Payment Type drop down menu, choose your card type and fill in the fields which will then 
appear. 
 
Once all details are complete and fully filled in, please click Review Order and Continue. 
 
Please see the next page for the next step in confirming your order... 
 
 
 
 
 
 
 
 



 

 
 
 

 
 
The page above confirms payment of your order. You can then click Return to The Front of House 
Organisation to return to our site and see the final page below. This completes your order and the 
payment process. You will then receive notification by email from PayPal and FOHO Store. We will also 
notify you by email when your order is dispatched. 
 
 

 
 
 
This completes the order process for non-PayPal account holders. 
 
The next page concerns customers who already hold a PayPal account. 
 
 
 
 



 

 
 
 
Stage 5 ς Payment using an existing PayPal account 

 
Having continued from the Front of House Organisation Order Confirmation page, you will see the page 
above. Simply use your PayPal email address and password to login to PayPal and you will then see the 
screen below. Simply click Pay Now to complete the payment. Ensure your address for PayPal matches the 
address entered at FOHO Store as your billing address. 
 

 
 
 



 

 
 
 

 
The page above confirms payment of your order. You can then click Return to The Front of House 
Organisation to return to our site and see the final page below. This completes your order and the 
payment process. You will then receive notification by email from PayPal and FOHO Store. We will also 
notify you by email when your order is dispatched. 
 
 

 
 
 
This completes the order process for PayPal account holders. 
 
 
 
 
Please note the information in this guide is accurate to the best of our knowledge but we cannot be held 
responsible for any inaccuracies there may be. 
 



 

 


