Access to Shop Direct Home Shopping Payments Documents

From your Web Browser – Internet Explorer - type in

http://document-archive.shopdirect.com/

You should then see the following screen:
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To enter the Supplier Document Archive, click on the Home Shopping Document Archive button on the left hand side of the screen

You should then see the following screen:
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Key in your user name and password in lower case – these will be sent to you separately.

Your password will need to be changed every 90 days

You will then see the following screen showing a folder with your own company name.

[image: image3.png]Shop Direct Output Management System - Windows Internet Explorer

é:/. ] htps:fdocument-archive shopdrect,comfhs/HTML fHome.htm ~[8][%][x

Ele Edt Vew Favortes Toos Help

% & [ @ snop ovect vt et sstem = G- B @ reage v Gieck -

=6 shop birect Shop Direct Output Management System

#0Maro 4

The folders on the left hand side contain the documents that you have
access to in the Output Management System.
Navigate through the folders until you get to the document you require.
Clicking on the document will display the associated documents in this
window.

Thank you for using this system.
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When you open the folder (click once) you should see
a sub menu showing the documents available to you.
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Select the document type you want to review by clicking once and a
list of the available documents will be displayed by date and document number.
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You can filter the available documents by date or document number
where available, by clicking on the “Filter” button at the top of each column.

Key in the details you require and the click on the “Update Search Criteria” button.
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This will then return you to the previous list.

Please note - when entering a range of dates, the = should be changed to “In Range”

The Refresh Matchlist button will be outlined in red.
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When you click on this, the button will return to grey and your
matchlist will show only those documents you requested.

You can then view the documents by clicking on the specific date or document number field.

[image: image8.png]Shop Direct Output Management System - Windows Internet Explorer
&9 )~ [ hupsijdocument:rchiv,shopdrectcomh T ome.im
Ble Edt Vew Favrtes ook Hep

X & [P Y @ e

E1E3 Shop Direct Retieve Selected efesh Metchist

[Refresh Matzhist

date

3
:

[ suppter Acsount agustment 27308

T 27xn08
rrage Crarge mvoie

D carrer costs nvace Retieve Selected

Dlorers eas

Dlviewssta orvers

[Vpest Letters

javascrpt:document.formMatchlst submit(); @ internet % 100%





Acrobat reader should open automatically.
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Where the document consists of more than one page,
click on the “Retrieve All Pages” button.

You can then view by using Page up/Page Down and the Print
window then gives you the option of printing all or selective pages.

If you wish to select more than one document, you should check the
tick boxes on the left hand side & then click on “Retrieve Selected”
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This should then retrieve all pages of all of the documents you select.

N.B Try to avoid selecting too many documents at once
as this might result in too big a file being downloaded
Changing your password

From the main screen click on the “Admin” button.
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The folders on the left hand side contain the documents that you have
access to in the Output Management System.
Navigate through the folders until you get to the document you require.
Clicking on the document will display the associated documents in this
window.

Thank you for using this system.
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This will then display a User Control screen from which you can change your password.

You should type in your existing password first, then the new password
and then click on the “Confirm Change” button.
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Please use the logout button at the end of your session to ensure
that unauthorised personnel cannot gain access on your PC. 

