
Creating an Online Store Account 

 

1. Search ‘Sparsholt college website’ on your internet browser and select the first 
option. 

2. Once on the below screen, click on the online store button in the top right corner. 
(Circled in Red) 

 
3. Once in the online store, click on the login button in the top right corner. 
4. Once at the below page, select the ‘Register for an Account button’ 



 
5. This will bring up the account information page, allowing you to enter your 

information. 
6. The information you will need includes:  

Your First and Last name 
Your date of birth (Must be over 18) 
Your email address, e.g. john.smith@gmail.com 

7. Finally, create yourself a password. We recommend making this something easy 
to remember and a minimum of 8 characters including at least 1 number. 

8. The select both check boxes as shown below. 

mailto:john.smith@gmail.com


 
9. This will then bring up a box to enter your address. 
10. Fill in your address with as much information as possible. 
11. Chose either the suggested address or the manually entered one. 
12. You will have now created an online store account. 
13. Once back at the Online store homepage, check the top right corner where the 

login box was. This should now have your email address instead. 
 
 

Adding a product to your Online Store Account 
 

1. Once an online store account has been created, you will be able to purchase 
products.  

2. To find a product, simply select the search box on the left hand side of the Online 
Store homepage. 

3. Enter the name of the product you wish to purchase, e.g. Dog Boarding. If the 
name of the product is unknown, get in contact with the person you have been in 
communication with at Sparsholt or email Credit Control at 
creditcontrol@sparsholt.ac.uk. 

4. This will bring up all the relevant products. Select the view details button of the 
correct product you wish to purchase, as shown below. 
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5. Some products will have different variations, such as how many days of which 

date the product is wanted for. 
6. Select all relevant options from the list and then click add to basket. 

 



7. If you wish to add more products, select continue shopping. If you have 
everything you need, select checkout. 

8. If any relevant forms are required, these will now be bought up. 
9. Please fill in as required. Then select Save & Continue. 
10. Some products will have the option to pay a deposit or pay in full. Select which 

you require and click on Save & Continue. 

11. This will then bring up our T&Cs. Please read these carefully before 
signing that you agree. 

12.  Once read, select the box saying that you agree to the T&Cs and complete and 
electronic signature. 

13. This Signature does not have to be perfect. 
14.  This will bring up the payment page. If you have a credit card already on your 

account, select it and click Save & Continue. 
15. If not, select the Use New Credit Card option and click Save & Continue. 
16.  Then select the Process Order button. 
17. If a card is already on the account, this should process the payment. If not, this 

will bring up the page to add your card details. 
18. Please enter these details as required. 
19.  Once these details have been entered, please select the Store information 

button, as shown below. 

 
20. Then click continue, then continue again and the finally Process payment. 
21. This should process within a couple of minutes and you will receive a 

confirmation email shortly after. 



22. If this email has not arrived within an hour of completing payment, please 
call Credit Control on 01962 797597 during our opening hours. Monday-
Thursday 8:30AM – 5PM Friday 8:30AM – 4:30PM 

 


