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 Customer User Guide 

Welcome to the CustomPoint Website! 

This user guide provides the basic steps to enter and check the status of your order. 

 

First, to get into the site, go to this link: custompoint.rrd.com 

 

You will then see the Login Screen where you will enter these 3 pieces of information: 

 

•  USER ID = First initial / Last Name (For example, Joe Smith would be jsmith) 

•  PASSWORD = Initial Password will be Pass1234! 

•  ACCOUNT = HANSGROHE 

 

***PLEASE NOTE*** ONLY the Password is Case Sensitive. 

custompoint.rrd.com
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Home Page 

On the grey menu bar, you will see options available to you. 

 

 Catalogs 

 

 Orders 



3 

 Customer User Guide 

Placing an Order 

 
To begin placing an order, click on the Catalogs tab to display the Catalogs to order from. 

 

 To order directly from your catalog, click on the one of the Catalogs in the drop down list. 

 

 

You can also use the Universal Search Field to search for an item using an item number.  
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Placing an Order (cont.) 

You are now on the product listing screen.  The catalog items are on the right side of the page. 

Each item has an image of what the item looks like. 

You may click on either the image or description to order the item and add it to your shopping cart. 

You will then have to enter a quantity. If you have an option to choose a Unit of Measure..i.e.. Each 
or Pack, you must choose one. Some items will not have that option.  

Once you’ve put in the quantity needed, then click on the ADD TO CART button. Continue this 

process for all items that you need to order.  
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Placing an Order (cont.) 

When you are ordering your first item, you may get a popup box that looks like 

the example shown below. If you just X out of this box, you will continue to get 

this popup box after each item that you order.  

 

To prevent this popup box from always coming up, click the box next to Save 

Choice as Preference – highlighted below. Then click on either VIEW CART or 

STAY HERE. If you choose VIEW CART, you will go to the shopping cart after 

each item you order. If you choose STAY HERE, you will stay on the Catalog 

page until you have ordered all of the items you need. 
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Placing an Order (cont.) 

Here is the Shopping Cart page. This page will give you a few options.  
 

You now have the option to Order More Items, Remove an item, Cancel the 

order, or proceed to Checkout. The buttons at the bottom of the page will help 

you with those options. 

 

Please Be Sure To Double Check Your Shopping Cart For Accuracy! 

 

If you change the unit of measure or quantity on this page, please 

remember to click on the UPDATE CART button to lock in your change. 
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Checkout Process – Step 1 of 3: Shipping Address Info 

When you checkout, your first screen will look like this. 

Your default shipping address shows here on the right side. 

On the left side, you can choose an address from your Personal Address Book if you 

have a Personal Address Book set up. Personal Address Books can be used to store 

addresses that are shipped to most often.   

If you choose to ship to your default address, you will only need to add the Ship 

Attention as it is a required field. Then click on the NEXT button. 
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Checkout Process – Step 2 of 3: Order Information 

Your Name, Email and Phone may be defaulted on the Order Information screen.  

Please enter any missing information.  All required shipping information is marked 

with an asterisk (*). 

Your Rep Agency and Region will also be defaulted into this screen. 

In the Shipping Information section, you will see Standard Shipping Method 

as your default. Standard Shipping Method is GROUND SERVICE which is the 

recommended shipping method for your orders.  
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Checkout Process – Step 2 of 3: Order Information 

If you must ship your order via expedited shipping, there are options to do that. In 

the Shipping Information section, there is a drop down list of expedited shipping 

options. 

When you select an expedited shipping option, a popup message will come up 

stating that your order will be routed for approval. All orders that are placed for 

expedited shipping MUST be reviewed and approved. Your order will be reviewed 

after it is submitted. 

Click OK on the popup message to continue with your order. 

 

 



10 

 Customer User Guide 

Checkout Process – Step 3 of 3: Order Summary 

The last page of the Checkout process is your Order Summary page. Your 

delivery address and ordered items will appear on this page. Please check the 

order information to confirm accuracy.  You can also Print your order details from 

this page if you choose to. 

After validating the order information on the summary page, click Submit Order. 
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Thank You for Your Order! 

The Thank You screen confirms that your order has been successfully submitted 

for processing.  A unique 8-digit Sales Reference Number will be generated. 

See arrow below. 

Note: if you do not receive a Sales Reference Number, your order is not 

complete and cannot be processed.   

From this screen you can click go Back to the Home Page or Catalogs, Copy 

Your Order, or Print an Order Confirmation. 

Note: You will automatically receive an Order Confirmation when your 

order has been placed. 
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Checking the Status of an Order 

Checking the status of an order is simple.  From the Home Page, simply click on 

Order Search. 

You can use the Sales Reference Number provided to you after your order was 

submitted to do your search. 

There is also other search criteria that can be used to search for your order if you 

don’t have your Sales Reference Number. The other search criteria is shown on 

the next page.  



13 

 Customer User Guide 

Checking the Status of an Order (cont.) 

If you have recently placed orders, these will automatically display when the 

Order Search screen initially opens. They will appear under Recent Orders. 

To search for an order that is not a recent order, you may use the “quick” Search 

method. 

Sales Ref No. comes up as your default criteria. To search under a different 

option, click on the drop down arrow next to Sales Ref No. See options in list 

below that you can search by.  
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Updating your Password & Address 

From the Home Page, simply click on My Profile. 

Personal Information menu option links to the profile page. 

You can view and maintain personal information (such as First Name, Last Name, Email Address, and 

Phone. You can change your password. 

Select the save button if you made changes or simply hit cancel to get out of the page if no changes were 

made.  
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Adding Address to your Address Book 

From the Home Page, simply click on My Profile. 

Personal Address Book menu option links to the Address Book page. 

You can then add or edit Address. At the end of adding/editing hit save address. If you do not make 

changes simply hit cancel to close out of the screen  
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Marking Items into your Favorites 

Once you have found the item you would like to select as a favorite, simply select  the Heart on the 

right hand side. 
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Need Help? 

From the Home Page, simply click on Help in the upper right hand corner. 

If you have questions about the site, select About CustomPoint and it will provide you with a number to 

call. 

If you have any other questions, select Contact Support. You can type in a message to send and 

somebody will get back to you quickly. 
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Deliver to Address or Modify in Checkout 

In Step one of the checkout is where you select  your address. If the address in the Deliver to is not 

correct, select Modify. This will then allow you to make any necessary changes. 
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Multiple Email Address in Checkout 

In Step two of the checkout(order details) is where you enter in customer information. If you would like 

to enter multiple email addresses in this section, place a comma after each email address. 


