
PPE Ordering Process
Guidance for Internal NCC Teams

The new site to use can be found at 
https://www.nottinghamshire.gov.uk/covid19ppeordering
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Home Page
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Registration (1 of 2)

Fill in your personal details to register. 
Use your personal nottscc.gov.uk email 
address. You must not share accounts.
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Registration ( 2 of 2) 

Give the name of the team you will be  
ordering for.

Select ‘NCC Service’.

Enter your address. This can 
be your base of work, or your 
home address. 
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Logging in 
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Your account 

You can edit your customer information 
here and add new delivery addresses.

You can also view past and current 
orders.
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Before you order

Follow these links to read the guidance.

NCC Internal guidance can be 
accessed through the ‘Conditions 
of use’ page – this will redirect you 
to the staff intranet. 

The government have also produced a useful guide with scenarios and 
pictures illustrating what PPE is needed in different settings. 8



Browsing the site
You can view PPE by setting or browse the full PPE catalogue of all items.
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Selecting products
Click on a product to 
view the full 
description.

Then enter the 
quantity needed and 
click ‘Add to cart’. 
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! Please note this 

number is individual 
items NOT boxes



Shopping cart (1 of 2)
Please provide details about 
your PPE request. This will 
provide the PPE Team with 
the  information needed to 
review and approve your 
order. 

The penny charge allows the 
PPE Team to approve your 
order but will not be charged.

Please read the conditions of 
use before placing your order.

Then, click here to checkout.
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Shopping cart (2 of 2)

You can change the 
quantity of items you 
have ordered here.

You can  
remove items 
here.

You must then click ‘Update shopping cart’ to ensure your 
changes are saved.
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Checkout (1 of 3)

Confirm your billing address is correct. This can be your base of work, or your home address. 
Whilst there is no charge for the PPE, this field must be completed for you to proceed with your order.

Select the address for delivery if this is different to your billing address. Only select the ‘pickup’ option if you have agreed this 
first with the PPE Team, as this option has restricted access.

X

Click here to continue.

You will not be asked for a payment method.
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Checkout (2 of 3)

Click here to continue.

The final step is for you to review 
your order and check that it is 
correct. Then, click here to confirm. 
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Checkout (3 of 3)
Click here to view details of your order. You should also receive a 
confirmation email. 
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Approval

Orders take between 1-3 working days to process. If you have an emergency need for PPE please email 
ppe@nottscc.gov.uk

The PPE Inbox Team may contact you for further information before approving your order. You will receive an email to 
tell you that your PPE items have been approved.

You will receive two further emails: 
One to tell you that  your PPE has been shipped.
One to tell you that your PPE has been delivered.
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