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dŚĞ�below�ďŽǆ�ǁŝůů�ĂƉƉĞĂƌ�Ăƚ�ƚŚĞ�ƚŽƉ�ŽĨ�ƚŚĞ�ƉƌŽĚƵĐƚ�ƉĂŐĞ�ƚŽ�ƐŚŽǁ�ǇŽƵ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ĂĚĚĞĚ�ƚŽ�ǇŽƵƌ�ĐĂƌƚ͘ From there you 
can either press view to review your shopping cart or continue shopping. 

KŶĐĞ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�ƚŚĞ�ƉƌŽĚƵĐƚ�ǇŽƵ�ĂƌĞ�ůŽŽŬŝŶŐ�ĨŽƌ͕�ǇŽƵ�ǁŝůů�ŶĞĞĚ�ƚŽ�ĂĚũƵƐƚ�Ydz�ĂŶĚ�ĂĚĚ�ƚŽ�ĐĂƌƚ͘ 

WƌŽĚƵĐƚƐ�ǁŝƚŚ�sĂƌŝĂƟŽŶƐ͘ tŚĞŶ�ƚŚĞ�ƉƌŽĚƵĐƚ�ŚĂƐ�ŶƵŵĞƌŽƵƐ�ƐŝǌĞƐ͕�ĐŽůŽƵƌƐ͕��ĮŶŝƐŚ�ƚǇƉĞƐ͕�ĂƐƐĞŵďůĞĚͬ�ŇĂƚ�ƉĂĐŬĞĚ�ŽƉƟŽŶƐ—ƚŚĞƐĞ�ǁŝůů�
ĂƉƉĞĂƌ�ůŝŬĞ�ƚŚĞ�ĞǆĂŵƉůĞ͘�zŽƵ�ǁŝůů�ŶĞĞĚ�ƚŽ�ĐůŝĐŬ�ŽŶ�ƚŚĞ�ĚƌŽƉ�ĚŽǁŶ�Θ�ƐĞůĞĐƚ�ƚŚĞ�ǀĂƌŝĂƟŽŶ�ǇŽƵ�ĂƌĞ�ĂŌĞƌ͘�

Once you have made a selection from all variations the price for that product will appear above the 'add to cart' button.

Adjust the Qty to the amount you wish to purchase 
and Press Add to Cart 

SEARCHING FOR A PRODUCT:

ADDING A PRODUCT TO YOUR CART:



zŽƵ�ǁŝůů�ŶĞĞĚ�ƚŽ�ĐŚĞĐŬ�ǁŚĂƚ�ǇŽƵ͛ǀĞ�ŽƌĚĞƌĞĚ�ŝƐ�ĐŽƌƌĞĐƚ͕�ďĞĨŽƌĞ�ƉƌŽĐĞĞĚŝŶŐ�ƚŽ�ƚŚĞ�ŶĞǆƚ�ƐƚĞƉ͘ �ŚĞĐŬ�ƐŝǌĞƐ͕�Ydz͕��ŽůŽƵƌ��ŚŽŝĐĞ�ĂƌĞ�Ăůů�
ĐŽƌƌĞĐƚ͘ 

/Ĩ�ĂŶǇ�ĐŚĂŶŐĞƐ�ŶĞĞĚ�ƚŽ�ďĞ�ŵĂĚĞ͕�you can either delete a product by pressing the red cross next to the image or update the 
quantity required. Once you have finished your changes press 'Update Cart'.

If you had a coupon code, this is the screen to enter that as well.

CART TOTALS

You will then need to select your shipping option and Press Proceed to checkout.

Note that with some items or locations the website is unable to calculate shipping. You will be asked to add your order to 'Email 
me a quote with freight.
We will then email you a quote for all your items in the shopping cart and the shipping. You can then either accept or reject 
that quote.

When you have finished adding all items to the cart you can press either CHECKOUT or press the shopping cart icon on 
the top right hand side of the screen.

VIEWING YOUR CART

MAKING CHANGES TO YOUR CART:



BILLING AND DELIVERY ADDRESS:

If you are logged into this account your billing and delivery address details will already be completed.

If you are not logged in you will need to enter your billing details and if your delivery address is different tick the check box next 

to Delivery address and enter the your details.

If you need a different delivery address from your normal account, for example you work at two schools, change the billing and 

delivery  address details at this point. We will then apply these details manually to your school's account in our financial 

management system. 

You can also add:

PURCHASE ORDER number. Enter this in the text box provided and this will be recorded on your invoice.

COURIER preference: In select locations there will be an option to choose to book your order onto your own school or 

companies courier company, i.e. Toll Ipec. You can enter the name of your courier company in the text box provided.

ORDER NOTES: you can enter a note here about your order, this can be used for leaving comments regarding delivery or 

urgency of order or anything else you wish us to know when processing your order.

YOUR ORDER:

Is a summary of your order and shipping. 



PAYMENT:

You can select from two payment options - ANZ eGate or Charge My Account.

- ANZ eGate is secure payment gateway that connects you to ANZ bank. We do note store or have any access to your credit
card. Select this method if using a credit card and enter your card details.

- Charge My Account:  is for schools, libraries and businesses that have a pre-approved account with us. You will be emailed an
invoice and payment will be due withing agreed terms.

TERMS & CONDITIONS. you will need to agree to our terms and conditions by ticking the check box.

Press 'Place Order'.

ORDER RECIEVED:

This screen is a confirmation that we have received your order and will show you a summary of your order and your 

order number.

Back orders:

If your order contains any backorders you will be notified within 1 business day of the items expected due date of arrival.
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