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1. Upon access request, each user will receive an email from 

IT@nationalmailing.com.au .  This email will have a personalised user name, 

password and link to the NMM ordering site. 

 

 
 

 

2. To open Infolink click on the link to the system taking you to the NMM 

website Home page. Select the Client Login tab.   

 

 
  

The user name and Password 

are for the individual and are 

not generic.  These are case 

sensitive. 

mailto:IT@nationalmailing.com.au
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3. Enter in your username and password as provided in your email.  Remember 

that you must enter these in exactly as provided. 
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4. The Home page will appear.  From here you can select what you wish to do by 

either selecting the hyperlink listed down the page or the tabs listed across the page. 

 

 The Ordering Tab provides access to all available warehouse products held at 

National Mailing and Marketing. 

 The Reports Tab provides a range of reports relating or orders, packaging, 

stock usage and history. 

 The Online Advance Delivery Notification form (ADN) is an electronic form 

used to provide NMM with information about incoming stock for storage or 

mailouts. 
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5. To place an Order, select “ORDERING”.  Here you can direct your search in 

several ways for all available products.  

 

 Using Search string; key in the product code; or partial or full name of the 

product. 

 

Other ways to search 

5a: Using product type. This will produce a drop down menu.  See 

image.  

 

5b: If you want to call up all products leave the search term blank and 

complete as stated below. See Image. 

 

5c: Using Branch. Click on the dropdown menu. This will display all 

available products within a particular branch 

 

 To complete the SEARCH - place the arrow over search and left click with 

the mouse 
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5a: Using product type 
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5b: Leaving search term blank.  This will list all products available for ordering. Use 

the internal scroll bar to move down the list of products available for order. 
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5c: Searching by branch. This will list all available products that are owned by a 

particular section or campaign within the client’s organisation. 

 

 
 

 

  

 



 
How to Place an Order 

Enquiries during business hours (02) 6269 1000 

___________________________________________________ 

_____________________________________________________________________ 

8 of 15 

 

 

6. Once you have called up the list of products or product you need.  Enter the 

quantity into the order quantity section of the site this will activate the Add to Cart 

button select add to cart to include that product on your order.  This quantity will 

appear in the Cart at the top called “Your Cart” – this is the quantity of products on 

your order. Repeat this process until all products for the order are in the cart. Once 

you move to the next product for the order the Add to cart will appear on that product 

and removed from the previous. 

 

 
 

 
 

7. The cart will display the number of products on the order.   
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8. To view all products and quantities on your order, select from the bar across 

the top of the ordering page “Cart Detail”. 

 

 
 

 
 

All products in the cart will appear, here you can adjust the quantities by “Update” 

(change quantity then press the “Update” button) or remove the product from the 

order all together by selecting “Remove”. 
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9. If you want to add more products to the order you select “Add more” as 

indicated in the image below.  This allows you to go back to step 5 to repeat the 

search function for more product. 
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10. If you have completed your order and wish to finish, then select “Shipping 

detail”. This can be done by selecting from the bar under the header or from the 

button underneath the items in the cart as indicated in the images below 
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11. Once you have moved onto the “Shipping detail” page you are required to 

enter in the details for the delivery.  All fields marked with a red asterix are 

mandatory. 

 

 
 

 

The below information must be included depending on your organisations specific 

requirements 

 

Order Method –  

 

                          

The Order method must be selected.  

It is to report from where the request 

has generated.  There is a selection see 

dropdown list. 
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    Customer Type -  

                     
 

Order Priority -  

                              
 

 

Pop-Up for High 

 
Select OK to move on. 

 

Delivery Instruction – Must be used if the order is High Priority. Use to state delivery 

time frames. 

 

 
 

 

The Customer Type is to report who 

is using the publication, where it is 

going. There is a selection, see 

dropdown list. 

Order Priority is either Normal or 

High.  If an order is High priority you 

will get a pop up requesting you 

contact NMM.  Please call or email 

NMM. 
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If you want to change your order select “Edit cart” button at the bottom of the cart 

details on the right hand side of the screen.  This will take you back to point 8 where 

you can either “Add more” OR “Update quantity” OR “Remove product”. 

 

 

 
 

To complete your order select the “Submit” button underneath the shipping details 

information. 
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12. Once you have clicked on the final Submit order you will receive an Order 

Code starting with 3 letters and 6 numbers for tracking purposes and details of your 

order. Your order has now been entered into the queue for picking.  You can either 

“Make a new order” or select “I am finished and close the window” 

 

 
 

 
  

 

Client Logo 


