
 

 

 

Introduction 

Welcome to the Mitre10 NZ On-line Ordering System.  This site has been created with the intention to assist users with 

the following: 

• Ordering indirect products 

• Placing Business Card orders  

• Services requests 

• Feature and Benefits Ticket printing 

 

Logging In 

To Access the site please go to the following URL using your Web Browser 

www.mitre10services.co.nz 

 
 

To login, enter your Mitre10 username and password.  

 

 
 
Once logged in, you have the menu options as displayed below. 

 

Home  

Products and Services Catalogue 



Home 

The Home Screen displays the Welcome section and links to the below -  

 

Business Cards 

Products 

Services 

Contacts 

Signage 

Features and Benefits 

 

 
 
 



Business Cards  

Click on the Order Now button from the Business Card section from the Home screen, this will then display 3 more 

tabs. 

 

Browse Products -  displays the templates available to order 

Order History - displays previous order history 

Full Order History – displays all previously placed orders 

 

Under the Browse - Business Cards button click on the Order Now button to progress. 

 

 
 



Fill in the details in the first column ie Job Name – enter the person’s name the card is for and Quantity required. Note 

1 will give you 250 business cards and 2 will give you 500 business cards. 

 

Now in the Personalisation section fill in all the relevant information ie. First name, Surname and all mandatory fields 

as indicated by the * next to the field. Follow the instructions as to the formatting requirements for phone numbers. 

 

 
 

Once all relevant fields have been filled in click on the update preview this will display a preview of the business card 

for you to view (this may take a few seconds).  If you don’t have information for all the fields please leave blank.   

 



 

 
 



If you use the Split Window option at the top right of the window you can see the fields you have entered and result in 

the bottom of the window, here you can edit a field or can do this in the split window view and the update preview to 

display the updated Business Card to review.  Also at the top right of the window is Review My Job, Help and a Close 

button.  You can toggle between the Personalisation window and the preview window by clicking on the down arrow 

next to the PDF Proof. 

 

 
 

Saving the Order 

 
Select Add to Cart to save your order.  You will see that you have an item displayed in your Basket. 
 

 
 
  
 
 
 
 

 



If you exit the site before completing your order you can find this by clicking on the Print On-Demand tab and you will 

see you have an item in your Basket as indicated below, click on the basket and this will open your saved order. 

 

 
 
You can now progress your order by selecting Continue Order.  Your address details will automaticaly be popullated on 

the Shippings Options window.   

 

Save this window and Proceed to Purchase. 

 

 
 



Here you can Proceed to Purchase and enter your Customer Reference on the next window (this field is mandatory).  

You can now select Place My Order. 

 

 
 

You will receive a confirmation window with your Order Number. 

 

Your order is now complete.  You can now logout at the top right of the screen or Continue Shopping. 

 

Order History – Works Now 

 

This tab allows you to search for previously placed orders.   Clicking on the order number will display more information 

re the order.   

 

 



Products 

Click on the Order Products button from the Products section on the Home page this will display the order form. 

 

Your Contact details are auto-populated at the top left of the screen. 

The Browse Catalogue section of the window can be expanded to show all the Catalogues 

Search Catalogue can be used if you know the code of the item you are looking for. 

 

To order an item, fill in the quantity box and then Add Item.  You can continue to add other items and then select the 

Place Order button at the top right of the screen.  You order will be placed and a confirmation of the order will display. 

 



Request Service 
 
In the Services section of the web platform, you can view deals from a number of service providers. 

 
 
 
 
The deals are orgainised by service type, click into one of the subcategories and browse the deals inside.  
 
When you click into a service, there is an option to ‘email’ the supplier. Send your message direct to the 
supplier and they will come back to you in 48hrs. 
 
Some services also have downloadable pdf’s that contain more information on the suppliers services and 
pricing. 
 
Services are also now rated and rateable – you can give feedback via the rate service button. 
 
 

 
 
 



How to download a Feature and Benefits Ticket for printing In-Store 

To create a variable data product whether it be a business card or store ticket the process is the same. All the steps 

must be followed whether the finished product is printed externally or in-store as there may be a  $ charge associated 

with its’ creation. The final cost of the order is not calculated until the order is confirmed. 

 

1.  After entering all the variable data to go on the ticket and clicking on the preview button the following screen 

will appear. There is a PDF Proof button option available which allows the User to see what the ticket will look 

like in “actual” size. THIS IS NOT THE PRINTABLE PDF AS IT IS A LOW RESOLUTION VERSION OF THE FINAL 

TICKET. (see next figure). 

2.  To get to the actual download the User must click the Add to Cart button at the bottom right of the screen. 

 

 

 

 



 

 

3. The User must then click the CONTINUE ORDER button 

 

4. The User must then click the PLACE MY ORDER button 



 

 

5. To get the actual High Resolution PDF (without the Proof watermark) the User must click the Download 

button in the Order Confirmation screen. An example of the PDF is provided below. 

 

 

 



 

 
 
 


