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Introduction 
Welcome to NIB Portal System.  This site has been created with the intention to assist users with the following: 

• Ordering product 
• Reviewing previous order history 
• Accessing product information such as stock levels and backorders 
• Reviewing production jobs 
• Reports 

 
The site is a simple and easy method for users to access up to date information.Logging In 

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

www-ak.bspg.co.nz/login/nib_adviser 

 
 
To log in, please select your Business Unit, enter your Username and Password. These will have been provided to you 
separately to this document. Either press your enter key or use your mouse to click on the Login Button. 
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Once logged in, you have a number of menu options available. 

Home – site information 
Catalogue – Online ordering 
Quick Orders – quick order form (similar to the Catalogue) 
Order History – Online Order History 
Help 
Log out 
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Catalogue - Online Ordering 
The Catalogue menu takes you to the online ordering module where you can order a range of printed and personalised 
products. You can select a category from the menu down the left to display products within this grouping. 
The products will be displayed within the middle frame as per the below image. 
You may also search for a product by typing a keyword or code into the Search field. 

 
To place an order, insert the required number in the quantity box and click ‘Place Order’. You may continue to add 
additional items to your order. 
Once you have completed selecting your items, click on ‘Place Order’ at the top of the page 
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Select a delivery address or if your order is to be delivered to a different address, select the ‘One-off Delivery Address’ 
option. On selecting this, you can then type your address details in to the form. 

 
Enter any additional information you may require to identify your order at a later date e.g. order Reference or Cost 
Centre. The Comments field allows you to provide special delivery instructions. 
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Saving or completing your order 
If you wish to save your order for later, click ‘Exit’.  

 
 
This will take you to a confirmation page advising that your order has been saved but not placed. Take note of the Sales 
‘Order Number’ so that you may easily locate it later for editing or order placement. See page 14 to search orders. The 
order will be saved as a ‘Draft’ order. 

 
 
If you have completed your order and wish to place it now, click the ‘Complete’ button instead. 
This will place your order and take you to an Order Confirmation screen. In this instance you will be advised that your 
order has been successfully placed. 
Take a note of the Sales ‘Order Number’ to assist with locating your order if you have any queries. 
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Orders - Online Ordering History 
The Orders menu allows you to review any order placed or saved through the online ordering site. 
You can filter your search in a number of ways: 

- Sales Order Number 
- Created by (i.e. Username) 
- Reference 
- Order Status 
- Date range 

 
The below shows orders placed since Feb 11, 2015. Click ‘Refresh’ to run the search. 

 
 
This area of the site is useful to: 

- Retrieve saved orders for further editing and completion (Status will show as ‘Draft’). 
- Review your order activity over a date range. 
- Review past orders to check status. 

 
Click ’Show’ next to the order you wish to view or process.  


