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1. Getting started 
 

1.1 Browser requirements 
 
To use the AusRecord online ordering system your web browser must comply 
with the following requirements: 
 

1. It must be version 6 or later of Microsoft Internet Explorer or 
Apple Safari or Mozilla Firefox 2 or Netscape Navigator 8 

2. JavaScript must be enabled 
3. Cookies must be enabled 

 
If you have an older browser you may notice some irregularities with the 
system. If this is the case, please update your browser.  
 
Notes: 

1. Microsoft Internet Explorer 6 is currently the most commonly used 
browser on the Internet so most users should not need to upgrade. 

2. If you do need to upgrade your browser, the latest version of Microsoft 
Internet Explorer can be freely downloaded from 
http://www.microsoft.com. 

3. Both JavaScript and Cookies are enabled by default so most users will 
not have to do anything special to run the system properly. 
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1.2 Setting up your new account 
 
If you do not currently have an AusRecord login ID and password you will 
need to set up a new account. To do this, go to: 
http://www.ausrecord.com.au/intro.htm and click the WA State Govt Order link 
at the top right of the page. From this page, click the new customer link. 
 

 
 
You will be directed to the customer application form where you will need to fill 
out all the relevant details. All required fields are marked with an *. 
 
This information will be used by AusRecord to send your orders to you so it is 
important all details are complete and correct. 
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Once all the information is entered click the submit button located at the 
bottom right of the page. 
 

 
 
You will then see a confirmation page informing you that your application has 
been lodged.  
 
From this page you are given two links: 
 
 View/Print 
 Export 
 
The View/Print option allows you to see your application information in a new 
browser window and gives you the option to print it for your records. The 
Export option allows you to save your application information as an Extensible 
Markup Language(XML)1 document. This can be imported into Microsoft 
Excel or a similar product. To learn how to import XML into Microsoft Excel or 
a similar product please refer to the relevant Help files in the application. 
 
Once your application has been submitted, you will need to wait for 
AusRecord to contact you with your new Customer Code and Password. This 
will usually happen within one working day.  
 
If you haven’t heard from AusRecord in a reasonable time please call 9478 
3322 to check the status of your application.  
 
Once AusRecord supply you with a username and password you will then be 
able to logon and place orders.  

                                            
1 Extensible Markup Language is a text based format designed to facilitate the sharing of data 
across different information systems. It is well supported by most modern applications.  
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2. Ordering 
 

2.1 Logging In 
 
Once you have received your customer code and password you can start 
ordering.  
 
To get to the login page go to www.ausrecord.com.au/intro.htm and click the 
WA State Govt Order link at the top right of the page. From here, click on the 
existing customers link.  
 
 

 
 

 
To login, enter your customer code into the first field and your password into 
the second field, and then click ‘Login’. 
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2.2 Customer Home Page 
 
When you first logon, you will be taken to the customer home page.  
 
 

 

 
From this page you have three options: 
 

·  Place New Order 
·  Change Account Details 
·  Order History 

 
These options are discussed further below. 
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2.3 Ordering Page 
To start a new order click ‘Place New Order’ from your customer home page. 
 

 
 
 
At the top of the order page there are two optional fields. These are a 
purchase order reference field and comment field. The comment field is for 
any additional information you may wish to let AusRecord know, for example, 
delivery instructions. 
 
To add product lines to your order click on one of the large buttons in the 
center of the page. Each button takes you to a new page where you supply 
additional details and click ‘Add to order’.  At this point you are returned to the 
main order page and your new order line will have been added to the ‘Order 
lines’ grid in the lower section of the page.  
 
Product lines can be removed from your order by clicking ‘Remove line’ from 
the link that appears next to each order line.  
 
Continue adding product lines until you are satisfied with the order.  
 
If you wish to cancel the order and return to the customer home page; click 
‘Cancel’, your order will not be lodged if you do this. 
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To complete your order click ‘Place Order’. You will then be shown the order 
confirmation page.  
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From the order confirmation page, you can view your order and print it for 
your records. If you wish you can also export (save) the order in XML format. 
 
At this point, the order has been lodged with AusRecord. Depending on the 
complexity of the order you may be contacted by AusRecord for additional 
details before your order is dispatched.   
 
Note that a complete history of all orders you have placed with AusRecord is 
available at any time by following the link on the customer home page.  

 

2.3.1 Adding files to your order 
 
To order files click the ‘Add Files’ button on the Order Page. 
 
You will see 3 drop down lists which will allow you to select the specific files 
you require. Start from the top and work your way down. 
 

 
 
 
Certain files need additional information regarding colours. If you select one of 
these files an additional field or fields will appear to allow you to enter the 
additional colour(s).  
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Enter the PMS code of the colours you require into the new fields. If you are 
unsure of the exact PMS code enter a brief description (e.g. red, blue, etc) 
and someone from AusRecord will contact you for more information. 
 
Once you have selected the files you require and provided any additional 
information needed, choose your quantity. You have the option of set 
amounts or choosing ‘other amount’. If you select ‘other amount’ a text box 
will appear and you can manually enter the desired quantity. 
 
To add the selected files to the order click the ‘Add to order’ button at the 
bottom of the page. 
 
To return to the main order page without adding any lines to your order, click 
‘Return to order’ at the top right of the page.  
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2.3.2 Adding fasteners to your order 
 
To order fasteners click the ‘Add Fasteners” button on the Order Page. 
 

 
 
 To order a specific fastener select the drop down list next to the desired 
fastener and select the amount required. Note: if you select ‘other amount’ a 
text box will appear where you must input the number of boxes you require 
manually. 
 
If you require your fasteners to be fitted click the check box labeled ‘Fitted’ 
next to the relevant drop down list. 
 
Please note fasteners are sold by the box/roll NOT per unit. 
 
To add your selection to your order, click ‘Add to order’. 
 
To return to the main order page without adding any lines to your order,  click 
‘Return to order’ at the top right of the page.  



AusRecord WA Government Online Ordering System Manual 

2.3.3 Adding labels to your order 
 
To order Labels click the ‘Add Labels” button on the Order Page. 
 

 
 
In the top section of the page you will find a drop down list with all the types of 
labels available (e.g. Alpha Labels, Numeric Labels, etc). Select the type of 
labels you require, the page will reload with a graphical interface to show you 
the labels available. To select a specific label simply choose the quantity you 
require from the drop down list to the right of the label. 
 
To have these labels fitted click the check box above the available labels. 
 
To add your selection to your order, click ‘Add to order’. 
 
To return to the main order page without adding any lines to your order,  click 
‘Return to order’ at the top right of the page.  
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3. Change Account Details 
 
To edit your customer details click ‘Change Account Details’ from the 
customer home page. 
 
Here you can change any of your information apart from your customer code 
and password. 
 
Please make sure any changes are correct as they will be used by AusRecord 
for deliveries and invoicing. 
 
You can also contact AusRecord if you would like them to make the changes 
for you. 
 

4. Order History 
 
To display your order history click ‘Order History’ from the customer home 
page. 
 

 
 
The order history page displays all of your previously placed orders listed by 
date entered. You can view the orders as a printable page or export them to 
XML to be viewed in Microsoft Excel or a number of other programs. 
 
To view or save all  orders click either ‘View order history as report’ or ‘Export 
order history as XML file’ at the top of the page. 
 
To view or save a single  order click ‘view’ or ‘export’ from the grid next to the 
appropriate order.  
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5. Additional information 
 
If you would like any additional information please don’t hesitate to contact 
AusRecord on 9478 3322.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

End of document 


