
NEWSAGENT
USER GUIDE



To login to your account, enter your username and password at the top-right corner of the website:

Your username is your ‘send to’ account number. 
If you are a new newsagent, you will receive your username and password via email once you have
received your first delivery as the new owner. Please do not query your login details before this
day, they will not be ready for you.

If you lose the email with your details, or forget your password, contact customer service on 
02 9692 3374, or contactus@aredirect.com.au.
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Our website is your online portal that allows you to take control of your business:
www.aredirect.com.au

mailto:contactus@aredirect.com.au
https://www.aredirect.com.au/ggweb/
https://www.aredirect.com.au/ggweb/


Once logged in, you will have a
‘retailers’ menu to select. The
Retailers Menu will be your home for
everything related to your business:

Use this menu to:
order extras (incl. partworks)
report shortages
modify standing orders
process returns, and 
access your documents. 

From this page only, you can access
our online store, ‘TheMarketHub’. If
you would like to set up an account,
please email:
themarkethub@aredirect.com.au

https://themarkethub.aredirect.com.au/


Search for the magazine you wish to order (you can do this by title, title code, or barcode) then
select your desired issue from the drop-down list:

The title you’ve selected will be shown in the line below the search field.

Enter your required quantity and click ‘add’. To add another title, repeat the steps above.

Click ‘Submit Order’ when finished.

Wait for page to reload and display the ‘successfully added’ message, before exiting.

TIP:
To backorder partworks, you will
need to tick the ‘Partworks’ box
before searching.

To order a magazine you do not
usually stock, tick the ‘Not
Stocked’ box before searching. 

To order extra magazines, click the ‘Extras’ tab in the Retailers menu. 



To view your backordered Partworks, select ‘View Back Orders’ under the Extras tab. Any
partworks you have on backorder will be displayed on this page.

NOTE: BACKORDERS CANNOT BE CANCELLED ONLINE. PLEASE CALL OR EMAIL CUSTOMER SERVICE.

When choosing the ‘Previously Submitted’ tab, this menu displays Extra orders submitted by date
(newest-oldest), and their order status.

Once the order has been reviewed, you will receive an automated confirmation email advising if we
can/cannot supply you with the stock.

To view the details of each order, click on the order and the details will display below. Please note
that these cannot be changed once submitted. 
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The shortages tab in the Retailers menu is used to claim magazines and/or parcels
that are missing from the last 48 hours. 

To report your shortage, click ‘Select’ 
next to the invoice. Once selected:

scroll and select the missing 
title/parcel

enter the quantity missing
choose if you would like a credit 

or replacement
click ‘Submit Shortages’

SHORTAGES OUTSIDE OF THE 48 HOUR TIMEFRAME ARESHORTAGES OUTSIDE OF THE 48 HOUR TIMEFRAME ARE  
NOT ACCEPTEDNOT ACCEPTED..  

NOTE: IF YOU SELECT ‘PARCEL MISSING’,
THE SYSTEM WILL AUTOMATICALLY
DEFAULT TO REPLACE ALL MAGS IN THAT
PARCEL.



The Stock Received Not Charged tab in the Shortages Menu is used to notify Are Direct of any
stock you have received that is not on your invoice.

Click ‘Select’ next to the current date, then
‘Search Titles’ to find the title you’ve been
oversupplied with. You can search for
magazines by either Title Name, Title Code,
or Barcode, then click ‘Search’.

A list of possible matches will appear, click
the ‘Add’ button next to the desired issue, to
add to your list.

Enter the oversupplied amount in the ‘Qty’
field.
To add more titles, click the ‘back’ button to
repeat the process. 

When you are finished, click ‘Submit’.



The Previously Submitted page is to locate the date and status of your reported shortages.

There are two statuses used to track the progress of your report; ‘Submitted’ and ‘Reviewed’. 

Submitted: You have reported a shortage, and it is currently under investigation with the couriers.

Reviewed: Your shortage has been reviewed by our team and couriers. You will receive an email
confirmation stating if we are able to replace the stock, or if it has been credited.

NOTE: IF YOU DO NOT SEE YOUR SUBMITTED SHORTAGE ON THIS
PAGE, PLEASE MAKE SURE YOU SUBMIT IT AGAIN TO RECEIVE A
CREDIT / REPLACEMENT. 



To add new titles you’ve not previously stocked, click ‘Add New Product’. 
You can search for titles three different ways (title description, title code, 
and barcode).

1. Type your search information. eg. 36477, That’s Life, etc.

2. Add To Date (From date: will auto-set itself. To Date: do not exceed two [2] years from start

date)

3. Enter quantity you wish to receive and click ‘add’

4. Repeat steps to update more titles, or click ‘Submit’ to finish.
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The ‘Change Future Supply’ function allows you to change the quantity of a title that you currently

receive or have previously received (this includes cancellations).

  1. Search for the title using the drop box and search field. Once you select your title; the supply,
sales, and returns figures will be displayed.

   2. Enter the new quantity you wish to receive.

   3. Select reason for change

 in supply.

   4. Select a ‘to date’. 
(The date must be a 

minimum of 1 month, and 

no greater than 2 years.)

   5. Click ‘submit’ to save 

changes.
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To find out how many copies of a title you will be receiving in the future, use one of the two search
boxes to find your desired title.

The ‘Forecast Supply’ column shows the amount you are anticipated to receive. Please note that
this amount is only a guide, only the invoice will have the correct number when the title is on sale.



You can search for titles that you may be interested in receiving by using any of the fields provided. 

Once you click ‘Search’, a list of
matching titles will appear. 

If you wish to order any of these, 
please use the ‘Add New Product’ 
link in the Retailers menu. 



On time returns are magazines that are due back in the current week.

Click ‘Select’ next to the correct return week you need to submit.

Once the page reloads, you will see a list of mags due back for that week. Fill out the ‘Return
Quantity’ field for all applicable titles.

Once all fields have been completed, press ‘Submit’ at the bottom of the screen. A pop up box
should appear asking if you wish to proceed; click ‘OK’.

NOTE: THE WEBSITE WILL LOG OUT AFTER A PERIOD OF INACTIVITY. WE ADVISE YOU TO PRESS THE ‘SAVE’
BUTTON EVERY 5 MINUTES TO PREVENT YOU FROM NEEDING TO START OVER AGAIN.
SUBMITTING YOUR RETURNS MAY TAKE A FEW MINUTES TO LOAD BASED ON YOUR CONNECTION SPEED. 



Supplementary returns are for magazines that you did not return on time.

As per all our search functions, you can search the title you require by title description, title code, or
barcode in the search box.

Enter quantity, and click ‘Add’
Repeat this process for more titles, or click ‘Submit’.

NOTE: IF A TITLE/ISSUE DOES NOT APPEAR IN YOUR SEARCH, A
RETURN CANNOT BE PROCESSED. THIS IS DUE TO IT ALREADY
BEING CREDITED AS A RETURN OR SHORTAGE, OR IT IS BEYOND
THE RECALL DATE.



CANCELLED BACK ORDERS:

DELIVERY CONSIGNMENTS:

INVOICES:

ORIGINAL RETURNS FORMS:

PROCESSED RETURNS FORMS:

PROOF OF DELIVERY:

STATEMENTS:

WEB ORDER CANCELLATIONS:

View any backorders that have been 
cancelled.

View/print delivery notes to see what
invoices were due.

View/print invoices.

View/print original weekly return forms - this shows all titles
due in the recall week

View/print your previously submitted return forms.

View POD photos (more on this in next slide).

View monthly statements with the option to pay online via
credit card.

View any orders you have made that may have been
cancelled.



In the Retailers menu under ‘My Documents’, some agents will now have a new tab for Proof of
Delivery images. Proof of delivery is currently only in place for selected retailers who are delivered
by NDS, and are on a weekly, daytime delivery schedule. 

Once selected, you will see the below. Click ‘View Proof of Deliveries’.

The below page will open. Select your required date/invoice, and click the image icon:

Proof of Delivery image pop-up 
with date and time will appear:



mailto:cotactus@aredirect.com.au
mailto:cotactus@aredirect.com.au
mailto:themarkethub@aredirect.com.au
mailto:nationalcredit@aredirect.com.au


A
R

E
 D

IR
E

C
T

L4, 54 Park Street
Sydney, NSW 2000
02 9692 3374

www.aredirect.com.au
contactus@aredirect.com.au


