
 

SHOPPING BASKET and CHECKOUT 

 

Log into the IMOnline website http://nz.ingrammicro.com/  

BASKET: 

 The active basket stays active unless you change to another basket in your list, create a new one or delete. 

 As soon as you click on trolley  the SKU you selected will add to your basket and the basket will be 

active. 

 You can create up to 100 baskets and name them whatever you like. 

 If you submit a basket to checkout the basket will stay active and you can add / delete items. 

 For repeat orders you can go to an old order detail and click on the trolley, this will add all the order items to 

a new basket. You can also change the ship to address of the order is for a different customer. 

 You can delete active baskets. 

 

1. To get into a basket click on: 

 Basket to get into your current basket. 

 My Account>Baskets –  My Baskets = yours and Company Baskets 

= All Baskets for your company. 

  You can also click on Change Baskets View all / Create New Basket 

 

 

http://nz.ingrammicro.com/


 

 See below tick on to delete / Create baskets. 

 

 To delete items from the basket – Tick on and click on  

 To add a basket note click on  this will not be visible to IM staff. 

 You can Import from Spreadsheet – use Download a Template. 

 You can Quick add if you have sku numbers – Add Items (max 10 at a time) 

 Line Information: 

o Notes = Will show on order and IM staff can see this. 

o End User = You can enter end user information here. 

 Checkout will take you to the checkout screen. 

 

 

 



 

CHECKOUT: 

 Ship to: Fields marked * is only mandatory if you Select a different ship to address. If so make sure you 

enter the correct City and Postal code. If not your order can be delayed due to 9999 postal code block. 

You can create/maintain your address book here. 

 Bill to: You cannot change this. 

 Make sure you enter your PO Number (Purchase Order Number – your ref number) 

 All web order will default to DELIVER ITEMS WHEN THEY BECOME AVAILABLE if you wish for orders to 

roll only when all the items are available then select the drop down option COMPLETE DELIVERY 

NB: If you have completed everything and the orders is not submitting check your SKUs – It might be a SKU that 

requires END USER INFORMATION 

 

  



ADDITIONAL CHECKOUT NOTES: 

 Delivery service: 

o Next day 

o Second day. 

o Collect 

 Ship from: If you change this you can select from what store you will pull stock from.  

 Delivery Notes – Will appear in the packing slip. 

 Payment Type + HOW TO ENTER YOUR CREDIT CARD DETAILS 

o Default = Terms 

o Credit card will give the following pop up  and then you will be required to enter your 

credit card details  

  

o Direct Deposit  

 Pay the total amount into IM Bank account: Westpac- 03- 1322-0034961-000  

 Include the Sales Order Number + your account number in the bank statement fields. 

 IM Cred department will pick up the payment from the bank details the next morning. 

 Your items will get delivered the day after. 

 

 

 

 

 


