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User Guide 

ABN Group Storehouse Online Portal 

This guide provides step-by-step instructions on how to access and use the online portal to order marketing 
materials including customised business cards and stickers and display flyers. Users will receive a unique 
username and password via email, which is required to log into the portal. 
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1. Accessing the ABN Group Storehouse 

Open the link to ABN Group Storehouse 

• Open your web browser (e.g., Google Chrome, Firefox, etc.). 

• Enter https://abngroup.busplus.com.au into the address bar and press Enter. 
 
Log into the portal 

• Open your email inbox and find the message containing your unique username and password. 

• On the portal login page: 

• Enter your username. 

• Enter your password. 

• Click the Login button. 

Note: If you forget your password, click the Forgot Password? Link on the login page and follow the 
instructions to reset it. 

 

 
 

 
  

Please change your 
password clicking “My 
Personal Information” 
upon your first login. 

https://abngroup.busplus.com.au/
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2. Navigating the Online Portal 

Home Page Overview 
After logging in, you will be directed to the Home Page. The main navigation menu will help you access 
different features of the portal, including: 

• Ordering Marketing Materials 

• Ordering Business Cards, Display Flyers 

• Your Order History 

• Support 

 

  

Search bar; find items available to order using key words. 

Monthly Sales Collateral Order 
Deadlines & Information 

View your 
order history; 

an easy 
reference for 

ordering 
regular items. 

Products 
available 
found via 
Product 

Categories or 
the Brands 

tab.  

BOU & HBC 
Consultants 
will only see 
their brand 
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3. Placing an Order for Marketing Materials 

All products available to order can be found via the Product Categories groups or under the Brands tab on 
the main menu bar. 

• Click on the Brand you wish to order. 

 
 

• Browse through the available materials (e.g., brochures, flyers, posters, etc.).  
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• To select an item, click on the image icon of the product to get more info, or simply add to cart. 

• Select the number of cartons you require and add to cart. Please note the MAXIMUM ORDER 
QUANTITY of Marketing brochures is 2 cartons per month. 

• Note that the specific product page will indicate how many cartons are available and how many units 
per carton. 

• Once you have completed your order, click Add to Cart. 
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4. Placing an Order for Sales Collateral 
Business Cards, Stickers & As Displayed Flyers 

When you login to the portal with your username and password, your profile will populate with your 
personal details including your display location and staff photo. When you order business cards or stickers 
and As Displayed Flyers this information will pre-populate for on-demand ordering and printing. 

Select Business Cards & Stickers 

• Select Business Cards & Stickers from the menu bar. 

 
 

Select the Card/Sticker Type 

• Select business card/sticker and the portal will automatically prepopulate all your key details (including 
staff photo). 

• Review your key contact details: Full Name spelling, Job Title, Mobile number and Email address. 

• Then select Validate and Order. 

• If any details are incorrect, you can change these in the customised fields, select SAVE 

 
 

Review and Approve Content  

• Review your order by selecting Digital Proof. 

• If you are happy with the content, check the tick box. 

• Select, content is approved, proceed.  
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Order Quantity 

• Select the quantity you wish to order. Please note:  
MAXIMUM ORDER QUANTITY of Business Cards is 1 x pack (total 500 cards)  
MAXIMUM ORDER QUANTITY of Stickers is 1 x pack (total 1,000 stickers). 

• Select Add to Cart and continue to check out or continue shopping  

 
• Order your cards and stickers on each product and follow the above process. 
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5. Placing an Order for As Displayed Flyers 

• Select As Displayed Flyers from the menu bar. 

 
• Select the As Displayed Flyer for your display home location 

• Select As Displayed Flyer for your display home using the Display Home - Filter 

 
• Select the number of packs you require and add to cart. Please note: 

MAXIMUM ORDER QUANTITY of As Displayed Flyers is 2 x packs (total 100 flyers) per month. 

• Select Add to Cart and continue to check out or continue shopping  
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6. Completing your order 

• Once you have added items to the cart you have the option to Continue Shopping (if you need to order 
additional items) or Checkout (Next). 

 
• You will now see a summary screen showing the items you have ordered. 

• You can edit the pack quantity here by clicking on the PENCIL (see image below).  

• Or you can delete this card completely by clicking on the GARBAGE BIN (see image below). 

• If you wish to add another item to your order, select CONTINUE SHOPPING. 

• Once you are ready to checkout, click on the Next to select your delivery options.  

 
• You will now specify to deliver to one or multiple address/es 
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7. Delivery Options 

Delivery to one address 

• Your delivery address is prepopulated with your personal details (single address delivery will default to 
this) > choose ‘specify a delivery address’ if you want the items delivered to your usual location. 

• Or add a new address if delivery requires an alternative address by selecting ADD A NEW ADDRESS. 
‘My Addresses” will show a list of all the locations you have saved. 
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Delivery to multiple addresses 

• Use this when you need to get cards to two locations e.g. 250 brochures to different display home 
locations.   

• Select SHIP TO MULTIPLE ADDRESSES. 

 
• You will see a drop-down SHIPPING ADDRESS option for each item in your cart. Select the address 

you want each item delivered to. 

 
• You can also ADD A NEW ADDRESS on this page. If this is required, complete all mandatory fields, 

and save this address with a memorable name (eg. building/display home & location). 

• Now review your order – check all details. When all is correct, click on SUBMIT ORDER REQUEST. 

 
• Your order will proceed through to the ABN Group approval process. If you need to make changes, click 

on the black PREVIOUS button and you can edit your order as necessary. 
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• On the portal you will see an order confirmation (as below). Note you can see an order reference 
number and a button to VIEW YOUR ORDER HISTORY. In this area you will see all your current and 
previous orders and their statuses. You can view previously ordered items, where you will see a 
reorder option alongside these previous orders. 
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8. Order & Despatch Confirmation 

• After your REQUEST APPROVAL you will receive an order confirmation via email. 

 
• When you order is despatched you will receive a shipping confirmation via email 
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9. Order History and Tracking 

• To check the status of an existing order, go to the Order History tab in the main menu. 

• Click on any past order to view details and track shipping. 

 
 

Managing your Account 

• To check the status of an existing order, click on the Order History button 

• To view your saved addresses, click My Addresses 

• To update your personal info, click My personal information 

 
 

Help and Support 

• If you encounter any issues or have questions, click the HELP tab. 

• You can find the ABN Group Storehouse User Guide, FAQs or contact Customer Support. 
 

Logging Out 

• When you’re finished using the ABN Group Storehouse, click the Logout button located at the top of 
the page to securely end your session. 
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