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Part Three - Order & Account Information, 

copy invoices and order tracking

• Order search – Click here

• Back Order search – Click here

• Placing a new order using the items from a previous order – Click here 

• Account Information – Click here 

• Proof of Deliveries – Click here 

• Copy Invoices – Click Here

• Monthly Statements – Click here 

• Change password – Click here
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The Order search function 
can be accessed from the 

drop down

Order Search

The Order search function 
can also be accessed from 
the quick links on the home 

page
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The Order search function displays 
all current and historical orders 

including order date, order number, 
status and outstanding dollar 

amount.

If you click on an order number it will show 
you all of the details of that order, including 

items, delivery addresses etc

Details of historical orders

If you have more than one customer number associated with 
your account you can select which account you would like to 

view here.
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Once you click on an order number in the order 
search view, you will be shown the item and 

despatch details of that order.

You can even use the 
old order as a template 

to add items to a 
current shopping cart

Placing an order using items from a previous order
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Back Order Search

The Back Order Search 
function can be accessed from 

the drop down Order menu

The Back Order Search 
function can also be accessed 

from the quick links on the 
home page
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Back Order Search

The Back Order Search 
screen shows all 
outstanding Back 

Orders
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Back Order Search

Once you have clicked 
the button to Delete a 

Back Order line a 
confirmation dialogue 

box shows

If you wish to Delete 
the Back Order for 

an item you can click 
the Delete button
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Back Order Search

Note you can only change 
the quantity of Back Order 

lines down, you cannot 
increase the quantity on 

Back Order lines

If you wish to 
Change the Back 

Order for an item you 
can click the Change 

button
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Back Order Search

The dialogue box shows 
and asks to which email 

address you would like to 
send the Back Order 

reportIf you would like to 
email a pdf copy of the 
Back Order report click 

this button
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You can access the Account 
information screen from the drop 

down menu or from the quick links 
on the home page

Account Information

You can access the Account 
information screen from the drop 

down menu or from the quick 
links on the home page
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The Account information page shows details of all 
invoices, credit notes and payments.

It also has links to Proof of Deliveries and Copy invoices

Click on the POD link to see 
despatch, tracking and POD 

information on individual shipments

Account information searching

If you have more than one 
customer number associated with 

your account you can select 
which account you would like to 

view here.
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When you click on a POD link you see the tracking 
information pop up in a separate screen.

You may have to configure your browser to allow 
screens to pop up

Proof of Delivery
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You can click on an invoice icon to see an 
individual invoice in pdf format

Copy Invoices
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You can tick the boxes next to the 
invoice icons and then press the email 

button on the top right of the description 
bar to email multiple invoices in pdf 

format.

Copy invoices

If you choose to email invoices this box 
appears, fill in the email address to which 

you would like the copies to be sent.
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PDF copies of monthly statements will be 
shown here

Copy Invoices



Kesco Education Pty Ltd - V1.0

You can change your 
password by selecting this link 
from the Your account menu

Change Password
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Change your password by 
entering your Old password 

followed by your new password.

Change Password
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Contact Details

For MTA Online queries please contact Modern Teaching Aids 
Customer Service

Telephone – 1800 251 497

Your primary MTA Online contact is Jade Gilmour

Telephone – 02 9938 0449

Email – jgilmour@teaching.com.au

Test title
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The End

Test title


