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 Welcome 

Immij are pleased to offer Regis staff an online portal for the ordering of 

printed collateral and merchandise. Please read through this manual for 

a full overview to your site including a detailed ordering process. 
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 User login 

Enter your username and password in the main welcome screen 

http://regis.immij.com/login 

 

Click Remember me to avoid logging in each time you place an order 

 

http://regis.immij.com/login
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Home page overview 
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Your account settings 

Add products to 

your favourites 

list 

 

Drop down 

shopping 

cart display Search function 

 

Product 

Catalogue 
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Product search – Universal 

Please enter a product name or code and select the search icon. 
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 Search function 

 

Alternatively, search through the catalogue 
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 Stock item overview 
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Pack unit 

Quantity on 

hand 

Order quantity 

options 

Add your order 

quantity 

Select the thumbnail to 

view a larger option 

The product display default is 8 items per page. For a more detailed 

view of the item, click the product title of the thumbnail 
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 Order process 

When you have found the product required, apply the quantity required 

then select “Add to cart”. Repeat this process until you have ordered all 

of your stationery, and then go to the shopping cart 

 

 

 

 

Return to contents 

  



 Search function 

 

 

10 
 

 Checkout 

When you have finished shopping, the cart can either be accessed by 

pressing on Go to cart (pic 1) when you have finished, or alternatively by 

selecting on the shopping cart option from the home page (pic 2) 

Pic 1 

 

Pic 2 
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 Checkout 

 

Check the contents of the shopping cart. Ensure all items and quantities are 

correct  

If there are items which are not required, check on remove. 

If quantities are to be updated, amend the quantity and when finished select 

on update shopping cart. 

When all items are correct, select on Checkout 
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Checkout 

 

If the address you require the goods to ship to is correct, select on Continue. 

Otherwise select on New Address and enter in the new required address then 

select on Continue 
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Checkout 

Select on continue for purchase order as your payment method 
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Confirmation 

The final step is confirmation of your order. If all delivery and product 

information is correct, select on confirm. If there are changes to be made, 

press on Back and amend where required.
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Support 

 

 

 

 

 

 

For all enquires please contact 

 

Order Enquiries 

If you have any questions regarding an order, please contact Immij Helpdesk on 

03 9538 8888, or use the contact us link on the website. 


