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Top 10 features of 
our website:

Greater functionality to manage how you order including flexible 
templates, order history and custom catalogues

More control over your account, including user and site management, 
budget and approved product protocols, and more

Multiple ways to help you improve your inventory management.

Check the status of your order, plus view any order placed with 
SSS Australia

Pay your account, and/or settle your pay up front orders by secure 
payment gateway  

Filter products by more categories, including filter by brand and more, 
plus take advantage of a new & improved product search

Search for and download resources quickly and easily for thousands of 
products, including safety datasheets and sizing charts

Download handy equipment information & guides to help troubleshoot 
problems, and book equipment support

Generate order history and back order reports on demand

Fast order entry and order upload functionality available (via CSV)

SSS Australia want to make ordering your healthcare supplies quick, easy, 
and cost effective, helping you deliver the best possible outcomes for your 
patients. With our website, the SSS Australia 5 star customer service will be 
extended to how you interact with us online. 
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Accessing Your Account
Log into the SSS Australia website by clicking on the Log In button at the top right of the page 
and entering your login details.

Don’t have an online login yet?

If you don’t currently have an SSS Australia 
website account, click the “Apply Now” 
button and fill out your details on the next 
screen to register for a login.

For assistance accessing your account 
online, please contact our friendly 
customer service team on 1800 777 518 or 
via sales@sssaustralia.com.au
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Your customer dashboard is the heart of your self serve account management at SSS Australia. 
You can find your dashboard in the navy bar at the very top of the page. It will be visible once 
you are logged into your account.

• Your territory 
manager’s contact 
information

• Change Password
• Update Details
• Update Preferences

• My Favourites
• Orders & Quotes
• Invoices
• Orders On Hold
• Order Templates
• Standing Orders
• Stocktake Templates
• CSV Order Import
• Approve Orders
• User Maintenance 

(account managers 
only)

• Reports
• Stock Management 

Tool
• Website Training

• Quickview:
• Back orders
• Recent orders
• Orders pending                                         
 approval
• Orders awaiting  
 approval

Your Dashboard 
Features:

Your Dashboard
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Product Search

Our website features an improved search function that will make it a lot easier for you to find 
what you are looking for. 

If you prefer to filter down 
through categories, you can 
utilise our product mega 
menu to see all of our different 
product groups, and find what 
you are looking for within your 
category of choice. 

If you are looking for something 
by a certain brand, you can now 
do so by picking your brand of 
choice within the product mega 
menu.

To utilise our keyboard search, input your search term and make your search. Over time, the 
results will become more and more informed based on others search terms. You can also now 
search by the brand or manufacturer product code, not just SSS Australia product code.
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Once you have completed your keyword search, or you’ve chosen your subcategory or brand 
through the product menu, you will be presented with your results. From there, you now have 
more controls over refining the results even futher. 

Refine by brand. You can refine down your search results to only 
show relevant search results by that brand.

Refine by subcategory. Dive deeper into your search results by 
selecting subcategories

Search Filters
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Products in your contract product list will have priority in any searches, appearing above non-
contract products in the search results.

Contract products can be easily identified by the ribbon in the top left hand corner of the 
product listing.

Contract
product

Non-contract
product

Contract Products in Search
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Order Templates

Templates created by SSS Australia cannot be edited online. 
Templates you create for yourself can be edited online.

• Automatically generated 6 & 12 month history templates provide you with all products 
ordered in recent times. 

• Templates can be shared across other users connected to your account.
• Personal account managers can produce templates for you, and/or you can easily make 

them yourself by building a cart and choosing to save it to your account as a template.

!   Do not navigate away from the template page after adding quantities to lines, but 
before adding to cart, or you will lose your progress.

View, manage, create and edit 
order templates straight from your 
dashboard. 

!   You can quickly find products within 
your template with a handy product 
search.

Create your own template by 
building a shopping cart and 
clicking the “Save As Template” 
button in the check out. 

!   Quickly search for and add new 
products straight from the template. 
(Only on user made templates)

Ordering
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Search your entire 
SSS Australia order history 
using a number of different 
fields.

Copy any order directly to your cart.
Print any order.

If you manage multiple SSS Australia customer accounts, you can view the history across all of 
the accounts you have access to, or refine down to just orders placed by you.

View your order status (see 
below)

View:

• Outstanding orders,
• Backorders,
• Completed orders,
• Quotes,
• Orders requiring 

approval and,
• Rejected orders

Orders & Quotes

Order Statuses

Order Received SSS Australia have received your order.
*If you are using approval hierachies, your order will not show up in order history until 
your approver has submitted your order. Search “Orders & Quotes” by status “Orders 
Requiring Approval” to see orders not yet approved.

In Progress Work has begun on picking and packing your order.

In Progress (Partly) Work has begun on picking and packing your order, however your order has 
been split. That could be due to item(s) being on back order.

Despatched All or part of your order has been despatched from our warehouse. It’s on its 
way to you.

Canceled Your order has been canceled. If you are unaware why this has happened, 
please contact customer support.

Hold Your order has been placed on hold. If you are unaware why this has 
happened, please contact customer support.

Quote Statuses

Received SSS Australia has received your quote request and are working on it.

Updated by SSS Australia SSS Australia have made edits to your quote and it’s available for your review.

Approved & Confirmed Your quote has been converted to a sales order.
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Save Your Cart

The best way to save your progress when you are building an order is to place your order on 
hold. This is for those scenarios when you may need to come back to your order at a later date. 

To put an order on hold, simply build your cart (this can be done from a template, from product 
search, from a previous order or more). Head to your cart and click the “Hold Order” button.

You can access orders you have put on old through your 
dashboard under “Orders On Hold”.

!   If you are sharing your user log in with a colleague, it is very important that you utilise the hold 
order functionality, as two carts cannot be built by the same user account at the same time. 
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Raise a Quote

To raise a quote on the 
SSS Australia website, all you 
need to do is create cart as 
you usually would. When you 
are happy with your cart, just 
“Continue to Checkout”.

On the next page, you need to 
input or confirm your shipping 
information and add any 
comments to the order.

When you have completed this, 
instead of clicking “Continue to 
Checkout”, click the yellow “Submit 
Cart for a Quote” button.

You can review your quotes in your dashboard under “Orders and Quotes”. 
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Custom Catalogues

Custom catalogues are a feature that allows you to refine large fixed priced agreements or 
contracted lists of products by category and brand, making it much easier to browse. 

You can switch between the full SSS Australia 
catalogue and your custom catalgoue with 
an easy drop down accessible at any time

Instead of 
seeing the full 
SSS Australia 
catalogue, when in 
custom catalogue 
mode, only custom 
catalogue products 
will be visible. 

Items that are 
on the contract 
template will be 
identified, and 
you can choose to 
display only them.

With custom catalogues, you also 
have a template automatically 
generated with this list of items 
found in the dashboard under 
“Order Templates”.

!   NB: Talk to your Personal Account Manager today about a custom catalogue for your account.
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Standing Orders

You can create and manage your own standing orders. All you need to do is build a shopping 
cart, and in the checkout screen, simply select “Create Standing Order”.

Once you have added your delivery details, order comments and customer requisition number, 
you can schedule your standing order:

You can then manage your 
standing orders in your dashboard 
under “Standing Orders”.
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User & Site Management

ABC Clinic

ABC Clinic123467

123 Residences263975

XYZ Facility129734

Account Administrator

Manage Multiple Customer Accounts (Super Users)

Customers with multiple users and/or multiple sites will be able to nominate an account 
administrator. The account administrator will be able to 
• Set approval and approver limits for other users, 
• Add new users, 
• Edit user information like name and email address

If you manage multiple 
SSS Australia customer accounts 
(e.g. multiple site group), you 
can now switch between them 
quickly and easily using the 
switch account function. 

In your order dashboard, you 
can also view the order history 
and invoice history for all of 
the accounts you manage, so 
it is easy to review for multiple 
accounts. 

E.g. Managing user order, requisition and approval limits. Add a limit that the user is able to 
approve for other users. Add your cost centres to the customer account. 

ABC Clinic

1234567

ABC Clinic

!   NB: If you need to be set up as a super user, please contact your personal account manager.
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Order Compliance

Budget Restrictions

Customers can set approval protocols with two parameters;
1. Budget restrictions
2. Approved product lists

Budget restrictions can be set up by account administrators in the “User Maintenance” section 
of the dashboard, or by SSS Australia. There are two types of budget restrictions, Order Value 
and Requisition Value. 

Order Value is how much that user is approved to order without the order needing to go for 
approval. If the user does not need an order value restriction, set the value to $999,999. 

Requisition Value is the absolute limit a user can order (approval or not). Keep in mind if you set 
a requisition limit, the user will be denied the ability to send orders over that value for approval, 
meaning the approver will not even be notified of the order attempt. We recommend using 
this feature sparingly. If the user does not need a requisition value restriction, set the value to 
$999,999. 

To set a user up as an approver, you just need to place a value in the Approval Value section 
that is higher than the users Order Value. This gives customers the ability to set up multiple 
approvers at different value breaks. 

!   NB: Approvals need to be set up by SSS Australia. Contact your personal account manager if 
you would like to utilise approvals on your account.
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As an orderer, when navigating to your cart to check out you will see a notice at the top right of 
your screen “Approval required for this order”.

This is not an error message, it is just to notify you that the order will need to be submitted for 
approval.

Once you are ready to check out, in your Cart, click “Continue To Checkout”. On the next screen 
select your delivery address, enter your customer requisition information and then “Continue to 
Place Order”.

Now, at the bottom of the Order Summary screen under the Select Approver header, use the 
dropdown menu to select the correct approver for you order.

Then click “Process order” to send your order for approval.

Approval Protocols
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Email Example (approver)

Approval Emails & Dashboard

In the approvers dashboard, the 
approver will be able to review, edit 
and approve (or reject) orders they 
are responsible for reviewing. The 
orders will be placed on hold until 
they have been approved (or edited 
and approved). Orders requiring 
approval can be viewed in the 
dashboard by both the original order 
placer and the approver. 

Approvers will receive an email with 
the order details. From this email 
they can directly approve, amend, 
or reject the order. If they choose to 
amend the order, the website will 
open for them to do so and then 
approve.

Dashboard Example (approver)

SSS Australia

1800 777 518
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Stocktake Templates
With the help of your personal account manager, you can provide us with your “par value” or 
desired shelf quantity, and then utilise the stocktake template to input your current stock count. 
When you add the lines to your cart, the website will calculate the difference between your par 
value and your current stock holding, and add the result to your cart. 

For example, in this scenario the par value is 9, and the stocktake count is 3. When you add the 
lines to your cart, the quantity will be 6 of this line.

3
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The stock management menu screen is accessible through your dashboard and is comprised of 
two sections – maintenance and stocktake.

Stock Management Tool

Stocktake

The stocktake section of the Stock Management dashboard is where you go to conduct your 
stocktakes, and generate orders based off your stocktakes.

Maintenance

The maintenance section of the Stock Management dashboard is for maintaining stock 
locations, products, and suppliers.

• Locations: this is where you can add, remove, and maintain your stock locations and the 
inventory contained within them. 

• Generate Labels: this is where you can create location labels for all your inventory. This allows 
you to conduct stocktakes utilising a barcode scanner, clearly labels your inventory storage 
locations so products are clearly identifiable, and their spots are clearly defined.  

• Product Maintenance: this is where you can set maximum order quantity for your products. 
You can also add new products from suppliers other than SSS Australia. 

• Supplier Maintenance: if you use Stock Management to maintain products and order 
products from other suppliers, you can manage those suppliers in this section.  

• Product Import: you can use product import to upload your inventory and locations to the 
Stock Management tool quickly and easily.



21www.sssaustralia.com.au sales@sssaustralia.com.au1800 777 518

Fast Order Entry

CSV Order Upload

Utilise fast order entry in the checkout to quickly add products via search directly to your cart. 

Using a simple CSV (excel) document that includes the SSS Australia item number and the 
quantity you want to order, you can upload your order in two simple clicks. 

Time Savers
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Pay for your orders by credit card online

Our website has a secure payment gateway, meaning you don’t need to provide us with your 
credit card information over the phone, or have us keep your details on file in order to make 
credit card payments. 

Pay for your invoices by credit card online

If you have a pay up front account with 
SSS Australia, you can pay for your orders via 
secure payment gateway at the time of placing 
your order. Please contact SSS Australia to set 
this functionality up on your account. 

If you have trading terms with SSS Australia, we 
can provide the functionality that allows you 
to choose to pay for orders by credit card or by 
placing the order on your account at the time of 
check out.  

SSS Australia customers can pay 
their invoices by credit card on 
our website. 

If you would like to utilise this 
functionality to pay your invoices 
this way, contact your Personal 
Account Manager to request this 
on your account. 

Payments
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Documentation

News & Resources          Documentation

Search for “Product Documentation” including Manuals, Diagrams, MSDS, Sizing Charts & 
Application Listings by Product Number, Title, Size or another descriptor.
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