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Welcome to the



To login to the Unitec Te Pukenga Media 
Centre,  open a web browser and enter:

unitec.mediacentre.co.nz
Enter your Username  
and Password.

Only registered Unitec Te Pukenga 
employees will be able to access 
the portal. 

User information is submitted by 
Unitec Te Pukenga and logins are 
supplied by Gravitas Media to users.



Home Page

The Home page is the portal 
dashboard and contains direct 
access to all major areas of 
functionality. 

We will cover each Home page 
element separately in this 
manual. To begin, here is a 
screenshot of the full Home 
Page screen as it appears once a 
user has logged in. 

Announcement 
Window

Important production  
announcements appear in the 
black bar at the very top of the 
Home Page screen.



Products

The ‘Products’ Menu option is a 
drop-down which when clicked, 
displays the ‘All Products’, 
product categories.

Product Reel

The Product categories also have 
a visual representation in the 
Home page Product Reel, simply 
click the arrow buttons at each 
end of the reel.



Orders 

View your past or saved 
order information by clicking 
on ‘Orders’ in the top menu 
navigation bar.

Past orders can be viewed, 
and re-ordered. 



My Account

The ‘My Account’ page allows 
you to alter your  
personal registration details.



Get Help

The Get Help page, contains 
resources and lines of 
support for any users in need 
of assistance. This includes 
links to the Frequently Asked 
Questions page and an 
on-line version of this User 
Guide.



Ordering

Filter or select the product you 
wish to order.

If the product you have selected 
has variable data, the editable 
template screen will appear.



Editable Templates

Type the information in the text 
fields under Settings. 

This will appear on the product 
template

When all the details on your 
template are correct, click Next.



Product
Information

The press/printing information appears 
under ‘Description’.

You can click on the ‘View PDF’ button 
to view or download the print-ready 
proof of your product.

Under ‘Order Details’ select the 
Account/Programme and the desired 
quantity from the drop-down box.

Once you have selected your order 
quantity and entered any extra 
instructions you have the option to 
‘Save for Later’, or ‘Add to cart’.

To return to your saved order, you can 
access this via ‘Orders’ on the Main 
Menu. This will display the saved order 
in the list with options to “View” or 
“Remove. Selecting ‘View’ will take 
you (back) to the ‘Product information 
page where you can proceed to add this 
order to the Cart.

Press ‘Add to Cart’ and you will be 
redirected back to the Product Gallery 
and a green text window will appear at 
the top of the page.



Your order will appear in your 
‘MY ORDER’ cart. 

You can then checkout using 
the Check Out button, and 
the Delivery & Billing Address 
screen appears.  



Delivery & Billing 
Addresses

The ‘Delivery And Billing Address’ page 
enables you to check key information 
before placing your order.

Select your delivery address from the 
drop down menu. To edit an address 
click ‘Manage Addresses’ to add an 
Address click ‘Add Address’.

There is a standard billing address for 
Unitec Te Pukenga.

Once you have completed your Delivery 
information, click on the ‘Continue 
Checkout’ button to proceed.



Checkout

The Checkout screen is what will 
generate the order invoice, display 
related fees and order totals. Click on 
the ‘Submit Order’ to complete your 
order. 

The Payment Type drop-down at the 
top of the Checkout page has a default 
selection of ‘Invoice’; no other options 
are currently available. 

A valid Purchase Order Number 
should be entered before proceeding.



Order Confirmation

Once the payment step is 
complete, a confirmation screen 
will appear.
From this point you will be able 
to see your Order in your Orders 
list!



Confirmation Email

Following confirmation of your order 
in Media Centre, you will also be sent a 
confirmation email to your inbox. 

Here is an example of the automated 
email order notification.

For any order inquiries, please state 
your WT item #.



orders@mediacentre.co.nz

unitec.mediacentre.co.nz


