
 

Placing an order where EdConnect is the Biller 
 

Step 1: Create a Booktopia Account 
 
To purchase from Booktopia for your School, Business or Government organisation you 
need to first create a Booktopia online account for your organisation. 

 
Tip: Using a general school email address for your Booktopia account means you can monitor all 
school purchases and retain all sales history regardless of who does the ordering at your school.   
 
Step 2:  Change your Booktopia Account to Education  
 
Log into your Booktopia account and go to Account Settings. 

 

 
 

 



 
 

By selecting Education, Corporate or Government from the drop-down menu. You will 
have access to the functionality to enter your Purchase Order number in the check out and 
add it to your Booktopia order online and Invoices for easy reconciliation. 
 
Note: Refer to the Help Centre for information about how to order.  
 

Step 3:  Enter your Billing and Shipping Address 
 

Add your items to the cart and then enter your school’s details as the shipping address. 
If you want to add EdConnect as the Billing Address, untick the “My billing address is the 
same as my shipping address” box: 

  
 
This will allow you to enter EdConnect as the Billing address so it appears on your invoice 
for payment.  
 

Step 4: Add your Purchase Order/Internal Reference Number 
 
You can enter your Purchase Order number/Internal Reference in Payment and Review 
section of the check out before making payment.  
 
This will be added to your Booktopia order online and will appear on all your Invoices for 
reconciliation. 
 
 

 

Note: This can also be added to your order after submission or amended any time.  

https://www.booktopia.com.au/helpCentre.ep?p=orderingAndPayment&o=place-order


 

Step 5: Payment Methods 
 
Credit Card or P - Card 
If you have a credit card or P-Card (Purchase Card) registered with EdConnect you can 
enter this in the Credit Card Payment Information field for immediate payment for your order. 
 
Note: This is the recommended payment option.  

Invoices for reconciliation will be in your account upon the shipment of the goods.  
 
Bank Transfer or Cheque/Money Order 
If you do not have a credit card or P-Card to pay for your order you can select one of the 
Other Payment Methods. 
 

 ← 
 

Select Bank Transfer or Cheque/Money Order.  
 
Please Note: Payment is required before your order can be processed.  
 
Order Confirmation and GST Proforma Invoice for payment 
 
Once your order is submitted you will receive an order confirmation number and be able to 
download the Proforma invoice to pass on to EdConnect for payment.  

 

 



 
 

 
 

 
 
Note: EdConnect will use your Booktopia order number as your reference when making the EFT 
transaction so our Accounts team can allocate the payment to the order.  
 
Log a Request for Pre-Payment with EdConnect so they can make payment for your 
order.  
 
 
Important Information 
Payment is required on all orders before they can be processed. 
 
You can monitor the progress of your order in your Account. We will send you notifications about 
actions requiring your attention about your order. Log in to your Account to respond to these directly.  
 
Our custom-built Message Centre in your account will allow you to communicate directly with our 
Customer Service team if you have any questions about your order.  
 
You will receive a Shipment notification email and a tracking code with Australia Post when products 
from your order are shipped from our Distribution Centre. An invoice is accessible in your Booktopia 
account for every shipment.  

If you have any difficulties please contact our dedicated Customer Service team on 1300 187 187 
Monday to Friday (9am – 5pm in your time zone) or visit our Help Centre 

https://www.booktopia.com.au/helpCentre.ep?p=schoolsAndCorporate&o=make-order

