
 

 

 

 

 

 

Handbook 

Everything you need to know 

to get you going 

 

 

 

 

 

  



 

 

 

 

How to Login and Navigate myHallmark 

 

Registering 

 

Enter the URL http://trade.hallmarkcards.com.au and select the REGISTER button (top right of the 

screen) and enter your details, ensuring you fill in all {Required} fields. Your Account Code is 

your Hallmark customer number (eg. 5012345) and it is used to assist your registration by 

verifying you have an active account with Hallmark Cards Australia.  

 

Your email address is used to link your myHallmark account with your actual account and 

you can use any email address you like, however be aware that the account you specify is 

the account used by us for correspondence. 

 

 

  

http://trade.hallmarkcards.com.au/


 

 

 

 

Home Page 

The homepage is designed to give you full visibility of the myHallmark website and provides 

you with 7 options across the top of the screen. 

 

 myPlanogram – this link allows you to view and shop using your current in store 

planogram 

 

 Catalogue – this link provides you our entire catalogue of products, where you can 

add items to your checkout basket 

 

 myResources – this link gives you access to a dedicated resource section providing 

information on Merchandising, Products and other details to assist in managing the 

category more effectivelyk 

 

 myAccount – this link allows you to view your store details, change your password, 

place orders multiple ways, view order history and shipment history 

 

 LOGOUT – this link will log you out of the myHallmark website 

 

 

 

  



 

 

 

 

MYPLANOGRAM 

 

Upon selecting MYPLANOGRAM you will be shown a list of your current, live plans (or racks) 

that apply to your unique store, giving you the option to view each one individually. 

From inside each plan (or rack) you are able to add items to your basket simply by clicking 

on the card shown in the plan.  

The pockets highlighted in pink indicate pockets where there is a shared plan and those 

pockets do not belong to Hallmark ie. Competitor products. Please note you will not be able 

to order on these pockets. 

 

After adding a product to your basket, it will be highlighted and will be visible with a green 

box. 

 

  



 

 

Understanding Racks or Plans 

 

The racks you see visible are the bespoke plans designed by our team for your specific store. 

Depending on the size of your display will directly correlate with how many plans you see. 

Racks are laid out based on RackCode in descending order from A-Z. 

 

 

 

Rackcode – defines the group of cards to which they belong  

Description – provides details of what is included in the rack, by row, tiers and pockets 

Eg.  

 

Revision RackCode  Description 

Everyday AGE   8R 15T 120P 

8R 15T 120P means 8 rows, 15 tiers and 120 pockets 



 

 

Catalogue 

 

Upon selecting CATALOGUE you will be shown a page that provides you the ability to 

explore, view and add items from our entire Independents catalogue. Many of these 

products will already be in your current Planogram (visible using the MYPLANOGRAM link), 

however you may also find some new favourites or just the right product for that special 

customer. 

On the left hand side of the page you have multiple filters you can use to make your search 

easier. Either use the Search bar or the multiple filters to drill down by Category, Major 

Caption, Minor Caption etc. 

Eg. If you use the Search bar and type “Dad”, all products with reference to Dad will be 

shown. 

 

 

 

Note: Any products ordered through the CATALOGUE link (Open Buy) will not show pocket 

numbers on the associated tickets upon delivery.  

 

  



 

 

 

 

Viewing Products 

 

If you click on a product, this will open a window giving you more specific information about 

that product. You can also add products to your order (or basket) from this screen by 

clicking the “Add” button below the products details window.  

 

You can also scroll through other products by clicking on the left and right (< or >) arrows 

located at the bottom of the product details window. 

 

 

 

  



 

 

 

 

Identifying pockets that are due for a sku replacement 

The Gold Star highlights a product on your plan that is identified or has been replaced 

since the installation of your plan. Clicking on the information  icon will show you the 

current design as well as the new design destined for that pocket.  

 

  

 

 

 

  



 

 

Identifying NEW products released 

The NEW banner indicates a new product to the Hallmark list of products. This is visible in the 

Catalogue tab and highlights NEW products only. 

 

 

 

You are also able to search for only new products by selecting the tick box in the left hand 

menu of the Catalogue tab. This will filter out all products and only return those that are NEW. 

 

 

 

  



 

 

Identifying the last order date of a product 

While ordering products you are able to identify the last time the product (or pocket) was 

ordered by looking for the date stamp of the last order for that product shown on the tile of 

each planned product under the myPlanogram tab only. 

To help you find this feature, please go to the myPlanogram tab and select any of the Rack 

or Plans and on each product tile you will see a date, this indicated the last time the product 

was ordered from Hallmark Cards. 

 

 

  



 

 

Printing Racks or Planograms 

To assist with ordering and self-merchandising products, you are able to print off any and all 

racks located in the myPlanogram tab. 

To do this, simply click on the myPlanogram and select a Rack (or Planogram), ie. AGE. 

After the planogram opens, simply click on the Print button located at the top of the screen, 

from there select the printer and a copy of the Planogram will be printed for reference. 

   



 

 

Checkout Basket 

The checkout basket  is located in the top right corner of the main page and appears 

once a product has been selected for purchase. The number count will increase or 

decrease as you add or remove products to purchase. In order to view items in your basket, 

click on the icon and the details will appear. 

 

 

 

If you require/wish to enter a PO or Order number for reference purposes, you will see a box 

at the bottom of the checkout basket screen where you can enter this. Once you have 

checked your order and it ready to be placed, simply click on the Place All Orders button. 

You will be prompted to Submit your order and agree to the Terms and Conditions as per 

below. 

   



 

 

 

 

myAccount 

This menu gives you the ability to view details that we hold for you and the ability to access 

additional features. 

 

Your Details– shows you details of your account 

Change Password – should you need to change your password you can do this here 

SKU or Barcode Entry – to place an order by sku or barcode (eg. 40017754) 

Pocket Entry – to place an order by pocket (eg. AGE2) 

Upload Order – upload an order using a .csv file  

Order History – shows the order history for your store 

Shipment History – shows the orders that have been shipped for your store 

 

 


