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1 REGISTER ACCOUNT 
 

1.1 HOW TO REGISTER AN ACCOUNT 
 

Step 1. Go to https://www.odm-emerchandise.com/prudential 

 

Step 2. Click “REGISTER”. 

 

 

Step 3. Click on the “STAFF” button. 

 

https://www.odm-emerchandise.com/prudential
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Step 4. Fill up the Staff Registration Form,  “ tick √ ” to agree with the Privacy, Delivery & Return 

Policy and then click “SUBMIT”. 

 

 

 

 

 

  

Please ensure email 

account is correct as an 

activation link will be 

send to this email. 

 

Please provide a valid 

Staff ID.  

Please select the 

Correct T7 Code from 

the dropdown box. 

Please choose the 

correct State and 

Branch. 

Please fill in your office 

phone number. 

Please specify which 

floor that you station in 

the branch address 

above. 

Click “ tick √ ” to agree 

with the Privacy, 

Delivery & Return Policy 

then click SUBMIT.  
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Step 5. Registration is completed. 

 

Step 6. Go to your registered email and click on the “Activation Link” to activate your account. 
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Step 7. Login using your registered email address and password.  

 

 

 

2 LOGIN ACCOUNT 
 

2.1 HOW TO LOGIN TO MY PRUDENTIAL MERCHANDISE E-STORE ACCOUNT 
 

Step 1. Go to https://odm-emerchandise.com/prudential  

 

Step 2. Key in the registered email address and password. Click “LOGIN” to proceed.  

 

https://odm-emerchandise.com/prudential
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2.2 WHAT SHALL I DO IF I FORGOT MY PASSWORD 
 

Step 1. Click “Forgot Password?”. 

 

 

Step 2. Key in your registered email and click “RESET PASSWORD”. 

 

 

  



 
User Guide For Staff 
 

 
 

6 
 

 

 

Step 3. Go to your email and click on the “Click here to reset”. 
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Step 4. Key in your new password and click “SAVE” to change your password. 
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3 LOGOUT ACCOUNT 
 

3.1 HOW DO I LOGOUT FROM MY ACCOUNT 
 

Step 1. In any page, hover your mouse cursor over 

 

 

 

Step 2. Click “Logout”. 
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4 MY ACCOUNT 
 

4.1 HOW TO EDIT MY ACCOUNT INFORMATION 

 
Step 1. In any page, hover your mouse cursor over 

 

 

Step 2. Click “My Account”. 

 

 

Step 3. Click the “EDIT” button to change/update your details.  
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Step 4. Click “SAVE EDIT” to save the changes. 

 

 

4.2 HOW TO CHANGE ACCOUNT PASSWORD 
 

Step 1. In any page, hover your mouse cursor over 

 

 

Step 2. Click “My Account”. 
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Step 3. Click “Change Password”. Fill in the New Password and Confirm Password. Click “SAVE EDIT”. 

 

 

5 MY ORDER 

 

5.1 HOW TO VIEW MY ORDER AND ORDER DETAILS 

 
Step 1. In any page, hover your mouse cursor over 

 

 

 

Step 2. Click “My Order”. 
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Step 3. Click to view your order. 

 

 

Below is an example of the order details. 
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6 HOW TO PURCHASE ITEMS 

 
Step 1. Click on the product that you wish to buy. 

 

 

 

Step 2. Check the product description, fill in the quantity and click “ADD TO CART”. 

 

 

 

 

 

 

Please check product 

information and 

details. 



 
User Guide For Staff 
 

 
 

14 
 

Step 3. A pop-up window will show the list of products that you ordered. Click “VIEW MY CART” to 

continue.  

 

 

Step 4. Confirm your order and quantity and click “CHECKOUT”. 

 

 

 

 

 

 

Click x to remove the item. 

Click here to continue 

browsing and shop for 

other products. 

You can change the quantity here. 

Click here to update the 

changes in quantity. 
Click here to proceed 

to next step 
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Step 5. Select Delivery Type.  

There are 3 delivery types i.e. : 

  Type 1 : Ship to Address 

  Type 2 : Self Collection  

  Type 3 : Prudential Docket 
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Delivery Type 1 : “Ship to Address” 

 Select the delivery address.  

 

 

 

Delivery Type 2 : “Self Collection” 

 

Select this if you want to deliver to a 

different address & fill in the details. 

Please take note of the Self 

Collection information. 

No Shipping Fee for Delivery 

type of “Self Collection”. 

Shipping Fee will apply for Delivery 

type of “Ship to Address”. 
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Delivery Type 3 : “Prudential Docket” 

 

 

Step 6. Select the billing address.  

 

 

No Shipping Fee for Delivery 

type of “Prudential Docket”. 

Steps : 

1. Select Branch 

2. Key in Recipient Full Name 

3. Key in Recipient Contact Number 

4. Select Floor 

Select this if you want to bill to a 

different address & fill in the details. 
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Step 7. Select Payment Method and “ tick √ ” to agree with the Privacy, Delivery & Return Policy. 

Click “CONFIRM ORDER” to continue.  

 

 

6.1 HOW TO MAKE PO PURCHASE 
 

Step 1. Select PO Purchase and  “ tick √ ” to agree with the Privacy, Delivery & Return Policy. Click 

“CONFIRM ORDER” to continue. 
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Step 2. Click “PLACE ORDER” to submit your order.  
 

 
 

Step 3. Order Successful.  

 
 

To print Order 
Confirmation 
document 

After generated PO from Coupa 
System, you may click here to 
update your PO number to 
complete your order. 

Click here to generate your 
PO from Coupa System by 
using the Order Number 
“PI XXXXXX” on your left. 

Coupa

Just generate the PO from Coupa and fill in the PO number in Coupa to complete your order.
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6.2 HOW TO MAKE IPAY88 PAYMENT 

 
Step 1. Select iPay88, choose the payment option and  “ tick √ ” to agree with the Privacy, Delivery & 

Return Policy. Click “CONFIRM ORDER” to continue.  

 
 

Step 2. Click “PLACE ORDER” to submit your order. 

 

Select your payment 

option here. 
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Step 3. You will direct to the iPay88 payment gateway. 

 

 

 

 

 

 

 

You can make payment via Credit/Debit 

Card, Online Banking or eWallet. Just 

follow the steps to complete the payment. 
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6.3 HOW TO RETRY IF PAYMENT IS UNSUCCESSFULL 

 
If the payment is not successful, you will see the following: 

 

 

 

 

Step 1. Click “MY ORDER”.  
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Step 2. Click on the “RETRY PAYMENT”.  

 

 
 

Step 3. Retry Payment 

Click “PLACE ORDER” to submit your order and repeat the whole payment process again. 
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7 UPDATE PO NUMBER 

 

7.1 HOW TO COMPLETE THE ORDER AND UPDATE PURCHASE ORDER DETAILS 
  

Step 1. After log in to your account, at landing page, click on “UPDATE PO NUMBER”. 

 

 

 

Step 2. Click on “UPDATE PO NO.” 
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Step 3. Fill in the “PO Number” and click “SUBMIT”. 
 

 

 
Your PO Number has been updated.  
 

 

 

 

 

 

 

 

 

Check your 
order details. 

PAMB________


