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Hello and welcome to our online store!  
Let us show you around. 
 
Through our B2B online store, we get to offer you our services faster, 
easier, and all around the clock! To make the best of it, we have 
prepared this compact manual to walk you through using our new e-
commerce platform, providing you with the main guidelines on how 
to navigate, use it, and ultimately make the best of it.  
 
Let’s get started 
 
So you know that have moved our business online too – wondering 
how you will get to visit our B2B web store? The good news is that all 
roads lead to Rome – meaning that you can enter our online store in 
multiple ways. Here are the most popular two: 
  
• Invitation email. We have already sent you an email inviting you 

to explore our new B2B online store. 
• Link. We have already sent you the electronic address (URL) of 

our store.  
  
Each type of access requires a slightly different procedure to logging 
in and start placing your orders online! Let’s start by exploring each 
procedure! 
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How to enter our B2B online store: The case of  the invitation email 
 
By now, we trust that you have received our invitation email, introducing 
you to our new ecommerce platform. In this email, you will find the link to 
our B2B online store as well as your login credentials, namely the email 
we used to invite you and create your online account as well as an 
automatically generated password to access to our e-commerce platform. 
 
If all this seems familiar, then it’s time for you to get online. How? Start by 
clicking on the link to our B2B online store. Seconds later, you should be 
facing the following screen, where you are required to fill in your login 
details. 
 

You can change your password at any time. How? Click on  
the “My Account” tab you see on the top left of your screen.  
You will be directed to your account page. 

Have you successfully logged in to our B2B  online store?  
Our products are now literally at your fingertips! Feel free to browse 
through them and start placing your orders. 
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How to enter our B2B online store: The case of  signing up 
 
You have arrived at the doorstep of our e-commerce platform on, you are 
probably facing our login page. To create an account, click on the “Sign 
up” button.  
 
Go ahead and fill in the sign up form that opens up. Keep in mind that the 
mandatory fields to complete your sign up process are your company 
name,  full name, activity, and email address and password. Once you’ve 
completed it, you will receive an email notifying you that your registration 
is pending approval  
 
Wait for our approval. We will try to approve your registration as soon as 
possible and, once we do, you will be notified via email that you are able to 
login to our B2B  online store 
 

.  

Have you successfully logged in to our B2B  online store?  
Our products are now literally at your fingertips! Feel free to browse 
through them and start placing your orders. 

Keep in mind that the mandatory fields to complete your sign 
up process are your company name,  full name,  
activity, and email address and password. 
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How to place an order 
 
So now you have logged into our B2B online store and you want to start 
placing your order. Even if you are not familiar with such a process, you 
will see that our e-commerce platform will make ordering easy, quick, and 
fun. 
 
You can start browsing our products through our home page, through 
individual product categories, or through our Search function.  

.  

Categories 

Can′’t find 

what you 

are looking 

for? Type 

your query 

here! 



6 

How to place an order 
 
Let’s say, for instance, that you are on our B2B online store’s homepage 
and that you see a product you would like to order. Click on its image to 
open up the product’s page.  
 
Here you can find out more about this product, by reading its detailed 
description. To proceed with your order, simply fill in the quantity box you 
see on the left  side of the “Add to Order” button on the bottom right of 
your screen.  

Once you set the quantity you wish to order, click on the “Add to Order” 
button - a pop-up screen will appear to notify about the success of this 
procedure. You can now continue to browse through the rest of our 
products and add more to you order cart. 
 
 

Click here 

to review 

your order 
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How to place an order 
 
You can also place your orders through any category page. In this case, 
you can choose to view each category’s product’s either as large icons or 
as a list by clicking on the “Photos” and “List” button that you’ll find under 
the category description. 
 
Moreover, you can sort products alphabetically, by name, code,  status or 
recency. 

 
You can review and/or change your order at all times by clicking on the 
cart icon at the top right of your screen. Choose “Current Order” in the 
drop down menu that will appear to open up your order’s page.  
 

Click here to choose how 

you want to view each 

category′s products 

Click here to 

choose how 

you want to 

view each 

category′s 

products 

Click here 

to review 

your order 
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How to place an order 
 
Now let’s have a closer look at the “Current Order” page. Here you get a full 
overview of your order. You can also review or modify it.  

Finally, to proceed with your purchase, click on the “Confirm” button at 
the bottom of your screen.  

Want to order more or less of a certain product?  
Simply set the new quantity value in the quantity box.   

Want to delete a product from your current order?  
Click on the “X” button and your order will be automatically updated. 
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How to place an order 
 
Through this page, you can choose the address you want your goods to be 
delivered to, set a reference code (e.g.  purchase order number) for your 
order, and –most importantly– leave us comments and notes about your 
order. 
 

If everything looks good press the “Send Order” button and… 
Congratulations, you have successfully submitted an order through our e-
commerce platform! 
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Exploring your order history 
 
The case is this: you have successfully placed an order through our B2B 
online store. Yet, you want to review it or file it for internal use. Let’s see 
how you can get this done easy and quickly on our e-commerce portal. 
 
First off, click on the “Order History” tab on the top left side of your screen.  

The page that opens us features an extensive list of all your past orders, 
including their order ID, the date they were placed and their status.  
 
Through this page, you can easily export your full order history in .xlsx 
format with just one click on the “Export” button. 
 

Want to replicate an order? Click on  “Re-order” 
and your order will be automatically copied.  

Click here  

to check out 

your order 

history 

Click here to view  

a specific order 

Click here 

to download 

your order 
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Exploring your order history 
 
Through Order History, you can also view your orders individually. To do 
so, click on the “View” tab for an extensive overview of each order. Here 
you can keep track of your orders, find out when it was last updated or 
what the shipping costs applied to it will be, and review their status. 

If there is anything you wish to share or ask about your order 
(i.e. minimum order quantity), please leave us a message in the 
“Message” box and we will be notified immediately. 

Monitor your 

order’status 

Check out your order′s  

shipping costs 
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And finally… How to edit your account details 
 
Want to change or update your account details? We’ve got great news for 
you – the procedure is quick and easy as a breeze! 
 
To update your profile, click on the “My Account” tab you see on the top 
left side of your screen in order to be redirected to the “Edit Details” page. 
Through this page you can change your password, edit your contact 
details, update your billing addresses, and select the language you prefer 
to use.  
 
Finally, you can opt to receive all your orders in .xlsx format through the 
“Email Settings” tab. How? Simply check the “Attach new order as ,xls file” 
and specify the email address to which you wish new orders to be 
delivered. 

Keep in mind that  the mandatory fields to complete your sign 
up process are your company name, your full name,  
your activity, and your email and password. 

Want to order more or less of a certain product?  
Simply set the new quantity value in the quantity box.   

Want to delete a product from your current order?  
Click on the “X” button and your order will be automatically updated. 

Want to replicate an order? Simply click on  “Re-order” 
and your order will be automatically replicated.  

Want to order more or less of a certain product?  
Simply set the new quantity value in the quantity box.   

Want to delete a product from your current order?  
Click on the “X” button and your order will be automatically updated. 

Click here 

to review 

or change  

your 

account 

details 


