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VELUX Dealer Extranet Account Information 

 

Dealer Extranet provides access to inform VELUX of any changes to your account details such as change of 

branch address, your Dealer Extranet account contact details and specified delivery address details.   

You can also choose to inform VELUX how you would like your order status information sent to you and 

provide your colleagues with their own user access to your VELUX Dealer Extranet account. 

To access this information, click on the ‘View/Edit your data’ link 
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Creating sub-user access for your VELUX Dealer Extranet account 

 
Another new feature to Dealer Extranet is that you can now provide your colleagues with their own username 
and password for access to your VELUX Dealer Extranet account. 
 
This will allow simultaneous access to Dealer Extranet for the account holder and additional colleagues without 
having to share usernames and passwords. 
 
(Providing and authorising additional access to your VELUX Dealer Extranet account is the sole responsibility 

of the account holder.  VELUX cannot be held accountable for any fraudulent activity and all orders 

processed will be valid.  VELUX Terms and conditions will apply.) 

 

To create additional account access, click on  ‘Create and maintain users’ and then click ‘Create access for an 

additional employee’. 
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Creating sub-user access for your VELUX Dealer Extranet account 

 

The below screen will appear.  Enter your colleagues’ details as shown below and then to the right hand side 

you have a list of functions which you can grant your colleagues with access to.   

For example, if you want to give them access to process orders, click the box next to ‘Can place orders’ and this 

will insert a tick in the box.  Follow the same process for the remaining functions you would like to provide 

access to and then click ‘OK’. 

 

 

 

You will now receive confirmation that the account has been created.  From here you can click ‘Home’ to 

return to the Home screen or click ‘Back to Customer Data’ to take you back to your account information. 
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Editing and/or deleting sub-user access details 

Should you need to edit your additional account access information, click on ‘Create and maintain users’ in the 

‘Customer Data’ section.  You will see the names of colleagues which have been granted access to your Dealer 

Extranet account.  Should you need to amend any contact details, click ‘Edit’.   

 

From here you can amend the contact information or user access details.  When finished, click ‘OK’ and you will 

again receive confirmation that you have made a change to the account 

information.
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Editing and/or deleting sub-user access details 

Should you need to ‘delete’ an additional user from your Dealer Extranet account, access the ‘Create and 

Maintain Users’ selection again within ‘Customer Data’ as shown below. 

 

If you have multiple additional users on your Dealer Extranet account, click ‘Delete’ against the account you 

wish to remove access to. 
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Editing and/or deleting sub-user access details 

 

You should now see the below screen confirming the details you wish to delete from your account.  If you want 

to proceed with removing this user from your Dealer Extranet account, click on ‘Delete’, if not, click ‘Cancel’  

 

 

Upon deletion of the account you will see the below screen confirming that the user has been deleted from 

your Dealer Extranet account. 

 

If you have accidentally deleted a user from your Dealer Extranet account, you will need to create a new user 

account for this person.   
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Order/invoice Status notifications 

 

From 2013, our VELUX Logistics Department will provide our customers with ‘notifications’ confirming various 

order information.   

VELUX can now advise our customers when returns will be uplifted, when an order has been dispatched for 

delivery, when invoices are available for viewing and (depending on carrier service) when our carrier is likely to 

arrive at your depot with your delivery. 

Our customers can now choose whether they wish to ‘receive’ this communication or ‘Opt out’ of the 

notification afterwards. 

 

 To access this function, click on the ‘View/Edit your data’ link on the ‘Home’ screen. 
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Order/invoice Status notifications 

Click on the ‘Choose messages to receive’ tab and this will open the notification section as shown below. 

You will see five notification options available.  Simply click on the option you wish to receive a notification for 

and click ‘send’. 

 

Your request will be sent to our VELUX Logistical team who will process your request. 
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Your company/account details (Company Info) 

Should your business have a change of address, or have a change in company details, you can now inform 

VELUX via Dealer Extranet and your account details will be updated. 

To advise VELUX of any changes to your company information, click on the ‘View/Edit your data’ link. 

 

Click on ‘Company Info’ and then click on the ‘Edit information’ link which will open a text box. 
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Your company/account details (Company Info) 

 

Type in the information you would like VELUX to amend for your account details and click ‘Send’ to forward the 

details or ‘Cancel’ to exit. 

 

 

Your amendment request will be forwarded to VELUX and your details will be updated.  Click on the ‘X’ to close 

the confirmation box. 
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Your company/account details (User Info) 

Should you need to change the contact name and email address for your VELUX Dealer Extranet account, 

please follow the below steps. 

Click on the ‘View/Edit your data’ link on the ‘Home’ screen. 

 

Click on the ‘Personal Info’ tab which will show the current information saved against your Dealer Extranet 

account and click on the ‘Edit personal info’ link. 
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Your company/account details (User Info) 

This will now open the below screen.  Please be advised that you can only edit the name and contact telephone 

number for the details shown.  Should you wish to amend the contact email address, the Dealer Extranet 

account in question will have to be deleted and a new account will need to be created by a VELUX employee.   

If you have made any amendments to this section, click on ‘OK’ to confirm your changes or ‘Cancel’ to exit. 

 

If you have made changes, you will receive a confirmation as shown below.   
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Your company/account details (Billing addresses) 

 

Our customers can also advise us if there have been any changes to their billing address.  This application can 

be used to inform VELUX if you have changed address or switching to using a buying group such as Unimer or 

NMBS to process your invoices.  

 

To inform VELUX of any changes to your billing address, click on the ‘View/Edit your data’ link on the ‘Home’ 

screen. 
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Your company/account details (Billing addresses) 

Click on the ‘Billing addresses’ tab which will confirm the existing details VELUX has registered against your 

account.  If you need to inform VELUX of any changes to these details, click on the ‘Edit information’ tab. 

 

Enter the changes you wish VELUX to apply to your account in the box and click ‘Send’.  The information will 

now be forwarded to VELUX for processing.  Or click ‘Cancel’ to exit this process. 
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Your company/account details (Delivery addresses) 

 

Dealer Extranet can allow you to confirm if VELUX have the correct delivery addresses registered for your 

account.  This function can be particularly useful for our customers who have off mainland accounts and 

require their orders to be shipped to a port based transportation company.  Should your delivery instruction 

change at any time, please use this application in Dealer Extranet to inform VELUX of any changes. 

 

Click on the ‘View/Edit your data’ link on the ‘Home’ screen. 
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Your company/account details (Delivery addresses) 

Click on the ‘Delivery addresses’ tab which will confirm the existing details VELUX have registered for your 

account.  Should these details change at any time, you can inform VELUX by clicking on the ‘Edit information’ 

link.  

 

Enter the changes you wish VELUX to apply to your account in the box and click ‘Send’.  The information will 

now be forwarded to VELUX for processing.  Or click ‘Cancel’ to exit this 

process.  



 

19 
 

View or print VELUX Invoices  

 

Customers can also display invoice and payment history from their account as well as obtain copies of invoices 

and credits (where applicable) for their records. 

To view this information, click on the ‘View invoices and payments’ link at the bottom left hand corner of the 

‘Home’ screen. 
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View or print VELUX Invoices  

 

This will open the below screen.  To view an invoice, click on the ‘pdf’ icon to the left hand side of the VELUX 

‘invoice’ number.  A copy of the invoice will download and appear on screen for you to view, print or save.   

The invoice application also allows customers to reorder products from an existing invoice.  To process a new 

order from an invoice detail, click on the VELUX ‘invoice’ number. 
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Reorder products via a VELUX invoice 

 When viewing a invoice, the below ‘view order’ screen shall appear. 

Click on the ‘Reorder these products’ link located at the bottom right of the screen. 
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Reorder products via a VELUX invoice 

 

This will then redirect you to the order processing section.  The products listed from the invoice will be added 

to the order lines as shown.   

Please remember that you will have to provide a ‘new’ order reference and confirm the delivery address the 

products are to be delivered.  Please refer to our guide for processing orders via Dealer Extranet. 

 

 

 


