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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’.

Change your password | Sign out
A" M RIP. €] DEALER EXTRANET Coent order: (XY

Customer Data

You are here Home > Customer Data

Create and maintain users

Create access for an additional employee

Choose messages to receive

Company info
- Personal info:

Billing addresses

*

Delivery addresses
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Dealer Extranet 2

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’.

Change your password | Sign out
A'A M ROP, G DEALER EXTRANET Current order: [TERTY

Create/ edit user

You are here Home > Create/ edit user

User data User properties
* = mandatory field [¥] can place orders
[¥] Can create quotes
User e-mail*: test@velux.com [7] Can view orders
First name*: Joe [¥] Can track orders
[¥] Can view customer data
Last name*: Bloggs

[¥] Can view invoice and payment
Phone number®: 01592778225 [?] can view net price and discount
[¥] 1s approved (Active)

VELUX - etrading@velux.co.uk - Legal Notice

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.

Change your password | Sign out
AV M MIP, €] DEALER EXTRANET i

Create/ edit user

You are here Home > Creats/ edit user

User Created

User Joe Bloggs, test@velux.com has been Created.

Back to customer data

VELUX - etrading@velux.co.uk - Legal Notice



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’.

VELUX: BEEEEt s et et P
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Yow are hare Home » Customar Data

Joe Bloggs, test@velux.com Actwve Edit Delete

n Choose messages to receive
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n Billing addresses

E

Delivery addresses
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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.
Change your password | Sign out
VELUXQ DEALER EXTRANET Current older:
Create/ edit user [ >

You are here Home > Create/ edit user

User data User properties

* = mandatory field [¥] can place orders
[¥] Can create quotes
[¥] can view orders
First name*: Joe [¥] Can track orders
[¥] Can view customer data

User e-mail*: test@velux.com

*.
bastmames: Bloggs [¥] Can view invoice and payment

Phone number®: 01592778225 Can view net price and discount
[¥] 1s approved (Active)

VELUX - etrading@velux.co.uk - Legal Notice



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.

A A RIPQ  DEALER EXTRANET e . T

Customer Data

Vow are hars Home » Customer Data

Joe Bloges,  test@velux.com  Adive Edit Delete

. Choose messages to receive
. Company info

. Personal info:

. Billing addresses

. Delivery addresses

VELUX « etrading@velux.co.uk « Legal Notice

If you have multiple additional users on your Dealer Extranet account, click ‘Delete’ against the account you
wish to remove access to.

AA M REP, Q OEALER EXTRANET Bl ik B
Customer Data e

You arw here Home > Customar Data

Joe Blogos,  test@velux.com Active Edit Delete




Dealer Extranet 2

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’

Change your password | Sign out
A'A M M. €] DEALER EXTRANET Current order:

Delete User
You are here Home > Delste User

Delete user

Are you sure you want to delete this user?

Joe Bloggs, test@velux.com

Upon deleting, this user will ne longer have access to VELUX Dealer Extranet.

VELUX - etrading@velux.co.uk - Legal Notice

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

Change your password | Sign out
A\ ARED G DEALER EXTRANET Coment order: TSI

Delete User

You are here Home > Delete User

User deleted

The user Joe Bloggs, test@velux.com has been deleted.

The user can no longer sign in to VELUX Dealer Extranet.

Back to customer data

VELUX - etrading@velux.co.uk - Legal Notice

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



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.

Change your paseward | Sign out
c 5
VELUX: IR o e I

Place order Iwantto Support
Click hare o guickly enter your VELUX product * Geot & quotation VELUX Campany Ld,
code and order. ¢+ Find the delivery time of & product g’;::rd;"::.w"'
* Place order + Track one of my orders Fife, K¥7 4ND.
BT AR A 01592 778229 or 018480775

email
¢ anleaBVELUX. couk

Your account » View/Edit your Data



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’.

A AW RIP;Q DEALER EXTRANET

Customer Data

You are here Home > Customer Data

Amend access for your account

. Choose messages to receive

Please choose which notification method you would like VELUX to use
to advise your order status. This will apply te all orders placed with
VELUX regardless of how they were processed.

See description here
Please allow 5 working days for any changes to be activated to your
account.

©. Company info:
“+ Personal info:
~~ Billing addresses

Delivery addresses

Messages

Goods collected by carrier
Inveice created
Goods out for delivery

Next stop on route (This service is
currently restricted for use with our
carriers Norbert Dentressangle and
Geodis.)

VELUX - etrading@velux.co.uk - Legal Notice

Your request will be sent to our VELUX Logistical team who will process your request.

Thank you

Your subscription has been sent to the administrator.

Change Your Password | Sign out
Current order: [Lilelt ERg =

3

Email Opt out
)} ®
® )
)
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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.

VELUX: st

Place order

Click hare o guickly enter your VELUX product
code and ocder,

» Place order

I wantto
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Change your paseword | Sign out
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Click on ‘Company Info’” and then click on the ‘Edit information’ link which will open a text box.

| VELUX: JECTETL

Customer Data

You are bare Mome » Customar Dats

! Amend access for your account
u Choose messages to receive

Customer number: 001122345

Company name:  VELUX Company Ltd
Address: Woodside Way
Post code and P
Phane number;  Clenvothes
K¥Y7 AND
01582 778225

n Personal info:
n Billing addresses

n Delivery addressos

VELUX - wtrading@velax.co.uk -

Oooge Yow Pasoword  Sgm st

Corvt e [T

bdnt information

Legal Matice
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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.

Change company info

by email.

sond

Please type any changes to your customer data. If your company has
moved or you need a3 new delivery address registered, please advise us

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

the confirmation box.

Thank you for your message.

Your message has been sent.

12



|

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.

Change your pasewaord | Sign out
A\ W RIP.C  OEALER EXTRANET P
Place order I want to Support
Click hare o guickly enter your VELUX product » Get a quotation VELUX Campany Ld,
code snd order. + Find the debvery time of s product :;::rd;:::.w"'
* Place onder + Track one of my orders Fife, KY7 4ND,
o B et coaditises 01992 778229 or 018480775

email
¢ saleaBVELUX. couk

Your account » View/Edit your Data

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.

A AN AP DBALER EXTRANET 7% ;"u:ﬁ
Customer Data

You are hare Home > Customar Data

n Amend access for your account
n Choose messages to receive
n Company info:

Your name: Mr fce Blogss
Your e-mad: testSvelux.com
Your = = 01582778225

Edit personal info

u Billing addresses

n Delivery addresses

VELUX « etrading®velux.co.uk - Legal Notice
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Dealer Extranet 2

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.

Change Your Password | Sign out
VEIIIIX0 DEALER EXTRANET Current order:

Create/ edit user

You are here Home > Create/ edit user

User data

* = mandatory field

User e-mail™: test@velux.com
First name*: Joe
Last name*: Smith

Phone number*: 123456789

VELUX - etrading@velux.co.uk - Legal Notice

If you have made changes, you will receive a confirmation as shown below.

Change Your Password | Sign out
VIEIIIIX0 DEALER EXTRANET Current order:

Create/ edit user

You are here Home > Create/ edit user

User Updated

User Joe Smith, test@velux.co.uk has been Updated.

Back to customer data

VELUX - etrading@velux.co.uk - Legal Notice

14



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.

VELUX" ODEALER EXTRANET

Place order

Click hare o guickly enter your VELUX product
code and order,

» Place order

Your account » View/Edit your Data

I wantto
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+ Find the delivery time of & product
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Change your paseword | Sign out
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15



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.

A AW RID'Q OEALER EXTRANET O":::::::"
Customer Data (>

You are hars Home » Customar Data

n Amend access for your account
u Choose messagas to receive
u Company info:

n Personal info:

B

N.M.8.S. Umited VELUX Company Ltd

10 Merus Court 3
L£15 1R) LEICESTER 'Y oodside Way

[ GLENROTHES
KY7 4ND

n Delivery addresses

VELUX - etradng@Pveiux.co.uk - Logal Notice

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.

1T 4
Change billing address ®
Please enter the changes regarding your customer data. If your

company has moved or you need a new delivery address registered,
please advise us by email.
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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.

m DEALER EXTRANET

Place order

Click hare o guickly enter your VELUX product
code and order,

» Place order

Your account » View/Edit your Data

Iwantto

* Got a gquotation

+ Find the delivery time of & product
¢ Track one of my orders

* Sew return conditions

Change your pateward = Sign out

Curont oer, [ TEITTY

Support

VELUX Campany Ld,
Woodside Way.

Glenrothes,

Fife, KY7 aND

019592 778223 or 018480773
email

¢ anleaBVELUX. co.uk
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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.

Change Your Password | Sign owt
VELUX’ DEALER EXTRANET Current order: [T

Customer Data

]

¥ou are hece Hoose > Customer Data

n Amend access for your account
Choose messages to receive
Company info:

Personal info:

Billing addresses

VELUX Company Ltd
Woodside Way
GLENROTHES

KY7 4ND

VELUX » wutrading@velux.co.uk + Legal Notice

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

Change delivery address -

Please enter the changes regarding your customer data. If your
company has moved or you need a new delivery address registered,
please advise us by email.

| P

T

process
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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.

A AN REP, Q] DEALER EXTRANET

Place order

Click hare to quichkdy anter your VELUX prodoct
code and order.

* Place order

Your account » View/Edit your Data

LATEST ORDERS

Date VELUX Order number:
04/04/2013
0404/2013
04/04/2013
04/04/2013

04/04/2013

All orders | View invoices and payments

Walzome 1an Ancerzzn | Chaoge your passwored | Sign oot

Coreat oxte: [T

I want to Support

* Got 2 gquotation VELUX Company Ltd,
Weoodsida Way.

+ Find the delivery time of a product Olenrothes.

* Track one of my orders Fife. XY7 4nD,

+ See roturn conditions 01592
P TTIB225

¢ etrading@VELUX. co.uk

Castomer Order ref: Document Type

Standard Order

Standard Order

Standard Ordey

Standard Order

Standard Order

VILUX » atrading®velux.co.uk * Legal Notice

Status

Open

Open

Open

Open

Open
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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.

A AN RID ' DEALER EXTRANET Ql':,_:':‘;:""

Invoices and Payments u

Vew are bers Home » Invoices and Payments

(TR PR 0610/2012 LRI L 04/04/2013 E2.]
sacth: |

I21314lsl6lzlelali0] .l Last
1ovoce munnber Chearing docummwent Amount Status

04/04/2013 Paid Payment (from customer)
03/04/2013 M~ 69.62 & Not pand Credit memo
03/04/2013 -~ 7000 & Not paid Inyoice
03/04/2013 -~ 210.00 £ Not pard Invesce
03/Daj2013 M~ 6800 £ Not pait Invosce
03/04/2013 ’- 35.00€ Not paid Invoice
03/04/2013 s 1288.00 £ Not paid Invoice
03/04/2013 > 520.00 £ Mot pad Invosce
03/04/2013 o 9600 £ Not paid Invoice
03/04/2013 i 112,00 £ Net pmd Invosce
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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.

Change your password | Sign out
A\'A AP @ DEALER EXTRANET e

View Order

You are hers Home > View Order

Order Number:
Order date: 01/04/2013

V-Track

CUSTOMER INFORMATION DELIVERY INFORMATION

Your Reference:

Q7Y DESCRIPTION DELIVERY REFERENCE LIST PRICE IN £ DISCOUNT NET VALUE IN £ STATUS
1 KFK 100 WW, Break glass point, grey 04 April 2013 70.00 27.00% 51.10 Completed
2 KFA 100 WW, Smoke detector 04 April 2013 140.00 27.00% 102.20 Completed

Total value: 153.30 £

Reorder - add to current order

Add all the products on this order to the current order by clicking 'Reorder these products'. Please note: by doing this, it will clear the current order.

Reorder these products >

VELUX - etrading®@velux.co.uk - Legal Notice
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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.

AU ARIP;Q  DEALER EXTRANET e EXs

Current Order »

To return to the menu selection screen click: Home > Current Order

Guide to VELUX product codes ¥ Your order reference: [735;

p8 Click here to access the VELUX Dealer Extranet Quick User Guide

VARIANT REFERENCE SELECT ALL
1 KFK 100 ww [

1 KFA 100 ww| [

Add 5 order lines ¥

Delivery information
@granch address: (C'Direct Delivery:

The order will be delivered to:

Click here to select branch/port delivery address

Get quote and/or delivery date » Review/confirm order

Review and confirm the order on the next page

VELUX - etrading@velux.co.uk - Legal Notice
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