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MacGregor supplier portal
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You will receive user credentials and link to the tool via email.
After opening the link you can fill in the user details and login



MacGregor supplier portal
After login you are taken to MyMacGregor. Click the link MacGregor Supplier Portal
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Main view
Then you are in the Supplier Portal.
The main view is divided between different product lines. Orders for each product line can be found 
separated under these tabs.
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Order handling
Below the product lines you can find different parts of the order process.
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Order handling
Below Orders tab, you can find Unconfirmed and Confirmed orders. In the Unconfirmed you can find 
the orders that are not confirmed yet, and require actions from you. In the Confirmed tab, you can find 
the ones that you have already confirmed.
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Confirming the order
When you receive a new order, you will also receive an email letting you know of the new order. In this 
mail you will find the order number and also link to the portal.
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Confirming the order
To view and confirm the order. Click open the order you want to confirm or press Confirm in the Actions 
column
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Confirming the order
Order view is separated into 3 sections. On top you get the header level information like order number, 
buyer, delivery address and references. In the middle you see the item lines and the ordered items and 
after the lines you will see general information about the order process and in some cases some more 
instructions from us.
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Order layout - header
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In the header, you can find all the relevant general 
information like order number, parties, and 
different references. 
Please note that you can find the invoicing details 
from this view.
Order response number is an active field, and 
mandatory to be filled before confirming the order.
Below order response field you might also find 
some instructions from us.



Order layout - item lines
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There are 4 active fields in this view
• Quantity
• Delivery date
• Price
• Your comment

These can be edited if needed, please 
include your comments, if you change 
any of the values
When order is ready to be confirmed, you 
can press the Confirm button and this 
will send information to our purchaser, 
that the order has been confirmed, you 
will also receive an email about the 
confirmation, including a pdf copy.



Confirmation email
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Order layout - general information and footer
Below the item lines you can find general 
information and instructions from us.
And at the very bottom, our company details.
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Confirmed order

Confirmed order can be found from the Confirmed tab. You can access the order by clicking the Order 
number.
You also have the possibility to re-confirm the order by opening it, or by clicking the Re-confirm-button.
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Shipping an order

When the order is ready to be shipped, this can be done in the Shipping view, which is divided into Not 
shipped, Shipped and Shipments.
You can ship the order from the Not shipped view, by clicking Ship. Before shipping, you still also have the 
possibility to Re-confirm the order.
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Shipping an order
After clicking the Ship button, a new view opens for 
the actual shipping.
Shipment means that that the goods are ready 
for pick-up and dispatch.
Mandatory fields are Shipping number and 
Shipping date.
Pay close attention to Shipping date, it can’t be in 
the past
In the item lines, the only editable field at this point 
is the quantity.
After all the details have been entered and verified, 
you can click Confirm. This will let us know that 
you have shipped the order.
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Shipping an order

If the order was fully shipped, it will transfer to Shipped tab, if some items 
remained not shipped, then the order remains still in the Not shipped tab
Shipments can be inspected in the Shipments tab
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Shipment

You can open the shipment by pressing the Shipping No. button.
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Shipment
In case you need to print the shipment, you 
can right click on the shipment and choose 
print.
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