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1. HOMEPAGE

1. HEADER

• Sold To ID + Client’s name
• Help & Contact: find phone number and email address for 

support
• My account: access your personal data (first/last name, etc.) 

and active or not to receive Newsletter by email
• Notifications: stay updated with new content related to 

Marketing, Communication and News
• Favorite: quick access to your favorite products
• Cart: view the products added to your cart
• Menu: navigate between tabs (refer to slide 5 for details)
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2. SHORTCUT

• Place a new order -> Orders section
• Browse the product catalogue -> Product section
• Access to marketing contents -> Marketing section

3. PAGE

• Latest news, client service, latest marketing content: all the 
latest article are visible on the homepage to ensure you do 
not miss any important information.
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1. HOMEPAGE - FOCUS MENU

1. MENU

• PRODUCT: access the Products catalogue, Product 
Recommendation or Equivalent tool and the Technical Data 
Sheet (TDS) & Safety Data Sheets (SDS).

• ORDERS: place an order, view your order history (including 
status), and download invoices or credit and debit notes.

• MARKETING: access all marketing, communication, and 
promotional content (product descriptions, current sales, 
promotions, etc.).

• SERVICES: find specific content and offers that could be 
useful for your business.

• NEWS: stay informed with all company updates at both local 
and global levels.

1
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2. PRODUCT SECTION – Product catalogue

1. PRODUCT CATALOGUE

• If you have access to multiple catalogues, you must first 
select the one you want (usually organized by brand).

• If not, no catalogue selection is required.

2. FILTERS

• Product I sell: all the products you can order directly on 
MyLubPortal, meaning products with available pricing.

• All products: all products available in the market, though 
you cannot purchase them (no pricing available). If you're 
interested in a product, feel free to contact your Sales 
Representative.

• Others filters: you can also filter per Market Segment, 
Viscosity, Homologation, Performance, Range and 
Application, or use the search bar to filter per product name, 
brand or article code.

3. PRODUCTS

• After refining your search, you will see the products with their name, 
image and a short description.

• By clicking on a product, you will be taken to its detailed page with more 
information.
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2. PRODUCT SECTION – Product Recommendation

1.
You can obtain Product Recommendations for Automotive 
and/or Industry. First, select the business line that you want.

2.
Then, specify the vehicule or stationary machinery you would like 
a recommendation for.

3.
For Automotive, you can also filter by Vehicule type and then by 
Manufacturer. You will need to fill in all the required fields (year, 
model, etc.) to receive your recommendation. The same applies to 
Industry for the Market segment.

4.
Once all steps are completed, you will receive a list of all 
recommended products, wich you can filter according to the 
application (engine oil, transmission, brake, etc.). Also, you can 
download the TDS and SDS.

By clicking on the product name, you will access the product page
with all information.
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2. PRODUCT SECTION – Technical & Safety Data Sheet

1.
If you have a multi catalogue, select the catalogue of your choice.

2.
Then specify the product name for which you would like to download 
the TDS or SDS for.

3.
Use filters with Market segment, homologation, range, performance, 
viscosity or application.

4.
Check the box of the products you want and download the Technical 
or Safety Data Sheet by clicking on "Download”.

If you only need one of the data sheets, click on the arrow and select
only the one you want.

The files will be downloaded in ZIP and PDF formats to your browser's 
download folder.
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3. ORDER SECTION – Place a new order

1. PLACE A NEW ORDER

- You have 5 different ways to place an order:
• Search for a product: if you have the multi catalogue, you first need 

to select the one you want and search for a product name or a 
code article

• Previous order: list of all your past orders that you can add with 
one click

• Most ordered: list of all your most ordered products
• Upload your file: mass upload of articles you can add (focus #2)
• Favorite articles: list of all your favorite articles

2. UPLOAD YOUR FILE

Download the template as an Excel file and fill in the desired 
quantities for the items you want. Once done, upload your file, review 
the preview and add the items to your cart.
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3. ORDER SECTION – Order history

1. ORDER HISTORY

- On the Order history page, you will retrieve several information such as:
• Order ID
• Customer Order Reference
• Date
• Order status

- You have filters:
• Status: All, Ongoing, Completed, Cancelled
• Calendar
• Search bar: search by Order ID or Customer Order Reference

See the details of an order by clicking on “Details“.

2. ORDER DETAILS

- On the Order details, information will be displayed such as:
• Order ID and status related
• Delivery and billing addresses
• Total amount of the order (article price, taxes, etc.)
• If you want the summary of this order by email, click on “Send order 

by email”
• Article who has been shipped on or awaiting shipment
• Invoice linked to the articles shipped on that you can download

2

1

MyLubPortal - Portal presentation



13

3. ORDER SECTION – Document history

1. INVOICE HISTORY

- On the Invoice history page, you will retrieve several information such as:
• Invoice ID
• Invoice date
• Payment due date
• Amount
• Invoice status

- You have filters:
• Status: All, Invoice processed, Late payment, Payment expected, 

Payment due date approaching
• Calendar
• Search bar: search by Invoice ID

Download invoice one by one by clicking on the arrow or select several 
invoices and download them.

2. DEBIT & CREDIT NOTE HISTORY

- On the Debit and Credit note history, you will retrieve several information 
such as:
• Note ID
• Debit/Credit date
• Amount
• Type: debit or credit note

2
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3. E-ORDERING PROCESS – Cart overview & Delivery address

MyLubPortal - Portal presentation

1. CART OVERVIEW

• After selecting your products, proceed to the first step of 
e-ordering with an overview of your cart. Bulk and pack 
products are separated for better visibility.

• The weight and volume per item, as well as the total, are 
also displayed.
In the screenshot above, you can see that a minimum 
order quantity for bulk products has been set at 800 L.

• At this stage, you can still adjust quantities or remove 
products.

2. DELIVERY ADDRESS

It’s time to choose the delivery address you want.
• You may have one or several options to choose from.
• You can filter the delivery addresses by:

• Address name
• ID number
• Postal code
• City

• Additionally, to make future orders easier, you can add delivery addresses to your 
“Favorite” by clicking on the star. Next time, simply go to “Favorite” to find them.

21
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3. E-ORDERING PROCESS – Final quotation
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1. INFORMATION

Finally, the last step of e-ordering is a summary of certain 
information and, most importantly, the display of prices.

You will find:
• The delivery address and the billing address
• The total amount of the order, broken down into item 

prices and taxes
• Some elements, such as Incoterms, may be displayed or 

not.
• Required fields: Customer Order Reference, Delivery 

comments, Desired delivery date.

2. CART OVERVIEW

At the bottom, there’s a summary of your products with the 
unit price and the price excluding taxes.

3. SUBMIT YOUR ORDER

Once your order is correct, accept the terms and conditions of 
sale and click on “Submit my order”.
You will then receive a confirmation email for your order.
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4. MARKETING SECTION

- On the Marketing content section, you will 
retrieve 3 subcategories:
• Marketing content
• Communication asset
• Promotion

- Use different filters if you are looking for a 
specific content:
• Search bar
• Calendar
• Content type
• Content sub-type
• Segment

- To see and read articles, click on ”View“.

- If you wish to download and share the content, 
you can click on “Download“ and you will have 
all the data in your browser’s download folder.
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5. SERVICES

• On the Services content section, you will 
retrieve all the services like ANAC.

• To see and read the article, click on 
”Discover“

• To access the service, click on “Access”

• If you are interested in the service, click on 
“Contact us“
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- On the News content section, you will retrieve 
4 subcategories:
• All
• News
• Press release
• Event
Also, use the calendar to filter by date.

- To see and read the article, click on the title of 
the article.

6. NEWS SECTION
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Welcome on board!
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