
Online Rep Portal Manual



Registration

Please note only Wirquin Reps that exist on the Wirquin ERP system will be able to register.

Reps registering for the first time will need to use their Name/Surname and Valid Wirquin Email 

Address that exists within the Wirquin ERP system

Step 1: Go to https://www.wirquin.biz/ in your internet browser

Step 2: Click on the “Create Account”.

Step 3: Complete the registration form and follow the prompts

Step 4: Click on the Link within the email that will be sent to you

https://www.wirquin.biz/


Login

Go to https://www.wirquin.biz/ in your internet browser.

Enter your Username and Password selected in the registration process

Click on LOGIN BUTTON

https://www.wirquin.biz/


Forgot Password

Should you have forgotten your password, click on the “Forgot Password Link and follow the 

Steps



Logged In Landing Page

Once successfully Logged In you will be presented with the following Menu Options as below:



My Profile

The “My Profile” page will show you details about your login details, Rep Code, Contact Details 

etc. From here you can also change your password should you wish.



My Customers

Click on the “CUSTOMERS” link to be displayed all your customers linked to your Rep Code. Each 

rep will only see their own clients AND NOT the clients allocated to other reps



My Customers

Click on the Magnifying Glass to see all Customer Details

Customer details can get updated 

which will then be emailed to the 

office where the system have to be 

updated accordingly



Customer Order History

Click on the Magnifying Calendar/Notepad to see all previous orders placed against this account 

on the portal

Click on the EYE to view the Order Details

NOTE: Orders previously placed can be

added to the basked again for a repeat

order.



Placing an Order

Click on the “Shopping Trolley” to place an order on behalf of the client. The orders once placed 

will be pushed into the system as an already created order ready to be picked & packed & 

delivered.

Depending on your internet connection 

products can take up to 30 seconds to 

load



Searching for Products

You can use the SEARCH FILTER by either typing the Part Number or Description. The results will 

include all products that fit what you have typed into the search filter. NO NEED TO PRESS ENTER



Adding Products to the Basket

Free Stock will be updated throughout the day. You can either add multiple products to the 

basket OR one at a time. In the sample below we will add 3 products to the basket



The Basket

The TOP MENU will show you how many products are within the basket. You can click on the 

Basket Option in the Top Menu to go to the Basket. Within the basket you can update QTY’s, 

Delete Lines OR Clear the Entire Basket



Checkout Process – placing the order directly in your system

Within the Basket you can click on to place the order directly in your system

Make sure to fill all required fields in. Most fields will be populated from the Customer details 

retrieved from your system. The email address below will receive a confirmation of the order 

placed as well as the rep email address logged in.



Checkout Process – placing the order directly in your system

Within the CHCK OUT you can click on to place the order directly in your

system. Type the Customer Order Number



Order Notification

Both the Customer Email Address and the Rep Email Address will receive the Order Notification 

confirming all order details


