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Getting started on myMartin 

 

 

How to get started with myMartin  

Welcome to myMartin. This manual gives you an 
introduction on how to use myMartin. This will 
enable you to order products online 24/7. 
  
The front page 
• If you prefer another language than the 
current site, you can choose between English, 
German, French and Italian, by clicking on the 
flags in the right corner. 
 
• You can search for all our products (name or 
item number) by using the Product search 
function. 
 
• It is also possible to make a “quick entry”; 
Search for an item number or an item name and 
add the item directly to the shopping cart. 
 
• Get access to all Martin lights, smoke and 
marketing products under Products. Just click 
on the product category and the Martin products 
will be shown to specify further. 
 
• In our Customer Center section you can find 
all kinds of information regarding your Company 
account, User information, Quotations, Order 
details, and you can download a Statement of 
account and price lists.  
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Getting started on myMartin  

 

How do I change my password 
and username? 

 
Once you have been added as a user, a 
login will automatically be created by our 
system and then sent to you by e-mail.  
 
You can always change your user name 
and password, if you like. Simply follow 
the steps described below:   
 
 
1. Log on to myMartin.  
 
2. Go to  
Customer Center -> chose ‘your 
profil’. 
 
3. Find the section called “Edit eShop 
login” and fill in your preferred user 
name and password. 
 
4. Please remember to click the Update 
button, when you are done making the 
changes.         
 
 
Your new user name and password take 
effect immediately. 
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Product catalogue 
 

 

 

 

 

 

 

 

 

 

 

 

How to find a product if you have the 
item number 
If you have the item number for the part 
you need, you can search for it at the 
Quick Entry field. Just enter the item 
number and then press “Add” to add it to 
your shopping cart. 
 
You can also try the Quick Ordering 
function, if you want to add more than one 
item number (see page 7). 
 
How to find a product if you have the 
item name 
If you have the name of the product or 
just parts of the name, you can use the 
Product Search field. Press “Search”, and 
you will then be directed to the product 
information page. 
 
When you have found the product you 
need, you will be able find information 
regarding Price, Dimensions, product 
specifications, Spare parts and 
Accessories. 
 
 
 
For example, if you want to order 
PowerCon, just select the quantity you 
want and click on the ”Add” button. The 
item/s will then be added to your shopping 
cart. 
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Product catalogue 

  

  

 

Quick Ordering 

 
If you have a list of item numbers 
including quantity, you can add all the 
items directly to your shopping cart.  
 
• Log on to your myMartin account and 
click on Quick Ordering on the front page. 

 
• Select the item numbers and quantity, 
you wish to order. Copy the selected data 
(press Ctrl+C), and then paste it (Ctrl+V) 
into the box that says “Paste lines here”.  
All the products and quantity will now 
appear on a list. 
 
• Press Add, and go to the shopping cart 
to complete your order. 
  
• If this error “Product not found” occurs, 
there might be certain reasons for this: 
- The item number is mistyped and does 
not exist. 
- The item is discontinued and is no longer 
for sale. 
 
You either need to correct the mistyped 
item number and press Enter, or you need 
to delete the line by clicking on the red 
delete symbol  . Only then will you be 
able to add the order to your shopping 
cart. 
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Product catalogue 

 

 

 

  

Availability symbols 

• The symbols indicate the product availability. If 
you run the cursor on the symbols on the screen, 
you will see further specification of the availability.  
 
An explanation of the symbols:  
 

 

 
 

In stock 

 

 
 

Not in stock. When your order is placed, you will 
soon receive the best possible shipping dates. 

 

 
 

Make to order, 2-4 weeks delivery time 

 

 
 

Customized item, 4-8 weeks delivery time 

 

 
 

Finished gods and Accessories: Soon 
discontinued – still limited stock available 
Spare part: This product is expeted to be 
avaible for purchase on myMartin until [date] 

 

 
 

Discontinued and no stock available 
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Product catalogue    

 

Product information 

If you want to read about details and 
product specifications for each product, 
just click on the product and you will get 
this page. 
 
• You can choose between details, 
accessories, spare parts and Spare 
Parts (Flat list). The details are 
specified as shown on this page. You 
can also find a user manual for the 
product. 
 
• If you click on spare parts or 
accessories for the MAC 101, you will 
be able to see all the products which 
might be relevant in connection with the 
MAC 101. 
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Product catalogue                      

 

How to find spare parts 

If you wish to purchase spare parts to 
some of your existing Martin products, 
these are available to all Martin 
products. 
 
• If you click on spare parts for the 
MACIII profile, all relevant spare parts 
to the MACIII profile will show.  
(This procedure can also be applied if 
you wish to order accessories). 
 
• If you wish to order spare parts or 
accessories, just enter the quantity you 
want, and press ”Add”. The products 
will then be added to your shopping 
cart.  
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Product catalogue 

 

 

 

 

3D Partsfinder 

 
How do I find spare parts for a product?  
 
Try the 3D Partsfinder! 
The 3D Partsfinder is a user-friendly tool designed 
to help you identify the spare parts you need.   
You can find the 3D Partsfinder on myMartin by 
clicking on the 3D symbol: 
 

 
 
Note: The 3D Partsfinder only works with Internet Explorer! 

 
 
Add product to shopping cart from the 3D 
Partsfinder  
When you have found the item you are looking 
for, click on it, and the item number will appear in 
the Number box. Please enter the number of 
quantity, you would like to order and press “Add”. 
The item(s) are now automatically added to your 
order on myMartin. 
 
Please find more information about the 3D 
Partsfinder on myMartin under mySupport.  
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The ordering process 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to place and complete an order   
In the following section we will guide you through the ordering process, and we will explain the functionality 
and options you have when purchasing your Martin products on myMartin. 
The ordering process consists of five steps. 
 
1. Shopping cart 
2. Delivery address 
3. Shipping 
4. Payment 
5. Confirmation 
 
We will use the MACIII profile as an example when going through the ordering process on the following pages. 
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The ordering process 

 

 

 

1. The shopping cart 

• Check your order. 
After adding the Martin products to the shopping 
cart, click on the ”View cart” button to check 
your order. You can change the quantity and 
delete items from the order if you like. 
 
• Current availability 
You will be informed, if we do not have the 
requested quantity in stock. You will be informed 
about the best possible shipping dates, when you 
receive an order confirmation from Martin 
Professional. 
 
• ”Sales multipla” appears on some products, 
which means that you are required to buy a 
minimum number of the particular product. The 
system will automatically inform you about this. 
 
• The Order pool function makes it possible for 
you to save the items in your shopping cart 
without completing the order. Later, you/or a 
colleague can: 
 

1. Complete the order, add/delete items to 
the order or  

2. Combine this with a new order.  
3. Delete the order  

 
Note: any price changes will automatically 
be updated on the saved orders.  

 
• Please click ”continue” to move to the next 
step. You can always go back and modify the 
order.  
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The ordering process

 

2. Delivery address 

 
Select a delivery address for your order.  
 
• Use invoice address:  
If you want the delivery address to be the 
same as your invoice address, you only 
need to fill out the invoice address. Then 
select “Use invoice address” in the drop 
down menu under Delivery address.   
This means that you do not have to add a 
delivery address.  
   
• Delivery address already saved:  
You can use the drop down menu to select 
a specific delivery address that has already 
been saved on your myMartin account (by 
our Customer Care department).  
Click on the delivery address, and the 
address will automatically be filled in for 
you.  
If you have other addresses that you regularly 
use, please contact our Customer Care dept. to 
have these uploaded to your myMartin account. 
 
• New/one time delivery address:  
If you want to enter a new one time 
delivery address, please select “New 
delivery address” and enter the address 
you want. 
 
Comments to the order 
If you have any special comments to the 
order, please write this in the Note box. 
The Customer Care department will be 
informed about any notes, before the order 
is processed and shipped.  
 
Once you have selected a delivery address 
(and written your comments), please 
click ”continue”. 
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The ordering process

 

 

3. Shipping 

 
When placing your order, you can select 
between a standard or express shipment.  
 
• Standard 
• Express 
 
Note: You can only select one shipping method 
per order –this includes combined orders (with 
products shipped from both Denmark and the 
Netherlands). 
 
 
Special agreements, Ex-Works customers. 
If you have an Ex-Works agreement with 
Martin Professional, then you will be asked to 
select a ”Pickup” shipping method on all 
products shipped from Venlo, the Netherlands.  
Please remember to advise Venlo of loading 
date at least 24 hours prior to arrival. 
All products shipped from Frederikshavn, 
Denmark, will be shipped Standard or Express. 
You will be asked to select one of these 
shipping methods on all spare parts orders.  
 
 
When you have selected the shipping method, 
please click ”continue”. 
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Prepayment Customer 

•If you are a prepayment customer, 
your last step in the ordering process 
will be to pay with either credit card 
or make a transfer. 
 

•When you pay with a credit card, the 
order will be confirmed on the same 
day by the Customer Care dept. You 
will receive an order confirmation with 
the best possible shipping dates.  
 

•When making payment by transfer, 
please use the Note box to inform us 
about the time/date that you plan to 
make the transfer.                                
You will receive an order confirmation 
with the best possible shipping dates 
once the transfer is made and has 
been confirmed by our finance 
department.  

Invoice Customer 

• As an Invoice customer, you 
have a regular invoicing 
agreement with Martin 
Professional. However, you are 
also able to make a prepayment if 
you prefer.   
 

•If your account is not overdue, 
Customer Care will send the order 
confirmation as soon as possible. 
 

•If your account is overdue, 
Customer Care will send the order 
confirmation as soon as you have 
made the required payments and 
the account is no longer overdue. 

The ordering process 
 

 
 

 

 

 

 

 

 

 

4. Payment 

 
How to pay for your order depends on 
your individual agreement with Martin 
Professional. 
 
• Prepayment customer 
If you are a "prepayment" customer 
(under the terms of our agreement),  
you will be asked to pay by credit card or 
transfer by your bank.  
 
o Credit card payment: If you pay by 

credit card, your order will be 
shipped at the best possible shipping 
date.  

o If you pay by bank transfer: 
Please note that there may be a 
delay in shipping your order. It can 
take 1-3 weeks, before the bank 
transfer is confirmed. 

 
 
• Invoice customer 
As an invoice customer you will be asked 
to select your preferred method of 
payment. You have the following two 
options:  
o Invoice 
o Prepayment (read info described above) 
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The ordering process 

 

 

5. Confirmation 

 
The last step in the ordering process provides 
you with the full price including the freight 
costs and taxes.  
 
Please check all the details to make sure that 
everything is correct.  
 
• Remember to tick the box to show that you 
have read and understand the conditions of 
sale.  
 
 
 
 
 
 
 
When you have accepted the sales conditions, 
please click ”continue” to complete your order. 
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Customer Center 

 
  

Company 

The master data of your company is 
added to your Martin Professional 
account. The master data includes the 
invoice address of your company, 
contact persons linked to your Martin 
account, the name of your internal 
administrator (if any) and myMartin 
access limitations. You can find the 
master data of your account under 
Company account. 
 
User account: View and update your 
own data – e.g. name, e-mail, phone 
number, username/password to 
myMartin etc.  
 
Company account: Here you will find a 
list of all the employees at your 
company, who are linked to your Martin 
Professional account. You can also find 
your alternative delivery addresses 
linked to the account (if any).  
 
User management: This feature is 
only available for the Administrator of 
your account. You can delete and add 
new employees to your account and 
then give access limitations to them on 
myMartin.  
We strongly recommend that you 
appoint an account administrator. If you 
have not already done this, please 
contact our Customer Care department.  
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Customer Center 
       

 

My Price list 

Depending on your access limitations, 
it is possible to print/download price 
lists that include list prices or/and net 
prices for Martin Professional 
products. Select how you would like to 
receive it: 
 
Grouped order:  The list of products 
is organized in the same way as the 
product catalogue. It is beneficial for 
those who would like to view groups 
of products such as finished goods, 
accessories and spare parts. Links to 
product groups are also provided.   
 
Numerical order:  Perfect for 
updating prices in your system and for 
those who are already familiar with 
the Martin Professional numerical 
system.  
 
It is possible to receive both the 
numerical and grouped price lists in 
PDF or Excel format.  
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Customer Center      

 
  

My Quotations 

If Martin Professional has sent any 
quotations to you, please find these 
under myQuotations. 
 
 
 
To confirm quotations just click on 
“Go to confirmation”.  
You will then be able to add your 
delivery address and PO number.  
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Customer Center 

 

My Orders 

You are always able to check all your online 
orders and their status. The order will 
change status from ‘unconfirmed’ to 
‘confirmed’ when the Customer Care 
department has sent the order to the 
warehouse in Frederikshavn, Denmark (all 
spare parts orders) or to Venlo, Netherlands 
(all finished goods orders).  
 
When the order is confirmed, you can click 
on the order to get detailed information on 
the order; e.g. order confirmation, delivery 
note and invoice. 
 
Order details  
You can find specific order information here, 
for example: 
 
- Shipping dates? 
- Shipping method? 
- Which warehouse is the product sent from? 
- Booking number? 
- Etc. 
 
Order documents 
You can reprint the order confirmation and 
invoice of all orders. You can also check the 
status of the order. 
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Customer Center     

 
 

  

My Finance 

If the Administrator of your account 
(an employee from your company), 
has given you access to this feature, 
you will be able to download your 
Statement of account.  
 
 
Slettet Afsnit… 
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Customer Center     

 

 

My Support 

Under Customer Center -> 
mySupport you can find all relevant 
legal documents, User manuals for 
myMartin, FAQ and Contact details 
for Martin Professional.  
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Miscellaneous 
 

         

 

        

 

 

When will the orders be sent? 

 
• The shipping process has not 

changed. You will experience the 
same ordering procedures as 
normal.  
If the items are in stock and the 
order is made before 11:59 a.m. 
(local time, Denmark) we are 
able to ship the same day. 
(Note: if you are asked to make 
payment, this must be done 
before we can ship your order.) 
 

• If you want the order shipped on 
a specific date, please write this 
in the Note box on the order. 
Our Customer Care department 
will then process your order 
accordingly.  

Login details 

 
• You are responsible for 

maintaining the confidentiality of 
your username and password, 
which are your personal login 
details. Any use of your login 
details, whether authorized or 
not, is the responsibility of you 
as the user. Martin Professional 
is not responsible or liable for 
any unauthorized use. You agree 
to immediately notifying Martin 
Professional if you suspect any 
unauthorized use of your login 
details. 

Questions, comments or ideas 

 
• We would very much like your 

comments and ideas regarding 
myMartin!  

 
• We are always available to answer 

any questions that you may have.  
 

• If you have any questions, 
comments or ideas on how to 
improve myMartin, please feel free 
to contact Martin Professional at: 
mymartin@martin.com  

 

mailto:mymartin@martin.com
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