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1 Introduction  
 
Welcome to Schweigen Pro Forma Portal (https://proforma.schweigen.com.au) 
 
This ecommerce portal is designed for the exclusive use of our valued retailer partners and 
their staff, to purchase pro forma products from our catalogue/s, simply and securely.   
 
Upon login, you will have access to all inventory, promo, pricing and payment terms available to 
your business.  
 
All orders are completed in real-time and captured on our ERP system. 
 
It is designed to be user-friendly, and only basic computer literacy is required for its use. 
However, please do not hesitate to write us at proforma@schweigen.com.au should you 
require any assistance. 
 

https://proforma.schweigen.com.au/
mailto:proforma@schweigen.com.au
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2 Logging In 
 
Please use your email address and the assigned password to Login. 
 
Click Forgot Password to get a new one emailed to you from proforma@schweigen.com.au.   
 
Do check your spam or junk filter if this does not appear in your mailbox. 
 
 

 
 
 
Contact proforma@schweigen.com.au should you still not be able to retrieve your account 
credentials. 

mailto:proforma@schweigen.com.au
mailto:proforma@schweigen.com.au
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3 Account Management 
 
This section deals with the administration of user accounts and company details on file and in 
use by the portal. 
 

 
 
 
3.1 Account Overview 
 
The Account Overview page identifies the Organisation, Name and Email Address you are 
logging in to, and transacting as. 
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3.2 Edit Account 
 
Edit Account lets you amend the Company Details on file. 
 

 
 
 
 
3.3 Change User Details 
 
Change User Details lets you amend details for the account you are logging in with. 
 
 
3.4 Change Password 
 
Change Password lets you amend the Password for the account you are logging in with. 
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3.5 Manage Logins 
 
[ADMIN FUNCTION] Admins can add/edit/delete accounts for all users that need access to 
transact on the portal on the store’s behalf. To start, click Manage Logins and Add New User. 
Supply user details as instructed on screen. 
 

 
 
 
In the User Group above, Admins can define if a new user is an Admin or Standard User. Only 
Admin Users have the authority to manage Logins and the Salesperson dropdown menu that 
appears during checkout.  
 
When done, simply click Add New Login at the bottom of the form, and the new user may login 
immediately with his/her email address and password assigned by the Admin.  
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3.6 Manage Addresses 
 
This lets you amend Addresses that have been saved for easy retrieval and use in the checkout 
process. This would typically include your store and/or warehouse’s delivery address. 
 
To add a commonly used Delivery Address for easy selection during the Checkout process, users 
may click Add Delivery Address and populate the necessary details. Click Create Address when 
done. 
 
 
3.7 Salespeople 
 
[ADMIN FUNCTION] Admins can create and manage Salespeople that appear on a dropdown 
menu for selection during the Checkout process. 
 
At least ONE Salesperson needs to be created, before you can start ordering. 
 
To add a Salesperson name for display and selection during the Checkout process, click 
Salespeople and populate the necessary details. Click Add when done. 
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3.8 Schweigen Referral Sale 
 
A Schweigen Referral Sale has been added to the Salesperson dropdown list during checkout. 
This option is meant to be used by Schweigen Account Managers when putting in a pro forma 
referral sale on behalf of the store. Sales Correspondence for such orders will display 
“Schweigen Referral Sale” where the name of a Salesperson will typically appear 
 

 
 
Schweigen will facilitate customer payment for such orders through the portal via credit card or 
bank transfer. You will receive related Sales Correspondence via email. and any applicable 
rebates/commissions will be credited to your store at the end of each month. 
 
Account Managers putting in a Referral Sale order may also credit the name of any Salesperson 
from the store who put the customers through to them. The name of the Salesperson may be 
entered into the box titled <Delivery Date & Instructions> during Checkout, along with any 
other details or instructions. 
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4 Product Search  
 
4.1 Search Bar  
 
The Search Bar is located below the brand logo on the top left. Simply type in the model you 
seek and click the magnifying glass to search and display the results. 
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4.2 Brand Toggle 
 
Brands are easily accessible from the same menu on top left. Click to view all Brands available 
to you, and select one to view all product categories within. 
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4.3 Side Nav 
 
Product Categories are easily accessible from the same menu on top left. Click one to view all 
products within your category of choice, sortable by Product Name/Code and displayed in your 
view of choice. 
 
Currently, Schweigen X has just Undermount Rangehoods available. Schweigen Design has both 
Islands and Wallmount Rangehoods available. 
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4.4 Request Info 
 
Got a question about a particular model? Click Request for Info on the product listing and send 
your queries through the form provided. Schweigen will get back to you as soon as they can. 
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4.5 Add to Favourites 
 
To add commonly searched or popular items to your Favourites folder, click Add to Favourites. 
 

 
 
And they will always be accessible from the Favourites folder on your Account Menu. 
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5 Creating a Quote  
 
5.1 Create Quote  
 
When you’re ready to create a quote with the items you’ve added to your shopping cart: 

- Click Shopping Cart at top right 
- Click Create Quote 

 

 
 
A pop-up box will appear to inform you that this Quote will always be available from Quotes in 
your Account Menu. 
 

 
 
Quotes are only valid for 14 days from the date of their creation and subject to stock availability. 
Promotional terms and conditions apply for time-limited sale/discounted items. 
 

- Enter Customer Details as prompted in the form fields overleaf 
- Click Save Changes when done 
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Click Close to stop or Save Changes to complete.  
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5.2 View Quote  
 
The new created quote is accessible anytime by clicking Quotes on your account bar.  
 
From the Search Quotes tool bar, quotes are searchable by Customer Name, Quote ID or 
Salesperson. 
 
 

 
 
Click to View or Remove (delete) your selected Quote 
 
 
 
5.3 Print/Email Quote  
 
Click Quotes on your account bar. Find your Quote of choice and click View. 
 
Click Print to send to your printer for a hardcopy or Restore to Cart to make it the active cart to 
complete your checkout. 
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To email the quote to your customer, enter his/her email address in the cell beside Email Copy 
and complete the Verification Code. The designated admin of your account will always receive a 
copy of the quote you send your customer. 
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6 Making a Purchase 
 

6.1 Add to Cart 
 
When you’re ready to make a purchase, first select a Filter or Colour Option, and specify 
number of units when prompted, before clicking Add to Cart. 
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The filter or colour option will be captured in the name of the item purchased. It will also reflect 
in the Order Confirmation emails and related documents. 
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6.2 Quick Order 
 
If you have the exact product code on hand, you may click Quick Order, input the model 
number and specify the quantity to quickly add to your Shopping Cart. 
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6.3 Check Out 
 
When you’re ready to make payment on the selections in your cart, click Shopping Cart on the 
top right of your screen. 
 

 

Check that the Quantity and Product Code of the item/s in your cart is correct. Modify as 
necessary before clicking Checkout.  

 
 

In the event that you can and need to purchase items from different brands, please complete 
the transaction for all items in one brand first, before switching to the other to complete 
purchase of the rest. You will get a reminder in red when attempting to check out items from 
different brands in the same cart. 
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Step 1) Address 
• Select the name of the Salesperson to whom this sale should be attributed to. Please 

speak with your admin if one has not been created for selection. 
• Enter Purchase Order number. If none is provided, the system will auto-generate one. 
• Store Details should be auto-populated with details on hand. Enter anew if not. 
• Under Shipping Information, select from list of stored addresses or enter anew. 
• Click Save Address if this is a new one that will be commonly used in future.  
• Enter preferred delivery date and notes in the Delivery Date & Instructions box. 
• Customer Details should appear if the cart has been restored from a saved quote. 
• Click Continue when you’re ready to move on to Freight. 

 

•  
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Step 2) Freight 
• Check Shipping Address 
• Review Home Delivery Policy 
• Select desired Freight Option  

o Charges for Home Deliveries are auto-appended based on postcode of delivery 
address supplied (FOC if in Metro areas, $80 otherwise – excluding areas we 
don’t currently deliver to) 

• Select from the Payment Methods available to your business: 
o Credit Card refers to either the store’s or the customer’s credit card. This 

payment method gives stores the ability to accept partial payment (minimum 
20%) of the total due. The portal auto-calculates the minimum sum. This may be 
manually edited to a higher sum as required. 

o Direct Deposit refers to funds transfer from either the store’s or customer’s bank 
accounts 

o Payment in Store refers to payments paid to and collected by the store - inclusive 
of payment via cash, credit card, gift cards and financing arrangements. 

o On Account refers to existing bank arrangement between Schweigen and store. 
 

 

https://proforma.schweigen.com.au/documents/Schweigen%20Home%20Delivery%20Policy%20v6.pdf
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Step 3a) Payment by Credit Card 

• Review order details 
• If you need to go back a step to make edits, click Address or Freight 
• If not, enter card details and click Pay Now 
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Step 3b) Payment by On Account or Direct Deposit 

• Review order details 
• When ready, click Place Order 
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6.4 Making Balance Payments 
 
Under Order History, select Previous Orders.  
 

 
 
Click Order ID to see payment details under Notes. Call 1300 881 693 (select option 2 or 4) with 
customer’s credit card details when you are ready to pay the balance amount. 
 

 
 
Alternatively, you may also wire the money to our bank account (BSB: 0331181 | Account 
number: 390407) - referencing the Order ID for tracking. 
 
When the item is shipped, the corresponding tax invoice will appear, paid in full, under Order 
History/Invoices.  

tel:1300881693
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7 Tracking Orders 
 
To retrieve past orders, click Order History on your Account Menu. Select Previous Orders and 
click the Order ID of choice to view full transaction details.  
 

 
 
Alternatively, click Invoices and select the Invoice# of choice to view and print as required. From 
here, you can filter to view just Invoices, Credits or Invoices & Credits. 
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8 Logging Out 
 
For security reasons, please remember to and keep your login credentials safe, and  
log out from the portal each time you’re done.  
 
 
 
 
 
If you encounter issues that are not addressed by this user guide, or have any questions, 
please contact your Schweigen Sales Rep for additional support, or write us at 
proforma@schweigen.com.au. 
 

mailto:proforma@schweigen.com.au
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APPENDIX 
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