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WELCOME TO SUNEX DISTRIBUTOR PORTAL
This user manual will cover all the screens and functions of our site.

MAIN SCREEN:
Welcome message.
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LOGIN SCREEN:
This is your login screen to give you access to our site. You will use your email address as your login credential. Below 

you can see how to register your email address if you have not already.

When you click on the “Register” button, you will come to this screen. You will need your Sunex account number as well 

as a work email. You cannot user a personal email address ( ie Gmail, msn, Hotmail, etc.).

Please enter your account number, email address, password and select what type of user you are by selecting from the 

list of radio button options then click “Create Account”
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If you forget your password, simply click the “forgot password” link on the login page and you will get this screen. You 

just enter your email address and click “Submit” and we will email you your password.

Once you log in successfully, you will sent to your “My Account” page.  This page will list your account information as 

well as a list of email addresses allowed to access the site under your account.
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MANUAL SCREEN:
This lists all of our tools with links to open a pdf copy of the manual. You can print or download the manuals 

from the site.

You can use the filter option to go directly to the tool you are looking for. Simply key in what you want to look for (ie 

‘impact’) and the list will filter out all tools that contain that information. This filter is on all of our screens 

that contain lists.
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SERVICE CENTER:
This option contains a pdf of our current service centers and their contact information.
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BUY PRODUCTS: 
You can browse our items listings by category ( including service parts ), check inventory levels as well as item specs 

and add items to your shopping cart to purchase.

The item details will provide 
you with the description, 
price, stock on hand, and 
other dimensions



8

ORDER INQUIRY SCREEN: 
This will show you all of your orders in our system. The pending tab is for orders submitted from our portal.

The “Open” button shows you open order in our ERP system that have not shipped yet. The “Confirmed Orders” button 

shows orders that are ready to ship in our ERP system. The "Shipped Orders" button shows which orders have 

shipped. You can click on the order number on the left of the screen to see the order details.
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SHOPPING CART: 
You can get to your shopping cart at any time by clicking on the cart icon on the top right of your screen. The cart icon 

show you the number of lines you have added to your cart. The shopping cart is unique to your account and 

your email address.
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SUBMIT SHOPPING CART:
When you submit your cart, you will see need to key in the shipping information. For your convenience, we have the 

option to save your shipping information for later use. That information is stored in your Address Book. You can main 

your address book by clicking on the “Maintain Addressbook” button.
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ADDRESS BOOK DETAIL:
You can review addresses here and click “select” to modify or delete an address.
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EDIT ADDRESSES:
You can change address information and click “Update Address” or click “Delete Address” to remove old addresses.
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This lists all of our tools with links to open a pdf copy of the manual. You can print or download the manuals 

from the site.

You can use the filter option to go directly to the tool you are looking for. Simply key in what you want to look for 

(ie  ‘ ’) and the list will filter out all tools that contain that information. This filter is on all of our screens 

that contain lists.
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You can use 
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SHIPPING DISCREPANCY: 

nter Shipping Discrepancy details on this screen.  Add 
one line at a time and click “add line”.  When finished click ”submit” . This will notify our 
warehouse and customer service to get it resolved.

You can enter a shipping discrepancy for any Overage or Shortages on your shipments.
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SERVICE CENTER:
This option contains a pdf of our current service centers and their contact information.
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INVENTORY FEED
The Sunex Inventory Feed is updated everyday at 4:00pm EST. By clicking on the arrow you can download an Excel 
file showing the item number, description, quantity on hand, and the last time the inventory was updated. 
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Contact Us:
Our contact info can be accessed through the link at the bottom of the page.
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Survey:
We would love your feedback! A user experience survey is available through the link at the bottom of the page
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LiveChat:
You will be able to chat live with a customer service representative through the LiveChat function located on 
the bottom right corner of the page
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