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Order on your own 
terms…

Browse products, pricing and place orders at a time and place that 

suits you with MGA’s B2B Portal. 

With shopping lists, order histories and intuitive design, placing your 

order with us has never  been easier. 

Your use of the site is supported by this user  guide and our dedicated 

support team, please  get in touch should you have any questions  or 

queries. 

MGA Support

Email – B2BEU@mgae.com



Your personalised home page will give you instant 

access to popular areas of the site and is where you 

access the 'Order Now' and 'My Account' areas.

Logging In
Email from the MGA B2B Portal

❑ Your Username will be your email address

❑ By clicking the link in the body of the email, you will be taken to the ‘Change your password’ screen

❑ Login

We will send you an email containing your user ID and a link to create a password. 

Keep an eye out for this email and check your trash and junk folders if you haven’t received it.



Your Home Page

Your personalised home page will give you instant access to popular areas of the site and 

is where you access the 'Order Now' and 'My Account' areas.

My Account Page

Account details 

View and edit your stored information. 

My history 

View, review, retrieve and repeat orders. 

Security settings 

View and edit personal information. 

Customisation 

Change how you show prices. 

My reports 

View order analysis of order history. 

My order pads 

Create and amend your saved pads.



Welcome Back

Order Now Page
Your order now page contains a number of tools and links to 

make ordering easier…

Quick order pad 

Place an order quickly using product 

code. 

Useful tools 

Links to useful site and account tools.

Saved order pads 

View your saved pads. 

Recent purchases 

See your recent order history.



Quick Order 

Pad

You can now quickly place your orders if you have the product codes to hand using the ‘quick order pad’ found 

in the ‘order now section’. 

Simply…

❑ Type product code

❑ Define ‘Quantity’

❑ Once completed, click ‘Order now’



Saved Order 

Pads

‘Order now’ gives you quick access to...

❑ Lists you have created

❑ A list of items you have previously ordered online 

❑ The supplier list 

This is all the products you have ordered from  MGA in the last 60 days 

online.

To create and amend order pads 

❑ Click ‘My account’ 

❑ Click ‘Company Order Pad’

Navigation & 

Search

Navigation 

You can browse through your product 

catalogue  using the top line navigation 

menu, present  throughout the site. 

Search 

If you know what you’re looking for, you can  

search using the search bar, found across 

the site. You can search by part or full 

words or by  product code. 

Once the product you are searching for has  

appeared in the drop down you can select it  

and click to view or click the magnifying 

glass  to perform a full search. 



Filtering 

Products

When you are viewing the product 

catalogue, extended search filters 

show on the left-hand side.



Adding to Basket

The Qty box will show you the minimum 

quantity and the order increments you can 

purchase in.

Once you have found the product you are looking for you 

can add the product to your basket in two ways.

❑ In ‘Quick view’ search 

❑ Input your desired quantity 
❑ Click ‘Add to basket’ 

❑ Click 'Product name' to view full 

product details 

❑ Input your desired quantity 

❑ Click ‘Add to basket’

Check for any warning messages



Basket You can access your basket at any time by clicking the ‘shopping cart’ icon.

It will show you a quick view of your basket where you can quickly amend quantities. 

It will also show a link to ‘View basket’. 

Clicking this allows you to view your basket in full  and begin the checkout process.



Basket
Viewing your full basket gives you a number of additional options including…

❑ Input a purchase order reference, this is a mandatory field

❑ Save your basket as an order pad

❑ Export your basket to excel

❑ Save you basket to complete checkout later



Checkout

Once you have reviewed your basket, to place  

your order...

❑ Select ‘Proceed to checkout’ 

❑ Review Delivery details 

❑ Accept ‘Terms and Conditions’ 

❑ Review Order

❑ Click ‘Submit’



Use it on your 
mobile device…

Use it on your 
tablet…



Help

Keep in Touch

If you experience any issues accessing or using the B2B website, or you require further assistance 
beyond what is covered in this guide, please get in touch with us using the email below. 

Our team will be happy to help.

Email B2BEU@mgae.com

mailto:B2BEU@mgae.com

