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HOW TO: connect to the Trovac Portal

Trovac portal login steps
 
Dear Partner, 

We are pleased to present to you our new trovac.com platform. 

In this tutorial, we will walk you through how to log into your dealer account.

1. First you will have to go to the Trovac portal (trovac.com) 

2. You will need to select Customer Account which is located in the upper right corner of your screen.

You will be able to log in either with your login information, email and password or through your Google 
or Facebook account. 
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If you are a new user, you have received your temporary password by email from Trovac. 

- Be careful to check your junk mailbox.

- Otherwise, we invite you to contact us. A member of customer service will be happy to assist you.

3. Finally, select Sign In.

You will arrive on your dashboard which is your home page. 

Here you are, you are now connected to your Trovac dealer account!

You can also use the Forgot Password function to receive instructions 
to reset your password.

4



OVERVIEW: of your dealer account

Overview of your dealer Trovac account
 
The dealer account is an essential tool to manage your purchases and access our products anytime. 

By accessing your dealer account, you can:  

•	 See your invoices online.  

•	 Create a claim.

•	 Consult and get various marketing tools. 

•	 Manage your account and your payment methods.

In this tutorial, we give you an overview of your dealer account. Once logged in, you will first have access 
to your dashboard. 

When you click on Dashboard, you will see in the centre of the screen: 

Account Information (1), Address Book (2), Previous Orders (3) and My Contacts (4).
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In the menu, at the top left, you will find the following categories: 

1. Point of sale: To see the list of your stores displayed in 
search engines.

2. Claims: To see your latest claims, or to create a new 
one.

3. Technical support: If you have any problems 
navigating this interface.

4. Mes adresses ou Canet d’adresses : To modify 
your address or define additional delivery addresses  
(warehouses for example).

5. My orders: To view your order history and reorder.

6. Toolbox: To have access to various practical files or 
various local marketing tools that you can download in 
PDF version.

7. Logout: Allows you to log out of your dealer account. 

8. My Bills: To view your latest invoices. 

We just took a quick tour of your dealer account together. 
Would you like to learn more? To get more details on each of the different 
categories, just click on the titles above. You will be directed to new pages.
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OVERVIEW:  explore the dashboard

Dashboard - Trovac Portal
 
To access it, you must first be logged into your dealer account.   
 
Once logged in, in the left menu, select Dashboard.  
 
In the centre of the screen, you will see four boxes with the following titles:  

1. Account Information

2. Address Book

3. Previous Orders

4. My contacts
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1. Account Informations

This is your contact information on file, that is, your first name, your last name and email address. 
 
It is possible to modify them at any time, by clicking on Edit (A).  
 
This is also where you can change your password, using the change password function (B). 
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2. Address Book

This is where you can manage your addresses.  
 
Here you will find confirmation of your shipping address and your billing address.

You can make changes or add a new one, using the Edit address option (A).
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3. Previous Orders

In this section, you have access to orders that have been placed from your dealer account only. Two 
actions are available in this part of your account. 

A. Check old orders, by clicking on View order. 
	 a. You will be directed to the My Orders category. 

B. Reorder, by clicking on the button with the same name.  
	 a. The order will be automatically added to your shopping cart and you will be directed to this                	
	     page at the same time.

4. My contacts

This section acts as a phone directory. You will find the contacts you interact with most often at Trovac. 
Your representative or customer service representative, for example. 

NOTE: it is not possible to add a contact. The contacts saved in your Trovac account will be synchronized 
automatically thanks to our web platform. 
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HOW TO: order online 

See how to place an order online and view your order history as needed.
 
To access it, you must first be logged into your dealer account. 

A. Search

To access the list of available products and find out their availability, you must search for the item that 
suits you by using the following two options:  

1) The main menu in which all the products have been classified by category (1).

2) Use the Search (2) function, identified by the magnifying glass, located at the top right of your screen.
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HOW TO DO: a search

Click on the magnifying glass to bring up the search bar.

Then type in the search bar the product code, a keyword or a phrase describing your subject 
among the most specific or appropriate.

•	 Usually, capital letters and punctuation are not required.

•	 Our search engine ignores small words like “the, and to,” etc.

Example of a search with a product code 

Example of a search with a keyword 

Press the Enter button on your computer keyboard.  
Then access your results.
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B. Order a product

	 A) View the product sheet of the item.

At any time, you can look at the product sheet and to confirm whether it meets your expectations using 
descriptions, illustrations and various technical characteristics. To do this, you need to click on the 
product image.  

To add the selected item to your shopping cart, you will need to:

	 a. Select the item you want to order. 
	 b. Click on the add to cart (2) function.

Repeat these steps for each product until your order is complete. 
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At any time, it is possible to see the content of your cart or to modify it.

o do this, click on the cart at the top right of your screen. Then, a small window will 
appear, it is about the selection of your items.

To make a change, you can:  
	 A. Directly modify the number of items in the Qty section, directly entering the         	
	 desired quantity (A). 

	 B. By clicking on the mechanical wheel icon [(modify order) B]

To delete an item:  
	 C. Click on the trash can icon (C).

To access all the contents of your cart: 
	 D. Click on View and edit cart (D).
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C. Access your cart

If you click on View and modify your cart (D), you will see in the centre of the screen:   
 
Cart (1), Promotional Code (2) and Summary (3). 

Through these sections, you will be able to: 

1. Shopping Cart

	 A. To modify or delete an item by selecting the appropriate buttons (A). 

	 B. Directly modify the quantity you wish to order for each item (B). 

		  a. If this is the case, be sure to click Update shopping cart, so that the correct quantities 	
	                   and amounts are displayed there (C).  

2. Promotional Code

Enter the promotional code in the row below to take advantage of your discount.

	 A. Click on Apply promotional code (D).

3. Summary

Quick overview of the different amounts applicable to your order (taxes, delivery costs, total invoice 
amount).  
 
When your purchases are finished, check the cart one last time. If everything is correct, click on 
Proceed to checkout (E).
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D. Finalize your order

You are now on the Delivery page, where you will need to confirm the information necessary to place the 
order and the delivery itself.

You must indicate the Shipping method (A) of your last purchases and, if applicable, indicate the 
Shipping address (B). 

When done, click Next (1).

At any time it is possible to view the contents of the cart again or to modify it.

Click on the small arrow (V) on the right side of the screen, in the Order Summary box.
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You are now on the Review and payment page.

Billing address (1):  This address will 
appear on your invoice.

Comments (2):  To add a comment to 
our customer service team or distribution 
employees.

Other information (3): To indicate 
additional information to our team 
regarding the preparation or shipment of 
the order.

Payment method (4): To choose how you 
want to pay your bill.

Order summary (5): This section will 
confirm all the conditions of purchases and 
will detail the amounts to be paid for your 
order (taxes, delivery costs, etc.).

Ship to (6): This section indicates where 
the order will be delivered.

Delivery method (7): This section 
indicates how you order will be delivered 
and at what speed.

If the information entered is incorrect, make the desired changes and review your order summary again.
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Select your payment method (A).

Finally, click on Place Order (B) to complete your purchase.

Once your order is confirmed, you will receive the transaction confirmation number. This confirmation 
is also sent by email to the default address initially listed in your profile.

We recommend that you save or print all documents useful for tracking the order or resolving any 
problem.
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HOW TO: create a new claim 

To access it, you must first be logged into your dealer account.

Once logged in, in the left menu, select Claims (1).

Then click on the Create a new claim button (2).
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The fields to be filled in will appear. Those with red asterisks are mandatory(*).

You will need to provide: 

GENERAL INFORMATION SECTION

a. Your authorized dealer number (in other words your Trovac store 	
     number) *

b. Your store name*

c. Your store phone number including the area code*

d. Your return number (RMA) 
	 i. This number has been confirmed to you by a customer 	
	    service representative if you have previously called Trovac.

RETURN SECTION

e. The date of receipt (year month date) * 
	 i. Click on the calendar icon (to the right of the box) to select 	
	    the correct date more quickly

f. Customer name*

g. Date of purchase* 
	 i. You can repeat step a.i. above.

h. The part number(s) 

i. The serial number of the device*

j. Give a short description of the part. 

k. Specify the defect in the product which is the cause of the return. 	
    Feel free to add relevant details.*

Finally, you can add an attachment to your claim, for example a 
photo or a copy of the invoice. 

l. Click on the Choose file button and select the right file from your 
computer.  
	 i. JPG, PDF and GIF formats are accepted.

Once the sections have been completed, click on Submit (1). 

You will then receive a message acknowledging receipt oy our claim request.
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BILLING: View my invoices 

Once registered with your dealer account, you will be able to access your invoices online.

View my invoices online 

You can quickly and easily access your invoices online in your dealer account and see the balance at a 
glance.

1. To access it, you must first be logged into your dealer account. 

2. Once your session is open, in the left menu, select My bills (1). 

3. Click on View (2) to access, download or print your complete invoice.
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4. Click on PDF Invoice to download it.

NEED HELP TO BETTER UNDERSTAND YOUR INVOICE?

Please contact a customer service representative who can assist you and answer all of your 
questions in detail.

To change your default billing address,  
Please contact our customer service directly.
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HELP CENTER 

Do you have connection problems? Questions? See how we can help you.

Help Center 
 
Do you need support? 
During our customers service hours (8 a.m. to 5 p.m. EST), you can chat live with a customer service 
representative who can answer your questions or assist you to finalize a transaction.

Outside of these hours, please refer to technical 
support (3) [which can be found in the dashboard 
menu, on the left of your screen].

DO YOU HAVE OTHER QUESTIONS ABOUT THE TROVAC PORTAL?

GENERAL OVERVIEW
•	 Dealer account
•	 Dashboard

PROFILE
•	 I lost my password
•	 Change the email address linked to the 

account
•	 Change the billing address

ONLINE ORDER
•	 How can I modify my cart

BILLING
•	 See my invoice
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Forgot your password 
 
To do this: 
1. Go to the Customer account section of your Trovac portal.

2. Click on Forgot your password?

A. Enter your email address.

3. Click on Reset my password.

Then check your inbox. You will receive an email at the address provided, which will contain a link that 
will allow you to reset your password. Then follow the procedures that will be provided to you.
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