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1.1. Log in via the website or webshop 
 

 

Visit our ordering and information portal MijnFTG by clicking on the MIJNFTG button at the top right of the 

website facilitytradegroup.nl (fig1) or the orange login button on our web portal webshop.facilitytradegroup.nl 

(fig2). You will now arrive at the login page. 

1. Log in 

1.2. Login page 
 

After pressing one of the orange buttons at the top right of the page, you will arrive at the screen below. 

Enter your email and password under the heading registered customers and click on log in.  
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2. Order portal – Webshop 

2.0. Order 
 

To order, you must fill your shopping cart with the desired products. You can do this in several ways: 

• Navigate through the categories 

• Search via the search bar 

• My order lists 

 

Navigate through the categories 

 

To order you can look up the desired items via the product categories next to the search bar. When you have 

found the item, select the unit, quantity and click on Add to Cart (Dutch: Winkelwagen). If you want to order 

this product more often, you can press the add to order list button (Dutch: Voeg toe aan bestellijst). 
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Continued Navigate through the categories 

 

The item has been added to your shopping cart if there is a number above the shopping cart (Dutch: Mijn 

winkelwagen). 

 

 

Search bar  

 

Do you have an article name or number to hand? Then you can easily look up the article via the search bar. It is 

also possible to search by brand or description. 
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My order lists 

 

You have the option to create multiple order lists. From here you can place orders quickly and easily. To compile your 

order list, you must add products to it. You have to follow these steps: 

 

Add products to order list 

Go to the product you want to add to your order list. On the right, below the Add to Cart (Dutch: Winkelwagen) 

button, you will see the Add to Order List button (Dutch: Voeg toe aan bestellijst). Then you can add this product to 

your desired order list or create a new list. When you add the product you will automatically end up on the order list 

and you will see that the product has been added to the list. You can then continue shopping or proceed to the 

shopping cart. 

 

 

 

 

 

 

 

 

 

 

 

 

 

My order lists 

When you log in to your account, you can go directly to your order list(s) (Dutch: Mijn Bestellijsten) via the menu. 

From here you can easily edit and update the list. Ready to place an order? Then you can choose to use the 

place the entire order list in the shopping cart or per item. 

 



 
 

7 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1. Place order 
 

When you have finished adding products to your shopping cart, click on shopping cart (Dutch: Winkelwagen). The 

screen below will then become visible. Here you click on place order (Dutch: Bestelling plaatsen). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shipping and delivery address 

 

You will now arrive at the next screen. Check the delivery address here and enter your own order number (Dutch: 

Bestelnummer) if necessary. You will find this on the order confirmation and your invoice. You can also leave your 

comments in the comments field (Dutch: Opmerking), such as shipping instructions. Then click next (Dutch: 

Volgende). 
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Payment method 

 

You will then arrive at the overview below. Once you have clicked on order (Dutch: Bestellen), the order will be 

processed by our Service & Support department. You will receive a confirmation of your order by email. 

 

 

 

 

 

 

 

 

 

 

 

 

 

HELP WITH ORDERING 

If you find it convenient for us to help you with your online order, 

please contact Service & Support on +31 (0) 88 505 46 66. 

We are happy to help you! 
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3. Information portal – MIJNFTG  

3.0. What information will you find in the information portal? 
 

My Account (Mijn Account)  

In the account overview you can see your account information in one overview. Here you will find, among other 

things, contact information, delivery address, billing address and recent orders. You also have the option to change 

your password here. 

 

My Order Lists (Mijn Bestellijsten) 

You can find your favorite products in My Order Lists. You can compile this list yourself. You even have the option 

to create and name multiple lists. 

 

My Order History (Mijn Orderhistorie) 

You can find your order and order history under My Order History. You can easily repeat orders. You see the entire 

order history of both online and offline orders placed. 

 

My Open Order Lines (Mijn Openstaande Orderregels) 

In this overview you will find a real-time overview of all products in backorder and open orders. 

 

My Consumption (Mijn Verbruik) 

Here you will find an overview of your consumption per product. Simply select the period (per month, quarter or 

year) or the value or volume of the products. Do you want access to multiple locations? That is also possible. 

 

My Invoices (Mijn Facturen) 

In My Invoices you will find an overview of paid and outstanding invoices. 

 

My Documents (Mijn Documenten) 

In my documents you will find an overview of important documents or agreements, such as end-user agreements or 

other agreements that have been recorded in writing between you and Facility Trade Group. 

 

My Request or Complaint (Mijn Verzoek of Klacht) 

You can submit a request or complaint here. Add a clear description and, if necessary, a photo or document. After 

sending you will receive a response from us as soon as possible. 

 

Information & Safety Sheets (Informatie & Veiligheidsbladen)   

Quickly find product and safety data sheets of products to which these apply. Would you rather just have an 

overview of the products you purchase? That is also possible. 
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3.1. My Account   
 

In “My Account” you will find the contact details, billing address, delivery address and associated time window and 

an overview of the most recent orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Password 

You can change your password yourself by clicking on “edit (Dutch: 

bewerken)” or “change password (Dutch: verander wachtwoord)”. 

Don't forget to save the changes. It is not possible for you to 

change the “name” and “company” fields. You will need the help of 

our Service & Support department for this. This department can be 

reached via telephone number: 088-505 4666. 

 

 

 

 

 

 

 

 

 

 

 

Account information, password and delivery address 

 

 

 

 

 

 

 

 

 

 

 

 
Delivery address, days and time window 

Here you will find the standard delivery address known to us, delivery 

days and the associated time window. Please contact our Service & 

Support department to change the address, specify an additional delivery 

address or adjust the delivery days and associated time window for 

deliveries. 
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3.2. My Order Lists 
 

When you log in to your account, you can go directly to your order list(s) (Dutch: Mijn Bestellijsten) via the menu. 

From here you can easily edit and update the list. Ready to place an order? Then you can choose to use the 

place the entire order list in the shopping cart. Selection per article is of course also possible. 
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3.3. My Order History 
 

You can find your order and order history under “My Order History” (Dutch: Mijn Orderhistorie). You see the entire 

order history, both online and offline orders placed. By clicking on “Reorder” (Dutch: Opnieuw bestellen) you can 

easily repeat orders. It is possible to select a time period or search by an order number or a name of the order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

View order or reorder 

View the order in detail per order line or simply place the same order again by pressing “Reorder” (Dutch: Opnieuw 

bestellen). 
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Search by reference or order number 

With the filter “Your reference/Order number” (Dutch: Uw referentie/ Ordernummer) you can search for a specific open 

order. The filter behind this search bar is set to “contains” (Dutch: Bevat) by default, but you can also choose a value 

here. 

 

 

 

 

 

 

 

 

 

3.4. My Open Order Lines (Dutch: Mijn Openstaande Orderregels) 
 

In this overview you will find a real-time overview of all backorders and open orders. 

 

Search by item number or name  

In the “Article” (Dutch: Artikel) search field it is possible to search by article number or name. Downloading to CSV 

file is possible. 
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Per month, quarter or year 

Simply select the period relevant to you by choosing the year and 

quarter. Note: The period that can be selected runs from January 1, 

2022. It is not possible to show information for the period before 

January 2022. 

 

3.5. My Consumption (Dutch: Mijn Verbruik) 
 

In this overview you will find an overview of the products that you have purchased from us during a certain period.  

The location field is filled in by default with the name of the location/order debtor that is linked to the logged in 

contact person/user in our system. However, in the dropdown it is possible to also show other locations for which 

the contact person works. After the selection, the consumption of the selected location is visualized. It is also possible 

to clear the dropdown. In that case the list shows all locations. Indicate whether you want to see your overview in 

volume in pieces or in value (Dutch: Waarde) in euros.  Exporting to a CVS or Excel file is possible. 

 

 

 

 

 

 

 

 

Export XLS file 

Easily export to a CSV or XLS file. 
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3.6. My Invoices (Dutch: Mijn Facturen)  
 

In this overview you will find all invoices. As a logged in customer (or order debtor), you will only see the invoices 

that are linked to you as an invoice debtor.  The filter “incl. "already paid invoices" (Dutch: incl. reeds betaalde facturen) 

is turned off by default so that only outstanding invoices are displayed. When checking the filter, invoices that have 

already been paid are also shown. 

All invoices can be downloaded as PDF. 

 

 

 

 

 

 

 

 

 

 

 

 

Filter or sort 

Easily filter the overview by invoice date (Dutch: Factuurdatum), due date (Dutch: Vervaldatum) or sort by invoice 

number (Dutch: Factuurnummer). 

Note: The period that can be selected runs from January 1, 2022. It is not possible to show information for the period 

before January 2022. 

 

 

 

Advanced search  

With the filter “Order or invoice number” (Dutch: Order of factuurnummer) you can search for a specific invoice or 

(part of) the order number. The filter behind this search bar is set to “contains” (Dutch: Bevat) by default, but you 

can of course also choose a different value here. 
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Advanced search 

You can search for a specific document using the filter “Description or document number” (Dutch: Omschrijving of 

documentnummer). The filter behind this search bar is set to “contains” (Dutch: Bevat) by default, but you can of 

course also choose a different value here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.7. My Documents (Mijn Documenten)   
 

In this overview you will find important documents or agreements, such as end-user agreements or other agreements, 

that have been recorded in writing between you and Facility Trade Group. Publication of these documents can only 

occur if both parties have given their approval.  
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3.8. My Request or Complaint (Dutch: Mijn Verzoek of Klacht) 
 

This functionality gives you the opportunity to submit a request or complaint. Under Type, select whether it is a 

Request (Dutch: Verzoek) or Complaint (Dutch: Klacht). The First Name, Last Name and Email Address fields are filled 

automatically and are not editable. Request to fill in the remaining fields yourself.  After sending you will receive a 

response from us as soon as possible. 

 

 

 

Don't forget the attachment! (Dutch: Bijlage) 

 

Add a clear description and, if necessary, a photo or document. By clicking on the “upload button” it is possible to 

send a photo/document that you have saved elsewhere. 
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3.9. Information & Safety Sheets (Dutch Informatie & Veiligheidsbladen) 
 

If a product has product information or safety sheets, you will find this information in this overview.   

In the search field it is possible to search by item code, description or type. You can download the available document 

as a PDF.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Handy tool: Only show the products you have ordered before. 

 

By setting this field to “yes” (Dutch: Ja) you will see an overview of products with a VIB/PIB from the range that you 

purchase. 
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4.0. Approving orders and budget management (Dutch: Accorderen van orders 

en Budgetbeheer)  
 

These functionalities are optional and can be activated in consultation with your account manager.  

The “Approve orders” (Dutch: Accorderen orders) functionality makes it possible to approve orders that have been 

entered and prepared by a colleague. Depending on your internal approval/approval process, rights are granted to 

the various people within the organization.  

 

With the “Budget management” (Budgetbeheer) functionality it is possible to allocate a budget per location or per 

contact person. After orders have been placed, the costs are deducted from the predetermined budget. 

Ask your account manager for an explanation of this optional functionality. 
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Oops…….If this manual does not 

answer your question, we would of 

course like to hear from you. 

 

You can contact your account 

manager or our Service & Support 

department via +31 (0) 88 505 46 66 

or send an email to info@ftgroup.nl 

 

We are happy to help you! 
 


