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Thank you for using our webshop!

Our webshop is built for you! 

By using it, you will have some advantages over our traditional ordering process. The most important are:

1. A complete assortment to choose from

2. You can only book on availability, so less communication is needed

3. When you order online, you get an online confirmation in minutes. The products are reserved for you.

4. You can update your orders. You may increase, decrease or cancel your order. 

5. You can update the delivery week.

6. If needed, the Webshop supports you in booking the right substitutes

7. Easy re ordering. You can copy a historic order into a new order

8. You can order rooted surplus online

9. You can import your order via an Excel template

10. You can export your order data to Excel for an in depth overview

This webshop manual guides you through the way the webshop works and will touch all of the above topics, so you are ready to order online!

Team Dümmen Orange Webshop.

introduction
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My Dümmen Orange



Logging in It starts here
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Login via top right menu. Click ‘LOG IN’.
If you are still logged in, you can click the shortcut in the banner

Login with your credentials. 
You may use your customer 
number or email address. Click 
‘SIGN IN’

You can reset your password via 
‘Forgot Password’. You will receive 
an email with further instructions 
and you can continue in minutes.

Customers that want to apply for 
an webshop account can click 
‘Create account’. Normally, your 
account is already set up. 

When you login for the first time, you will be kindly asked to accept our terms and conditions:



My Dümmen Orange Menu options explained
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After you log in, you will land on My Dümmen Orange. There 
is a lot to see here. We will explain it step by step.

1. Account menu.

- MY ORDERS → overview of all your orders
- NEW ONLINE ORDER → you will be directed to the 

availability overview to start the ordering Process
- EXCEL ORDER IMPORT → Option to order via an 

excel import. This will be explained later in this 
manual.

- LOG OUT → logs you out

2. Main menu.
- ORDERS → overview of all your orders
- DOCUMENTS → search and download order 

documents. Now yet only for invoices
- DELIVERY ADDRESSES → overview of your delivery 

addresses where you can order for
- TERMS & CONDITIONS → Here you access our 

Terms and conditions

3. This is the Order overview, which will be explained on 
the next page.
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My Dümmen Orange The Order overview 
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This is the central overview where all your orders are listed. 

1. The Overview with all your orders with an history of 3 years. You can find 
all your orders here including the online orders AND the orders that 
customer service has booked for you

2. Via ‘DETAILS’ you can open de order to see all orderlines. Left to DETAILS 
you see the COPY ORDER icon. The copy order functionality will be covered 
further in this document.

3. Toggle to list your orders PER ORDER or PER WEEK. 

4. Here you can search on part of an order name or order number

5. Status symbol indicates if one or more of your orderlines is pending 
(orange colour) or in an error state (red colour)

6. Additional filters to filter your orders.

7. TO AVAILABILITY leads to the availability overview where you can start 
your ordering process

8. Via NEW ORDER you can start ordering in 2 ways
- NEW ONLINE ORDER via the availability overview
- EXCEL ORDER IMPORT via an Excel file

9. Via EXPORT you can export your orders to an excel file, where you can find 
more details

10. Pagination. You may select the amount of orders you want to see per page 
and navigate through the different pages.
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Your Order details The Order details
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This is the order detail page. Here you can see all the products you have 
ordered. Here you can also change your order.

1. This is the order header. It shows the delivery address where the 
order will be shipped to. Via CHANGE (green arrow) you can change 
this to one of your other listed delivery addresses. The header also 
shows the totals of the order and the Order ID. This is the unique 
order number in our system. Via FILTER you can select one specific 
delivery week and filter the orderlines in your order.

2. Here you find the edit options of the order. Via ADD MORE PRODUCTS 
you will be directed to the availability overview to add more products 
to this order. Via EDIT ORDER you activate the editing mode, which 
will be explained on the next slide. Via COPY ORDER you copy all the 
orderlines into the shopping cart to re order. You can also download 
your order in an Excel format. This excel format can be used to import 
as a new order.

3. Here you find a toggle between the PRODUCTS and DOCUMENTS of 
this order. Under documents you find the Order Invoices that are 
related to this order. To search for other invoices related to other 
order, please go the Documents section in the main menu on the left.

4. These are all the orderlines, grouped per delivery week. Every order 
line specifies the product, the product form and the amount. Every 
order line has it’s own status.

5. For rooted products we totalize the amount of trays and Danish 
Containers (CC’s) per delivery week. In the header we totalize this for 
the complete order.
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Editing Orders



Editing your orders Editing mode (1/2)
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This is the order detail page. Here you can see all the products you have 
ordered. Here you can also change your order.

1. After clicking EDIT ORDER the available options will change to CLOSE 
and CANCEL ORDER. CLOSE will close the Editing mode. CANCEL 
ORDER cancels the full order after your confirmation.

2. Here you see the original order line including the  confirmed amount 
(600). 

3. Here you can increase or decrease the amount and you want to keep 
the delivery week. Adjust it how you want it to be. If you set it to 0, it 
will cancel the order line. 

4. With one click you can move the confirmed amount 1 week earlier or 
up to 2 weeks into the future. This is only possible when the products 
are available in those weeks. If not, the background of the input field 
will turn into a red color.

5. Click X on the left side of the order line to cancel the order line

On the next slide is shown what will happen if you change something on a
order line.
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Editing your orders Editing mode (2/2)

6. In this example the Order line is increased from 600 to 900 and the 
delivery week has been changed to week 16. Behind the “/” the total 
availability is shown.

Please note (green arrows in example left) that you still see the 
original week and original confirmed amount. This will update after 
you have clicked SAVE to confirm the change.

7. When something is changed in one of the orderlines, the SAVE button 
will appear. Click SAVE to confirm your changes

AFTER you click SAVE the status of the order line status will change to 
pending. The delivery week and the amount will be updated.

AFTER your changes are processed, the order line status will change to 
confirmed. This can take a couple of minutes. If your order line keeps 
pending for more than 1 hour, please contact customer service!
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Editing your orders Editing Policies
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1. If one or more delivery weeks are within our sales deadline, you will 
get the message below. The applicable orderlines can’t be changed 
or cancelled, but you may update the other orderlines in your order.

Also, if one of your orderlines of this order is within our sales 
deadline or already been delivered, you are not allowed anymore to 
change the Delivery Address of this order via the CHANGE option. 

Please contact Customer Service for these special requests.

2. You can not change pending orderlines. The orderlines 
must be confirmed in order to update it. If there are no 
orderlines you can update, click CLOSE to close the edit 
mode.

3. You can not split your order line in amounts for multiple weeks. In 
editing mode you can only move (and edit) full amounts for one 
delivery week via the input boxes below

If you want to split the order line, please change the amount to the 
preferred amount and add the same variety for a different week 
via ADD MORE PRODUCTS.

Here are some policies about editing orders are explained.



Placing Orders



Overview of order flow The 3 steps of placing an 
order
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Step 1.

Select your 
products in our 
availability overview 
on the webshop and 
place them in the 
shopping cart.

OR

Use Copy Order or 
Excel Import 
functions to place 
products into the 
shopping cart.

Step 2.

Review your order in 
the shopping cart. 

Step 3.

Select your delivery 
address and finalize 
the order. A real time 
availability check is 
done. You might do 
some last changes 
and then sent the 
order

You can sent an order 
per delivery address.

Immediately after.

Order is sent to us, 
you can check the 
status via My Orders.

That’s it. Your order 
is placed now.

After 5 minutes.

Order is confirmed. 
Usually in a few 
minutes. Order 
status is updated and 
the products are 
reserved for you.

The order can be 
edited if you want to.

After 24 hours.

Customer Service will 
process your order. 
You will receive a 
Order confirmation 
document, including 
prices, via email as a 
final confirmation. 
This happens usually 
within 24 hours.

This manual will guide through the full ordering process. 
In a nutshell it comes down to this:



Placing Orders: select your products and 
put them into the shopping cart

Step 1
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This is the availability overview. When logged in, the input 
boxes will become visible to enter amounts.

1. Here you can search on variety names or product 
numbers

2. Here you can select the country assortment. By default it 
is set to the county assortment you are authorized for

3. Here you can filter the assortment

4. Here you can enter the required amounts. You can enter 
the amount or use the arrow up and arrow down key to 
increase or decrease your amount. Below the input box, 
the maximum available amount is shown

5. When entered an amount in the previous step, these 
products are placed in the shopping cart. Here you can 
see for how many weeks there products in your shopping 
cart. In this example there are products in it for W14 and 
W15.

Click on the orange shopping cart banner to open the 
shopping cart and to finalize your order



Placing orders: the Shopping cart Step 2
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This is the Shopping cart. It is the overview of all the products 
you are about to order. The products are NOT reserved and 
can still be sold out. 

1. Totals per week. For Rooted cuttings we also show the 
amount of trays and Danish Containers (CC’s). Click ADD 
MORE PRODUCTS to add more varieties or click CLOSE at 
the bottom to continue shopping. 

2. Order line where you can see the product details. At the 
right you see the input box with the amount you are 
about to order. You can change the amounts here directly. 
Behind the / the availability is shown. 

3. In case there is not enough availability, you can check out 
the appropriate substitutes for replacement or to order 
the part you come short. Click on the substitute icon to 
activate this (green arrow). In the previous step, the 
availability overview, you can also ask for substitutes.

4. You can not “over order”, you can only book available 
products. This indication here means that you have to
lower the amount. This order line will stay in the 
shopping cart, until you take action.

5. Click CREATE ORDER to continue the check out 
procedure
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Shopping cart: additional information Exceptions
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When importing order from Excel or Copying orders from you 
overview with previous orders, you may encounter a few 
specific situations.

1. When there is no thumbnail picture and no product name 
available for the variety and all information is stroke 
through, it means that this variety is not published and 
not available to buy online. Probably a test variety or an 
exclusive variety that has been added to your previous 
order by Customer Service. Most of the times there are 
no substitutes available for these products.

2. In this case the variety is no longer in our active
assortment. Via the substitute icon (see arrow) you can 
select an alternative product. 

1
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Finalizing your order Step 3
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This is the CREATE ORDER screen. We ask for the last order details 
and we perform a real time availability check on the products in the 
shopping cart.

1. You can sent an order per delivery address. By default the last 
used delivery address is listed. You can select another Delivery 
Address by clicking CHANGE.

2. Here you can select the preferred delivery day. It is set for all 
orderlines for all delivery weeks in this order.

3. Here you see which weeks are included in your order your are 
about to sent. Weeks with availability issues are left out and 
will not be sent. These lines stay in your shopping cart, until the 
amounts are lowered or substitutes are selected.

4. The location were we show important warnings. If products turn 
out to be not available anymore you will be notified here.

5. Toggle to create a new order, or to select an existing one to add 
the product to.

6. Here you must put in a name for your order. You also might add 
a personal note to the order for your own administration.

7. Click SEND ORDER to finalize the check out procedure. Via 
CANCEL you go back to the shopping cart.

1

2

3
4

5

6

7



Surplus Orders



What is a Surplus? Filter surplus in our 
availability
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Surplus is unsold stock of rooted cuttings produced on our 
locations in Germany and is available for next week and the 
week thereafter only.  

Surplus for next week can be booked online between Tuesday 
18:00 and Wednesday 23:59. Surplus for the week thereafter 
can be booked until Friday end of day in the current week. 
When it is visible on our webshop, you can book it.

1. You can book surplus in the same way as normal products 
via the webshop. You can find it by activating the surplus 
filter at the bottom of our filters.

2. Surplus items are placed in the shopping cart

1
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And order it
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Surplus orders can be added to 
existing orders or sent as new orders

1. Surplus orders are NO longer processed as separate 
orders, effective from February 2025

2. This means that surplus can be added to an existing order 
which hold future deliveries or sent as a new order

Please note that surplus orders can not be edited and can not 
be cancelled due to the fact these are last minute orders. 
Contact Customer Service if you need any support. 



Import surplus orders Excel Order import – Surplus 
file
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Every Tuesday afternoon our weekly surplus file will be 
send out. Below and in the next slides are the steps 
described which you have to follow:

1. Fill in the trays you are asking for in column L or let 
your end-customers fill in their requested surplus in 
this file.

When the requested trays are known and filled in:
➢ Save the file on your computer and go to the Webshop 

and perform the actions on the next slide. 

1



Excel order import - Surplus Excel Order import – start
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Via Excel Order Import you are able to upload your Excel 
surplus file into the shopping cart. 

You may find the EXCEL ORDER IMPORT at two locations

1. As an option in the NEW ORDER MENU

2. As an option in the ACCOUNT MENU
1
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Excel order import – upload the surplus file Excel Order import – uploading 
& checking
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1. You can upload your saved file via CHOOSE FILE

2. When you have selected a file, the UPLOAD button 
becomes active. Click it to proceed.

3. The surplus file is uploaded successfully and the 
products are imported in the shopping cart where 
the real-time availability check will be done. 

✓ If all is OK, you can send it and the surplus order will 
be online confirmed in a few minutes.
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Copy Order



You can re-order via copy order Copy Order – select your 
order
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Via copy order you can fill your shopping cart with the 
products you have ordered before.

There are two locations to start this process, which starts by a 
click on this icon:

1. You will find it on the overview with all your orders

2. You will find it on the order detail page too

1

2

Order overview

Order details 
overview



Select the start delivery week Copy Order – select delivery 
weeks
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After clicking the copy icon, a pop up will appear. 

1. Here you can set the Delivery week of the new order. This 
will be the ‘starting week’.  Click COPY to proceed

2. All orderlines will be copied into the shopping cart. The 
order line with the lowest delivery week number will be 
mapped to the selected start week.

Example: 
- Your original order: 2023 W17 and W19. 
- During Copy order you select 2024 and delivery week W20
- Your copied order: 2024 will be for W20 and W22

Once copied into the shopping cart, the checkout procedure 
continues via the normal order flow. Click OPEN SHOPPING 
CART to finalize the checkout procedure.
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Excel order import



Excel order import Excel Order import – start
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Via Excel Order Import you are able to upload your orderlines 
into the shopping cart. 

This can be handy if you want to work with excel or you don’t 
want to lookup all our varieties on the webshop. As a 
Distributor it can be a handy tool to process your customers’ 
orders.

You may find the EXCEL ORDER IMPORT at two location

1. As an option in the NEW ORDER MENU

2. As an option in the ACCOUNT MENU

1
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Excel order import – download file Excel Order import –
download template
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1. First click DOWNLOAD TEMPLATE to download the 
template.

2. Your browser will download the file and will notify you 
about it in the top right corner.  You can open it from 
here. 

The file will be stored in your download folder, you can 
browse to this location to open the file too.

1
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Excel order import – fill in file Excel Order import – fill in the 
template
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The excel template holds the country assortment for 
which you are authorized. This is the same assortment 
that you can order online. For efficient processing we 
will apply some formatting rules in this template.

1. Only varieties that can be ordered online within this 
assortment are listed in this file. 

2. For every week you want to order, you must fill in 
the week number in the header in the format 
YYYY-WW

Next, please fill in the number of desired trays in 
this column. The total amount is calculated for you. 
Thats is all what is needed, although you might also 
enter specific amounts in the Amount column 
directly.

The green column, Consignment, is optional.

3. You can order for 10 weeks+ at once, just fill in the 
week numbers you want to order for. You might 
add more columns if you like as long as you keep 
the format the same.

4. Via this pulldown menu in Excel you can filter the 
column. Here you can also search for specific values 
(green arrow).
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Excel order import – upload the file Excel Order import – uploading 
& checking
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1. After saving your Excel file, you can upload it via 
CHOOSE FILE

2. When you have selected a file, the UPLOAD button 
becomes active. Click it to proceed.

This is the moment we do the formatting checks. 
There are two potential outcomes:

3. The file is uploaded successfully and the products 
are imported in the shopping cart. 

4. There are formatting errors. The file is not 
uploaded. You must solve these formatting errors 
and upload it again. The error gives you the exact 
location in the file where to fix it.

1
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Excel order import – Finalize your order Excel Order import – Finalize 
your order
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After successfully importing your excel file into the 
shopping cart, the availability of the products is 
checked.

Because we use a reusable excel file, without 
availability, the shopping cart will check all availability 
for you.

1. So it can happen that a product is not available at 
all

2. Or not available in the desired quantities. Via the 
substitute icon (green arrow) we help you to select 
the best available substitutes 

3. When you have updated your shopping cart in a 
way that all orderlines will fit within the availability, 
the CREATE ORDER button will be activated and 
then you can finalize your order.1
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Tips and tricks
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There are a few things that might 
optimize your experience.

• In the amount in the input boxes in the availability overview, the shopping cart and the order detail 
view, can also be changed with the arrow keys on your keyboard to increase or decrease amounts. The 
order line will be increased or decreased with the applicable sales quantity for this product form.

• If you want to use the webshop in a language that is not supported, try to use your browser to 
translate it.

• If you want an overview of all your orders, you can export your orders to excel from the order 
overview. Here you can also find the Weekly totals overview, giving you the total amount of products 
you will receive from us per Delivery Location across all weeks of the year.
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