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Please enter the following link in your browser: https://portal.kookoo.eu 

1. Initial registration 

a) Please enter your e-mail address and then click on the button CONTINUE. 

 

b) Now you can enter your name (1) and generate a password (2). Afterwards agree to the 
Data Protection Policies by selecting the box (3) and then click on the button REGISTER (4). 

 

c) You will receive a confirmation that the activation link has been sent to the e-mail address 
you have specified. Please check your e-mail account and your junk/spam files if necessary! 

If you have not received an e-mail please enter your e-mail address again in the field 
provided (see picture below) and click on RESEND. 
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d) As soon as you have received the confirmation e-mail please click on the confirmation link 
„Complete Registration“ to complete your registration. 

 

e) Then you can log in to the KooKoo customer portal on the welcome page with your access 
data (e-mail + password), please also see point 3. 

2. Initial registration (e-mail address already known by KooKoo) 

Some retailers already are deposited with their e-mail address at KooKoo but they have not yet 
logged in to the KooKoo customer portal. In this case a new password has to be generated. 

a) Please enter your e-mail address on the welcome page and click on CONTINUE. 

 

b) After receiving the information that an confirmation e-mail has been sent please check your e-
mail account (if necessary please also check your spam/junk files!) 

                    

Please click the link „Reset Password“ in the e-mail. 
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c) Then you automatically will be forwarded to the Reset Password-page. Here you can enter your 
e-mail address (1) as well as the new password (2). The new password must then be entered a 
second time (3). Subsequently please click the button RESET PASSWORD. 

 

d) You will now be redirected to the welcome page of the KooKoo customer portal and can now 
start with entering your oder or return. 

3. Login (after successful registration) 

a) Please enter your e-mail address (1) on the login page of the customer portal and click on 
the button CONTINUE (2). 

 

b) Then you can enter your password. 

If you want to stay logged in please click in the dark grey field next to the circle at 
„Remember Me“ (see picture 1). The circle then turns green (see picture 2). 

Then click on the button „LOGIN“. 

picture 1 

  picture 2 
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c) You are now on the start page of the customer portal and can enter a new order or a new 
return (see points 5 and 7). 

 

d) Should the functions „New Order“ and „B2B orders“ not appear in the menu, please contact 
the KooKoo customer service. They immediately will activate your account as a B2B account 
so that you can use all functions. 

4. Forgot Your Password? 

If you have forgotten your password you can use the „Forgot Your Password?“ function to generate 
a new password. 

a) Click on „Forgot Your Password?“ on the login page of the customer portal and click then on 
CONTINUE. 

 

b) Enter now your e-mail address, with which you are already registered in the customer portal in 
the field provided (1) and click then on RESET (2). 

 

c) Now you will receive an e-mail. Please click on the link „Reset Password“ to generate a new 
password. 
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d) You will be automatically redirected to the Reset Password page. Here you can enter your e-mail 
address (1) as well as the new password (2). The new password then has to be entered a second 
time (3). After that please click on the button RESET PASSWORD. 

 

e) Now you will be directly redirected to the start page of the KooKoo customer portal and can 
enter your order or return as usual. 

5. New order 

A new order can be entered via the menu or by clicking on NEW ORDER + on the start page of the 
KooKoo customer portal. 

5.1. Invoice and Delivery Address 

 

a) If the billing and delivery address is already known to the system, the fields are already filled 
with the data. Otherwise please enter all necessary data in the appropriate fields (1).  
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b) If there are any changes of the address you have the option of saving the entered address as 
a new address by clicking in the appropriate check box (2). 

c) When a different delivery address is specified, further fields open up by clicking in the 
appropriate check box (3). In the new fields you can enter all necessary data: 

 

d) By clicking in the appropriate check box (4) you also have the option to choose a different 
date of delivery.  A new field opens and by clicking in the field you can select the date you 
request in the calendar: 

 

 

5.2. Add Article 

a) By clicking in the field “Article-Number” (1) a dropdown menu opens where you can select the 
desired article. The desired quantity has to be entered in the field „Quantity“ (2). By clicking on 
the button ADD ARTICLE a further field “Article-Number” opens where you can enter a further 
article to your order.  

 

2 1 



   Documentation KooKoo customer portal B2B 

 9 of 12 

 

b) The added items as well as the value of the goods and any additional costs (such as freight 
charges) are shown in the overview below. Please check your data before sending the order. 

c) Of course you can adjust the quantity or items before sending the order. You can change the 
quantity directly in the appropriate field and you can delete an item by clicking the X-button. 

 

5.3. Payments 

a) If you like you can enter any comment in the field „Payment Comment“. This does not 
necessarily have to refer to your payment or payment method. 

b) You also have the option at any time to pay conveniently via a SEPA direct debit mandate. 
Simply click on the appropriate box and you will be able to use it immediately from the next 
order. With a SEPA direct debit you receive 2% discount. 

 

5.4. Sending the order 

a) Please confirm our valid Conditions before sending the order. 

 

b) Now you can submit your order to KooKoo for further processing via the button ABSENDEN. 
You will then receive a confirmation e-mail to your e-mail address. If there are any questions, 
the KooKoo customer service will contact you. 

 

 

 

 

 

 

 

 

6. B2B orders 

Via the menu item “B2B orders” you can see all your orders. 
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a) Here you have the possibility to sort the orders according to specific criteria. Here there are 
different sorting options available which you can select by clicking the respective arrow (1), (2), 
(3). If there are more than one page you can scroll with the arrows or by clicking the desired 
page number (4). 

b) By clicking the button OPEN next to each order you can see the respective order details. 

7. Create return 

A new return can be entered via the menu or by clicking on CREATE RETURN + on the start page of 
the KooKoo customer portal. 

7.1. Address data 

a) Identical as when entering an order (see point 4.1) the address data (if already known) are 
already filled in advance. Otherwise please enter all necessary data. 

b) Again, you have the option to change the address and save it as a new address. Just click in the 
appropriate box. 

 

7.2. Invoice details 

To enter a return it is necessary to indicate the invoice number and the date of purchase. For each 
invoice a separate return must be entered. 

Please enter the invoice number and the date of purchase in the fields provided. 

 

7.3. Add article 

If you scroll down after entering the address data, the item data can be specified.  
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a) The desired articles can be selected by clicking on the “Article-Number” box via a drop-down 
menu (1). 

b) By clicking on the arrow please select from the drop-down menu which defect the article has (2). 

c) By pulling the circles from left to right or by clicking in the dark grey box next to the circle, 
please indicate if the item has been tested with full batteries (3) and/or the item is defective (4). 

d) You can choose whether you want a credit note or a free replacement delivery via the drop-
down menu “Claim” (5). 

e) Additional comments regarding the item defect can be entered in the comment field (6). 

f) If there are several items within the invoice number stated above, the information concerning 
the defect must be made per defective item. To add another article click the button „+1 ADD 
ARTICLE“. 

g) When all data are entered please click on the button SEND RETURNDATA to transfer data to 
KooKoo. At the same time a return label is created, which you can download: 

 

If there are any questions the KooKoo customer service will contact you. 

 

 

 

8. All returns 

Under this menu item you find an overview of all entered and transferred returns as well as the 
respective status. 
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a) Here you have the possibility to sort the returns according to specific criteria. Here there are 
different sorting options available which you can select by clicking the respective arrow (1), 
(2), (3). If there are more than one page you can scroll with the arrows or by clicking the 
desired page number (4). 

 

b) By clicking on the button OPEN next to each return you will get to the return details. Here 
you also can reprint the return label at any time by clicking DOWNLOAD PDF and go to the 
consignment tracking by clicking RETURN TRACKING 

 

 

9. Logout 

By clicking on the button “logout” in the menu of the customer portal you can log out of the system. 
Then you automatically will be taken to the login page of the customer portal, where you can log in 
again. 

 

 

 


