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1   Introduction & the four roles

The REUZEit Portal is a marketplace for new, used, and refurbished laboratory, hospital, and construction equipment. The same portal
serves three very different kinds of user, and the features you see depend on the role assigned to your account.

A role is controlled by two switches on your account — Selling Activated and Accounting Activated — plus an optional Admin marker. You
can hold more than one role at once; each role unlocks a bucket of features, and the Admin marker widens the scope of whichever bucket
you already have.

Role Who they are What they can do

Buyer The default. Everyone starts here. Browse the public catalog, build a cart, check out, pay, and track their own orders &
invoices.

Supplier A Buyer activated to sell equipment. List items, publish them to sales channels, schedule pickup requests, and follow items
through the sales pipeline.

Reseller A user whose company resells through
the portal.

A company-wide dashboard of customers, quotes, sales orders, invoices, payments, leads,
to-dos, and variants.

Admin An elevation on top of Supplier and/or
Reseller.

Widens scope from "items shared with me" to "every item my company owns."

Which role am I? Open My Account → Permissions. The page shows your current role in a badge and highlights your column in the
capability table (reproduced at the end of this guide).



2   Getting started — create an account & log in

Goal: turn an email address into a working portal account. Everyone begins as a Buyer; the Supplier and Reseller features are unlocked later
as needed.

1. Open the portal home page and click Sign Up (top right).

2. Enter your work email, first name, last name, and choose a password. If you arrived through a Google or Microsoft single sign-on link,
these are pre-filled.

3. Submit the form — the portal creates your account and emails a confirmation link.

4. Open the email and click the activation link. You land back on the portal as a logged-in Buyer.

Coming back later Click the user icon at the top right, choose Login, and enter your email and password. Forgot it? Use Forgot
password? in the login popup and follow the emailed link. SSO users sign in with their Google / Microsoft account instead.

The portal home page. The user icon, wishlist, and cart sit at the top-right; the green Shop menu and search bar run across the header.



3   Buyer guide — the shopping experience

Buying is available to every logged-in user, whatever their role. This is the core shopping flow: find equipment, pay for it, and have it shipped.

3.1   Browse & search the catalog
1. From the home page, search by keyword in the top bar, or open the Shop menu to browse by category, brand, or manufacturer.

2. Use the filters on the left of the listing page (category, brand, condition, price, region) to narrow results, and the sort control to reorder.

The Shop listing page — product grid with category and filter sidebar.



Keyword search results. The same filtering and sorting controls apply.

3.2   Open an item and add it to your cart
1. Click any item to open its full page — photos, condition, price, specifications, and the shipping policy that applies to your address.

2. Click Add to Cart. The cart counter at the top-right updates immediately.

3. Optionally click the heart icon to save an item to your Wishlist for later.



An item detail page — image gallery, price, condition, specifications, and the Add to Cart button.

3.3   Check out & pay
1. Open the cart and review quantities and totals, then click Checkout.

2. Confirm or add your shipping address. If you have none on file, the portal asks for one now.

3. Choose a payment method — credit card via Stripe is the default, and saved cards appear in the dropdown.

4. Click Pay and wait for the confirmation screen. The portal creates your order and invoice in the background and emails an order
confirmation.



The shopping cart — line items, quantities, totals, and the Checkout button.

Buying on behalf of someone else An order is always tied to whoever is logged in. Ask colleagues to sign in with their own accounts.
There is no self-service cancel — contact support, because orders move into the warehouse pipeline within minutes.

3.4   Track your orders
1. Open My Account → My Orders to see every order you personally bought (not your company's orders).

2. Click any order to see line items, totals, status, and tracking once it ships. Invoices live under My Invoices.



The My Account dashboard — your hub for orders, invoices, addresses, and settings.



My Orders — a list of everything you have bought, with status and totals.



4   Supplier guide — list items, publish & pickups

Suppliers are Buyers who have been activated to sell. A Supplier can list equipment, let the portal publish it to sales channels, schedule
pickups, and follow items through the pipeline.

Becoming a Supplier Buyers see a Become Supplier entry in the top menu. It walks through three steps — confirm your company,
enter your warehouse (shipping + billing) address, and confirm your contact details — then flips on Selling Activated and replaces the
menu entry with My Equipment.

4.1   The My Equipment page
1. Open My Equipment from the top menu. Every item you own or that has been shared with you is listed with a completion percentage

and a status timeline.

2. Use the filters and search to find a specific item; select checkboxes to act on several at once with the bulk menu.

My Equipment — your item inventory with completion bars, status, and bulk actions.

4.2   List a new item
1. Click + Add Item to open a fresh item form (or scan an item's QR code with the mobile app).

2. Fill in the basics — title, model, brand, and category.

3. Upload at least one photo (drag-and-drop up to 10). The portal makes a thumbnail and a compressed copy automatically.

4. Choose a disposition strategy (Sell, Recycle, Donate, …) and a target warehouse where the item currently lives, then Save.

5. Watch the completion bar: photos, disposition, basic fields, pricing, and AI notes are 20% each. Keep filling sections until it reads 100%.

6. At 100% the portal automatically advances the item through the inspection chain and posts it to your enabled sales channels (eBay, the
Reuzeit website, etc.).



An equipment item profile — fields, photo gallery, completion bar, and the timeline of its lifecycle.

AI notes Click the magic-wand button next to the description and the portal drafts the AI notes section for you in a few seconds. Hover
the completion bar to see exactly which section is still missing.

4.3   The disposition cart
The Disposition Cart lets you batch items destined for the same outcome (e.g., a group to publish for sale or to send for recycling) and
submit them together. Add items to it from the bulk-action menu in My Equipment, then publish or submit a disposition request for the whole
batch in one step.

4.4   Schedule a pickup request
1. From an item (or several selected in My Equipment), click Schedule Pickup, or open Pickup Requests → New.

2. Pick a requested pickup date and confirm the pickup address (defaults to your linked warehouse).

3. Optionally attach a decontamination or transfer form (required for some hazardous categories) and add notes for the driver.

4. Submit. The portal creates a Pickup Request, assigns you as requestor, and lists it under Pickup Requests.



The new Pickup Request form — date, pickup address, item list, attachments, and notes.



The Pickup Requests list. You always see the requests you created; Supplier Admins see every request for the company.

After pickup The request becomes a project that tracks the item through inspection, listing, sale, and shipment. Need to add more
items to a scheduled pickup? Open it and click Add Items any time before it is collected.

4.5   Warehouses, source requests & tracking sales
1. Manage the addresses items are picked up from and shipped to under My Account → Warehouse (Supplier Admins manage the full set

under My Warehouses).

2. Raise a Source Request when you need the portal to find a specific piece of equipment.

3. Follow items you supplied under My Account → Supplier Sales Orders — a regular Supplier sees orders for items shared with them; a
Supplier Admin sees every order for the company.



My Warehouses — the pickup / shipping locations linked to your supplier company.



Source Requests — ask the portal to find equipment you are looking for.



5   Reseller guide — equipment, quotes, orders & CRM

Resellers (Accounting Activated) get a company-wide workspace: a full My Equipment catalog, plus customers, quotations, sales orders,
invoices, payments, a light CRM of leads and to-dos, and a tool for building product variants — all reached from the CRM menu. A regular
Reseller sees items and documents shared with them; a Reseller Admin sees everything for the company.

5.1   The company dashboard
Open My Account → Company for the company hub. Each area has its own filters, search, and most-recent-first sort. Drill into any
document to see line items, the full contact, related items, and the chain back through the quote, order, invoice, and payments.

The reseller account dashboard — the hub for company customers and documents.



5.2   My Equipment — add & manage your items
The My Equipment page (top menu → My Equipment) is your inventory of every asset the company is processing for resale. It opens in a
card grid; each card is one item, and a click on its Barcode opens the full item profile (section 5.3).

The My Equipment page — your inventory in card view, with the four Add buttons, filters, and per-item cards.

Four ways to add an item
The buttons across the top of My Equipment each open a different intake flow — pick whichever fits how much you already know about the
item:

Add One-by-One
Register items one row at a time. Enter the Make, Model and Condition and (optionally) attach a product photo, then Import products.
Best for a handful of items you can describe by hand.

Add Scanning Dataplate
Scan the equipment’s data plate (the manufacturer label) with your device camera / QR. You pick the Source Company & Warehouse
and Target Company & Warehouse, and the system reads the plate to pre-fill make, model and serial. Best when the asset is in front of
you.

Add from Table File
Bulk-import from a spreadsheet. Download Import Template, fill it in, and upload the Excel/CSV (up to 25 rows and 10 MB at a time).
Best for a known list of many items.

Add from Description
Paste a free-text description of one or more items into the box and let the AI parse it into structured items (make, model, category…). Best
for converting an email or quote text into inventory.



Add One-by-One — register items by hand with make, model, condition, and an optional photo.

Add Scanning Dataplate — scan the manufacturer plate and choose source/target company &amp; warehouse.

Add from Table File — download the template and bulk-upload up to 25 rows from Excel/CSV.



Add from Description — paste free text and let the AI turn it into structured items.



What every item card shows
Each card (and each row in table view) summarises the item and its commercial state at a glance. Using a real example — Dell WD19TBS
Docking Station, status Registered:

Status — lifecycle stage of the asset (here Registered) — see the
status path in 5.3.

Created / Updated — when the item was first registered and last edited
(e.g. Created May 29, Updated Jun 3).

Barcode — the item code (e.g. 1120741983); click it to open the full
profile.

Category — asset category, e.g. Computer / IT.

Make — manufacturer, e.g. Dell. Model — model number, e.g. WD19TBS.

Source Co. — company the asset came from, e.g. Thermo Fisher. Target Co. — company that now owns / will sell it, e.g. Reuzeit.

Location — warehouse / bin code where it physically sits, e.g.
TEST_MP.

Qty — quantity on hand for this item, e.g. 1.

Profile — profile-completion %, e.g. 80% — drives publishing (see 5.3). AI Price — the system’s suggested resale price, e.g. $57.99.

Retail — list / replacement value, e.g. $4,000.00. Sale — the agreed sale price once sold (e.g. $0.00 while unsold).

E-Commerce — how many sales channels it is currently published on. Quotes / Orders / Payments — counts of the quotes, sales orders and
payments that reference this item.

Variants — how many upgraded variants have been built from this item. Users — how many colleagues the item is shared with (e.g. 5).

Disposition strategy
Every item carries a Disposition Strategy — what you intend to do with it. Set it from the card’s dropdown (or in bulk); it drives which
downstream flows and channels apply:

Consignment & Redeployment
offer it for resale and allow it to be redeployed internally — the broadest option.

Consignment Only
resell it on behalf of the owner; not available for internal redeployment.

Redeploy Only
keep it inside the organisation for reuse; not listed for sale.

Storage
hold the asset — neither sold nor redeployed for now.

To be Donated
earmarked for donation rather than sale.

To be Scrapped
end-of-life; flagged for recycling / disposal.

Local Sale
sell locally / direct rather than through the online channels.

TBD
to be determined — the default until you decide the strategy.

Setting an item&rsquo;s Disposition Strategy from the card dropdown.

Filters & table view
The left sidebar filters the list by Serial Number, Status, Target warehouse, Current owner, Reseller, Source company, Profile
Completion, Disposition Type, Product Condition, Category / Sub-Category, Brand, Requestor, Warranty, Location Code, Pickup
Request, Project ID and more — combine any of them to narrow the grid.



Use the grid / table toggle to switch between the card grid and a dense, sortable table. Table view shows the same data as columns —
Disposition, Condition, Make, Model, Category, Retail, AI Price, Profile, Status, Serial, Sub-category, Location, Qty, Source/Target Co., Sale,
E-Com, Quotes, Orders, Payments, Variants, Shared, Warranty, Requestor, Created and Updated — handy for scanning or exporting many
items at once.

Table view — the same items as a dense, sortable, column-based grid.



5.3   The item profile page
Clicking an item’s barcode opens its profile at /my-equipment-item/<code> — the full record for one asset, with its photos, every field, its
sales channels, its connected documents, and the people it is shared with.

An item profile — the header shows the title, status, Item Profile Completion, and the Actions menu.

Item Profile Completion — and why 100% matters
The header shows Item Profile Completion: 80% (for example). The percentage measures how much of the item’s required data is filled in
— make, model, category, condition, images, price, warehouse, and so on. Each missing field keeps you below 100%.

Aim for 100% When an item reaches 100%, the system automatically advances it to Processed — meaning it is complete and ready to
go to market. From there it can be Published to your sales channels in a single click. So the goal for every item is always 100%: a fully-
completed profile is the gate to one-click publishing.

The status then moves along this path as the item progresses:

Registered → Processed → Published → Ordered → Paid → Shipped → Delivered

The four tabs

Details
the item’s full profile — title, make, model, category, condition, justification, pricing, warehouse, images and every other field. This is where
you fill in what is missing to reach 100%.

E-Commerce
the sales-channel view — which channels the item is published on and its listing details / status per channel.

Connected Documents
every document linked to this item (quotes, orders, invoices, payments, quality inspections, pickup requests, variants) — see below.



Shared Users
who can see or edit this item. Each user shows a green Yes / grey No pill for View and Edit; use + Add User to share (section 6).

Details tab — the item&rsquo;s full profile, where you complete the fields that drive the completion %.



E-Commerce tab — which channels the item is published on and its per-channel status.

The Actions menu
The Actions button (top-right of the profile) gathers the things you can do to the item, depending on its state and your permissions:

Mark as Processed
advance the item to Processed (available once the profile is complete).

Mark as Published
publish the item to your sales channels (disabled once already published).

Create Variant
build an upgraded variant of this item (see My Variants in 5.4).

Add to Quote
drop the item onto a new or existing quotation for a customer.

Add to Disposition Cart
send it to the disposition cart for a pickup / disposal flow.



The Actions menu — Mark as Processed / Published, Create Variant, and add-to-quote / disposition actions.

Connected Documents
The Connected Documents tab lists everything generated around this item, grouped by type. Empty groups read “No records found”; a +
next to a heading lets you create that document for the item directly. Which groups appear depends on the item and your role — an
accounting-owned item shows the full set below:

Quotations
quotes that include this item. + starts a new quote pre-loaded with it.

Orders
sales orders that include the item, with their status.

Invoices
sales invoices raised for the item and their balance.

Payments
payments received against those invoices. + records a payment.

Quality Inspections
QC inspections performed on the item through its lifecycle.

Pickup Requests
pickup requests this item was part of.

Variants
variants built from this item, e.g. ITM-VAR-00000004 — Registered. + creates one.



Connected Documents — quotations, orders, invoices, payments, quality inspections, pickup requests and variants linked to the item.



Shared Users — who can View or Edit the item, with the + Add User control.



5.4   The CRM menu
The CRM menu in the top navigation is the reseller’s command centre — every sales and customer document lives under it. Its submenus:

Quotes
create and track quotations to customers.

Orders
confirmed sales orders.

Invoices
issued sales invoices and balances.

Payments
payments received against invoices.

Quality Inspections
QC inspection records for items.

Leads
a light CRM of prospective deals.

ToDos
follow-up tasks and reminders.

My Variants
upgraded variants you have built from items.

Customers
your company’s customer book.

Conversations
message threads with customers / on items.

Customers
1. Open CRM → Customers to see every customer your company has worked with.

2. Filter and search to find one; click through to a profile with addresses and full document history.

3. Add a new customer with + Add Customer, or edit contacts and addresses from the customer page.



Customers — your company's full customer book with filters and search.



A customer profile — contact details, addresses, and the history of quotes, orders, and invoices.

Quotes
1. Open CRM → Quotes for every open and closed quote; New Quote starts one.

2. Pick the customer, add line items from the catalog, and set quantities, prices and discounts.

3. While a quote is a Draft you can edit any field; remove a line with the small X and totals recalculate instantly.

4. Submit the quote, Generate Order from a submitted one, or Mark as Lost (with a reason) if the deal falls through.



Quotes — open and closed quotations with status, value, and filters.



Creating a new quote — choose the customer and add line items, quantities, prices, and discounts.



A quote detail page — line items, totals, customer, and the submit / generate-order / mark-as-lost actions.

Who can edit a quote? You can edit a quote when you have edit access to one of its items, or you are a company Admin. View-only
access lets you open the quote but the edit buttons stay disabled.

Orders, Invoices & Payments
1. Orders lists confirmed sales orders generated from quotes or placed directly; drill in for line items, ship-by date, and tracking.

2. Invoices shows issued invoices and their outstanding balance.

3. Payments shows payments received against invoices. Every document cross-links back through the chain that produced it.



Orders — confirmed sales orders with status, customer, and totals.



Invoices — issued invoices and their outstanding balances.



Payments — payments received and the invoices they are matched against.

Quality Inspections
CRM → Quality Inspections lists the QC inspection records captured as items move through their lifecycle (arrival, processing, pre-
shipment). Each shows the item, inspection type, result and date — the same records that also appear under an item’s Connected
Documents.



Quality Inspections — QC records captured across the item lifecycle.

Leads & ToDos
1. Leads is a lightweight CRM for prospective deals — create, filter, and update leads as they progress.

2. ToDos tracks follow-up tasks; add comments and update status as you work them.



Leads — a light CRM of prospective deals with status and filters.



ToDos — follow-up tasks with status, comments, and filtering.

My Variants
CRM → My Variants lists the upgraded variants you have built from existing items — add expenses, set the configuration, and request a
price adjustment. A variant carries its own code (e.g. ITM-VAR-00000004) and links back to the source item.



My Variants — upgraded versions of items, with added expenses and price-adjustment requests.

Conversations
CRM → Conversations collects the message threads tied to your customers and items, so the back-and-forth around a deal stays in one
place.



6   Sharing items with colleagues

Sharing lets another person at your company see — or edit — a specific item. It is the mechanism that controls which orders, quotes, and
invoices a non-admin colleague can see.

1. Open the item from My Equipment and click the Shared Users tab. Everyone on the item's list shows a green Yes / gray No pill in the
View and Edit columns.

2. Click + Add User, type their email, and optionally add name, phone, and a description.

3. Choose the permission level — View (open the item and see related documents) or Edit (also modify the item's profile) — then click Add
User.

Who can grant what Anyone with access to an item can invite a colleague with View. Only the item's owner or a company Admin can
grant Edit (the checkbox is hidden otherwise). Invites are saved even before the colleague has an account — access is waiting when
they sign up. Removing a user requires owner, Admin, or an existing edit-shared user.



7   Your account & profile

1. Open My Account → Account to edit your name, phone, addresses, and saved payment cards.

2. Click Change Password, enter the new password twice, and submit. (SSO users manage passwords with their Google / Microsoft
provider, so this section is hidden.)

3. Manage saved cards under My Account → Cards — hover a card and click the trash icon to remove it.

Changing your email Your email is the identity of the account and cannot be changed yourself — contact support to migrate to a new
email.

The Account details page — name, contact info, addresses, password, and the per-role Permissions table.



8   Permissions at a glance

This is the same cheat-sheet shown on My Account → Permissions. "Shared with you" means your email is on the item's Shared Users list
(section 6). The Admin marker widens "shared with you" to "all company items."

Capability Buyer Supplier Supplier Admin Reseller Reseller Admin

Shop, cart, wishlist, checkout Yes Yes Yes Yes Yes

See your own orders & invoices Yes Yes Yes Yes Yes

Open the "My Equipment" page — Yes Yes Yes Yes

View an item's full profile
catalog

only
shared with you

all company
items

shared with you
all company

items

Edit an item's profile —
where you have

edit
all company

items
where you have

edit
all company

items

Create a pickup request — Yes Yes — —

See / edit pickup requests — yours only all for company — —

See sales orders for items you supply — shared with you all for company — —

Open the Company dashboard — Yes Yes Yes Yes

See orders / invoices / quotes / payments with your
items — shared with you

all company
items shared with you

all company
items

Edit / close / mark-as-Lost a quote —
where you have

edit
all company

items
where you have

edit
all company

items

Create a variant of an item — — — Yes Yes

Add a user with View access to an item — if you have access Yes if you have access Yes

Add a user with Edit access to an item — — Yes — Yes

Remove a shared user from an item — — Yes — Yes

See / edit every company item without sharing — — Yes — Yes

REUZEit Inc · Portal User Guide · June 2026. Screens captured from the live portal; your view varies with your role, company, and the items shared with you.


