Expert e-Account Instruction Manual
The Expert e-Account will provide customers with an e-commerce portal allowing them to view their accounts
securely through the Internet.
Requirements
 A web browser (Microsoft Internet Explorer is preferable)
 An internet connection
 A user name and password

How to Access your Expert e-Account
Once your contract has been signed, you will receive a single user name which will be used to log into both the Mega
Group website and the Expert e-Account, a password to the Mega Group website and a temporary password for the
Expert e-Account. You will now be able to access your account doing the following:
1. Open your web browser and connect to the internet.
2. In the address bar, type in the Mega Group website address: www.megagroup.ca.
3. On the next page that appears, click on the ‘Suppliers login’ link.

4. At this time you will be asked to enter your ‘User name’ and Mega Group website ‘Password’. Enter the
information given in the appropriate fields.
Note: Do NOT hit ‘Enter’ after typing in your ‘User name’ as this will cause an error. Use tab, or
your mouse to place the cursor into the password line.

5. Click ‘OK’
6. You are now in the supplier home area. To reach the Expert e-Account, click on the ‘Services’ icon from
the navigation bar.
7. From the ‘Services’ page, click on ‘My Account’.
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8. This will bring you to the main Expert e-Account webpage. To sign in, choose the ‘Supplier Login’.

9. You will again be prompted to enter your ‘User name’ and Password to log into this secure site. Note
that you will use the same ‘User name’ that you used previously to access the Supplier home page and
that you will need to use the Expert e-Account ‘Password’ that you have been provided.
The Expert e-Account will automatically open to your ‘Statement of Account’ page which shows all open invoices on
your account.
Tabs linking you to various types of information are located along the left side of your browser. At any time you can
navigate to these pages by simply clicking on the desired tab.
Your selections include:
-

Statement of Account
Payment History
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-

Authorization Status
Create new Authorization
Reports
o Vendor reports
 Due Date Report

SWITCHING BETWEEN YOUR MEGA AND NBA ACCOUNTS
You can change the company that you are logged into by clicking on the ‘Company’ drop-down list located on the
top right corner of your screen and selecting the company that you want to be logged into.

Statement of Account
Your statement will show any unpaid items that are currently on your Mega Group account. You are able to sort this
list by any column just by clicking on the heading. You can also search for a specific invoice, by any column, by using
the filter bar located on the right hand side of the page.
To view the Mega issued copy of an invoice, simply click on ‘view invoice’ you will be asked if you wish to open or
save this document. Click on open and the document will appear. You can then print it from the browser if desired.
To view the original copy of an invoice, as supplied to Mega, click on the corresponding ‘PDF’ link. This will open in a
new browser. Note that this option will only be available if a paper copy of the invoice has been supplied. EDI
transactions will only be viewable as Mega issued invoices.
You can also print a copy of your statement or export to excel using the ‘Print/Export’ button on the top left of the
screen.
To view or search any paid (settled) invoices on your account you will need to ensure that the ‘Show settled invoices
only’ box is checked.

Payment History
The Payment history page displays all previously settled payments on your account. It is automatically sorted to show
your most recent payment first. You can see the details of your payment by clicking on the ‘Payment Reference’
number. Once again you can view the invoice, sort or search the columns using the filter bar, and you can also print
the page, or export these details to Excel.

Creating a New Authorization Request:
Select ‘Create New Authorization’ on the left hand side of the screen.
To create a New Request, fill in the following information:
 Member Account Number
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Member PO Number (exactly as it will show on your invoice)




Amount required (including tax & applicable freight)
Your email address or the email address of whom you would like to receive the approval if it happens to
go into pending status.

Click ‘Process Request’ (top left)
You will either see the request is Accepted or Pending and sent to approvals desk for review.
Here the request was approved. Note the approval number granted.

Here the request is pending, you will receive notification by email once approved.

Should the request you have entered not require approval, you will see the following.
Note: Although the request has an Accepted status, there is no approval number provided as it was not required.
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If the member you are entering the request for is financed by a third party, such as GE Commercial, you will see the
following message appear. At that time, please contact our approvals desk to see if this member requires approval from GE
Commercial.

Editing or Cancelling an Existing Request
There are two ways to locate an existing request should you need to Edit or Cancel.
The first way to access an existing request is to click ‘Authorization Status’, then click on the PO# of the approval you wish to
change.

The second way is to click on ‘Create New Authorization’, then click on ‘Search for Authorization’ in the top left. You will
then need to enter in the Member’s number as well as the PO# (in the exact format as used previously). Then click ‘Search’
in the top left.
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Once you see the approval information, select ‘Edit Request’ or ‘Cancel Request’ in the top left.

After selecting ‘Edit Request’, you can edit the amount of the request by selecting either increase or decrease, then
entering in the amount and clicking on ‘Save’ at the top left. If you change your mind about changing the amount, simply
click ‘Cancel’ instead.

If you had chosen to click on ‘Cancel Request’ in the top left, then you would then see the following confirmation screen
that the approval has been cancelled.
Please note that only the Approvals Desk can reopen a cancelled request. Also note that inactive approvals are also
cancelled by our Approvals team. Should you need to reuse an older PO#, please contact us to have the request
reopened.
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Checking Status or Balance Inquiry
Once a request goes into Pending status, although our system will send an email once approved, you may wish to check
to see if it has been approved. There is an easy way to do this online as well.
Click on ‘Authorization Status’ on the left of the screen. This will load all open approvals for whichever company you
have currently selected, in this case Mega Group. Should you need to view NBA, toggle the company at the top right of
the screen.
Here you can see the Status of each open approval (Accepted or Pending):

Using the above example:
The second line in the list of requests shows that it is still Pending. This means that your request is being reviewed by the
Approvals Desk and/or Account Manager. Once approved, you will receive an email generated by our system indicating
your request has been approved. This email will be automatically sent to the email address provided to us when your
request was entered online.
The first line in the list of requests shows a Pending status. Also note that part of the request has also been approved.
The amount in the Balance column is approved. The difference between the Requested Amount and Approved Amount
is how much is currently Pending approval. (ex. $500 is pending and $1000 already approved)
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The third line in the list of requests shows the status Accepted and the approval number is provided.
To Check the Balance on any open approval, you can click Authorization Status then find your PO# and check the
Balance column. This column shows how much is approved but not yet invoiced for each request.

Using the Example above:
The first line in the list of requests shows $1000.00 in the Balance column. This means there is $1000.00 available to
invoice on this PO#. Also note that the total requested amount is $1500.00. There is still $500.00 to be approved. You
cannot invoice the full $1500.00 until the full amount has been approved.
The second line in the list of requests shows $0.00 in the Balance column. This indicates there is no amount approved
and ready to be invoiced. This is due to the request still being in Pending status.
The third line in the list of requests shows $500.00 in the Balance column. Everything requested on this PO is approved
and still available to invoice.
The fourth line in the list of requests shows $250.00 in the Balance column. This means that $250.00 of the total
$20,291.68 approved has still not been invoiced.

Please keep in mind that anything in the Balance column is holding the member’s credit. Should you no longer require
an approval that has an amount in the Balance column, please cancel that request.
If you cannot locate one of your approval requests in the Authorization Status list, it could have been Cancelled. You can
check this list by clicking on the check box beside Show Closed/Cancelled Requests Only.
If your approval is Cancelled, you are not authorized to invoice on that PO for this member if the order exceeds their
open to ship amount.
Please contact the approvals desk to have the approval re-requested or reopened for use.
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Due Date Report
The Due Date Report provides you with details on your upcoming payment dates and amounts. Click on ‘Vendor reports’
then ‘Due Date Report’.

Click ‘As on Date’ and select the date you would like to see details as of. You can also see details for a certain date range by
selecting the dates in ‘Due Date From’ and ‘Due Date To’. The report is displayed in summary format by default. If you
would like to see the individual items that make up the amounts due you will need to uncheck the ‘Summary’ box.
You can also print a copy of your Due Date Report or export to excel using the ‘Print/Export’ button at the top
middle of the screen.
 Note that the total value shown is the total amount of invoices, credits and debits, before deductions
(i.e. discounts, central billing allowances, etc.) and is subject to change.

We’re Here to Help!
If you require assistance with any of the features listed above please don’t hesitate to contact us!
For general Expert e-Account questions, access information, to change your Mega Vendor Portal password, invoices
on your account, your payment advices, or upcoming payment dates please contact:
Scott Carson-McDonald:

877-956-5311 / SCarson-McDonald@megagroup.ca

Should you require any further assistance with online approvals or have any questions for us, please email us at
approvals@megagroup.ca or by phone at 866-956-5337.
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