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Welcome to 
the LINK webshop 
quick guide!

Content

The merchandise shop enables you to order products 
with other businesses both locally and globally. 

This gives you the option of better prices and lower 
quantities.

This quick guide will give you an introduction to the 
webshop platform and its features.
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Signing up - first step
When signing up to the Microsoft webshop, the first thing you want to do is go to the 
following page: https://conxion.dk/microsoft/

When entering this page, you are greeted by a login window. By entering “405e-9af1” 
into the password field and pressing “login”, you are forwarded to another login 
window, from where you can sign up.

Enter password: “405e-9af1”1

https://www.conxion.dk/microsoft/
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Signing up to the webshop
1) After being forwarded, you are greeted by a 
new login window, as seen to the right, from 
which you can press the ”Sign up” button below 
the lower right corner of the password box.

The sign-up process is divided into three parts; 
General information, Addresses and Final infor-

mation.

General information
2) Upon pressing the sign up button, you are 
transferred to a page which requires some general information to be en-
tered about the user. Mandatory fields are marked with an “*”. Fill in the 
information and click ”NEXT”.

First / Last name: 	The first and last name of the user.
Username: 	 The chosen username is your screen name, and will be displayed on the webshop, 
	 invoices etc.
Password: 	 Please choose a password which is long, but easy to remember. You can reset your 	
	 password at any time, and an e-mail will be sent with a temporary password.
Select language: 	 You have the option to choose between Danish and English. The language you choo	
	 se will be set as your default language. The webshop is displayed in your default  
	 language. This can be changed at any time in your user settings.
Select currency: 	 The selected currency will be set as your default currency on the webshop. 
	 This can be changed at any time in your user settings.

1

2
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Addresses
After filling in the mandatory fields you are allowed to go to the next page. This page 
concerns delivery and invoice addresses. Mandatory fields are marked with an “*”.

Company name: 	 Refers to your company/subsidiary. This information is shown in the order overview.
Phone number: 	 Your phone number. In case you need to be contacted, this number will be referenced.
E-mail: 	 This e-mail address will receive order confirmations, price drops, and will function as 	
	 your main contact e-mail address.
Invoice e-mail: 	 This e-mail address will receive all invoicing associated with the account. If no e-mail 	
		  address is stated here, your main e-mail address will receive the invoice information.
Address line 1: 	 Your company address. 
City: 	 The city where your company address is located.
Postal code: 	 The postal code where your company address is located.
Select country: 	 The country where your company address is located.

Once these have been filled out, you have the option to copy them on to your main 
delivery address by checking the “same as invoice address” checkbox in the top right-
hand corner.

3) After filling out the mandatory fields and pressing “NEXT”, you are directed to the 
third and final page of the sign-up process, “Final information”.

3
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Final information
There is only a single mandatory field on this page, “I agree to the Terms, conditions 

and refund policy and user data policy”.

4) Once all the mandatory fields from page 1-3 have been filled out, you can create 
your user by pressing the “CREATE PROFILE” button. Pressing “CREATE PROFILE”  
returns you to the login window.

VAT identification number refers to the VAT number of your company/subsidiary. By leaving this field 
blank, your order is considered a B2C order.
Writing a comment attaches it to your user profile as an internal note in the system. When your user is 
looked up by the administrator(s), they are able to see the comment.

4
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Log-in procedure
After having created a user, you are ready to log 
in to the LINK webshop platform.

Go to https://conxion.dk/microsoft/ and enter 
the password “405e-9af1” to be forwarded to 
the webshop platform.

Upon being forwarded to the webshop, you are 
met by a login window, in which you can enter 
your username and password. 

Resetting password
If your login does not work, or you want to reset 
your password, you have the option of pressing 
“Forgot password?”. This opens a window in 
which you are prompted to input the username 
whom is to receive a password reset.

Pressing “SUBMIT” resets the password of the 
user and sends an e-mail with a new system- 
generated password. The user receives an e-mail 
informing them of their password being reset, 
along with a newly generated password with 
which they can now log in to the LINK webshop.

https://www.conxion.dk/microsoft/
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The navigation bar
At the top of the page, you will always find the navigation bar. 

In the navigation bar you will find:

1) Product categories
2) Search tool
3) Advanced search tool
4) Inquiries
5) Currency and language settings
6) Message Center
7) Number of orders you can join
8) Shopping Cart
9) Log out of user

10) Burger menu with:
	 • Order history
	 • Orders in production
	 • Sample orders
	 • Liked products
	 • Personal folders
	 • Profile Settings
	 • Logo bank

1 2 3 4 5 9

7
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How to join an order
Find the desired product. You can find products by using 
the product categories, the search tools or ”Orders you can 
join” from the navigation bar. 

Click on the product to see the detailed product information.  

1)	 You can now choose to start a NEW ORDER or
2)	Join an existing order by clicking JOIN ORDER

Please note that you can only choose the delivery date if you start a new order.

If you decide to place a new order instead of joining an existing one, the webshop 
platform will make your order visible to other departments as well. Thereby allowing 
you to benefit from better prices due to higher purchase volumes, should others 
choose to join your order. 

1 2
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Delivery address
In your profile settings you can see the pre-registered 
delivery addresses and add more addresses.

1)	 Click Profile Settings in the burger menu
2)	Click Additional delivery addresses

3)	Click Show List in the top right corner 		
	 to see your current delivery addresses
4) 	Add more delivery addresses by filling 		
	 in the information and clicking Save

When you order a product you can 
5)	Change the delivery address to one of 		
	 the pre-defined addresses from your list
6)	Create a new delivery address

132 4
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Orders in production
and order history
Orders in production offers you a chance to follow the production status 
and the delivery status of your order. Order history gives you an overview 
of your invoices and previous orders. 

1)	 Click Orders in Production or Order History in the burger menu
2)	Click Proforma invoice to download your proforma invoice
3)	Click More Details to view all details of your order including Order Status

12 3
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Liked products
Liking a product gives you notifications when others have liked  
or ordered the same product.

1)	 Click on the "heart icon" on the product you like
2)	Enter the quantity you would be interested in
3)	 In the burger menu click ”Liked Products”
4)	On your ”Liked Products” page you have an 		
	 overview of your liked products as well as your 	
	 preferred quantity and the total quantity of 		
	 others who liked the same product

1 2 3
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Personal folders
You can save your favorite products into personal folders. 
For example if you find products or ideas suitable for later campaigns, upcoming 
tradefairs or other events.

1)	 Click on the "folder icon" on the product you like
2)	Choose an existing folder to save the product 	
	 in or create a new folder, for example: 
	 ”Ideas for in-store campaigns”
3) 	To find your personal folders go to 	
	 ”Personal Folders” in the burger		
	 menu
4)	On your ”Personal Folders” page you 	
	 have an overview of your folders  
	 Click on the small ”eye icon” to view  
	 the products you saved in the folder

1 32
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Support and Message Center
You can easily get online support. Our online support is built into the webshop  
platform with a Message Center and Live Chat.

1) 	Click on the Live Chat in the bottom right corner. A chat window will open when 		
	 you are connected. If the support team is unavailable, you can leave a message.
2) 	You can also send us a message by using the Message Center. Click on the ”letter 	

	 icon” in the navigation bar. 

3) 	In the Message Center you can  
	 compose and send messages to us. 
4) 	The Message Center works a normal 	
	 mailbox. You have an inbox, sent
	 messages, as well as answers to 		
	 inquiries and claims. 

12
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You are ready!
Thank you for reading the quick guide for the LINK Webshop platform 
with Microsoft merchandise and promotional items. 

We hope you feel ready to log in and benefit from the features the 
shop has to offer for you and your company. 

If you have any questions don’t hesitate to reach out to your  
contact person, send us a message through the Message Center in the 
shop or contact our general support at support@conxion.dk. 

Link to the webshop: https://www.conxion.dk/microsoft/

https://www.conxion.dk/microsoft/


Conxion A/S
CVR 40652396
Enggaardsvej 11
4700 Næstved

Phone (Jylland):	 +45 7572 4555
Phone (Sjælland):	 +45 5577 7590
Website:	 conxion.dk
Webshop:	 conxion.linkwebshop.com

https://www.conxion.dk/
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