
 

 

 

RETAILER DASHBOARD TUTORIAL 
 
 

LOG IN AND MANAGE YOUR ACCOUNT 

1. If you have not already done so, create a retailer account on our website using the registration 
form at https://www.justinalexander.com/users/register/. Be sure to select “Retailer” when 
completing the form. 
 

2. After you submit your registration form, the Justin Alexander team will approve you as a retailer 
and notify you via email once it is complete. 

3. You can access the Retailer Dashboard and Web Portal by logging into your justinalexander.com 
account at: https://www.justinalexander.com/users/login/. Going forward, this will be the way you 
log in to both our website and the web portal. 

 
4. Upon arrival at the link above, users will be prompted to enter the Username and Password that 

you created. You can change your password at any time. If you do not remember your password 
at anytime, you can click “Forgot Password” to have a reset link sent to your email associated 
with your account. 

 
5. The Retailer Dashboard has links to helpful documents, your store listing, your trunk shows with 

registrations, and links to different sections of the Web Portal. 
 

6. To log out when the session is complete, select Account Settings from the top navigation and 
scroll down.  Select “Log Out.” 

 
QUESTIONS 

If you have any questions or need assistance, please contact our Customer Service Team at +1 (845) 
369-6631 or info-us@justinalexander.com.  

  

https://www.justinalexander.com/users/register/
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WEB PORTAL ACCESS 

After logging in, you will see a new “Retailer” link in the top menu. Click the link to view all the retailer 
features that are available to you.  
 
On the “Quick Links” page, you will find direct links to the web portal. To open a new session within the 
web portal, click “Inventory Lookup”, “Enter an Order”, or “Order History”. 
 

 
  



 

 

 
SMART SEARCH 

Once you have opened the Web Portal, you will have the ability to utilize this feature by selecting “Smart 
Search” on the top right side of the screen.

 

This feature allows you to search our inventory by the following criteria: 

1. Brand 
2. Item Number or Style Name 
3. Color 
4. US Size 
5. Garment Type 
6. Neckline 
7. Waistline 
8. Silhouette 
9. Latest in store date 
10. Item Description Search 

a. Enter in a description here such as, sleeves.  

You can enter multiple options by selecting more than one in the dropdown menus or comma separating 
your search criteria. Select “Null” if you are not entering criteria here. 

 

When it comes to ordering anything for a bride, we always recommend you double-check availability on 
our live portal for the style they want to ensure it is still available. 
  



 

 

 
AR COLLECTION PORTAL 

On the “Quick Links” page of the Retailer Dashboard, you will find a link to the AR Collection Portal. 

 

You will find the following options within the AR Collection Portal link: 

1. View a summary of your account including the total amount due 
2. View, download, print, or pay your open invoices 
3. View, download, or print your closed invoices 
4. View or download your payment history 
5. Review your account settings 

 



 

 

 
DOCUMENT LIBRARY 
 
From the document library, you can download important documents, such as price lists, order 
information, trunk show request forms, current promotions and much more.  

 

 
  



 

 

 

MY STORE 

On the “My Store” page of the Retailer Dashboard, you can view your store locator listing and your trunk 
shows. 
 
If you notice that anything is incorrect on your store listing, click the “Update Retailer Information” button 
in the bottom right corner to send us an email with any changes you would like to make. 
 
You can click “My Trunk Shows” to view your past and upcoming trunk shows. You can also request a 
trunk show by clicking the Request Trunk Show button. Click on the “More Info” button for any trunk 
show to view details about that event, as well as an exportable list of registered visitors. 

 



 

 

 
PRODUCT PAGE FEATURES 
 
On all product pages, you will see two buttons visible only to retailers. You must be logged in to see this 
setting.  

1. Button #1 opens the style you are viewing in the web portal. 
2. Button #2 allows you to download images and videos for that style. 

 


