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1. Distributor Extranet Management Tools

a. MVP User Management – Distributors have the ability to create/delete Agent
logins via the Extranet, as well as edit Names/Dealers/Email Addresses.

1) Log in to the Distributor Extranet site; click on “MVP” link in the upper right hand corner.
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2) After you click on the “Update MVP Users” tab, the next screen that you will see is your list of
Dealers. (NOTE: Please make sure that your dealer’s contact information is current and the
“MVP EMAIL” address is filled out for each one.  If the “MVP EMAIL” address is not filled out
for each dealer, they will not receive quotes that you assign to them.

3) On the “UPDATE MVP USERS” page, you will be able to edit/delete/create Agent logins.
There are two types of logins, Agent and Unit: 

Logins for floor Units are provided by Viking and are assigned per Unit on a 
showroom/dealer floor. These logins should only be used on floor unit systems with 
the recommended hardware, which includes a touch screen, due to the differences in 
the visual display and user experience. Distributors can request these logins from 
Viking by emailing support@myvikingplanner.com 

Logins for uses other than a floor unit, which are called Agents, are created by the 
Distributor and are assigned per Salesperson. These logins should not be shared or 
used by multiple systems at the same time. Each Agent user name will show up in 
the list of Salespersons when assigning a specific Salesperson to a quote.  

a. To edit an agent login, click the name of the person you wish to edit. Currently you
are able to edit the “FIRST NAME, LAST NAME, DEALER ORGANIZATION, EMAIL
ADDRESS”. Once you are done, click “SAVE CHANGES”.

mailto:support@myvikingplanner.com
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b. To delete an agent login, click the name of the person you wish to delete. The next
screen that you will see, will allow you to click the blue button on the right hand side
of the screen that says “Delete Personnel”.

c. To create an agent login, click the blue “ADD PERSONNEL” button that you see at
the top of the Update MVP Users page. Next, you will need to enter the users “FIRST
NAME, LAST NAME”, choose their “DEALER ORGANIZATION” in the dropdown
box, enter their “EMAIL ADDRESS”. Click “SAVE CHANGES”.
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5) Once you have created a new Agent user and click “SAVE CHANGES”, an automated email will be
sent to the dealer/Agent that you created.  This email will assign them their Username and Password 
in order to access the MVP via their desktop computer.  Once logged into the MVP, they will have the 
capability to reset their passwords to whatever is desired.   
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b. Price List Management – Distributors have complete control to update/price skus that are
displayed on MVP.  Distributors will receive an email notification when new products are 
added to the system. Once the email has been received, they should download the list of 
unpriced sku’s, fill in the pricing, and re-upload back to the system.   

1. First, navigate to the Distributor Extranet (http://www.vikingrange.com/extranet/distributor )
and log into the system.

http://www.vikingrange.com/extranet/distributor
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Click on the “UPDATE INFO” link located at the top of the webpage. 

Next, click on the “UPDATE DEALER PRICING” link. 
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2. At this point, you have two options.  You can 1:  click on the “Download Unpriced SKUs”
button to download the list of unpriced skus, or you can 2:  click on the “Download all SKUs”
button to download all the skus.

3. After downloading either list, open the file to edit it.  Place the new pricing in Column G, which 
is the “Set New UMRP Here” column.  When editing the file, make sure that the number 
format is “General” and no commas or dollar signs are used, as this will cause errors when 
uploading your price list.  (Ex:  use 1234, not 1,234 or $1,234) 
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Once the file has been edited, save your change (s) and return to the web browser.  1
st
:  Click on the 

“Browse…” button and navigate to the location of the file you just edited. Once it is loaded, 2
nd

:  click 
on the “Upload” button. 
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4. If your file uploaded successfully, you will see the following message: 
 

 
 

5. If you get an error message, please recheck your file and make sure that your new prices are 
added in the “Set New Dealer Cost Here” column, and also make sure your values are in 
“General” format (no commas ( , ) or dollar signs ( $ )). 

 
 

Note:  Please note that your pricing will not change immediately on the MVP.  A process will 
automatically run every morning at 7am Central time, Tuesday – Saturday, that will pick up any 
changes that are made.  NOTE: Quotes cannot be assigned to dealers or salespeople without all 
skus on quote being priced.   
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c. Quote Reports – Distributors have the ability to assign and manage all quotes via the 
Extranet.  
 

1. To view quotes, go to “QUOTES” under the “MVP” section of the distributor extranet. 
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Quote Search 
b. Drop down the search options to search for quotes by the following: 

1. Quote number: ex: gl11111111 
2. Dealer: in which the quote is assigned 
3. Status: of the quote 
4. Quote Owner: First and Last Name 
5. Date Created: Range of dates - Must be Included 
6. Last Updated: Range of dates in which the quote was updated 

c. Click “SEARCH” button to view results. 
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2. Quote Search Results – 
a. “EXPORT TO EXCEL” – allows you to save or view your search results in a Microsoft 

Excel spreadsheet. Once exported to Excel, you can sort as needed.  

 
b. Search results: 

1. Click the heading to sort by that column 
2. Updated: Date the quote has last been updated by distributor or dealer. 
3. Created: Date that the quote was created 
4. Number: Unique quote id 
5. Dealer: displays 

1. Dealer name when assigned 
a. Click “CONTACT” to email this dealer 
b. MVP email must be complete in the dealer update section of 

the extranet.  
2. Assign when quote needs assigning – this can take up to 20 minutes 

to show up in MVP. 
3. Price before assigning when a product is missing a price 

a. Update price list in order to assign quote 
6. Salesperson: person to which the quote is assigned to follow-up on My 

Viking Planner 
7. Customer: Customer name 
8. Source:  

1. Consumer – Request-a-Quote generated from vikingrange.com 
2. Showroom – My Viking Planner generated. 

9. Amount: displays 
1. Total of the quote 
2. Unpriced Sku when a product is missing its price in the price list. 

Click this link to go to price list update. 
10. Status: displays 

1. New /Assign – when quote need to be assigned to a dealer 
2. New – when a quote is new to a dealer 
3. Assigned – when a quote is assigned to a salesperson or dealer 
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4. New: Followup Required – when a quote error has to be addressed 
before assigning to the dealer. This will display in yellow. You can 
see the followup action required under the dealer column.  

5. Overdue (Dealer) – Dealer has not updated the status. This will 
display in red after 48 hours.  

6. Overdue (Distributor) – Distributor has not assigned to a dealer. This 
will display in red after 48 hours.  

7. Won – quote has been sold 
8. Lost – quote was not sold 
9. Pending – error occurred. Contact support@myvikingplanner.com 

when this is displayed 
10. Dealer Deactivated – assigned to a dealer who has been 

deactivated, please open and reassign to an active dealer 
11. Click to “VIEW/EDIT” to view quote details 

 
3. Quote Details – 

 
a. Displays all information tied to the quote 
b. Allows you to assign this quote to a dealer. To assign 

1. Click search to search for a dealer by the postal code. On pop-up window 
locate the desired dealer. 

2. Use dealer drop down to select desired dealer. 
3. Click “Save Changes” to assign to that dealer. 
4. The quote will then be viewable on that dealers My Viking Planner system, 

and an email, see sample, will be sent to that dealer. Note: Updates can 
take up to 15 minutes to be viewable. 

mailto:support@myvikingplanner.com
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c. Dealer Email 
 
 
 
 

  
 
 

II. MVP User Guide – This section describes general use of MVP.  
 

1. Logging in the My Viking Planner: 

 Please download and use the current version of Firefox for optimal viewing of 
this site.  IE8 will work; however you may have to alter your security settings 
for it to function properly.  Please see “Instructions using MVP in Internet 
Explorer 8” below.  Adobe Flash Player and Reader must be downloaded in 
order for MVP to function properly. 

 Upon visiting http://www.myvikingplanner.com, you will be prompted to enter 
a login and password (See Figure A). 
o Logins for floor Units are provided by Viking and are assigned per Unit 

on a showroom/dealer floor. These logins should only be used on floor 
unit systems with the recommended hardware, which includes a touch 
screen, due to the differences in the visual display and user experience. 
Distributors can request these logins from Viking. 

o Logins for uses other than a floor unit, which are called Agents, are 
created by the Distributor on the extranet and are assigned per 
Salesperson at the dealer. These logins should not be shared or used 
by multiple systems at the same time. Each Agent user name will show 

http://www.mozilla.com/en-US/firefox/upgrade.html
http://www.myvikingplanner.com/
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up in the list of Salespersons when assigning a specific Salesperson to 
a quote.  

o If for some reason you are unable to remember a Unit or Agent login, 
please contact your distributor who manages the list of logins. Unit 
logins can be retrieved by Distributors from Viking if needed, and Agent 
logins can be retrieved by Distributors from the Viking Extranet.  

o If for some reason you have forgotten your password, use the “Forgot 
Your Password?” button on the home screen to have your password 
emailed to the email address assigned to your specific login (See Figure 
B). If for some reason you do not receive an email, please check with 
your Distributor to find out what email address is assigned to your user 
account.   Once an Agent is logged into MVP, they will have the 
capability to reset their password to whatever is desired (See Figure C). 

 
 
 

Instructions Using MVP in Internet Explorer 8: 

 

 If you are seeing the below pop-up while logging in and using MVP, or seeing certain 

functionality is not working with MVP, please follow the below instructions to resolve 

these issues. (Note: Clicking “Yes” here disables some functionality required to run the 

MVP system. Clicking “No” would allow the site to work, but further pop-ups will appear 

through-out using the MVP system.) 

  
 Please email support@myvikingplanner.com with any issues that arise after you have 

completed the following steps. In order to help you better, please provide the log in and 

password that you were using when experiencing problems, exact steps taken when the 

error occurred, frequency of the occurrence, and a screen shot of the error when it occurred.  

 

To resolve security issues when accessing MVP using Internet Explorer 8: 

1) On the browser bar, select “Internet Options” under “Tools”.  

mailto:support@myvikingplanner.com
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2) On the “Security” tab of internet options, click the “Custom level…” button. 
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3) Scroll down to the “Miscellaneous” section and further to “Display mixed content”, 

and select the bubble to “Enable” this content. 

a. If this has been set to “Prompt” you will see the security pop-ups. 

b. If this has been set to “Disable” you will not see pop-ups but the functionality 

will be disabled. 

 
4) Click “OK” and “Yes” to the warning message.  

 
5) Click “Apply” and then “OK”.  
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Figure A: 

 
     
 
  
 
 
Figure B: 
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Figure C: 
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22 

 

Confidential Property of Viking Range Corporation.  For Distributor Use Only. 

Rev. 10/22/2012 

 

My Viking Planner Home Screen 

 The home screen includes:  
o Disable Virtual Keyboard to disable keyboard pop-up that is used 

for touch screen units. 
o CLEAR button to clear products in the My Kitchen. 
o LOGOUT button to Logout and return to Login screen. 
o BROWSE PRODUCTS button to begin viewing and adding 

products to My Kitchen or view Retired Model Documentation 
o MY KITCHEN button to view items added to My Kitchen. 
o QUOTE SEARCH to view and search for previously saved quotes 

for the dealer. 
o Enhanced SEARCH field to search products using model #s on 

My Viking planner. 
o Viking product promotions. 
o Distributor current promotions. Distributors should submit 

promotion copy to Viking, along with a document (in the form of a 
pdf or jpeg) or URL to a specific a page within the kiosk to link to.   

 

 



23 

 

Confidential Property of Viking Range Corporation.  For Distributor Use Only. 

Rev. 10/22/2012 

 

 
2. Browse Products Section: 

 This section allows you to  
o Drill down to a product section by product categories.  
o Click to view a list of retired products for documentation. 
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3. Product Category Page: 

 This page allows you to:  
o Filter the products in your view by product attributes, such as 

series, size, and burner type. Click left and right arrows to scroll 
through more product search results. 

o Click to view details of products in your view. 
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4. Product Detail Page 

 This page allows you to: 
o Pan and Zoom configured product images and alternate images. 

Note: To return back to viewing the configured product when 
viewing an alternate image, click a configurable property to the 
right. Note: Please have current version of Adobe Flash Player 
installed in order to view configured product images and alternate 
images. 

o Select and configure product options. 
o Select installation accessories, product accessories, and related 

products. 
o Click to view additional information such as Features, Specs and 

Downloads, Warranty, and More Info for detailed product 
information.  

o View configured product SKU, product price, and total price 
including selected accessories and related products. 

o Click “Add to My Kitchen” to add to current “My Kitchen” quote 

 
 
 

 
 

http://get.adobe.com/flashplayer/
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 If “See Salesperson” or “See Sales Person for Pricing” messages show in 
place of pricing on any section of a product detail page, contact your 
Distributor. Distributors should initially check that the SKU and price are 
included in the price list found in the Extranet. If the price and SKU are in the 
price list, Distributors should provide Viking with the specific SKU and product 
page URL in which the message appears. Note: You will not be able to “Add 
to My Kitchen” without pricing. 

 If there is any content or images that you believe may be incorrect, please 
notify your Distributor. Distributors should then provide Viking with the page 
URL and what content on that page is believed to be incorrect.  
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 Product Detail Page – Accessories 
o Installation Accessories can include  

 Included Installation Accessories. Accessories that come with 
the product and are include in the product’s price.  

  
 Required Installation Accessories. List from which one 

accessory must be chosen to be included with product.  

    
 Optional Installation Accessories. Optional accessories that 

may be needed for certain product installations. 
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5. Documentation for Retired Models – 

 This page allows you to:  
o View available documentation for a list of retired models. 
o Click product category to view list of products with available 

documentation in that category. 
o Scroll to find a specific product and click to drop down list of 

available documentation for that product. 
o Click View to open document in Adobe Reader. Note: Please have 

current version of Adobe Reader installed; failing to do so could 
cause errors in document loading.  

 
 
 
 
 
 

http://get.adobe.com/reader/
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6. My Kitchen  

 This page allows you to:  
o View, edit, and remove products from your current “My Kitchen” 

quote.  
o Click CLEAR button to remove all products in current “My Kitchen” 

quote. 
o Click REMOVE button to the right of a product to remove that 

product.  
o Click EDIT button to the right of a product to return to product 

detail page and edit product options.  
o Click EMAIL TO CUSTOMER to email the quote to the customer. 
o Click NEXT button to start the process of saving the quote. NOTE: 

Items in “My Kitchen” are not saved until quote is created. If you 
log out for some reason, the items in “My Kitchen” will not remain. 

 

 
o Click to VIEW SPECS & DOWNLOADS of all products in the 

quote. 
o Click to PRINT “My Kitchen” quote. 
o Click to view PRIVACY POLICY. 
o Click CONTINUE SHOPPING to view and add more products to 

“My Kitchen” 
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o Fill out all available customer information in field provided. NOTE: 
This system will not allow you to continue if a partial address is 
entered or the address is not correct; therefore, if you don’t have 
the full or correct address, leave all address fields empty. 

o Verify with customer and fill in check box in order for them to 
receive follow up communication in the form of email.  

o Click NEXT to proceed to save the quote. 
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o Status and Notes: 

 Customer notes – Notes for the customer.  
 Dealer notes – Notes for the dealer. Source – displays the 

source of the quote. Showroom displays when the quote is 
create/edited on MVP. Consumer displays when quote has 
come from Request-a-quote.  

 Status – quote status. Select: 
a. NEW when quote is created. 
b. ASSIGNED IN PROGRESS when it is assigned to a 

Salesperson or Dealer. 
c. PURCHASED VIKING when quote is complete and 

products are sold. 
d. PURCHASED ANOTHER BRAND when quote is 

complete and has decided to purchase another brand. 
e. NOT PURCHASING AT THIS TIME when quote is 

complete and customer has decided not to purchase at 
this time. 

f. NO RESPONSE FROM CUSTOMER when 
communication with the consumer has failed. 

g. PENDING NEW CONSTRUCTION when the customer 
is either waiting on construction or still shopping, etc. 

Note: once a quote is assigned, there is a 48 hour lead 
time to respond to the consumer and change the status of 
the quote.  If nothing has been done in the first 48 hours, a 
notification will be sent to Viking and the respective 
distributor that follow-up is required.  It is very important to 
keep the status of your quotes up-to-date.  
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 Timing – ask when the customer plans to purchase. 
 Dealer – dealer to which the quote is assigned. NOTE: 

selecting another dealer in the list will remove the quote from 
the current dealer upon saving the quote. 

 Salesperson – agent to whom the quote is assigned.  
 Emails to Customer – date and details of emails sent out to the 

customer. 
o Click SAVE TO QUOTE button to save quote to dealer account. 
o Click EMAIL TO CUSTOMER button to review and email quote to 

customer. 
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o Email quote – 
 Check customer information and fill in personal message, if 

desired. 
 Click PREVIEW to see email before sending. Note: You can 

edit the first paragraph for a custom message if you desire, 
otherwise the generic response will be included. 

 Click SEND to send email to customer. 
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7. Quote Search – 

 Once a quote is created using MVP or assigned from Request-a-Quote, the 
quote is retrievable in the quote search section.  

 This page allows you to: 
o View all quotes created by the dealer. Note: Default quote search 

results show all quotes created in the past week. 
o Drop down search options to modify results. 
o Click arrows to view more results. 
o Click DETAILS next to the quote to view quote details. Log in and 

password required. 
o Ability to update the Status of the quote – strongly recommended 

to keep all quotes updated to avoid delinquent email notifications.  
o Click DELETE next to the quote to delete the quote.  
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 Fill in any quote properties and click PERFORM SEARCH to modify results. 
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III. Request-a-Quote Consumer Experience – This section walks you through the customer 
experience on vikingrange.com and the ability to request a quote. 
 

1. Customer is on the home page of vikingrange.com and drills down to a product detail 
page. 
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2. The customer clicks into a product which takes them to the product detail page.   
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3. The customer then clicks on the “REQUEST A QUOTE” button and a quote pop layer 
appears.  
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4. This popup later asks the customer to choose the various options and accessories that 
belong to that product. Click the “NEXT” button to move through each option.  
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5. After choosing accessories, the customer will click on “SAVE MY QUOTE”    
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6. This My Quote page will show what is in their quote and invite them to visit more 
categories to add more products.   You can see the icons and links to the other categories at 
the bottom of this quote.   After the customer has added all desired products, they will click 
the “SUBMIT MY QUOTE REQUEST” Button.    
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7. The customer will then be taken to this registration page where they will fill out their contact 
information.    
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8. Once they fill out their contact information, they will be asked to submit their quote.   After 
they submit they will get an on screen message that their quote has been submitted and a 
Viking dealer will contact them soon.    
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8. The customer will also receive an automatic email that contains a quote number and a 
summery of the products that they have submitted.  

  
 

 
 

This customer’s quote request shows up in the quotes section of the distributor extranet.   
The distributor will view this quote and determine the dealer in which to assign the quote for 
follow-up.   
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The distributor will also receive an email when the customer requests a quote on 
vikingrange.com.  Please note that once a quote is assigned to a dealer, it will take up to 15 
minutes for the quote to appear in MVP/Extranet.  
 

 
 

 
If you have any questions or comments regarding My Viking Planner or Request-A-
Quote, please contact support@myvikingplanner.com.  
 
 
 

 
 
 
 
 
 
 

mailto:support@myvikingplanner.com

