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In a whole, online shopping is not really ‘futuristic’ per se, but in this industry it still remains relatively new. 

We constantly strive to make the site as easy as possible to use logically without any guidance, but we 
have also built in a lot of features to make the site even better to use once you know how to use them.

So this guide is built for everyone, from the online shopping newbie to the veteran who is looking to 
optimize their experience, and will provide everything you need to know to set you up for success.

the future
of ordering
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Using Filters:
 desktop Version

The key to success of any shopping experience is to find exactly what you need as quickly as possible. 

When you first land on the shop.alien-tools.com page all the tools in our portfolio will be loaded. To quickly 
show only the tools your are interested in we have built an advanced filtering system on the left-hand side of 

the page. You can then focus your search by using the following filters:

Milling Machine - Milling Material - Sample Box? - Coating Type - Shank Diameter - Cutting Diameter - 
- Cutter Geometry - Number of Flutes - Tool Indication - Ring Type

To use the filters, simply click on the dropdown menu to view the different options under that section, then 
click on the option you are looking for. When you have made your selection you will see a short loading icon, 

and only the tools matching that criteria will be displayed.

You can continue to add filters on top of other filters to narrow your results even more.

To remove one filter, click on the dropdown menu for that filter, and click the red x next to the selected option, 
and as before, your new results will be loaded with that filter removed. Alternatively, you can remove all flters 

and start over by clicking the ‘Reset Filters’ button below last filter option.
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Using filters:
mobile version

If you are viewing the shop on a tablet or mobile phone, the filters work in exactly the same way as on a 
desktop computer, however, to access them you need to click on the filter icon on the top-middle of the page, 

and the filters will appear from the left-hand side of the screen.
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using search function
If you know the article number of the tool you are looking for you can enter this in the search bar located 

on top of the filters section. As you type suggestions will automatically be loaded below the search button 
dynamically, so you can either choose one of the suggestions by clicking on it or enter in the complete article 

number and then clicking the ‘Search’ button.  
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VIEWING full 
product details

The main shop page displays only the short description of the tool, however this may not be enough info for 
you to verify that this is indeed the tool that you are looking for.

If you click on the tool in the main shop page, it will take you to the product page for that tool, which will show 
you the long description under the price, as well as all relevant details about the tool in the ‘Additional 

Information’  tab located below the photos of the tool.
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Adding items to cart
Once you have found the tools you want, you need to add them to the ‘Cart’ in order to proceed to the next 
step. You can do this in two different ways:

Adding to Cart from the Main Page:

When you hover on image on the main shop page, a shopping bag icon will appear on the bottom left-hand 
side of the image. Simply click on this icon to add the item to your cart. You will see confirmation that it was 
added through a dropdown menu that appears under the ‘Cart’ button on the top right-hand side of the site.

Note: this adds only 1 of this tool to the cart, but you can change the quantity on the cart page.

Adding to Cart from the Product Page:

From the product page you have the option to first select the quantity of that tool that you would like to order. 
Adjust the quantity by either using the ‘plus/minus’ buttons, or typing the desired quantity in the ‘quantity 
field’. Then click on the ‘Add to Cart’ button and you will again see the dropdown menu from the ‘Cart’ button 
confirming that this was done correctly.
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your cart basics
To access your cart, click on the ‘Cart’ button on the top right-hand side of the page and you will be taken 

to the ‘Cart’ page. Here you will see an overview of the items that you have added to the cart and estimated 
shipping and taxes for the order.

To change the quantity of a tool, use the ‘plus/minus’ buttons or type the desired quantity in the ‘quantity 
field’, and then click on ‘Update Cart’ and the updated quantities and totals will be shown on the reloaded 

page. You do not need to update quantities individually as you can first change the desired quantity on 
several tools and then click ‘Update Cart’.

To remove an item from the cart, simply click on the ‘x’ icon to the left of the product image.

Note: shipping and taxes are estimates on the ‘Cart’ page, and will be updated once your input your shipping address and, 
if applicable, your VAT number on the ‘Checkout’ page in the next step.

Note: If you have unlocked free shipping, these options will be shown on top in the ‘Shipping’ section of the cart. They will 
appear again as a paid option underneath the free option as there is not currently a way to remove the paid option if the 

free option has been unlocked, these are, however, the same service.
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using coupon codes
If you have a coupon code for the shop, you can input the code either in the ‘Cart’ page under the ‘Proceed to 
Checkout’ button, or in the ‘Checkout’ page by clicking on ‘Click Here to Enter Your Code’ located at the top of 

the page.

Once you have entered your code and hit the ‘Apply’ button, you will receive a ‘Success’ message and will see 
the coupon either applied in the ‘Totals’ section, or you will see a free shipping option if the coupon code is to 

give free shipping.
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creating an account
In order to proceed to the checkout page, you must have a valid account in our shop. If you are not yet logged 
in and click the ‘Proceed to Checkout’ button, a pop-up will appear asking you to log in or create an account. 
If you do not yet have an account, simply enter the email address you would like to set the account up under, 
and if this email does not yet exist in our system you will be asked to set a password for the account, confirm 
the password, accept the T+C’s and Privacy Policy, and then you can proceed to checkout by clicking the 
‘Register and Proceed to Checkout’ button.

In the checkout page you can then input all the other details needed for your account, and if you already have 
an account but don’t know the password, please see the ‘Resetting Your Password’ page of this guide.
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resetting your 
password
If you have an account on the shop already but have forgot the password, no problem. During the login 
process enter your account email, and then when the password screen appears, click on ‘Forgot Password?’ 
on the bottom right-hand corner of the pop-up. Next enter the email address or username for the account 
that you would like to reset the password and then click on ‘Get Code to Reset’.

An automatic email will then be sent to the email address listed for that account with a reset code. Copy 
and paste this code into the ‘Enter Code’ field, and then click ‘Continue’, and you will be asked to enter a new 
password for your account.

Note: this is an automatic email and may appear in your ‘Spam’ filter of your email account. If you do not receive the email 
within a couple of minutes please contact us and we will help with the reset process.
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Checkout page:
invoice/shipping 

details
When have reached the ‘Checkout’ page, you will see that this is where you input all the details needed to 

complete the order; first being your invoice and shipping details.

Note that all fields are required to be filled out in the ‘Billing Details’ section as they are required in order to 
generate a correct invoice and/or are required for the shipping companies in order to deliver the package.

Most important part of this section is if you want the order shipped to a different address than the billing 
address. To do this click the box next to the ‘Ship To a Different Address?’ label, and a dropdown section will 

appear where you can enter all the details for this address there.

Lastly in this section, under the ‘Oder Notes’ section you can write anything regarding this order that you think 
we should know and we will see this in our system and be able to react accordingly.
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checkout page:
Inputting VAT number

If you are located in the EU and have a VAT number that would entitle you to a ‘Tax-Free Intracommunity 
Delivery’, then it is very important that you input your VAT number and it is validated in the ‘EU VAT 

Identification Number’ section.

Once you input this number a small ‘processing wheel’ animation will appear, as it will check your input 
against the EU database of valid VAT numbers. If valid, you will then see a small green checkmark icon, and 

in the totals section you will see that tax has been removed as well as a note that this transaction is a ‘Tax 
Free Intracommunity Delivery’.

For more information on VAT number in your country and the format that the numbers should be in, please 
visit European Commission’s site to learn more.

https://ec.europa.eu/taxation_customs/business/vat/eu-vat-rules-topic/vat-identification-numbers_en
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Checkout page:
Shipping options

On the right-hand side of the ‘Checkout’ page you will see an overview of the items you intend to order, your 
shipping options, and payment options.

Depending on your country, you will see the shipping options available and their costs. To select your desired 
shipping option simply click on the radial button next to your choice.

Note: If you have unlocked free shipping, these options will be shown on top in the ‘Shipping’ section of the cart. They will 
appear again as a paid option underneath the free option as there is not currently a way to remove the paid option if the 

free option has been unlocked, these are, however, the same service.
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Checkout page:
Payment options

The last section of the right-hand side of the ‘Checkout’ page is where you select your payment options. We 
offer as many options as possible, and many are country specific. If they are country specific it is indicated 

with the 2 letter country code in parenthesis next to the payment option name.

Available worldwide are the ‘PayPal’, ‘Credit Card’, and the normal ‘Direct Bank Transfer’ options.

For most digital options you will be directed to the payment processor’s website after the ‘Confirm and Place 
Order’ page in the next step to complete the purchase. The only exceptions are ‘Credit Cards’, where you input 
the credit card details directly in the ‘Checkout’ page, or the ‘Direct Bank Transfer’ option where wiring details 

are provided in both the order confirmation email sent by the shop and again on the invoice itself.

Note: orders with the payment ‘Direct Bank Transfer’ option  will not be sent until the funds arrive in our account. If your 
order should be shipped earlier please contact our staff in the office directly to discuss options.

Note: in Germany only a ‘Purchase on Account’ option is available to customers who have at least 1 paid and completed 
order with us.
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confirm and place 
order

As required by German Law, before the order can be completed you will be taken to a ‘Confirm and Place 
Order’ page where you can once more look at all your chosen options for billing/shipping addresses, payment 

methods, and products ordered.

At this point you can either confirm everything is correct by clicking the ‘Confirm and Place Order’ button (you  
must first click the checkboxes to accept our T+C’s and that your personal data will be shared with the 

shipping service provider),  or if changes need to be made you can click on the ‘Go Back to Previous Page’ 
button.

For most digital payment options you will then be taken to that payment processor’s website to complete 
the payment, and after this is completed you will land on an ‘Order Received’ confirmation page. If using the 

‘Credit Card’ or ‘Direct Bank Transfer’ you will be forwarded directly to the ‘Order Received’ confirmation page.

Note: after the order has been accepted by the shop, the system will automatically send out an order 
confirmation email. Also, after the order has been marked ‘Completed’ in our system and is ready to be 

shipped, you will receive another email from the shop stating that the order has been prepared, along with a 
PDF copy of the invoice as an attachment.

Note: for all non-export orders (orders from within the EU) a physical copy of the invoice will not be included  in the 
delivery. The only version is then the digital version available as an attachment in the email sent from the shop, or under 

‘My Orders’ in the ‘My Account’ section.



#MILLMOREUNITS   ALIENTOOLS ONLINE-SHOP QUICKSTART AOSQSENV02 PAGE 37 OF 61

my account page 
basics

Once you have an account in the shop, you will have access to the ‘My Account’ section of the site. Basically 
explained, you will see the following sections:

- My Orders: view previous orders, download invoices or return slips, etc.
- Edit Address: change the billing or shipping address for your account

- My Shopping Lists: view, edit, and use shopping lists that you’ve set up in the system
- My Helpful Downloads: download things we thing are useful shuch as milling strategy guides

The following pages will go over how to execute the things most frequently asked from customers.

Note: the screenshot to the right show additional tab available to customers enrolled in our ‘A.L.F. Loyalty Program’. For 
mor info on this program and how to enroll please visit the A.L.F. section of our site.

https://www.alien-tools.com/alf-program/


#MILLMOREUNITS   ALIENTOOLS ONLINE-SHOP QUICKSTART AOSQSENV02 PAGE 39 OF 61

Tracking an order:
tracking links

No matter which shipping option you choose, all of our shipments are sent with the tracking option for each 
service selected, and we’ve greatly expanded the ability to easily find your tracking information quickly and 

easily with the click of a button.

We’ve re-designed the process to make it as hard as possible for you to miss the tracking information. We 
now send the tracking information and link to you in the ‘Order Completed’ email, it’s listed on the invoice 

below the totals section, and you can find a new ‘Track’ button in both in the ‘My Orders’ overview page as 
well as in the ‘Order View’ page at the bottom. Clicking on any of the links or buttons will take you to our 
Aftership page where you can see the entire history of updates as well as all contact information for the 

courier.

Note: if you shipment was sent with TNT it may display the wrong tracking information due to TNT using the same track-
ing number for different packages for some reason. If this page is showing the wrong tracking information then please 

use this tracking number and paste it into the following webpage here.

Note: for shipments being sent worldwide with ‘Deutsche Post Warensendung’ this uses the normal postal service, and 
many national postal services do not have an interface that is integrated with Deutsche Post tracking. To track the pack-

age once it has entered your country’s postal system, use the tracking number and shipment date provided on the invoice, 
and enter these into your country’s postal system tracking site. For a list of national postal service websites please view 

the Wikipedia page about this.

https://www.tnt.com/express/de_de/site/shipping-tools/tracking.html
https://en.wikipedia.org/wiki/List_of_national_postal_services


#MILLMOREUNITS   ALIENTOOLS ONLINE-SHOP QUICKSTART AOSQSENV02 PAGE 41 OF 61

Tracking an order:
STATUS UPDATES 
We think it’s important that you keep up-to-date about the status of your delivery, so we have programmed 
our system to send out an automatic email if there is some sort of delivery delay from the side of the courier, 
or if there was an attempted delivery that was unsuccessful. It may be that the courier also sends an email, 
but this has been inconsistent and sometimes delayed, so we think it’s better to receive an extra email from 
us right away rather than no notification at all.

With our system updates we also have added the ability for you to voluntarily sign up for additional notifica-
tions by email or even SMS for a specific order. If you choose to subscribe to delivery updates for this order, 
you will receive either email or SMS notices when the package has the following status updates: ‘Out for 
Delivery’ (SMS only), ‘Delivered’ (Email or SMS), ‘Exception’ (SMS only as email already automatically 
activated), and ‘Failed Attempt’ (SMS only as email already automatically activated).

To subscribe, simply follow your tracking link, and below your tracking information click on the ‘Subscribe To 
Updates’ button. Choose if you wish you turn on notifcations either by email or SMS, and enter in your email 
or mobile telephone number.

Note: it is currently only possible to send out notifications in one language, so all notifications are sent in English.
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downloading an invoice
If at any point you lost your invoice, you can easily download it from the online shop.

To do this, log into the shop with your login details, go to ‘My Account’ and then ‘My Orders. On the order in 
question, click on the ‘View’ button and you will be taken to the ‘Order Details’ screen. Below the details of the 
order you will see an button titled ‘Download Invoice PDF’. Click on this button and the PDF will be loaded in a 
new tab in your browser. You can either print it from here, or you will now find ithe PDF file under ‘Downloads’ 

on your computer.
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completing an order 
that we prepared for 

you in the back-end
In the case that we prepare an order for you in the backend (either because of a special circumstance 

requiring us to input special conditions, or if you simply wanted us to do this part for you), the final checkout 
process still needs to be completed by you.

To do this, log into the shop with your account, then navigate to the ‘My Orders’ tab of the ‘My Account’ 
section of the website. You will then see your order with the ‘Pending Payment’ status, and a ‘Pay’ button on 

the right. Simply click on this button to be taken to the ‘backend’ checkout process, where you can choose 
your payment option and complete the purchase in the shop as usual.



#MILLMOREUNITS   ALIENTOOLS ONLINE-SHOP QUICKSTART AOSQSENV02 PAGE 47 OF 61

placing a quick
 re-order

Sometimes customers have a set order that they oder over and over again. In these cases, you can skip the 
whole adding the items to your cart through the shop by logging into the shop with your account and going 

to the ‘My Orders’ section located in the  ‘My Account’ section of the shop.

Click on the ‘View’ button for the order you wish to make again, then in the ‘Order Details’ screen click on the 
‘Order Again’ button. You will then be redirected to the ‘Cart’ page with these items automatically added in the 

cart. You can either udpate quantities or leave them as-is, and complete the checkout process as usual.
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Advanced:
using comparison 

tables
If you are unclear about the difference between 2 or more tools in the shop, we have built a handy 

‘Comparison Table’ feature into the shop.

To use this feature you must first put the tools you want to compare into the table. Under each description 
of the tools there is a link titled ‘Add to a Comparison Table’. Click on this link to add the tools you would like 
to compare, and then click on the ‘(# of products) Products in Compare’ link located in the ‘My Comparison 

Table’ section above the filters on the left-hand side of the main shop page.

The table will then load as a pop-up showing the complete details of each tool, with any sections with 
differences highlighted in green. For example, the screenshot to the right shows two tools whose only 

difference is their reach lengths.

You can remove tools from the ‘Comparison Table’ by either clicking on the ‘X Remove’ link above the tool, 
or remove all tools at once by clicking on the ‘Clear All’  button on the top right-hand side of the table. In the 
shop page you can delete an individual tool by clicking on the red ‘X’ icon, or remove all tools by clicking on 

the ‘Clear All’ link.
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advanced:
Creating new Shopping 
Lists
Most people order the same tools over and over and there’s no need to have to find the tools through filters in 
the shop every time. For this we have built the ‘My Shopping Lists’ feature into the shop.

You can create as many lists as you want and organize it however you want...by machine, by machine and 
material, everything on one list...whatever works best for you.

To create a list, click on the ‘Add to Shopping List’ link below the tool you would like to add to a list, and a 
pop-up will appear giving you the option to add the product to an existing list or to create a new list. Select 
the ‘Create a New List’ link on the top or in the dropdown, create the name of your list, and then click ‘Add to 
Shopping List’. It’s as easy as that.
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advanced:
adding to existing 
shopping lists
Now that you’ve created a list, you can add any other tools in the shop to this list by clicking on the same ‘Add 
to Shopping List’ link below the tool description. Then simply choose your list from the dropdown menu in the 
pop-up screen, and finish by clicking ‘Add to Shopping List’. 

Now you have a list with more than one product and you’re on your way to peak ordering efficiency!
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advanced:
ordering from 
shopping lists
Now that you’ve created your lists, it’s time to put them to use.

To access your lists you can either click on the appropriate list name in the ‘My Shopping Lists’ of the main 
shop site, or going to ‘My Account’ and then to ‘My Shopping Lists’.

Once open, you will see all the tools in your list with prices, descriptions, and availability. To add items from 
your list to the cart, click first on the checkbox on the left of the tool, choose the quantity you want to add to 
the cart by either using the ‘up’ and ‘down’ arrows or typing the quantity directly into the ‘Quantity’ field. Do 
this for all tools you want to add to the cart (you do not have to do this individually) and then at the bottom 
of the list you will find a dropdown action menu where you will choose ‘Add to Cart’ and then click the ‘Apply’ 
button.

These tools will be then entered into the cart (where you can make further updates if you made a mistake, so 
no worries), so then click on ‘Cart’ and then you can complete the checkout process as usual.

Now that is online efficiency at its finest...congrats!
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advanced:
editing shopping lists
If after using your lists you’ve unlocked ideas on how to make the process even more efficient for your setup, 
you have the option to edit the lists to your heart’s desire.

To rename a list, go to your ‘My Shopping Lists’ tab under ‘My Account’, and when you scroll over the name of 
your list, a pencil icon will appear to the right of the list name. Click on this to enable editing of the list name, 
enter your desired name, then click on the grey checkmark icon to save changes.

To re-order your list, click on the arrow-cross icon on the right hand side of the tool, and then simply drag and 
drop to the right section.

To move a tool to a different list you don’t need to delete it and then re-add it to a different list through the 
shop. Rather, you can open the list with the tool that needs to be moved, click the checkbox to the left of the 
tool, and then under the drowdown menu at the bottom of the list select ‘Move to (other list name)’ and click 
‘Apply’.
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now go forth...
You now know all you need to master the universe of online shopping at its finest. 
We are constantly looking for ways to make the process more enjoyable and easy 

to use, so if you have feedback or further questions we are here and grateful, as 
always, for your partnership.

We come in peace...

And follow us on social media to 
keep informed about new tools, 

deals, giveaways, etc.!!!

https://www.instagram.com/alientoolsgmbh/
https://www.instagram.com/alientoolsgmbh/
https://www.instagram.com/alientoolsgmbh/
https://www.facebook.com/AlienToolsGmbH
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