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1 REVISION HISTORY

Section Date Change Made
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2 LOGIN TO THE MARKETPLACE ADMIN SITE

Users with Administrator access can login to the Marketplace administration website to manage every
aspect of the Marketplace:

e Access the following web address in your browser:

Go to the URL http://www.yourdomain.com/siteadmin where www.yourdomain.com should
be replaced with your storefront’s domain name. Note that if the website is installed in your local
machine the domain name will be “localhost”

e The Marketplace Management Login page is displayed.

MULTIFRONT®

Merchant Login
Log in to setup and manage your store.

u admin12345
ceernmnenn

LOGIN

Remember Me Forgotyour password?

ﬂﬂOdE relevant ecommerce

e Type your administrator user name and password. When the Marketplace is first installed
the default user name is "admin" and the password is "admin".

e Click Login.

¢ Upon successful login, the Dashboard page is displayed.

© Copyright 2015, Znode LLC, All Rights Reserved Page 5 of 56
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MULTIFRONT® g B ¢ P

2 Hello admin12345!
Inventory Marketing Orders Vendors Reports Advanced

Dashboard ~ Setup

£ Account | @ Help | G Log off

Welcome
Setup Inventory Marketing Orders Reports
Create new stores, and Manage your products Manage promotions Manage your orders, Generate reports on
configure shipping, and inventory. and optimize your RMA, service requests, sales, customers, and
payments and taxes. sfore's search engine. and reviews. ather metrics.
Alerts

Quick Statistics

M 5 products have low inventory. $100002364.80 | Total Sales YTD

Manage Inventory

B 0 Failed login attempts

107 | Accounts

Created YTD

85 | ordersymo

View Activity Log

Create and manage multiple storefronts for your
business. Click Here.

RUN REPORTS

Download and upload data fo your store including
inventory. Click Here.

8 Ode relevant ecommerce

Powered by Znode & Copyright 2015, Znode LLC, All Rights Reserved
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3 ORDER MANAGEMENT

From the Order section, the site administrator can manage Orders, Service Requests, RMA,
Customers, Suppliers and place orders on behalf of the customers using the Create an Order.

3.1 View Orders

View orders page allows you to manage orders. You can search for orders using various criteria,
view details of each order, change the order status and download order information.

3.11 Search and View Orders

To search for and view orders:
1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click View Orders under Orders. The View Orders page is displayed
listing all orders in the database.

3. To search for an order, under the Search Orders section, enter any or all of the
following:

e Store Name: Select a store name from the drop-down list.

e Order ID: Enter the order ID.

e First Name: Enter the first name.

e Last Name: Enter the last name.

e Company Name: Enter the company name.

e Account ID: Enter the account number.

e Order Status: Select the order status from the drop-down list.

e Begin Date: Enter the begin date in MM/DD/YYYY format OR click the calendar
button beside the date box to set the date.

e End Date: Enter the end date in MM/DD/YYYY format OR click the calendar button
beside the date box to set the date.

e Click Search. All orders meeting the search criteria will be displayed under Order
List.

4. Click View on the order to view its details. The Order # page is displayed listing
the order information, customer information and order items.

© Copyright 2015, Znode LLC, All Rights Reserved Page 7 of 56
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MULTIFRONT® © ¥ B @ <« % ¢ ¢ PES——

Dashboard Setup Inventory ~ Marketing Orders Vendors Reports  Advanced & Account | 3 Support | @ Help | 0 Log off

View Orders

Search and download orders and update order status.

Search
D First Name Last Name Company Name
Account Id Begin Date End Date Store Name
B ] Al v
Order Status
All v
Advanced Search | Clear
ID  Store Name Order Status Payment Status Name Date Amount Payment Type Manage RMA  Capture
149 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 04-May-2015 14:26:39 PM $44.00 CcoD & (=]
148 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 03-May-2015 23:54:13 PM $15.00 cop & =]
147 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 04-May-2015 12:09:18 PM $24.00 con L] =]
146 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 04-May-2015 12:07:09 PM $2538 coo & =}
145 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 03-May-2015 23:20-40 PM $13.00 coD & =]
144 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 04-May-2015 11:49:58 AM $24.00 cop & =]
143 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 04-May-2015 11:47:52 AM $17.00 coD & (=]
131 Fine Foods PENDING APPROVAL COD_PENDING jon jon 03-May-2015 21:35:25 PM $4299 coo L] =]
130 Fine Foods PENDING APPROVAL CC_CAPTURED Shane Bond 30-Apr-2015 23:27-43 PM $6.79 Credit Card & =
129 Fine Foods PENDING APPROVAL COD_PENDING Danny Dsouza 30-Apr-2015 10:56:22 AM $7.50 coD & (=]
Show (10  w| PerPage « | { Page 1 4 » |»

Download Orders

Starting Order D

igher than the Starting Order ID wil be.

DOWNLOAD ORDERS TO CSV DOWNLOAD ORDER LINE ITEMS

eﬂOde relevant ecommerce Powered by Znode. © Copyright 2015, Znode LLC, Al Rights Reserved.

3.1.2 Changing an Order Status
Order Status shows in which stage of processing the orders are in. Changing the status can
trigger other actions (such as email alerts) based on your store configuration.

There are four stages:

Submitted
Shipped
Returned
Canceled

As the order moves through each stage, its status must be updated.
To change the order status:
1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click View Orders under Orders. The View Orders page is displayed
listing all orders in the database.

3. Use Search to list only those orders for which you want to modify the status. Skip this
step to view all orders.

© Copyright 2015, Znode LLC, All Rights Reserved Page 8 of 56
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4. Click MANAGE ORDER on the order to change its status. The Order # page is

displayed.

5. Click on Update Order Status

6. Select the current status from the drop-down list.

7. Click Update. The Orders

Note: Changing the status will not Void or Refund credit card transactions.

Refund feature for this.

@ & &

Dashboard  Setup  Inventory

MULTIFRONT®

Marketing | Orders

<4 &% €

Vendors

page is displayed with the status updated in the Order list.

Please use the

[ 2]

Advanced

& Hello admin{23451

Reports £ Account | {3 Support | @ Help | GrLog off

Order ID : 149

Order Information
Order Status PENDING APPROVAL
Payment Status COD Payment Pending

Order Date 04-May-2015 14:26:38 PM

Order Amount 542.00
Shipping Amount 510.00
Tax Amount 5000
Discount Amount 5000

Customer Information
Shipping Address Danny Dsouza

ThomsonStreet
Portiang

Order Items
] Product Name Product Code Description
68 Apple ap231 Color - Blusish Yelow Packaging - Gift Basket
28 Packaging Packaging Gift Basket
50 Alium alggo? packing 1 - packing 1
291 packing 1 packing 1 packing 1

Additional Instructions

Please enter any comments o special instrustions for your order

©Q o

Dashboard  Setup

E a «

Orders

MULTIFRONT®

VOID OR REFUND m

UPDATE ORDER STATUS

Gift Gard Amount
Payment Method
Transaction ID
Purchase Order
Shipping Method Gustom Flat Rate
Tracking Number

Promotion Codes

Billng Address Danny Dsouza

Pertiang

sKu Quantity Price Ship Date Ship Address ‘Tracking Number
769544 $2.00 Defa
gbast 2 $5.00
friDseT 51000
o S0

4 Helloadmin12345!
4§ Account | {3 Support

Vendors

¢ 0

Inventory  Marketing

Update Order Status

Reports  Advanced @ Help | & Logoft

Update your order status after shipment, cancellation or returns. Customer may get notific ations on status changes.

Order Status Details

Crder ID 148

Customer Name Danny Dsouza

Crder Total §44.00

Payment Status COD Payment Pending
Order Status SUBMITTED

Mote: Changing the status wil not Void or Refund credit card transactions. Please use the *Refund” festure for ths.

[ioe | cucss

© Copyright 2015, Znode LLC, All Rights Reserved
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3.1.3 Capture

Use Capture to transfer the amount from customer credit card account to your merchant
account.

Note: This function works only with Authorize.Net and PayFlow Pro Gateways.
To capture a previously authorized payment:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click View Orders under Orders. The View Orders page is displayed
listing all orders in the database.

3. Click Capture on the order to transfer funds. The Capture Credit Card Payment
page is displayed.

4. Click Capture. The Capture Credit Card Payment page is displayed
confirming that transaction was successfully captured.

5. Click Back to order list. The Orders page is displayed listing all the orders.

MULTIFRONTE @ & a « » ¢ e PYTE——

Dashboard  Setp  Inventory Markeling = Orders  Vendors  Reports  Advanced # Account | (3 Support | @ Help | C» Log off
View Orders
Search and download orders and update order siatus
Search
D First Name LastName Company Name

Accountld Begin Date End Date Store Name
27-Apr-2015 30-Apr-2015 Al v

[
L

Crder Status
All v

=

Advanced Search | Clear

D Store Name Order Status Payment Status Payment Type Capture

Fine Foods PENDING APPROVAL CC_AUTHORIZED Danny Dsouza 30-Apr-2015 8:41:56 AM $15.99 Credit Card & =]

show (10 ]| PerPage “ |4 Page | 1 ok

Download Orders
Starting Order ID

Orders higher than the Starting Grder I wil be
downlosdad

DOWNLOAD ORDERSTOCSV [l DOWNLOAD ORDER LINE ITEMS

© Copyright 2015, Znode LLC, All Rights Reserved Page 10 of 56
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3.14 Refund
Use Refund to refund the amount to the customer's credit card account in case of a
canceled or returned order.

Note: This function works only with Authorize.Net and PayFlow Pro Gateways.
To refund a previously authorized payment:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click View Orders under Orders. The View Orders page is displayed
listing all orders in the database.

3. Click MANAGE ORDER

4. Click VOID OR REFUND on the order to refund amount to the customer's credit
card. The Refund Customer's Credit Card page is displayed.

5. Enter the following:

e Credit Card Number (last 4 digits): Enter the last four digits of the customer's credit
card.

e Amount to Refund (does not apply to Voids): Enter the refund amount for
captured orders. Leave blank for Voids.

6. Click Refund to refund amount for captured orders which were returned. Alternatively
click Void to refund amount for canceled orders which were not captured. The Orders

page is displayed and the customer credit card is credited with the refund amount.

MULTIFRONTE @ # A < % ¢ ¢ ——

jashboard  Sefup  Invenfory Markefng =~ Orders  Vendors  Repors  Advanced ## Account | () Support | @Help | G Logof

Refund Customer's Credit Card

Use this page to void this transaction or apply a refund to your customer's credit card. Note that this function warks only with IP Commerce, Autharize Net, PayFlow Pro and Cyber Source Gateways
Refund Payment Details
OrderID 151
Transaction ID f048b78b-2ca0-4960-a042-45346e451603
Customer Name Danny Dsouza
Order Total $16.79

Amount to Refund * $16.79

m REFUND | CANCEL

© Copyright 2015, Znode LLC, All Rights Reserved Page 11 of 56
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3.1.5 Download Order Information To Excel
Orders are stored in two separate files. The first file is for Orders. This file contains customer
information and the total amount for each order. The second file is for Order Line Items. This
file contains a detailed listing of all products in each order. Order line items can be matched
up with their corresponding order in the Orders file by the Order ID column.

To download order information to Excel:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click View Orders under Orders. The View Orders page is displayed
listing all orders in the database.

3. Use Search to list only those orders you want to download. Skip this step to download
all order information.

OR
Enter the Beginning Order ID: Enter the order ID from which you want to download. All

orders after this order ID will be downloaded.

4. Click Download Orders to Excel to download all listed orders in the Order List.

OR
Click Download Order line items to Excel to download all listed orders details

including the order line items in the Order List.

The File Download dialog box opens.

5. Click Save, to save the file, else skip to step 8 to open the file. The Save As Dialog box
opens.

6. In the Save As dialog box:
e Save in: Select a location where you want to save the downloaded file.
e File Name: Enter a file name. Else leave at default.

7. Click Save. The Download complete dialog box is displayed. You can view the
downloaded file by opening it in Excel from the saved location.

8. Click Open. The order information file is opened in Excel, listing all the customers
and their account details.

© Copyright 2015, Znode LLC, All Rights Reserved Page 12 of 56
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3.2 Create an Order

The Create an Order allows you to display multiple products on one page for faster purchases. The
Customer Service Representative can quickly and efficiently place and complete orders for your
customers, without navigating to multiple pages. This section deals with placing orders using the Order
Desk.

To place orders using create an order:

e Login to the Admin site. The Dashboard page is displayed.

e On the top menu, click Create an Order under Orders. The Create an Order page is displayed.

MULTFRONT® @ & & & <« & €6 #

4 Hello admin123_1 £# Account @ Help > Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Create an Order
Order Details

Select Store v

e  Select a store from the drop-down list to order its products. The Select Catalog drop-down is
displayed.

MULTFRONTT @ # B & « & €6 ¢

4 Hello admin123_1 £% Account @ Help G» Log off
Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Create an Order
Order Details

Fine Foods v Select Catalog v

e Select a catalog from the Select Catalog drop-down list. The Customer and Shopping Cart
sections for this store and catalog are displayed.

© Copyright 2015, Znode LLC, All Rights Reserved Page 13 of 56
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MULTIFRONT® @ o £} a < L ] e 2 Hello admin123_1 #% Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Create an Order
Order Details
Fine Foods v Fine Foods Catalog v

Customer

Search Existing Customer

Add New Customer

Shopping Cart

Search Products

e To enter customer information you can either search for an existing customer or create a new
customer.

e To search for an existing customer:
o Click Search for a Customer. The Customer Search window is displayed.

o Enter any or all of the following keywords: First Name, Last Name, Company Name, Zip,
User ID or Order ID.

o Click Search. All customers meeting the above search criteria will be displayed under
Select Users.

o Click on Browse link: The Marketplace will get display in new window.

© Copyright 2015, Znode LLC, All Rights Reserved Page 14 of 56
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Customer Search ®

Customer Search

Account ID First Name

Benny

Company Name Phone Mumber

SEARCH CLEAR

Advanced Search | Clear

Account ID First Name Last Name Company Name Phone Number City State Zip User ID
11747 Benny Dayal 123456789 Jena LA T1342 Danial

Show |10 w PerPage | 4 Page "M | »

o Click Select on the customer you were searching for. The Create an Order is displayed
with the customer's billing and shipping details.

o Click Edit Billing and Shipping Address to change the customer information. Else,
proceed to step 4 to start ordering.

MULTIFRONT® @ G a < “ ‘ p 4 Hello admin123_1 £% Account @ Help G+ Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Create an Order

Order Details

Fine Foods v Fine Foods Catalog v
Shipping Billing

Benny Dayal Benny Dayal

Pleasant Road Pleasant Road

Jena 71342 Jena 71342

us us

123486780 123456789

Customer

Search Existing Customer
Add New Customer

Shopping Cart

Search Products

© Copyright 2015, Znode LLC, All Rights Reserved Page 15 of 56
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OR
e To create a new customer:
o Click Create a new customer. The Customer Account window is displayed.
o Enter the billing and shipping address details for this customer.

o Click Create an Account. The Create an Order is displayed with the new customer's
billing and shipping details.

e To add products to the shopping cart:
o Click Select products in the shopping cart. The Select Product window is displayed.

o Enter any or all of the following keywords: Partial Product Name, Partial Item #, Partial
SKU or Partial Category.

Search Products List X

Search

Partial Product Name Fartial Itemsf Partial SKU
Allium

Partial Brand Partial Category

Advanced Search | Clear
Name Product Number Short Description Price

Allium algoo? Exotic looking allium to please anyonel $1.25

Show |10 w| PerPage # | 4 Page 1 Mmooy | »

o Click Search. All products meeting the above search criteria will be displayed.

o Click Select on the product you want to order. The products options, price and description
is displayed.

© Copyright 2015, Znode LLC, All Rights Reserved Page 16 of 56
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Search Products List

Quantity Options. Unit Price

1 v Allium $10.00

Welcome to the product detail page. This is where your customers can read detailed
information about products they are interested in and add them to the shopping cart.

ADD ANOTHER PRODUCT SUBMIT CANCEL e

o Select the Quantity required and the Options from the drop-down list and click Submit.
The Create an Order is displayed with the product added to the shopping cart.

o Repeat the above steps till all products required by the customer are added to the shopping cart.

MULTIFRONT® @ = % B+ 6 ¢ | ¢

Dashboard  Setup  Inventory Marketng | Orders  Vendors  Repors  Advanced (i | (D | [ElEne

Create an Order

Order Details

Fine Foods v Fine Foods Catalog \d
Shipping Billing
Danny Dsouza Danny Dsouza
Thomsonstreet ThomsonStreet
Fortiand Portiand
oR oR
97213 a7213
us us
123456789 123456780
Change address Change address
Customer

Search Existing Customer
Add New Customer

Shopping Cart

Search Products

Vour Total $20.00 for 1 items

Quantity Image Product Unit Price  Extended Price
Allium

1 v ftem# M0S87  ginpn  §40.00

Remove P

Enter Coupon Code APPLY
Gift Card Number APPLY

Sub Total $10.00
Discount $0.00

Shipping $10.00
Order Total $20.00

“Total exciudes appicabe shipping and tax
Ship By Payment

Custom Flat Rate v ||con v

Please enter any comments or special instructions for your order

[ suoun § cance. |

© Copyright 2015, Znode LLC, All Rights Reserved Page 17 of 56
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e  Shipping Option: Select shipping option from the drop-down list.

e  Payment Option: Select payment option from the drop-down list.

For payment through Credit Card option, enter the following details:

e Card Number

e Expiration Date

e Security Code

e  For payment through Purchase Order option, enter the following details:

e Purchase Order Number

Enter any comments or special instructions related to this order in the text box.

Click Submit Order. The Customer Receipt page is displayed listing all the order details.

Receipt # CREATE A NEW ORDER

Fine Foods Customer Receipt Print .=|

Thank you for your order. Please print this receipt for your reference.

Order Information Customer Service
Order Number: 22 E-Mail:itest@znode .comm
Order Date: 9/12/2015 10:49:54 AM Phone:1-838-M7-STORE

Account Number: 11532
Promotion Code:
Payment Method:COD

Billing Address Shipping Address
Benny Dayal Benny Dayal
Znode Znode
527 Fleasant hill road 527 Pleasant hill road
Jena, LA 71342 Jena, LA 71342
us us
Fh: 1236456763 Fh: 1236456759
Oty  SKU Item Description Price Ext.
Vase - Mo Vase
1 freoosy Alliurm Packaging - Gift Basket £6.25 (GEP) £6.25 (GEP)
ShippingCost{Custom Flat Rate) £2.00
Sub Total £6.25 (GBF)
Total Shipping Cost £2.00 {GEP)
Total £8.25 (GBP)

© Copyright 2015, Znode LLC, All Rights Reserved Page 18 of 56
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3.3 Profiles

The Profiles page allows the site administrator to add and manage the list of profiles in the
storefront. Profiles can be associated with an Account, Pricing, Shipping, and Payment Options. This
allows you to customize the storefront experience for each type of user that logs in.

3.3.1 View Profiles
To view the profiles in the storefront:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Profiles under Orders. The Profiles page is displayed listing all
the profiles in the storefront.

MULTIFRONT® @ ¢ g =) £ 3 ‘ p & Hello admin12345!

Dashboard  Sep  Invemiory Marketng ~ Omders | Vendors  Repors  Advanced & Account | (3 Support | @ Help | G» Log of

Profiles @ [ + aop |

Create customer groups using profiles. You can then apply special promotions, pricing, taxes, shipping, and display options to these profiles.

Anonymous v x

2 Retail Customer v x x x P &

3 Afiliate v ® x v & ™

3.3.2 Add New Profile

To add a new profile:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Profiles under Orders. The Profiles page is displayed listing
all the profiles in the storefront.

3. Click Add a New Profile. The Add a New Profile page is displayed.
4. Enter the following details:

o Profile Name: Enter a friendly name for the profile. You can then associate this
profile with an account or a promotional campaign.

e Profile Code: Enter a Profile Code. Internal profile code used by your ERP
system.

e Weighting: Enter a numeric weight for this profile. If an account has multiple
profiles, then the profile with the higher weight will take precedence.

e Display product price for this profile: Select to show catalog pricing for this profile.
Orders can't be placed if unchecked. If you wish to hide pricing for this profile, you
must also disable pricing for the Anonymous Profile for obvious reasons.

e Enable wholesale price for this profile: Select to use wholesale price for this
profile.

© Copyright 2015, Znode LLC, All Rights Reserved Page 19 of 56
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e Enable affiliate sign-up option for this profile: Select to display this profile as an
option on the Partner Sign-Up page.

e This profile has Tax Exempt status: Select to not add taxes to this profiles
purchases.

5. Click Submit. The Profiles page is displayed listing the newly added profile.

MULTIFRONT® @ 1o g a < L ¢ e 2 Hello admin123.1 4% Account @ Help (»Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Add New Profile
General Information
Profile Name *

Profile Code

Internal profile code used by
your ERP systam.
Weighting *

Pro

get

h higher weighting wi

cedence.

Settings +| Display product price for this profile

Enable whaolesale price for this profile
Enable affiliate sign-up option for this profile

This profile has Tax Exempt status

suoun | cavce |

Gnode relevant ecommerce Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.

3.3.3 Edit Profile
To edit a profile:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Profiles under Orders. The Profiles page is displayed listing
all the profiles in the storefront.

3. Click Edit on the profile that you want to edit. The Edit Profile page is displayed.
4. Edit the following details:

¢ Profile Name: Edit the name for the profile.

o Profile Code: Enter a Profile Code. Internal profile code used by your ERP
system.

e Weighting: Enter a numeric weight for this profile. If an account has multiple

profiles, then the profile with the higher weight will take precedence.

© Copyright 2015, Znode LLC, All Rights Reserved Page 20 of 56
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e Display product price for this profile: Select to show catalog pricing for this profile.
Orders can't be placed if unchecked. If you wish to hide pricing for this profile, you
must also disable pricing for the Anonymous Profile for obvious reasons.

e Enable wholesale price for this profile: Select to use wholesale price for this
profile.

e Enable affiliate sign-up option for this profile: Select to display this profile as an
option on the Partner Sign-Up page.

e This profile has Tax Exempt status: Select to not add taxes to this profiles
purchases.

5. Click Submit. The Profiles page is displayed listing all the profiles.

MULTIFRONT® @ 1o e a < L ¢ e A Hello admin123..1 # Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Edit Profile — Retail Customer

General Information

Profile Name * Retail Customer
Profile Code 12

Intemnal profile code used by

your ERP system.

‘Weighting * 2.00

Profiles with higher weighting wi

get precedence.

Settings

Display product price for this profile
Enable wholesale price for this profile

Enable affiliate sign-up option for this profile

LA RCYREYREY

This profile has Tax Exempt status

3.34 Delete Profile
To delete a profile:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Profiles under Orders. The Profiles page is displayed listing all
the profiles in the storefront.

3. Click Delete on the profile that you want to delete. Please Confirm page is displayed.

4. Click Delete to confirm. The Profiles page is displayed with the deleted profile removed
from the list.
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42 Hello admin123451
MULTIFRONT® @ © a « B ¢ P
Dashboard  Setup  Invenbory Markeing = Orders  Vendors  Reports  Advanced # Account | §) Support | @ Help | G Log off
Greate customer groups using profiles. You can then apply special promations, pricing, taxes, shipping, and display options 1o these profiles
Advanced Search | Clear
D Profils Name Show Price Wnolesale Pricing Tax Exempt Afiiate Sign-Up Action Delete
Anonymous v x x x s &

2 Retail Customer v x x x s I
3 Affiliate v x x v ¢ &

3.4 Customers

Customers page allows you to manage the customer's account information.

3.4.1 Search and View Customer
To search for and view customer accounts:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Customers under Orders. The Customers page is displayed
listing all registered customers in the database.

3. To search for a customer account:

e Store Name: Select a store name from the drop-down list.
e Search Account: Enter a keyword. This can be a partial First Name, Last Name,

Company Name, Login Name, Account Number, Contact ID, Phone Number and
Email ID.

e Select a Profile: Select the profile from the drop-down list.

e Start Date: Enter the start date in MM/DD/YYYY format OR click the calendar button
beside the date box to set the date.

e End Date: Enter the end date in MM/DD/YYYY format OR click the calendar button
beside the date box to set the date.

o Affiliate Approval Status: Select the affiliate approval status from the drop-down list.

e Click Search. All accounts matching the search criteria will be displayed under

Customer List.

4. Click Manage on the account to view its details. The Customer Details page is
displayed listing the customer details.
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¢ P

Reports  Advanced

A Hello admin123..! £¥ Account @ Help G+ Log off

Customers

Search customer, partner, and vendor accounts, view order histary, and access service notes.

Search
Agcount ID First Mame Last Mame
Company MName Phene Mumber Login Name
Account Number Start Date End Date
= =

Email ID Store Name Profile

All v All v
Affiiate Approval Status
All v

[searcr | cizae
Advanced Search | Clear

Account ID Customer Based Pricing Full Name Phone Number Email ID Manage Delete
11522 v Benny Dayal 123456789 benny@yahoo.com & ﬁﬁ
11525 x Danny Dsouza 123456789 danny@amail.com £ ﬁﬁ
Show 10 w| PerPage H | 1 Page or | w

Gﬂode relevant

DOWNLOAD TO EXCEL

Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.
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3.4.2 Add Customer
To add the customer account:

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. To add the customer account following details must be necessary:

e External ID: Enter the external id and you can leave blank if it is not applicable.

e Customer Based Pricing Enable: If this is Enable anonymous price will be display

e User ID: Enter Number/character or anything in the User ID fields. when you want to
login the website this user id is useful for that time.

e Email Address: Enter the valid Email Address. Temporary password is coming to
the entered email id.

e Company Name: Enter company name. Leave blank if it is not necessary.

e Website: Enter a website. Leave blank if it is not necessary.

e Source: Leave blank if it is not necessary.

e Cusoml: Leave blank if it is not necessary.

e Custom2: Leave blank if it is not necessary.

e Customa3: Leave blank if it is not necessary.

e Description: Leave blank if it is not necessary.

4. Click on the submit button, New customer account is created and it is display in the
Customer list.

© Copyright 2015, Znode LLC, All Rights Reserved Page 24 of 56



enOde Znode - Orders Manual

MULTIFRONT® @ 0 E ﬁ Q ' ‘ p A Hello admin123..1 £% Account @ Help (> Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Add Customer Information m CANCEL

Note: Upon successful creation of a Customer, a temporary password will be emailed to the new user.

General Information Custom Information

External Id Company Name

Website

Customer Based Pricing Enable Customer Based Pricing Source

Enabled

If enabled, data in the new

Custom

Custom2
Login Information

Custom3
UserID*

Email Address * Description

Send me periodic emails and special offers

[suour | cance

enode relevant ecommerce Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.

3.4.3 Edit Customer
To Edit Customer Information:

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Manage link of any customer

4. Edit customer page is display with General, Order, Notes, Profiles, Affiliate and
customer based pricing tab

5. To Edit the Customer information click on the Edit Account button.

6. Edit below details from Edit Customer page:

e External ID: Edit the external id and you can leave blank if it is not applicable.

e Customer Based Pricing Enable: Edit the Customer Based Pricing Enable
checkbox, If this is Enable anonymous price will be display

e User ID: This fields is in disable mode. You can not edit the User ID field

e Reset Password: while Clicking on the submit button temporary password will be
send to the Customer Email ID.

e Email Address: Edit the valid Email Address. Temporary password is coming to the
entered email id.

e Company Name: Edit company name. Leave blank if it is not necessary.
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Website: Edit a website. Leave blank if it is not necessary.

Source: Leave blank if it is not necessary.

Cusom1: Leave blank if it is not necessary.

Custom2: Leave blank if it is not necessary.

Custom3: Leave blank if it is not necessary.

Description: Leave blank if it is not necessary.

7. Click on the submit button. All the details is save and updated details is display in
the General tab page

MULTIFRONT® @ G ] & < L ‘ < 1 Hello admin123..1 £ Account @ Help C» Log off

Dashboard Setup Inventory Marketing Orders Vendors Repors Advanced

Edit Customer Information m CANCEL

Note: Upon successful creation of a Customer, a temporary password will be emailed to the new user.

General Information Custom Information
External Id 11521 Company Name
Website
Customer Based Pricing +| Enable Customer Based Pricing Source
Enabled Customd
Custom2
Login Information
Custom3
UserID * 11521
Reset Password m Description
Email Address * benny@yahoo.com

+| Send me periodic emails and special offers

eﬂode relevant ecommerce Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.

8. Click on the Add New Address button from the Edit Account page. Add a Address
page is display
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MULT|FRONT@ @ C!' % ﬁ Q ‘ ‘ 9 4 Hello admin123_1 £% Account @ Help > Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Customer: 11522 - Benny Dayal € BACK

General Orders Notes Profiles Affiliate Customer Based Pricing

Contact Information Additional Information
Name (Billing) Benny Dayal Website
CompanyName Description
Phone (Billing) 123456789 Source
Email benny@yahoo.com Create Date 17-Apr-2015
Email Cptin W Create User admini12345

Update Date 24-Apr-2015
Account Information

Update User admini12345
Account ld 11522

CustomZ
Customer Based Pricing '
Enabled Custom3
Login Name 11521
Addresses

Advanced Search | Clear

Name Default Shipping Default Billing Address Edit Delete
Default Address v v Fleasant RoadJena,71342,71342 U5 PH 1123456789, & [}
Show 10 w| PerPage #“ | 4 page 1 e

enode relevant ecommerce Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved

9. To Add the New address following fields need to enter:

e Address Name: Enter the Address name

e First Name: Enter the First Name.

e Last Name: Enter the Last Name

e Company Name: Enter the Company Name. Leave blank if it is not necessary.
e Street Namel: Enter your full valid Address

e Street Name2: Enter your full valid Address

e City: Enter the city name

e State: Enter the State.

e Postal Code: Enter your valid postal name.

e Country: Select any country from the drop down.
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¢ Phone Number: Enter the Mobile/Landline Number.
Checkboxes: If both the check boxes are in Enable mode so your present address
will be both Billing and Shipping address

10. Click on the Save button. New Address is display in the address grid.

MULTIFRONT® @ o & a < L ¢ e 2 Hello admin123..! £ Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Repors Advanced

Create Address

Address Details

Address Name *

Example: "Home Address”.

First Name *

Last Name *

Company Name

Street 1

Street2

City

State/Province/Region

Postal Cade

Country UNITED STATES v

Phone Number

This address is my billing address

+| This address is my shipping address

GﬂOde relevant ecommerce Powered by Znode. © Copyright 2015, Znode LLC, All Rights Reserved |

11. Click on the Edit link of any address. Edit page is display
12. Update below details:
e First Name: Update the First Name.

e Last Name: Update the Last Name

e Company Name: Update the Company Name. Leave blank if it is not necessary.
e Street Namel: Update your full valid Address

e Street Name2: Update your full valid Address

e City: Update the city name.

e State: Update the State.

e Postal Code: Enter your valid postal name.

e Country: Select any country from the drop down.

e Phone Number: Update the Mobile/Landline Number.
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Checkboxes: If both the check boxes are in Enable mode so your present address
will be both Billing and Shipping address
13. Click on the submit button, Updated address is display in the address grid.

MULTIFRONT®

@ o

E @ <« & 6 2

4 Hello admin123..! £¥ Account @ Help C» Log off

Edit Address

Address Details

Address Name *

Example: "Home Address”.

First Name *

Last Name *

Company Name

Street 1

Street 2

City

State/Province/Region

Postal Code

Country

Phone Number

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Default Address

Benny

Dayal

Fleasant Road

LA

71342

UNITED STATES v

123456789

+| This address is my billing address

¥ | This address is my shipping address

GHOde relevant ecommerce

Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.

3.4.3.1 Order tab

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Manage link of any customer

4. Edit customer page is display with General, Order, Notes, Profiles, Affiliate and
customer based pricing tab

5. Select Order tab from the top

6. All the order history with status is display in this section.
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MULTIFRONT® © % a « % ¢ ¢ P

Dashboard  Sefup Inventory  Markefing  Orders  Vendors  Repors  Advanced # Account | () Support | @ Help | O Logoff

Customer: 11635 - Benny Dayal

General | Orders | Notes | Profles | Afiae | CustomerBased Pricing

Advanced Search | Clear

No Record Found

3.4.3.2 Notes tab

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Manage link of any customer

4. Edit customer page is display with General, Order, Notes, Profiles, Affiliate and
customer based pricing tab

5. Select Notes tab and click on the Add Note button.

6. To add the any notes below details is necessary:

¢ Note Title: Enter title for your note.

¢ Note Body: Enter the description for the notes

7. Click on the Submit button. New note is display in the Note tab

MULTIFRONT® @ o =8 - -« L3 [ ] e 4 Hello admin123_1 £% Account @ Help C» Log off
Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced
Add Note
Customer Note
MNote Title *
Mote Body *
File = Edit = Insert + View = Format = Table + Tools =
| Fomats ~ |B J |E = = E|IE T iE v = = |u |& = B
| A ~THE -2
P Words: 0 .
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3.4.3.3 Profiles Tab

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Manage link of any customer

4. Edit customer page is display with General, Order, Notes, Profiles, Affiliate and
customer based pricing tab

5. Click on the Profiles tab. Profile page is display with Associate Profile button.

6. Click on the Associate Profile button, Associate Profile to <Customer Name> page
is display.

MULTIFRONT® @ G % & - & ‘ e A Hello admin123_1 £% Account € Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Customer: 11522 - Benny Dayal + BACK

General Orders Notes Profiles Affiliate Customer Based Pricing

——
Profile Details

Advanced Search | Clear

d BT Use Wholesale Pricing Show Pricing Delete
1 Anonymous » o ﬁ'EI'
Show 10 w PerPage “ 4 Page 1 M » L

MuLTFRONTe @ ® ¢ 8 ¢ 0 —

Dashboard ~ Seup  Invenory  Markefing = Orders  Vendors  Repors  Advanced fAoaount | (3 Suppot | @Hep | s Logal

Associate Profile to: Benny Dayal

Advanced Search | Clear

Name Use Wholesale Pricing Show Pricing Weighting
1 Refall Customer X 4 200
3 Affliate X v

7. Select the Profile checkbox and click on the Submit button.
8. Associate Profile is display in the Grid.
9. Click on the Remove link. Selected profile is removed from the grid.
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3.4.3.4 Affiliate Tab

Affiliate marketing is a type of performance-based marketing in which a business rewards
one or more affiliates for each visitor or customer brought by the affiliate's own marketing
efforts.

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is

displayed listing all registered customers in the database.

Click on the Manage link of any customer

4. Edit customer page is display with General, Order, Notes, Profiles, Affiliate and
customer based pricing tab.

5. Click on the Affiliate tab.

w

MULTI FRONT@ @ ¢ a ‘) “ ‘ e A Hello admin123451

Dashboard  Sep  Inwvenory Markeng  Orders  Vendors  Repors  Advanced  Account | 3 Support | @ Help | G Log off

Customer: 11635 - Benny Dayal « BACK

‘General Orders. Notes Profiles Affiliate Customer Based Pricing

Tracking Information

Tracking Link NA
Commission Type

Commission 0
Taxld

Partner Approval Status Inactive

Amaunt Cwed §

Account Payment List Referral Commission List

6. Click on the Edit Tracking button. Edit Tracking page is display.
7. Enter the Below details.
e Commission Type: Select commission type from the drop down and
enter the Percent/Amount in the fields
e Tax ID: Enter the Tax ID. Leave blank if it is not necessary
e Payment Approval Status: Select approval status as approve.URL
is generated in the Tracking link fields.

8. Click on the save button. All the information is display in the Affiliate tab page.
9. If the generated link is use by the other customer then the commission is save in
the Referral Commission section
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Dashboard  Setup  Inventory Markefng | Orders  Vendors  Repors  Advanced 4 Account | ) Support | @ Help | G+ Log off

Edit Affiliate Setting

Tracking Information

Use this secfion o set up tracking codes for this account These tracking codes will attribute purchases made by other customers that have
been referred by this account

Tracking Link (URL) NA

Commission Type Percentage A\

Enter hot

ch you wil pey this secount for referred

sales. Lesve blenk f not spplicable,

Commission 0

Taxld

Inactive v

Amount Owed §

I

3.4.3.5 Customer Based Pricing Tab
To Search the Product List, following details is required:

o All Store: Select any store name from the drop down.

e SKU: Enter the SKU of any product. Keep all other blank and if it is not in use
External Product Code: Enter the External product code. Keep all other blank and
if it is not in use
Product Name: Enter the Product Name. Keep all other blank and if it is not in use
Product Category: Enter the Product Category. Keep all other blank and if it is not
in use.

Product Brands: Select any brands from the drop dow
1. Click on the Search button, All the Product list is display in the customer based
pricing product list.

2. Click on the Down to Excel button. Excel sheet is open with all the product list.
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MULT|FRONT® @ ﬁ' % ﬁ ﬂ “ ‘ 9 4 Hello admin123..1 £# Account @ Help > Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

Customer: 11522 - Benny Dayal € BACK

General Orders Notes Profiles Affiliate Customer Based Pricing

Search

External Product Code SKU Or Part# Product Mame

Store Mame Brand Product Category

All v All v All v
SEARCH CLEAR
DOWNLOAD TO EXCEL

Advanced Search | Clear

No Record Found !!!

3.4.4 Delete Customer

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Delete link of ant Customer.

Confirmation message is display

5. Click on the Delete link, selected customer is removed from the customer list

»

© Copyright 2015, Znode LLC, All Rights Reserved Page 34 of 56



enOdeo Znode - Orders Manual

Confirm Delete? »

Are you sure, you want to delete this record?

3.4.5 Download customer information to Excel

1. Login to the Marketplace administration website. The Dashboard page is
displayed.

2. On the top menu, click Customers under Orders. The Customers page is
displayed listing all registered customers in the database.

3. Click on the Download to Excel button. All the Customer list is display in the excel
format.
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3.5 Service Requests

Service Requests page allows you to manage customer service requests submitted using the
Contact-Us form, respond to them via email as well as take notes. You can also create service
requests manually. A running history of your contact with customers is kept.

Service requests can either be created by the customer submitting a Contact-Us form or by a
customer service representative, manually entering the request using the Create a New Service
Request page.

3.5.1 Search and View Service Request
To search and view service requests:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. 0n the top menu, click Service Requests under Orders. The Service
Requests page is displayed listing all cases in the database.

3. To search for service requests, under the Search Service Requests
section, enter any or all of the following:
e Store Name: Select a store name from the drop-down list.
e Search Keyword: Enter a keyword. This can be a partial Case ID,
Title, First Name, Last Name
or Company name.
e Case Status: Select a status for this case. Leave at All, if unsure.

¢ Click Search. All cases meeting the above search criteria will be displayed under Service
Request List.

4. Click Manage on the service request to view its details. The Case page is
displayed listing the case information, customer information and notes.
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Dashboard Setup Inventory Marketing Orders

4 Hello admin123_1 £¥ Account @ Help G+ Log off

Vendors Reporis  Advanced
Serviee Requests

Respond to service requests submitted by your customers using the Contact-Us form on your website.
Search
Title First Mame Last Name

Company MName Store Mame

All

Case Status

v Pending v
[ scarcii|
Advanced Search | Clear
id Title Store Name Case Status Case Priority Created Date Manage
2 221424 Fine Foods Pending Low 19-Apr-2015 [
Show 10 w PerPage | 4 Page 1 m r|w

eﬂode relevant ecommerce
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Service Requests can be entered into the system in two ways. The first is for a customer to
submit a Contact Us form. The second is for you to manually enter a service request using the
admin page. This option is useful to log contacts with customers that call in to your company

for help.

To add a new service request:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Service Requests under Orders. The Service Requests page is
displayed.

3. Click Create Service Request to add a new service request. Create a New Service
Request page is displayed.

4. Enter the following details:

First Name: Enter the customer's first name.

Last Name: Enter the customer's last name.

Company Name: Enter the company name. This is optional.
Email ID: Enter the email address.

Phone Number: Enter the customer's phone number.
Stores: Select a store name from the drop-down list.
Status: Select the status of this case from the drop-down box.

Priority: Select the priority of this case from the drop-down box.

Title: Enter a title for this case.

Message: Enter a description for this case.

5. Click Submit. The Service Requests page is displayed listing the newly created
service request.
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MULTIFRONT® @ e =) & < L] ] e 2 Hello admin123..1 % Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Create a New Service Request
Contact Information

First Name *

LastName *

Company Name

Email ID*

Fhone Number

Service Request Information

Create Date 412412015

origin Admin

Select Store Fine Foods v
Status Pending v
Priarity Low v
Title *

Message *

Ode relevant ecomm Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.
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To edit a service request:
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1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Service Requests under Orders. The Service Requests page is
displayed listing all service requests in the database.

3. Click Edit on the service request you want to edit. Edit Service Request page is

displayed.

4. Enter the following details:

e First Name: Edit the customer's first name.

e Last Name: Edit the customer's last name.

e Company Name: Edit the company name. This is optional.

e Email ID: Edit the email address.

e Phone Number: Edit the customer's phone number.
e Stores: Select a store name from the drop-down list.

e Status: Change the status of this case.

e Priority: Change the priority of this case.

e Title: Edit the title for this case.

e Description: Edit the description for this case.

5. Click Submit. The Service Requests page is displayed after updating the edited details.

MULTIFRONT®

@ o B a =w @» €6 e

Dashboard

Setup Inventory Marketing Orders Vendors Reports Advanced

A Hello admin123_1 £ Account @ Help G» Log off

Service Requests - Need 100 Product for food stores

Contact Information

Title

Status

Priority

Message

Create Date

Customer Information

First Name

Last Name

Company Name

Email ID

Phone Number

Notes

Status Changed -

admin12345 on 4/19/2015
11:02:00 PM

ajode' relevant ecommerce

—
REPLY TO CUSTOMER ‘ <« EDIT ' * BACK

Need 100 Product for food stores
Pending
Low

Hi, I need more than 100 food product. Can you please

let me know what are the discounts are going on now

4/19/2018

Benny

Dayal

benny@yahoo.com

123124321432141

ADD NOTE

Status Changed To by

Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved
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MULTIFRONT® @ 1o & o < L ¢ e 2 Hello admin123_1 £ Account @ Help G» Log off

Dashboard Sefup Inventory Marketing Orders Vendors Reports Advanced

Edit Service Request

Contact Information

First Name * Benny
LastMame * Dayal

Company Name

Email ID * benny@yahoo.com
Phane Number 1231243214321

Service Request Information

Create Date 4/24i2015

Origin Admin

Select Store Fine Foods v

Status Pending v

Friarity Low v

Title * Need 100 Product for food stores

Message * | need more than 100 food product. Can you please let me
know what are the discounts are going on now. =

Csur ] cance |

2 relevan ] Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.
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354 Add Note to a Service Request
You can record any number of notes for a service request. Each note is annotated with a time stamp

and the user who entered the note. This allows you to keep a full history of customer interaction.

To add a note to a case:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Service Requests under Orders. The Service Requests page is
displayed.

3. Click Add Note on the service request to add a note to it. Add Note page is displayed.
4. Enter the following fields:
¢ Note Title: Enter a title for this note.

¢ Note Body: Enter a description for this note.

5. Click Submit. The Service Requests page is displayed.

MULTIFRONT® @ ﬁl a o < B ‘ e 2 Helloadmin123..! £% Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Service Requests - Need 100 Product for food stores

REPLY TO CUSTOMER € BACK

Contact Information

Title MNeed 100 Product for food stores

Status Pending

Priarity Low

Message Hi, | need mare than 100 food product Can you please

let me know what are the discounts are going on now.

Create Date 4/19/2015

Customer Information

First Name Benny

Last Name Dayal

Company Name

Email ID benny@yahoo.com
Phone Number 123124321432141
Notes

Status Changed - Status Changed To by
admini2345 on 4/18/2015

11:02:00 PM

GHOde relevant ecommerce Powered by Znode. & Copyright 2015, Znode LLC, All Rights Reserved

© Copyright 2015, Znode LLC, All Rights Reserved Page 42 of 56



enOde Znode - Orders Manual

MULTIFRONT® @ e &8 a < L ¢ [ 2 2 Hello admin123._1 # Account @ Help G» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced
Add Note to Service Request -
Add Note
Title *

Note *
File ~ Edit v Insert ~ “iew v~ Format ~ Table ~ Tools ~
Formats» B J IEE=EE i vi= ~= = || = & B

A~ BE~O

p Words: 0.

3.55 Send an Email Reply to Service Request
You can email a reply directly to a customer from an open service request. The content of each
reply email is annotated with a time stamp and the user who entered the reply and is added to
the service request. This allows you to keep a full history of customer interaction.

To send an email to the customer regarding a case:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Service Requests under Orders. The Service Requests page is
displayed.

3. Click Email Reply on the service request to send an email to the customer regarding the
case. Reply to Customer page is displayed.

4. Enter the following fields under Email Reply:

e Email Subject: Enter a subject for this email.

e Email Message: Enter the message to the customer.

e Attachments: Click Browse. The Choose file dialog box opens. Choose a location
and enter the filename of the attachment to upload. Click Open. The location of the

attachment is now displayed next to the Browse button.

5. Click Submit. The Service Requests page is displayed and the email is sent to the
email address specified in the customer information. The email will be logged as part of

the service request.

© Copyright 2015, Znode LLC, All Rights Reserved Page 43 of 56



enOde Znode - Orders Manual

MULTIFRONT® @ Q E a < L ‘ e 2 Helloadmin123..! #% Account @ Help C» Log off

Dashboard Sefup Inventory Marketing Orders Vendors Repors Advanced

Service Requests - Need 100 Product for food stores

' REPLY TO CUSTOMER ' # EDIT + BACK

Contact Information

Title Need 100 Product for food stores

Status Pending

Priarity Low

Message Hi, | need more than 100 food product. Can you please

let me know what are the discounts are going on now.

Create Date 411972015

Customer Information

First Name Benny

Last Name Dayal

Company Name

Email ID benny@yahoo.com
Phone Number 123124321432141
Notes
ADD NOTE
Status Changed - Status Changed To by
admin12345 on 4/19/2015
11:02:00 PM
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9 4 Hello admin123_1 £% Account @ Help G+ Log off
Advanced

Reply to Customer

Customer Information

Full Name Benny Dayal
Company Name

Email ID benny@yahoo.com

Phone Number 1231243214321

Service Request Information

Title Need 100 Product for food stores

Status Pending

Priority Low

IMessage Hi, | need maore than 100 food product. Can you please

let me know what are the discounts are going on now.

Compose Email

Email Subject* MNeed 100 Product for food stores

Email Message * File = Edit = Insert * View + Format =
Table + Tools =
Formats | B J |=

o] | o

==

A YA «

© |

p Words: 0.

Attachments UPLOAD

& relevan
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3.6 RMA Configuration

Here can manage configure RMA rules that determines how returns request are managed in
the store. Following fields is necessary:

e Maximum number of days RMA: In this fields can manage the maximum
number of days user can requested after his order completion.

e Enable Email Notification: Select option from the drop down. If it is Yes
Notification is going with the help of Email ID.

e Return Department Title: Enter the Title, This title will be display on the RMA
form

e Customer Service Email ID: Enter the valid Customer Email ID.

e Mailing Address for Returns: Enter the mailing address where the customer
must ship their product with the RMA form.

e Shipping Instruction: Enter instructions for your customer such as packing,
shipping, etc

Click on the Save button, All the details is save under the General tab.

MULTIFRONT® @ 5 & a < L ¢ e 2 Hello admin123_1 4% Account @ Help C» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

RMA Configuration
Configure RMA rules that determine how return requests are managed in your store.

General Reason For Return Request Statuses Issue Gift Card

Maximum number of days 30
RMA can be requested after

order completion

Enable Email Motifications Yes v

Returns Department Title returns@stores.com 0

Customer Service Email ID customers@gmail.com

Mailing Address for Returns return@store.com 9

Shipping Instructions 0
e
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3.6.1 Reason for Returns

In this section can create the Reason:

1. Click on the Create Returns Reason button Pop is display. Enter the following details:

e Name: Enter the Name for the reason
e Enable: Select Yes/No from the drop down.

2. Click on the save button. New reason is created and it is display in the Return Reason grid

MULT":RONT@ @ 0 E ﬁ Q ‘ ‘ 9 4 Helloadmin123_.1 £¥ Account @ Help (> Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

RMA Configuration

Configure RMA rules that determine how return requests are managed in your stare.

General Reason For Return Request Statuses Issue Gift Card
[+ A0D
Advanced Search | Clear
Return Reason Edit Delete
Damaged & &
Incorrect Product i [}
Did Not Meet Expectations & [}
Changed Mind # fu]
| 4 Page M v | mw

Show 10 w| PerPage

3.6.2 Request Statuses

In this section can Manage status for the Reason:
1. Click on the Edit link for any status, Pop up is display on the page

2. Following Details need to enter:

¢ Notification message to Customer: Enter the details in the Notification
message to Customer fields

¢ Notification message to Administrator: Enter the details in the Notification
message to Administrator fields
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MULT”:RO NT® @ ﬁ‘ : - < “ 6 p 4 Hello admin123..1 £# Account @ Help G+ Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

RMA Configuration
Configure RIMA rules that determine how return requests are managed in your store.

General Reason For Return Request Statuses Issue Gift Card
Advanced Search | Clear
Request Status Edit Delete
Authorized & ]
Returned/Refunded rd [}
Void & [i]
Show 10 w PerPage # |« Page 1 v | »

Status Details

Name Authorized

Notification Message To Customer

Notification Message To

Administrator

3. Click on the Save button, Updated details is saved in the status.
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3.6.3 Issues Gift Card

Here we can manage the Expiration period for the gift card, following fields need to enter:

e Number of days until Expiration: Enter the Number of days for the gift card
expiration

e Notification Send to customer: Enter the notification message which is use
when notification is send to the customer.

1. Click on the Save button, all the details is saved in the Issues gift card tab.

MULTIFRONT® @ G a & < L 6 e 2 Hello admin123..! £ Account @ Help C» Log off

Dashboard Setup Inventory Marketing Orders Vendors Reporis Advanced

RMA Configuration

Configure RMA rules that determine how return requests are managed in your stare.

General Reason For Return Request Statuses Issue Gift Card
Number of days until a0
expiration

Notification sentto customer

[suor | cance |
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3.7 RMA Manager
Here can manage the pending request of the store

3.7.1 View RMA List

1. Login the Site Admin. Dashboard is display

2. On the top menu click on the RMA manage link from the Order tab
3. RMA manage page is display.

4. To search Pending order, enter any of the following:

e Store Name: Select any store name from the drop down
e RMA ID: Enter the RMA ID

e Order ID: Enter the Order ID.

e First Name: Enter the First Name

e Last Name: Enter the Last Name

e Begin Date: Select the Begin date from the calendar.

e End Date: Select the End date from the calendar.

e Status: Select status from the drop down

5. Click on the search button, All the cases meeting with above criteria will be
display in the RMA list

3.7.2 Edit RMA List
Here admin can Void the order and can Refund the customer amount by using the gift card.

To void / Issues gift card the order do the following steps:

. Click on the Check box and hit void button.

. Email is going to the customer.

. Status is changed from the RMA list i.e. Authorize to Void

. Again select any other RMA ID and click Issue gift card button.
. It is redirect to the Add a gift card page.

. Enter the gift card name and expiration date.

. Click on the submit button.

. Email is going to the customer along with the gift card number.
. Status is changed to the Refund/Returned from the RMA list.

©CoOoO~NOO~WNE

© Copyright 2015, Znode LLC, All Rights Reserved Page 50 of 56



enOde Znode - Orders Manual

MULTIFRON @ o a <« »

2 Hello admin

Dashboard ~ Setup  Inveniory  Mark Orders

Vendors  Repors  Advanced 2 Account upport | @ Help | GrLog off
RMA Request: 1-15-4Y9-0JZ4X

CrderID: 152

Date: 04-May-2015

No Line ltem ID Product Name Description SKU Quantity Reason For Return Price. Total
1 294 Allium frtogs7 1 W Changed Mind 12 510.00 §10.00

Sub Total

Total
3000 30.00

$0.00
Comments

oo J sicarrcam § cance. |

MULTIFRONTe © & A <« % ¢ ¢ [

Dashboard  Seftup Inventory  Marketing ~ Orders Vendors

Reports  Advanced ¢ Account | () Support | @ Help | (» Log off
RMA Request: 1-15-4¥9-0JZ4X

OrderD: 152

Date: 04-May-2015

No Line ftem ID Product Name SKU Quantity Reason For Return Price Total

1 204 Allium fit0os7 1 ¥| Changed Mind 12 $1000 $10.00

Sub Total Tax Total

$0.00 $0.00 $0.00

Comments

—
| von [{ issuEaiFTcarn | canceL

Here Admin can view the RMA Request only for all the status. i.e. for the Void as well as for the
Refund / Returns.

MULTIFRONT® @ & a « % ¢ 0

& Hello admin123451

Dashboard ~ Setup  Inveniory Marketng = Orders  Vendors

Reporis  Advanced 4% Account | [ Support | @ Help | ( Log off
RMA Request: 1-15-4Y9-0JZ4X
CrderID: 152

Date: 04-May-2015

D Product Name

Description SKU Quantity Reason For Return Price Total
294 Allium D987 1 Changed Mind 12 §10.00 §10.00
Sub Total Tax Total

$10.00 5000 $10.00

Comments
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3.8 Suppliers

Each product in the storefront can have a supplier associated with it. If a supplier is associated with a
product, the name of the supplier will be displayed on the product page. Setting a supplier is optional.

What to do:

1. First add all the supplier whose products you want to sell in the storefront - see

Adding a supplier.
2. Then while adding the products to the storefront, choose the respective supplier from the

drop down list - see Adding a product

3.8.1 View Suppliers
To view the available suppliers in the storefront:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Suppliers under Orders. The Suppliers page is displayed listing
all the available suppliers in the storefront.

@ 0 a ﬁ ﬂ ‘ 6 a 4 Helloadmin123_.1 £¥ Account @ Help (> Log off

MULTIFRONT®
Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Suppliers m

Manage vendors that will fulfill products in your store.

Search

Status

Name
All v SEARCH CLEAR

Advanced Search | Clear
D Name Supplier Type Name Is Active Edit Delete
1 Supplier Email Email v d m
Show 10 w| PerPage H | 4 Page 1 Mmoo | w

Powered by Znode. ® Copyright 2015, Znode LLC, All Rights Reserved.
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3.8.2  Add Supplier
To add a supplier:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Suppliers under Orders. The Suppliers page is displayed listing
all the available suppliers in the storefront.

3. Click Add New Supplier. The Add New Supplier page is displayed
4. Enter the following details:

e Supplier Name: Enter the supplier's name.

e Supplier Code.: Enter the supplier code.

e Description: Enter a description for the supplier. This field is optional.

e Contact First Name: Enter the first name of the contact for the supplier.

e Contact Last Name: Enter the last name of the contact for the supplier.

e Contact Phone: Enter the phone number of the contact for the supplier.

e Contact Email: Enter the email address of the contact for the supplier.

e Supplier Method: Select the supplier notification method from the drop-down list.

o Notification Email: Enter multiple email address separated by comma. This email
address can be used to send order notifications directly to this supplier when
customers buy on your site.

e Email Notification Template: Enter the XSL email template to use when sending an
order to this supplier. An example template can be found at
Data/Default/Config/Receipt.xsl

e Display Order: Enter a numeric value. This determines the order in which this
supplier is displayed. A supplier with the lower display order will be displayed first.

¢ Enter Custom Information in the following fields:

e Customl

Custom?2

Custom3

Custom4

Customb5

5. Click Submit. The Supplier page is displayed. The newly added supplier is displayed in the
list.
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MULTIFRONT® @ o = a < L ¢ e 2 Hello admin123...! £ Account @ Help GrLog off
Setup Inventory Marketing Orders ‘endors Reports Advanced
Add New Supplier m
General Information Custom Information
Supplier Mame * Custom 1
Supplier Code
Description

Custom 2
+| Enable this supplier

Supplier Contact Custom 3

Contact First Name
Contact Last Name
Custom 4
Centact Phone
Contact Email

Custom 5
Supplier Notification

Metification Method Email v

Metification Email

Email Motification Template

Display Order *

[susur [ omec |
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3.8.3 Edit Supplier
To edit a supplier:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Suppliers under Orders. The Suppliers page is displayed listing
all the available suppliers in the storefront.

3. Click Edit on the supplier to edit its details. The Edit Supplier page is displayed.
4. Enter the following details:

e Supplier Name: Edit the supplier's name.

e External Supplier No.: Edit the external supplier number.

e Enter a description: Edit a description for the supplier. This field is optional.
e Contact First Name: Edit the first name of the contact for the supplier.

e Contact Last Name: Edit the last name of the contact for the supplier.

e Contact Phone: Edit the phone number of the contact for the supplier.

e Contact Email: Edit the email address of the contact for the supplier.
e Supplier Notification Method: Select the supplier notification method from the

drop-down list.
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¢ Notification Email: Edit multiple email address separated by comma. This email
address can be used to send order notifications directly to this supplier when
customers buy on your site.

e Email Notification Template: Edit the XSL email template to use when sending an
order to this supplier. An example template can be found at
Data/Default/Config/Receipt.xsl

e Display Order: Edit the numeric value. This determines the order in which this
supplier is displayed. A supplier with the lower display order will be displayed first.

e Enable this Supplier: Select to display the supplier name on the product
page, in the storefront.

¢ Edit Custom Information in the following fields:

e Customl

Custom?2

Custom3

Custom4

Custom5

5. Click Submit. The Supplier page is displayed.
MULTIFRONT® @ e =} a < L 6 e 2 Hello admin123...! £ Account @ Help (& Log off

Dashboard  Setup Inventory Marketing Orders ‘endors Reports Advanced

i uppter e
General Information Custom Information

Supplier Name * Supplier Email Custom 1

Supplier Code

Deseription

Custom 2

+| Enable this supplier

Supplier Contact Custom 2
Contact First Name Peter
Contact Last Name Arnold

Custom 4
Contact Phone 123456788
Contact Email

Custom 5
Supplier Notification
Motification Method Email v
Notification Email test@test.com

Email Netification Template

Display Order *

EC B
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384 Delete Supplier
To delete a supplier:

1. Login to the Marketplace administration website. The Dashboard page is displayed.

2. On the top menu, click Suppliers under Orders. The Suppliers page is displayed listing
all the available suppliers in the storefront.

3. Click Delete on the supplier you want to delete. The Suppliers page is displayed
with the deleted supplier removed from the list.

Note: You would not be allowed to delete a supplier if it is associated to a product.
Remove this association and then delete the supplier.

MULTIFRONT® @ ¢' E a < B ‘ e 2 Hello admin123..1 £¥ Account @ Help G+ Log off

Dashboard Setup Inventory Marketing Orders Vendors Reports Advanced

Suppliers m

IManage vendors that will fulfill products in your store.

Search

Hame Status
Advanced Search | Clear
(0] Name Supplier Type Name Is Active Edit Delete
1 Supplier Email Email v &
Show |10 w| PerPage | 4 Page 1 " k| w
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