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One Stop Order Processing

Order processing software for Ebay, Amazon, RomanCart, Actinic Desktop,
CubeCart, PlayTrade, eBid, ekmPowershop, Magento, Pinnacle Cart, Actinic
Online/Oxatis, osCommerce, XCart, CRE Loaded, PayPal, Interspire and
other Systems, Mail Order and Telephone Sales
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Introduction

With One Stop Order Processing you can import orders and manage your products from various selling platforms or create your
own orders and products. You can select multiple orders, using your selection criteria, quickly and easily take the orders through
to completion.

After processing your orders you can export the orders and products to:

Courier systems (e.g. UKMail, RoyalMail Despatch Manager Online or UPS).
Accounting systems (e.g. Quickbooks and Sage).
3" Party systems that can support CSV, TSV, XML or XLS import.

There are 2 versions of the software each tailored to the facilities that you need.

One Stop Order Processing Lite
Import and create orders, produce consolidated picking lists, invoices and packing lists.

One Stop Order Processing Standard
Same features as Lite and the ability to provide customer feedback and ability to export the orders to other systems, including
courier and accounting packages. You can also manage products and suppliers.

Detailed Features Description

Standard
2
5

00 500,000

g
-
o

Initial users supplied

Max. users

Max. orders per site

Email support tickets per year

Import orders

Create and amend manual orders

Automatic VAT calculation

Create order views, including automatic calculations

Print Invoices, packing & picking lists

Support standard invoices, document enclosed wallets and integrated labels including logos
and PPIs

Amend and create custom invoices and packing lists

Automatically assign sequential order numbers

Change all order details with automatic VAT & shipping calculations
Show tax exclusive and inclusive, retail invoices

Setup order views to make daily tasks easier

Sophisticated order selection

Find orders quickly using advanced searching

Perform and display calculations on order information using custom field macros
Add additional fields to orders (e.g. assign to, batch nos.)

Backup existing orders

Automatically archive orders

Export orders to other systems

Send emails to customers or 3™ parties

Product Management including stock control

Allow customers to track their orders online

Manage and monitor emails sent to customers

Print purchase orders

Process refunds

Predictive stock reorder level (based on existing sales)

Drop shipping and order fulfilment tasks using suppliers (purchase orders and emails)
Suppliers management (including emailing)

Multichannel stock control

<
O wr
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Setting up for the first time

Quick Setup Wizard

The first time that you start One Stop Order Processing you are shown the Quick Setup Wizard. This allows you to enter the
basic information required to get you started.

The One Stop Order Processing Quick Setup Wizard can be used to quickly set-up a new site ready for processing and printing
orders. You are prompted to run the wizard whenever a new site is created. You can run the Quick Setup Wizard at any time by
selecting the Quick Setup Wizard menu option (under the File menu).

You are shown a series of pages providing the current information for the site. You can enter more detailed information at any

stage time by using the One Stop Order Processing Options. To show the options select the Options menu choice (under the

i L

Tools menu) or by clicking on the Options button ( )

One Stop Order Processing Quick Setup Wizard ]

Welcome to the One Stop Order Processing Quick Setup Wizard

This wizard helps you enter the required information to get you processing orders
a3 quickly as possible. You do not have to enter all the information.

¥ you want to add or change any of the values you can run the Wizard again or use
the Options. You will need to enter some of the values again for each new website

! Bac Cancel Help N
One Stop Order Processing Quick Setup Wizard ===
Enter your business detalls @
These detalls wil appear on the invoices and packing lits

Seller D Ths is your name used when selling on this websie
Contact Name: The customer services confact
Company: [— = The trading or shop name
Phone: Customer services contact number
Fax: [— Custamer services fax number

| el Custamer senvicss amai sdttess
Webste: Company webste
VATNo: [ e VATmumberfany) ||
Reg No. e Companies House egisiation no. [ any)
Addrsss ine 1 | Contact addbess ine 1
Address ins 2 Contsct adttess ins 2
Address line 3 Contact addess ine 3
Address ne 4 Contact addbess lne 4
County: Contact sdidess county
Postcode:  [mwme Contact adhess postcode
Courtry Contact addbess county

< Back Next > Cancel | e |

The business details are used on the printed invoice, packing list and purchase order. The default invoices, packing lists and
purchase orders contain macros for the information. See the Company Details in Options for more information.
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One Stop Order, Processing Quick Setup Wizard

~ Stationery o use
7 Standard layout
" Document enclosed wallets
@ |ntegrated labels available from v intearatediabels.co. k]

Packing List Printer:
“hserver2KIONICA MINOLTA mo4B50 PCLG ~|
Stationery to use: -
" Standard layout
1 Document enclosed wallets
" Inteqrated labels available fram wew inteqratedishels. oo, uk

i Include PP [ Printed Postage Impression)|
¥ Include PF1 when printed
@ 1stClass  2ndClass PPl Number [e.g. CR1234) : |CR1224
Includs Loga
¥ Include logo when printed
File to create loga from:
[ \Logos\CompanyLogo png 1]

¢ Back I Mert> Cancel ‘ Help

Select the printers to use for your invoices and packing lists
‘wihen printing the default printer settings will be used from each printer
|moice Printer.
[\server2\HP Dificejet Pro K540 Series ~|

3

|

One Stop Order Processing @

You can have the same printer for the Invoice and Packing List but if you are using different stationery for each type or the
Packing List is located in a different location, e.g. the warehouse, you should use different printers. For more information see the

Printing Options.

If you are using a PPI Stamp on your invoice you can type in your cost centre and 1st or 2nd class and this will be placed on the
label. You can also put your logo on the invoice. You can select a graphic file and this will be resized and formatted for the

Invoice.
One Stop Order Processing Quick Setup Wizard =
Sending emails to your customers (or suppliers)
You can send smails Using your sxisting Emsi product or dirsctly
from One Stop Order Frocessing

" Send emails using default MAPI dliert fe.. Outlook)
@ Send emails using @ SMIP server fe.g. mail blonnect com)
SMTP seftings:

Server. | Port: [25

™ Usemame and password required:

! Usemame: [

Password: |

Email sender information:
Name of sender; ]

Email reply address; ]

If you are going to send you emails you can enter the email information. You can test the settings but clicking on the Test
button. You can enter more detailed options in the Email Settings which can be found in the Email options.

One Stop Order Processing Quick Setup Wizard =
Order Tracking
You s allow your customsrs to track their ordsrs from your websits
You can customise any of the tracking details

Serverto upload Order Tracking Details to (FTP detais):

| Server Directory: [rack ¥ Use passive FTP
|The directory must only be used for Order Tracking {.e. create a new directory) and must not be
your main directory (e g. website root directory).

Make sure that only YOU have pemission to write to and browse the directory. (Otherwise
anyone can see the number of orders that you have)

| Usemame: [i Password
~Website detals: -

Website address for Order Tracking Details:
pite: 7 Arack

The webste address has been generated from your website details
To use this addess you will have to create @ track folder in the oot of your website.

Show HTML to use to allow your customers to track their own orders on your website

<Back [[THEd3 ] Cancel Help
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If you are going to use order tracking on your website you can enter the relevant details here. You can enter more information in

the Track Online options.

One Stop Order Processing Quick Setup Wizard ﬂ

*You have finished
Setting up One Stop Order Processing

Assistant Messages are information boxes that are displayed to
explain some of the features of One Stop Oder Processing

If you un-tick the "Show Assistant Messages' option
‘you will not be shown any of these messsages

You can now import and process your orders

! <Bock [ Fmsh | Cancd | Hep

You can choose to display Assistant Messages when using One Stop Order Processing. You can configure all of the messages
shown by selecting the Assistant Messages Options by selecting the Manage Assistant Messages options under the Tools

menu.
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Importing Orders from different websites

|".L

You can easily import your orders into One Stop Order Processing. Click on the Import Orders button (Sﬂ ). When you
import orders you can choose to automatically import the product details into the inventory system. You can then manage your
stock and produce details reports based on your products (e.g. Total Sales or Profit).

Orders are imported into One Stop Order Processing using the exported orders file from the relevant internet site (e.g.
ebay.co.uk).

See further in this section on how to retrieve the orders from the supported websites. If your website is not shown you may still
be able to import orders using the OSOP format. This allows you to map the different fields in the format to the internal field
name. This is explained further in this section.

B import Orders E\
~ Order lvpe toimport:
MName | Order type | Impat file | Import date | Orders impmledl Prampt for file »
GrapeFoms Ebay 0 M
[ Amazon Marketplace  Amazon-MP 0 M
lkhupper5 account Amazon-5C 16 Y
[ PlayTrade PlayTrade 26 M
O FomarCan RiamanCart oM
agento H 5
- | B
I Only show ticked order types to impart ¥ Use different order import options for sach import lype
Options... || Importing OSOP orders into website1 Add ] Edit ] Delete ]
¥ Overwite orders with same order number [ Sdiust TAX: ™ Use seguential invoice nos. |- Backup:

¥ Only include orders where payment made |1 Split AT out at ] g Starting with [0 | I Backup orders betore import|

I~ Update information in existing orders wst shipping 17 ,—J
Defaul curency:. [z Hugndlng Order Total - :

Products:

W Update Stock Levels v Automatically add new Products ta: Products goup [ Dyenwrite if same SKU

[ Automatically add SKUs (if blank]. Starting with: [55070000

Processing information Import DSOP orders

06:50:15 Yalidating orderlines against main orders ~
0B:50:15 16 items successfully processed. O lines removed T
06:50:16 Automatic Stock Fearder Levels being Calculated

Copy processing information o clipboard ] [ Werbose information 16 Orders, 10 New Products Imparted

Qrder Processing Tasks [ta perfaim on newly imparted arders):

IV Select Drders ¥ Ship Oidets [~ Mark as Paid I~ Print Packing Lists Set colour of l_lNotDa'd—;l
¥ FomatAddiesses | Unship Orders | Print Picking List | Print Invoices unpaid orders:
Cloze and Process Oiders Close

You are shown the various import types. If you select the relevant type and either click on Edit or double click on the line you are
shown the Order Import Information options. This allows you to enter the name of the file containing the order information. You
can also tick the Prompt for filename on each import option on the options page for each order type (except Actinic). You can
also tick the option Only show ticked order types to import, to only show the order types that you are interested in.

Each import type shows you the last time and date when orders were imported and the number of orders. You can also give
each import type a name.

You can amend any of the existing order types, remove them or add or your own. This can be useful if you want to have
different settings for the same sales channel. For example, you can have 3 Ebay import types, one for each of your ebay shops.
It is useful to create different One Stop formats. These can be setup to import from custom sales channels or update orders (for
tracking details).

For some of the import types an Additional Import Options dialog button appears.
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Selecting orders to import

When you select the file to import order information you are shown how to retrieve the orders from each site.

B Order, Import Information

Mame: IZern Disk Seller

Order type: ] PlayTrade L‘

Order impoit file: ]C:\Downloads\F’IayUED?ZM 1tut __J
24

Downloading Orders from PlayTrade

You download your orders from Play.com.

1. Login into your acccount at www.play.com and click on the Reports option on the left hand
side (shown below).

(D Helpdesk

G PLAY-COM FREE DELIVERY ON EVERYTHING
o ) (=cchtsl |

Report Management |
P A com - —— Sell Your Stuff!

Outstanding orders = — ==
+ Order husla?-y / - \ 1 Use our search
New.report: [Orders (cheose time penad) =] angine fa find

* Product reviews fem in our ccirv;uo

+ Delivery addresses Timke period: [1 day -| o start selling!

+ Credit/debit card S

+ Mobile phone sl PRODUCT AREA

+ Settings T — |

& PlayTrode | orders 1-2.(of 2) TITLE/ ARTIST/ AUTHOR

* Listings

il [rate iFyosy [rever ooy ISBM/UPC/EAN il
S il 1 5

™ Prompt for fisname on each impork Cancel !

You can give each import type any name. This is not used within the orders imported, but is used to make identifying the order
type easier.

The following pages in this section show how to import orders from different websites.
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Ebay

You download your orders from Ebay using Selling Manager Free or Selling Manager Pro. More details at the following website
link:

http://pages.ebay.co.uk/selling_manager/

1. Select the items that you want to download and press the Download button. If using a popup blocker hold down the Ctrl key.

- home | pay | site map ESlan new search
QYGM* [ puy [ sen EPEEE community [ Help | Advanced Search
Hello, enlinepapersupplies! (Sign ouf. )
Home > My abay > Selling Manager Pro > Sold
My eBay Views Hello, onlinepapersupplies (6714 %)
Hy Summary Mete: Email addiesses will be displayed for 45 days after a transaction ends.
All Buying Sold Items (3 items) & Print | Hely
* Walching Ieep track of sold tems by customising and sending sales records lo your buyers. Customise Disploy
R Show: All | Awailing Payment (1) | Awaiting Postage () | Eaid & Dispatched @) Period: |Last 24 bours v
" Didnt wia e e _ LE AUl AR B
My Recommendations.  [] 112 hdid19 (Contact Member) 23) 3 £103.81 @ 17-dan 1 £ ;
Selling Ma [ (762547 364755) Boce intenratod el pager (&)
: Mm_s‘ ol 0O m gwini21 (Contact Member) (152) 2 £69.21 8021 17-Jan I @@ @B
= Betive (1) (769547365556) Box inteqrated label paper 9
- ﬂﬁ’"ﬁ&’., [ 110 fanii89shopd (Contact Member) () 1 £3595 £35.95 17-Jan 1 @ @R @
« Soll
it Tiet (T8547365756] Box Inbexrabed nbel paper
Aawaiting Postage 3
e Total for ftems 1-3 5 £78.14 £95.14
et ErET [ sse] (Eres] [pre] ([ Fooomci | [ sensiean | (oiet] [arcte ] [vonriond ] [ At |
Automation [ Email Sent T Checkout Complete £ Paid [ Dispatched Y Feedback Left (D) Feedback Received 3 Relisted & Second ChanchOffer
Preferences legend: [5] Unpaid ttem Reminder Sent &) Final Value Fee credited (3 Final Value Fee credit not granted
e Page 1 of 1
PO SR

2. When the File Download dialog appears press the Save button.

File Dawnload X

Do you want to open or save this file?

DE Mame: SalesHistory.csv

Type: Microsoft Excel Comma Separated Yalues File
Fram:  k2b-bulk. ebay.co.uk

[ Open ][ Save ]L Cancel |

harm gour computer. [ pou do not tust the source, do not open or

@ “hile files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

3. Save the file into a folder of your choice (for example, C:\Downloads).
You are now ready to import the orders into One Stop Order Processing.
Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

Ebay Qptions |'X ‘

~ Tar handling based on location:

I Split out VAT for the following countries

¥ Don't split out AT for the following locations

IGuarnse_l,ulelseyAIdamey,Ehannel Islands

¥ Use Custom Label as SKLL Cusion

IV &add Seller's 1D to order number
Thiz option is useful if you sell in more than 1 country and may have the same order
number [generated by Ebay). If Seller's 1D isn't available Buyer's 1D is used.

Cancel i
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Tax handling based on location

If your Ebay orders do not have the tax amount split out from the main cost you can tick the Adjust orders to split VAT out option
on the main Import Orders dialog. This will split the VAT out for all orders. If you use this option you can conditionally split out
the VAT. This can be very useful if you ship items to the Channel Islands or other Tax zones.

By default, if you tick Split out VAT for the following countries will only split out the VAT for EU countries.
By default, if you tick Don't split out VAT for the following locations will not split out VAT for the main Channel Islands.

By default, the Ebay Custom Label is used as the SKU for the item. If you don't use this approach untick this box. You can then
decide to put the custom label value into the orders' custom values (you can decide which custom value to start using).

If you are importing Ebay orders from more than 1 account where the order numbers may clash you should tick the Add
Seller'sID to order number. This will make sure that even if the same order number is used (they start at 1) they will still be seen
as 2 distinct orders. If you are using the Interchange format files that don't contain this information the Buyer's id will be used.
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Amazon Seller Central

You download your orders from Amazon Seller Central.

1. Login to Amazon Seller Central (at https://sellercentral-europe.amazon.com)

2. Go to the Orders tab. Select the Order Reports option (just below the tab).

3. Select New Orders, shown below.

4. Select the required number of days and Click on Request Report, shown below.

amazon SerViCES‘ # HOME | MESSAGES | HELP | LOGOUT

seller central

INVENTORY |+ (LOSMMMBS  REPORTS ||  SETTINGS | “fy

Manage Orders | Order Reports | Upload Order Related Files

Order Reports

New Orders }| Unshipped Orders

Use this page to request and download Order Reports containing all orders vou have received for the number of
days you select, including those you have cancelled or confirmed as shipped. Learn mors

IMPORTANT NOTICE: Your order reports now include an e-mail address that yvou may use to contact vour buyer
regarding your transaction with the buyer. Please note that if you choose to use this e-mail address to communicate
with your buyer, that email message and all further communications between you and your buyer using this service
will be copied and stored by Amazon.com. By using this service, you consent to this action. For more information
about this service, plezzs ===

Request an Order Report

Select Days: E‘

5. When the reports have been created (normally within 10 minutes) click on the Refresh button, shown below.

6. If the report isn't ready Not Ready is shown (in the last column). If it has been created a Download button appears. Click on
this Download button.

Request an Order Report

Select Days: |1 v‘

Scheduled Order Report Settings | Edit |

You are not currently receiving scheduled order reports. Click the Edit button to change this setting.

Check Report Status & Download

Report Type Date Range Covered D;::u&é::::f DEa::“?IeTti::]E Report Status Download
E;.d:i:t (manualy | 3%/12/2008 11:18:55 GNT - 31/12/2009 11:18:55 GMT 13:1{81;2;522;”% Not Complets Siebcrlrl\-l\:t?d Mot Ready
E;.d:i:t (manualy | 23/12/2008 11:18:21 GNT - 31/12/2009 11:18:21 GMT 13;1{31;25323057 lf}{é:zﬁugla.r Ready
E;.d:i:t (manualy | 0%/12/2008 14:26:03 GNT - 09/12/2009 14:26:03 GMT el ] lg?éé:zggugla.r Pégﬁf;i[‘eg No New Crders

7 . In the Click on the Save button.

File Dawnload X
Do pou want to open or save this file?

Mame: 25085744 bt

1@

Tupe: Text Docurment
Fram:  sellercentral-europe. amazan. com

[ Open ][ Save ]L Cancel J

l-" “hile files from the Intemet can be useful, some files can potentially
harm your computer. |f you do not tust the source, do not open or
save this file. What's the risk?

8. Save the file into a folder of your choice (for example, C:\Downloads).

You are now ready to import the orders into One Stop Order Processing.
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Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

Amazon SellerCentral Options @

- Additional 4mazon value mappings:
Gift message maps to custom field : |1

Shipping handling;
I &dd shipping costs to item costs

:\hc\ddlng the sH\pplng cost in with the item cost can be used to not show aﬁy
shipping costs on the invoice

- Tax handling based on location:
IV Split out WAT for the following Amazon country codes:
iBE,E G.CZDK.DEEEJEELESFRGRIT.CY.LYLT LUHU MT NLAT PLF

¥ Don't split out VAT for the following locations

]GUEIHSE}'JEISE}}AHEME_V

Cancel

Additional Amazon value mappings

Amazon SellerCentral allows customers to add a gift message to your products. When this information is imported it is put into
the One Stop Order Processing custom fields. By default this is put into the first custom field. You can change which field this is
put into in the SellerCentral import options.

Shipping handling
If you want your invoices to show a single cost for the item tick this option. This will show a shipping cost of 0 and an increased
item price.

Tax handling based on location

If your Amazon orders do not have the tax amount split out from the main cost you can tick the Adjust orders to split VAT out
option on the main Import Orders dialog. This will split the VAT out for all orders. If you use this option you can conditionally split
out the VAT. This can be very useful if you ship items to the Channel Islands or other Tax zones.

By default, if you tick Split out VAT for the following Amazon country codes will only split out the VAT for EU countries.
By default, if you tick Don't split out VAT for the following locations will not split out VAT for the main Channel Islands.
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Amazon Marketplace

You download your orders from Amazon Marketplace (Pro Merchant subscription required)

1. Login to Amazon Marketplace (at http://www.amazon.co.uk/marketplace) and click on Your Account at the top
of the screen. Then click on Your Marketplace Seller Account link, shown below:

Marketplace
[ sellyourstuff @)

- Shop &
Auctions Order
History

2. Under the Manage Your Orders options you should select Order Reports. If you do not have this option then you do not have
an Amazon Pro Merchant account. To use this software you will need to sign up for a Pro Merchant account (currently £25 per

month). Under the Settings options click on Seller Account Information. There is an Upgrade button at the bottom of the Seller
Account Information page (under the Selling Plan options).

amazon CO uk Hello \We have recommendations for you. (Not
~—7 Patrick's Amazon.co.uk
Shop All Departments

Deals of the Week

Gift Ceriificates Gifts & Wi

Search

Hello,

Expand your book selection Manage Your Inventory

with Bookloader List single items
Pro Merchants, the Sookloader

Upload multiple items
is a quick and easy way to o Eventon
e P e e and iew your current inventory

to expand your book selection. Inventory Reports
Learn more.

Create a product detail page
Edit your product detail pages
Helping You Sell

Visit our Seller Discussion Mhani?gf: Y(_"_‘Jr F)rﬁers
Boards —== —

Recent Seller

Or an order
Announcements:

sResolved "Sold. dispatch

3. Under Request an Order Report, select the number of days to retrieve orders for and click on Request Report. The orders
report will then be generated. This can take from a few seconds to an hour. Click on the Refresh button until your new report
appears. When this appears click on the Download button to retrieve the order information.

NOTE: You can also setup automatically created reports to pickup each day. To do this click on the Edit button under the
Scheduled Order Report Settings.

Order Reports

Use this page to request and download Order Reports containing all arders you have received for
the number of days you select. Learn more.

Request an Order Report

Select Days: |1 r

|_Reguest Repol
Scheduled Order Report Settings |_Edit |
‘You are not currently receiving scheduled arder reports. Click the Edit button to change this
setting.
Check Report Status & Download | Refresh |
Date & Time Date & Time
Report Type Requested Completed Report Status Download

6/9/08 3:07:28 PM 6/9/08 3:07:43 PM @ Corbis]
Order Report 20T EoT Ready

4. Click on Save. Save the file into a folder of your choice (for example, C:\Downloads).

You are now ready to import the orders into One Stop Order Processing.
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PlayTrade

You download your orders from Play.com.

1. Login into your acccount at WwWWw.play.com and click on the Reports option on the left hand side (shown below).

(D wotpdesk
PLAY.COM FREE DELIVERY ON EVERYTHING
| Your Account S PlayTrade Reports | Search & Sell |
Report Management 1
EeLiicon Sell Your Stuff!
+ Outstanding orders /-r—"’_ “‘11\ %
+ Order history E = U rm’f'
el e il A New,report: [Crders (choose time period) =] el wﬁw
» Delivery addresses Timk period: [Taay =] 1o start selling!
» Credit/debit card L ek B
+ Mobile phone | Submit report raguest » | / PRODUCT AREA
’ —
Settings —————— [selez. =]
O PlayTrade Orders =TT TITLE/ARTIST/AUTHOR
* Listings )
;sdh:s I Date T Report Status T 1 ISEN/UPC/EAN
\\::_‘E':;‘") 25/07/2007 | 804488 | Completed 13 Report
Preferences i 1 |
= Acceunt Eummary. 25/07/2007 | 721872 | Completed B Report
7| 521812 | Completed [ Report
511212 | Completed & Report
21/07/2007 | 521212 | Completed B Report

2. Select the Orders (choose time period) report, shown above. Click on the Submit report request button. After a few
minutes the report will have been created and you can click on the Report link in the Downloads column.

3. You are then prompted with the following dialog. You should click Save and save the file
(DownloadReport_aspx.txt)to alocation on your PC, for example, C: \Downloads.

File Download - Security Warning ] x|

Do you want to open or save this file?

@ Name: ...ort_aspxIreportd=70446TreportName=Dispatch
o
Type: HTML Document, 352 bytes
From:  wwee.playtrade. com

Dpen | Save -

I"\ While files from the Intemet can be usefud, this e type can
\g} polerlisly haim yous compule. I you do not st he sours, do nol
open of save this software. What's the risk?

4. Save the file into a folder of your choice (for example, C:\Downloads).
NOTE: If you have problems saving the file you should click on Open. When the file is displayed in your browser select all the

text (Control Key and A) and then Copying the text into notepad (Press the Windows key and R and then type Notepad and
press enter) and save the file to the correct location.

You are now ready to import the orders into One Stop Order Processing.
Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

PlayTrade Options

If you sell any products in Euros (EUR) you can convert these to £ (GBP) when importing. To do this tick the Convert to Sterling
box. This uses the exchange rate supplied by Play.com
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RomanCart

You download your orders from www.romancart.com.

1. Login into your acccount at WWw.romancart.com and click on the button next to View the sales manager (shown
below).

CREATE THE ULTIMATE ONLINE SHOP

ROMAN

=cart

What would you like to do?

View the sales manager Click Here
View sales reports T —ChekHere—
View the booking manager Click Here
View the product manager Click Here

2. Click on Export Sales Data (shown below).

RomanCart Sales Manager watch a screencast explaining this page  Send a text message to your phene when you make a s
Hide 'Not Cempleted’ Transactions o Export Sales Data View 2l Celumns Block IP addresses

+ filter
pateskioni [ T3EE52008 |pate To: [ 13-Feb-2008 Ref o | |

Print your invoices onto special RomanCart paper containing Shipping Labels - Available from here. Learn More Configure
Shows orders for the last 30 days only. To store data for 6 months please click on the 'Upgrade RomanCart' button in the main menu.

[Bef o | storernlpate ___Jcustomer _[rotal value |Pavment Tvpe | Pay Status | shippina | ship Status | pespatch]
m
]
m
=]
(=]
m
]
m

Selected Transar

Return to Menu

3. Select the date range for the orders (in Date From: and Date To:). Change the File Type to Summary,ltem and Extra field
files (the last choice in the File Type choices). Change the delimiter to | (the 2nd choice in the Delimited By choices). Make sure
that Enclose exported fields in double quotes is ticked. Click on Export Data (shown below). Hold down the Ctrl key if you are
using a popup blocker.

Export Sales Data

Select the date from, date to and the type of file to export, then click on the 'Export Data' button. You can export data for
any 1 month period you have stored.

Date From: 13-Feb-2008 EE[
Date To: 13-Feb-2003 -

File Type: Summary, tem and Extra field files |53
Delimited By:

Enclose exported fields in double quotes

Export Data

Back

Return to Menu
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4. Click on the Save button.

File Dawnload X

Do pou want to open or save this file?

@ Mame: 3479545263873h.2ip
Type: WinZip File, 1.26KE

From:  secure, romancart. com

Open ] [ Save ] | cancel |

Alwaps ask before opening this type of file

I s While files from the Internet can be useful, some files can patentially
@J harm your computer. |f pou da not trust the source, do nat open ar
save this file. What's the risk?

5. Save the file into a folder of your choice (for example, C:\Downloads).

You are now ready to import the orders into One Stop Order Processing.

Additional Import Options
If you click on the Options button you can set additional information specific to this import type.
RomanCart allows you to specify your own custom fields. When these are imported these are mapped to the One Stop Order

Processsing custom value fields. The Additional Import Options allow you to specify how they are mapped to the One Stop
Order Processing fields. You can enter the starting value.

Roman Cart Options =)

Initial Drder Import Settings:

’74_‘

Custarm Order Values Found in Orders:

“Number | Desciption
4
5
3

=T
Cancel

Once the fields have been found in the imported order information you can amend the exact custom field that the information is
mapped to (by double clicking on the item or selecting the item and clicking on the Edit button.

Custom Value Number M

:Ti"v'e number that pou enter correspon:is to the Custom entered val: on the Custom values
Ikab on each order. Yiou can add this field bo your view and use it when filkening oders

Roman Cart Custom Y alue name:

Special Instiuctions

DOne Stop Order Pracessing Custam Walue::

f
Cancel
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osCommerce/CRE Loaded

1 Make sure that you have installed the additional software required on your osCommerce/CRE Loaded website. Details on how
to install the software are shown later in this section.

2 Login into your website in the my_admin folder (e.g. www.mywebsite123.com/my_admin)
3 For osCommerce following the instructions below. For CRE Loaded following the instructions in the CRE Loaded section.
osCommerce

Click on the One Stop Order Processing link at the bottom on the left hand side, shown below:

Configuration
Administrators

My Store
Minimum Values
Maximum Values
Images

Customer Details
shipping/Packaging
Product Listing
Stock

Logging

Cache

E-Mail Options
Download

GZip Compression
Sessions

Catalog

Modules
Customers
Locations / Taxes
Localization
Reports

Tools

One Stop Order
Pracessing

CRE Loaded

Select the One Stop Order Processing menu option (under the Customers/Orders menu option), shown below:

Admin Home | Category Edit | Payment Modules | Shipping Modules | View Frontend

Configuration Catalog Modules Content Manager DesignControls CustomersiOrders Marketing Report:

Customers/Orders

Orders

Create Order

One Stop Order Processing

Create Orders Admin
PayPal IFM

Customers

Customers Groups

Create Account

4 Select the range of orders to retrieve details for and click on the Export button (shown below):

Download Orders
Please select the date range for the orders vou wish to export to One-Stop Order Processing

Start Date (dd/mm/yyyy) [03/03/2008 [

End Date (dd/mm/yyyy) |04/0%/2008

Export
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5 Select Save (shown below) and save the file to C: \Downloads.

File Download x|

Do you want to open o1 save this file?

@j Name: orders-03_09_2008-04_09_2008.c5v
il Type: Microsoft Excel Worksheet
Fiom: s S

Open save | [[Earea ]

IV &lwaps ask before opening this type of fle

() Whie fles from the Infeme can be usel, some fiks can potentiely
harm your computer. If you do nat trust the saurcs, da not open or
sawe this fle. whal's the rish?

You are now ready to import the orders into One Stop Order Processing.
Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

osCommerce/CRE Options [g|
Order status text that means paid for Processing
Order Calculation Method |Values are Tax exclusive L]

i~ Date Format:

&bl
le.g. 0103720121321

ST L e
g, 20120214 195805

] Earal

Order status text that means paid for:

By default all orders that are imported from your website and are paid for have a status of Processing. If this has been changed
on your site you should put that text in here. This is the text that is checked to see if an order is paid for.

Order Calculation Method

By default all order totals have their prices as Tax inclusive. The tax can be split out when importing. If your Tax model is Tax
exclusive (e.g. the shipping value imported does not include tax) then use the Values are Tax exclusive method

Date Format

If your dates are not in the default date format you can change this to the other supported type(s).
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Installing the One Stop Order Processing software onto your osCommerce/CRE Loaded website

1 Copy (upload) the files in the C: \OSOP\Main\osCommerce\admin folder to the administration folder on your web
server (by default called admin). This will add files to the existing folders (directories) on your server. For example,

C:\0SOP\Main\osCommerce\admin\includes\classes\export.php

will be copied to

/catalog/admin/includes/classes/export.php

on your web server.

If you are using osCommerce use the following approach. For CRE Loaded use the CRE Loaded section

osCommerce

2 Amend the column_left . php file on your server (by default in
/catalog/admin/includes/column_left.php). Add the line

require (DIR_WS_BOXES . 'onestop.php');
to the end of the menu options. An example, is shown below in red.

<?php
/*
$Id: column_left.php 1739 2007-12-20 00:52:16Z hpdl $

osCommerce, Open Source E-Commerce Solutions
http://www.oscommerce.com

Copyright (c) 2002 osCommerce

Released under the GNU General Public License

*/

require (DIR_WS_BOXES . 'configuration.php');
require (DIR_WS_BOXES . 'catalog.php');
require (DIR_WS_BOXES . 'modules.php');
require (DIR_WS_BOXES . 'customers.php');
require (DIR_WS_BOXES . 'taxes.php');
require (DIR_WS_BOXES . 'localization.php');
require (DIR_WS_BOXES . 'reports.php');
require (DIR_WS_BOXES . 'tools.php');
require (DIR_WS_BOXES . 'onestop.php');

?>

CRE Loaded

3 Amend the customers.php file on your server (by default in /catalog/admin/includes/boxes/customers.php). Add the line

tep_admin_files_boxes ('orders_export.php', 'One Stop Order Processing', 'SSL')

in the Customers the menu options. An example, is shown below in red.

tep_admin_files_boxes('', '&nbsp; &nbsp;' . BOX_HEADING_CUSTOMERS)
tep_admin_files_boxes (FILENAME_ORDERS, BOX_CUSTOMERS_ORDERS, 'SSL')
tep_admin_files_boxes (FILENAME_CREATE_ORDER, BOX_MANUAL_ORDER_CREATE_ORDER, 'SSL')
tep_admin_files_boxes ('orders_export.php', 'One Stop Order Processing', 'SSL')
tep_admin_files_boxes (FILENAME_CREATE_ORDERS_ADMIN, BOX_CREATE_ORDERS_ADMIN, 'SSL')
tep_admin_files_boxes (FILENAME_PAYPAL, BOX_CUSTOMERS_PAYPAL, 'SSL')

Now when you access the main admin menu a new menu option will appear that will allow you to download order information.
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osCommerce/CRE Loaded Advanced options
If you are using discounts on your website and are using a non standard discount module you will need to update the discount
module being used. To do this use the following procedure:

1 Amend the export . php file (by defaultin /catalog/admin/includes/classes/export .php).
2 Amend the line define ("MOD_DISCOUNT', ''); touse the module that you are using. The line to amend is shown
in red below:

<?php

/**

*

* One_Stop_Export - Export Class for
* One Stop Order Processing

*

* (@package export

* @author 1StopOrders.com

* @copyright 1StopOrders.com 2008
*

* SRevision:$

*

*

// Note: Only change these if you have customised your order totals modules
define ('MOD_SUBTOTAL', 'ot_subtotal');

define ('"MOD_TAX', 'ot_tax');
define ('MOD_SHIPPING', 'ot_shipping');
define ('MOD_TOTAL', 'ot_total');

define ('MOD_DISCOUNT', '');

You could change this to use your module (ot_coupon). So the last line would become:

define ('MOD_DISCOUNT', 'ot_coupon');
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EBid

1 Login into your account at http://uk.ebid.net and click on the sold link on the left hand side (shown below):

My Trading
Summary
~ Buying

Auctions I'm Bidding On

-

Auctiens | Bid On
ttems | Want
ttems | Wanted
Selling

Auctions Im B

‘

Auctions | Ra

Wanteds | Offered On
Watching
Auctiens I'm Watching

Auctions | Watched

“

Wanteds I'm Watching

WWanteds | Watched

2 Select the orders to retrieve and click on the Export Sales Data link (shown below):

Buy Sell Want MyeBid | Stores | Forums Help = News

| Selling : S_——
| Details of auctions you have run or are running, the seling section also includes offers to sell you have made on @ back
wianteds on eBid

All Repost Al Delete Export Listings( Export Sales Data

Auction Title Did It
Price Bids winner aty Closed Views Sell?

Action

| Photo Repost

| RepaostDelete
Currently viewing 1 to 1 of 1 auctions (page 1 of 1)
Gotopage |1 Go

Goto Page : 1

@) back to top

3 Select Save (shown below) and save the file to C: \Downloads.

File Download x|

Do you want to save this file, or find a program online to open
it?

@ Name: . — — —
Type: Unknown File Type
From: k. ten.ebid.net

Find Save

s While files from the Intemet can be useful, some fles ean potentialy
harmn your camputer. If you da nat tust the source, da not find a
program te open this fle ar save this fie. Wwhat's the rish?

You are now ready to import the orders into One Stop Order Processing.
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OSOP - One Stop Order Processing Orders (Custom import format)

You can import information that has been exported from One Stop Order Processing (using the OSOPExport view) or another
application that can export a single CSV order information file (e.g. Excel).

If you tick the Update information in existing orders option on the main page you can import information into existing orders. This
can be useful for adding order tracking or other information from external systems. See the Advanced Import section for more

details.

Import file format
The import file is a standard CSV (Comma Separated Value) file. The first line contains the field names separated by a comma
(,)- Each subsequent line contains values for those fields, each value being separated by a comma (,). Microsoft Excel can
export information as a CSV file. You can create a template (example CSV file) by using the One Stop Order Processing
OSOPEXxport view and exporting an order.

The order import file can contain any of the fields described below, in any order. If you do not know any of the information for a
field don't include the field in the file to import. Any information not supplied is defaulted from the other information supplied. This
is described below.

Minimum requirements for an import file
You must have at least 1 of the red fields and 1 of the green fields in your import file to create a valid One Stop Order

Processing order.

Including orders with more than 1 item
If there is more than 1 item per order you must include a value for Order ID (the first value). Order lines with the same Order ID
are imported into the same order. The first line in a group of order lines contains the main order details. The subsequent order

lines contain details for the other order's items (and read from the Item ID, Item title, SKU, Item quantity, ltem price, Item tax,
Item P&P, Item P&P tax, Item total, VAT rate, Item weight fields).

Field Name
This should
appear in the
first line of the
file

Order ID
Transaction ID
Invoice number

Sales source
Listed on

Order number
Sub-total
Discount
SubTotal tax
Total P&P
Total P&P tax

Insurance

Insurance Tax
Total Tax
Grand total

Fees
Payment method
Shipping method

Payment Status
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Description

Unique Order number (e.g. 100006)
Transaction ID (e.g. 72838485)
Invoice number (e.g. INT1001)

Where the order came from (e.g. MOTO)
Where the sale was listed (e.g. Website)

Order number (e.g. 1023)

Total of all items sold (e.g. £85)

Discount applied to Sub-total

Total tax paid on all items sold (e.g. £15)
Postage and Packing for all items (e.g. £10)
Tax on Postage and Packing (e.g. £1.75)
Insurance on whole order (e.g. £2)

Insurance tax on whole order (e.g. £0.35)

Total of all Insurance, P&P and ltems sold tax (e.g.

£17.10)

Total of all items, Insurance and P&P and Taxes
(e.g. £114.10)

Any fees on sale (e.g. £5.70)
Payment type used for order (e.g. Paypal)
Method used to send item (e.g. RoyalMail)

Payment status of order. This can be one of the
following values:

DocVer 1.20

Default value
If not included this value is used

Invoice number
Order number

Automatically allocated from last sequential invoice
number (setup in the import options), Order ID of not
allocated.

OSOP

Order ID, then Invoice number
Total of all items in order

0

Total of all items' tax in order
Total of all items' P&P

Total of all items' P&P Tax

If Tax rate given the required tax is split out from
Insurance

Total of Insurance, P&P and ltems tax

Total of all Taxes, Insurance, P&P and ltems

Full Payment Received
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www.1stoporders.co.uk

Order date
Invoice date
Checkout date
Payment date
Dispatch date

Currency
Paypal ID

PO num
VAT Number

Total weight

Delivery
Instructions

Total items
Feedback left

Notes

Feedback
received

Invoice
Customer

Invoice
Firsthame

Invoice
LastName

Invoice
Telephone

Invoice Fax
Invoice Email
Invoice Address
line 1

Invoice Address
line 2

Invoice Address
line 3

Invoice Address
line 4

Invoice County
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PSP Pending

Received

Rejected

Error

Preauthorised

Waiting for card details
Pending

PSP Test Mode

Partial Payment Received
Full Payment Received
Excessive Payment Received
SUCCESS

The values can be upper or lowercase.
Date order was placed (e.g. 16/09/2007 19:11:44)

date
Invoice date. This is the Tax date/ point (e.g. Order Date
16/09/2007 19:11:44)
Date checkout was completed (e.g. 16/09/2007 Order Date
19:11:44)
Date payment was taken for order (e.g. 16/09/2007
19:11:44)
Date order was dispatched (e.g. 17/09/2007
16:00:00)

Currency character used for monetary values (e.g. £) |Grand Total currency used
Paypal transaction ID (e.g. 923849238928)

Customer's Purchase Order number (e.g. OT412)
Customer's VAT (TAX) code (e.g. 615 323 101)

Toal weight of order (e.g 1.02KG) Total of all order items' weights

Delivery instructions for courier (e.g. Leave in

garage)
Total number of items in the order (e.g. 2) Total number of orders' items

Any feedback to give to customer (e.g. Good
shopper)

Notes on order. These can be amended or added to
in the order's memo tab (e.g. Call customer when
despatched)

Comments received from customer (e.g. Excellent
customer service)

Customer name (e.g. John Symthe)

Customer firstname (e.g. John). This and the next
field are combined to the Invoice Customer
Customer lastname (e.g. Smythe)

Customer Telephone number (e.g. 555 123 456)

Customer Fax number (e.g. 555 654 321)
Customer's email address (e.g. support@tk.co.uk)

First line of address (e.g. Sparechton House)
Second line of address (e.g. 12 Parchdale Road)
Third line of address (e.g Farletontington)

Fourth line of address (e.g. Xexton)

County (e.g. Wessex)
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Checkout Date, then Invoice Date and then Today's
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Invoice
Postcode

Invoice Country
Invoice VAT
number

Invoice Buyer
ID

Invoice
Company

Delivery
Customer

Delivery
Firstname

Delivery
LastName

Delivery
Telephone

Delivery Fax
Delivery Email

Delivery Address
line 1

Delivery Address
line 2

Delivery Address
line 3

Delivery Address
line 4

Delivery County

Delivery
Postcode

Delivery Country
Delivery VAT
Number
Delivery Buyer
Delivery
Company

Item ID

Item title
SKU
Item quantity

Item price

Item tax

Item P&P

Item P&P tax

Item total
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Postcode / Zip code (e.g. ZX2 5QC)

Country (e.g. United Kingdom)

Customer's VAT number (e.g. 615 323 101)

Buyers ID, username, login name or handle (e.g.
filetpn63743)

Company name (e.g. Aprelton Spares Ltd)
Delivery customer name (e.g. Amy Smythe)

Delivery firstname (e.g. Amy). This and the next field
are combined to the Delivery Customer

Delivery lastname (e.g. Smythe)

Delivery customer Telephone number (e.g. 555 323
466)

Delivery customer Fax number (e.g. 555 234 281)

Delivery customer's email address (e.g.
deliveries@tk.co.uk)

Delivery first line of address (e.g. Sparechton
Warehouse)

Delivery second line of address (e.g. 14 Larch
Close)

Delivery third line of address (e.g Fox Business
Park)

Delivery fourth line of address (e.g. Grosgripe)

Delivery county (e.g. Wessex)
Delivery postcode / Zip code (e.g. ZS5 7IK)

Delivery country (e.g. United Kingdom)
Delivery customer's VAT number (e.g. 615 323 101)

Delivery buyers ID, username, login name or handle
(e.g. filetpn63743)

Delivery company name (e.g. Aprelton Spares Ltd)

Sales ID of item. This is normally unique (e.g.
832478325)

Description of item (e.g. Fluffy Dog in box)
Your own part number of item (e.g. IL1)
Number of the item ordered (e.g. 1)

Cost of item. This can include tax (if you want to
automatically split the tax out use the adjust orders
to split VAT out in the import options) (e.g. £4.50)

Tax on item (e.g. 0.79)

This item's postage and packing. The total P&P is
the total of all the items' P&P, unless this field is left
empty and the main P&P field is used (e.g. 0.55)

This item's postage and packing tax (e.g. 0.10)

Total cost of item(s), quantity * Item price (e.g. £50)

DocVer 1.20
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Invoice Email, then Invoice Customer

Invoice Customer

Invoice Telephone

Invoice Fax
Invoice Email

Invoice Address line 1
Invoice Address line 2
Invoice Address line 3
Invoice Address line 4

Invoice County
Invoice Postcode

Invoice Country
Invoice VAT Number

Invoice Email, then Invoice Customer
Invoice Company
SKU

SKU
Iltem ID then Item title
1

Item total / ltem quantity

Can be calculated from ltem price if you use the adjust
orders to split VAT out in the import options. The tax
(VAT) rate is taken from the VAT rate, unless this is
blank. If it is the VAT rate used in the import options is
used.

Can be calculated from ltem price if you use the adjust
orders to split VAT out in the import options. The tax
(VAT) rate is taken from the VAT rate used in the
import options is used.

Item price * ltem quantity
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VAT rate

Item weight

Shipped Qty
Email Sent #1

Email Sent #2
Email Sent #3
Email Sent #4

Custom:Entered
val. 1

Custom:Entered
val. 2

Custom:Entered
val. 3

Custom:Entered
val. 4

Custom:Entered
val. 5

Custom:Entered
val. 6

Custom:Entered
val. 7

Custom:Entered
val. 8

Custom:Entered
val. 9

Custom:Entered
val. 10

Custom:Entered
val. 11

Custom:Entered
val. 12

Custom:Entered
val. 13

Custom:Entered
val. 14

Custom:Entered
val. 15

Custom:Entered
val. 16

Custom:Entered
val. 17

Custom:Entered
val. 18

Custom:Entered
val. 19

Custom:Entered
val. 20

Custom:Entered
val. 21

Custom:Entered
val. 22

Custom:Entered
val. 23

Custom:Entered
val. 24

Page 26 of 180

VAT rate specific to this product (e.g. 5%)

All the item's in this orderline's weight (e.g. 2KG)

Number of these item's shipped (e.g. 2)
Has the first email setup been sent? (e.g. 1)

Has the second email setup been sent? (e.g. 0)
Has the third email setup been sent? (e.g. 1)

Has the fourth email setup been sent? (e.g. 0)
These are values that a specific to your business or

from the another application. These values appear
on the Custom Value tab on each order.

DocVer 1.20
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VAT rate given in Adjust orders to split VAT value in

main import options.

Item quantity (if item has been shipped)
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Custom:Entered
val. 25

Custom:Entered
val. 26

Custom:Entered
val. 27

Custom:Entered
val. 28

Custom:Entered
val. 29

Custom:Entered
val. 30

Custom:Entered
val. 31

Custom:Entered
val. 32

Custom:Entered
val. 33

Custom:Entered
val. 34

Custom:Entered
val. 35

Custom:Entered
val. 36

Custom:Entered
val. 37

Custom:Entered
val. 38

Custom:Entered
val. 39

Custom:Entered
val. 40

Custom:Entered
val. 41

Custom:Entered
val. 42

Custom:Entered
val. 43

Custom:Entered
val. 44

Custom:Entered
val. 45

Custom:Entered
val. 46

Custom:Entered
val. 47

Custom:Entered
val. 48

Custom:Entered
val. 49

Custom:Entered
val. 50
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Additional Import Options
If you click on the Options button you can set additional information specific to this import type.

One Stop Order Processing Options &|

- Date Format:
€ DD/MMACYYY HHMH:SS. _ I
[4mazon Marketplace, PlayTrade and RomanCart format. e.g. 16/09/2007 13:11:44
@ DDMTHYY
[Ebay format. e.g. 27-MAY-08
bt -DDTHH: b5 S +HH: M )
Amazon SellerCentral farmat. e.g. 2008-06-17T13:06:34+00:00
€ PrY/MM/DD HH:MM
0S0P format. e.q. 2006406412 11:01

IF your import file has all the comect information, but has different column names you can use a
different impart file header. Y'ou should lype in a comma separated header uzing the 0SOP
namesz in the same order az the information columng in the file. For example, if the first column
contains the order number use 'Order 1D

¥ Use 050P compatible headsr for order import file

]Magento _:j Click here for more infarmation abaut this farmat

inlced,shlppad Gty Item Oty Canceled,Iter Oty Refunded.tem tax Itemn Discount Item total

Tax handling bazed on location:

™ DOrder totals include T4 [Fetail prices)
™ Use different sequential invaice numbers for manually created orders
[~ &llfigures are TA Exclusive [add on Tax when importing]

Cancel

When you import orders into One Stop Order Processing from another source the date format can be in different formats.
Currently 4 different date formats are supported. You should select the nearest date format to that of the order information that
you are going to import.

If you are using an import format that has a different header you can substitute a different one. This allows you to use your own
naming convention in your import file and map your names to the required names when importing.

Several standard import formats have been setup., these include Magento and ekmPowershop. When you select a standard
format this changes the options to allow importing of orders from that platform. Click on the Information link to see how to export
the orders from the external source.

Tax handling based on location

If your orders do not have the tax amount split out from the main cost you can tick the Adjust orders to split VAT out option on
the main Import Orders dialog. This will split the VAT out for all orders. If you use this option you can conditionally split out the
VAT. This can be very useful if you ship items to the Channel Islands or other Tax zones.

By default, if you tick Split out VAT for the following countries will only split out the VAT for EU countries.
By default, if you tick Don't split out VAT for the following locations will not split out VAT for the main Channel Islands.

Order totals include VAT (Retail prices)
If your order values are retail based, where the totals include VAT you should tick this option.

Use different sequential invoice numbers for manually created orders
If you want to use a different set of invoice numbers for manually created orders and imported orders tick this option. This can
be used to determine which orders were manually created and which were imported from a sales channel.

All figures are TAX Exclusive (add on Tax when importing)
If the order information that you are importing does not contain any Tax information and you want it added tick this option.

Advanced Import

To import information into existing orders you only need to include the Order ID and the required information (e.g. Delivery
Instructions). You can not include an order's item details (e.g. product codes), but you can include all other order details
(including Custom Entered values). An example of a CSV is shown below. This can be edited in Microsoft Excel and exported
as a CSV file.

Order ID,Delivery Instructions,Custom:Entered val. 1
426-8234341-9441161,Leave with neighbour if out,JJgo98324928
283-61188984-5408319, Leave with neighbour if out,TY342334
402-48239431-2828328,Leave with neighbour if out,KL123123
129-11112346-3745908, Leave with neighbour if out,DS823748
277-8758482-2751516,Leave with neighbour if out,RB819283
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CubeCart v4

1 Make sure that you have installed the additional software required on your CubeCart website. For more information see further
in this section.

2 Login into your CubeCart website and click on the OSOP Order Export link at the bottom on the left hand side (shown below):

wlcubeCGri “Logged in as: [ Logout | Change Password ]
OSOP Order Export

Navigation
admin Home
Store Home Time Scale Settings
Store Config —
General Settings From: |02/12/2007 To: |01/07/2008
Taxes g
Countries & Zones Order Status
Currencies
Logo
e port 1o cs |
Woxiules Payment Pending - 154

Shipping Methods

Paid - 1
E;_y_ment Methods Order Dispatched - 9165
iliate Tracking Declined - 0
slternateicheckauts Failed Fraud Review - 235
Eanguages Cancelled - 110
3rd Party
Module Installer
Catalog
Wiew Products
add Product

Product Options

Product Reviews

Coupons

Gift Certificates

Wiew Categories

Add Category

Wiew Brands

Add Brand/Manufacturer

Import Catalogue

Export Catalogue
Customers

Wiew Customers

Email Customers

OS50P Order Export I

3 Select the range of orders to retrieve details for, the Order Status and click on the Export To CSV button (shown above):

4 Select Save (shown below) and save the file to C: \Downloads.

You are now ready to import the orders into One Stop Order Processing.

Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

CubeCart Options &J

T ax handling bazed on location;

¥ Split out VAT far the following countries:

IBeIg\um,Bulgana,Czech Republic.Denmark. Germany Estonia.lreland S pain France Greec

v Don't split out WAT for the following locations

IG uerngeyJerzey Alderney

Cancel

L

Tax handling based on location

If your CubeCart orders do not have the tax amount split out from the main cost you can tick the Adjust orders to split VAT out
option on the main Import Orders dialog. This will split the VAT out for all orders. If you use this option you can conditionally split
out the VAT. This can be very useful if you ship items to the Channel Islands or other Tax zones.

By default, if you tick Split out VAT for the following countries will only split out the VAT for EU countries.
By default, if you tick Don't split out VAT for the following locations will not split out VAT for the main Channel Islands.

Installing the One Stop Order Processing software onto your CubeCart website

1 Copy (upload) the files in the C: \OSOP\Main\CubeCart\admin folder to the CubeCart administration folder on your
web server (by default called admin). The store root folder is the one that contains files named admin, cache, classes, docs,

images, includes, ioncube, js, language, modules and skins. The files will not overwrite any existing files on the server (store), it
will only add new files.

For example,
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C:\0SOP\Main\CubeCart\admin\sources\orders\osopexport\calendar. js
will be copied to
/admin/sources/orders/osopexport/calendar. js

on your web server.

2 Amend the navigation.inc.php file on your server (by default in admin/includes/navigation.inc.php). Find the line (around line
92) that has the following text:

<li><a <?php if(permission("orders","read")==true){ ?>href="<?php echo $glob['adminFile'];
?>?_g=orders/index" class="txtLink"<?php } else { echo $1ink401; } ?>><?php echo
$lang['admin_common'] [ 'nav_orders'];?></a></1li>

Add the following text after this line.

<li><a <?php if (permission("orders", "read")==true){ ?>href="<?php echo $glob['adminFile'];
?>?_g=orders/osopexport/index" class="txtLink"<?php } else { echo $1ink401; } ?>>0SOP Order
Export</a></1li>

Save the changes and upload this file to your server (if not being amended on it).
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Actinic Desktop

You can import orders from Actinic V4, V5, V6, V7, V7 Multi user, V8, V9, V10 and V11 as well as Actinic Enterprise (V8, V9,
V10 and V11). You can import orders from up to 15 different Actinic sites into a single One Stop Order Processing Site. Each
Actinic site can be from any Actinic version (e.g. you can process orders from an Actinic V7 site alongside orders from an Actinic
V9 site).

When you click on the order Edit button on the Import Orders dialog you are shown the following dialog:

[ B ' Actinic Options i g

 Actinic Sites ta Import Orders From;
Orders are imported into the current One Stop Order Processing site from the ticked Actinic sites.
Wersion Falder: Site:
W |8 hd |\\server2\act85ites _ || |Integrated Labels Jhd
W ||g hd |\\server2\actBsites = 15topOrders il
[z e hd
s \x] J 1=
|3 I=] =]
r|[s =l = =]
C|ls =l L =l
s B et
s = =2 =
|[s et =] '
r|s | st 15
r s & | . =
il (] et
C s =l L E
r|s =l e
Orders to Import: | &l -
¥ Use Aclinic Report Description as Product 1D
™ Import PSP Pending orders
Cancel
~

NOTE: Once the orders are imported into One Stop Order Processing any changes made will not be reflected in Actinic

Version

When you select the Actinic Version the default site folder is shown in the Folder. If this is incorrect you can adjust this. This can
include mounted remotes drives (for multi-user Actinic). UNC paths are also support. E.g. \\server\Actinic. If you select an
Actinic Enterprise version you must select the relevant SQL Server and database.

Actinic V11
If you are importing orders from Actinic V11 the tracking details are imported into the Custom Entered 11 and 13 fields. These
can be used in online tracking, order export, emails and invoices (or packing lists).

Folder
You can change the value folder to look for Actnic sites in. If this is an Actinic Enterprise site then the server details are
displayed.

Site
This lists all of the sites (folders) available under the specified folder. Select the required site to import orders from.

If you wish to import orders from all of your Actinic sites you should select the various in each of the available site slots (up to
20). When the Import orders button is pressed the relevant orders are imported from all the selected sites.

Orders to Import
You can import orders based upon their order date. You can import the following orders:

Today
YesterDay
This Week
Last Week
Last 7 Days
Last 10 Days
This Month
Last 30 Days
Last Month
This Year
Last Year
All
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Use Actinic Report Description as Product ID
If you use more than 1 product ID for an Actinic product (and use the Report Description field to store the additional item ID)

then tick this option.
Import PSP Pending Orders

If you want to import PSP Pending orders (orders where the customer failed to complete the checkout process using a payment
provider, e.g. SagePay or Paypal) tick this option. If this option is unticked the PSP pending orders are not imported.
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Interspire

1 Login into your website in the my_admin folder (e.g. www.mywebsite123.com/admin)

2 You can Export all orders or specific orders.

Export all orders

Click on the Export Orders under the Orders menu, shown below:

wnterspire shopping cart

% Orders « 4% Customers ~ I Products -

@ Website Content ~

7 view Orders

View, process and print invoices slips For
orders placed from your web site.

== add an Order ailable. (Hide this and remind me again tamorraw, in

Add an order to your store For an existing,
ANONYMOLS OF NEw CUstomer,

, Search Orders
Search for orders by customer name, date,

payment method, etc. add a product

¥ Export Orders

Export orders from your store to a C5¥ or
HML file,

) View Shipments
Views and print packing slips For shipments
created from orders on your store.

jories § IB) Customers

£ View Return Requests ngine Parts
View and process return requests from orders
placed on your web site. s Completed Orders  Refunded Orders

] Import Tracking Numbers

Bulk add tracking numbers ko your orders
From a CSY file.

Ange Cruikshank

[ Latest Orders XML Feed (v xow
Exports your latest orders as an =ML feed,

Export selected orders

Lkes ago, tokaling £90.50

nApr 2009 at 12:17 PM, totaling £249.00

Click on View Orders under the Orders menu, shown below:

interspire shopping cart e

2 Orders = \ Customers - I Products

5 View Orders

v process and print ices slips for
orders placed from your web site.

Add an order to your store for an existing,
Znonymolis or new customer.

|, Search Orders

Search for orders by customer name, date,
payment method, etc.

al
| Export Orders

Export orders from your store to a CSV or
XML file,

. View Shipments jories | B

View and print packing slips for shipments
created from orders on your store.

& View Return Reguests
9 View Return Reguests ngine Part

View and process return requests from orders
placed on your web site.

5 5 Complet
/7] Import Tracking Numbers
Bulk add tracking numbers to your orders Ange Cruik:
from a CSV file.
5 ago, totaling
[ Latest Orders XML Feed
Expaorts your latest orders as an XML feed, e iey

e e | ADC
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Then tick the required orders and select the Export These Orders action and click on the Go button.

interspire shopping cart B

[Femm—
—— il

Home = Orders

View: All Orders »

Your orders are shown below, Click the plus icon next to an o

Add an Order.
Choose an action »

Choose an action

Delete Selected

Tt Packing Slips for Selected
| Expo I!i}éd?ﬂﬂ_}h Jun

nos
| Updatestatus for Salected 1 |

Pending

Date Sk

28th Apr [
2009

Awaiting Shipment
Awaiting Pickup
Partially Shipped
Completed
Shipped

Cancelled

Declined
Refunded

3 Select the Default Export Template and the Export to Microsoft Excel (CSV) option, shown below. Then click on the Continue
button.

interspire shopping cart

% Orders ~ &} Customers ~ ) Products « @ Website Content «

Home = Orders » Expart

Export Orders
Use the form below to choose how you waould like your orders exported. To create a new export kerr

Export Options | Export Preview

Export Template and File Format Options

* Template:

Peachtree Accounting

* File Format; @ Export to Microsoft Excel (C5v) &)

{ ] Expart to an #ML File {Advanced) ‘&

4 Select Save and save the file to C: \Downloads.
You are now ready to import the orders into One Stop Order Processing.
Additional Import Options

If you click on the Options button you can set additional information specific to this import type.

Interspire Options _

1~ Taw handling bagzed on location:

v Split out VAT far the Following countries:

|E elgiurn, Bulgaria, Czech Republic,Denmark, G ermany, E stonia lreland, 5 pain France, Gree

v Don't split out 4T for the following locations
|G uernzey Jersey Aldermey

0K | Cancel I

Tax handling based on location

If your Interspire orders do not have the tax amount split out from the main cost you can tick the Adjust orders to split VAT out
option on the main Import Orders dialog. This will split the VAT out for all orders. If you use this option you can conditionally split
out the VAT. This can be very useful if you ship items to the Channel Islands or other Tax zones.
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By default, if you tick Split out VAT for the following countries will only split out the VAT for EU countries.
By default, if you tick Don't split out VAT for the following locations will not split out VAT for the main Channel Islands.
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XCart

1 Login into your website in the admin folder (e.g. www.mywebsite123.com/admin)

2 Click on Orders under the Management section, shown below:

CDSEC Pro (SED

Adrinistration) welcome to administration area
Users [ 1n this section: See also:
Categories

Cate T |2t E: g
o o © Quick menu o Quick start

Ordgrs o Last orders statistics o Mew features in X-Cart 4.1
Shipping methods o Top sellers

Tax system

Edit ratings

Countries You are logged in to the administrator area,

States

Returns

Biop, Shipgiria Quick menu

The quick menu below provides an alternative site navigation method, Select the target section from one of the drop down box
section.

Summary Users /Orders management: [[select target] v
OB backup/restare
Import/Export Products management: | [Select target] |
Mambership levels

Credit card types
Titles

Edit templates
Filas

General settings
Images lacation Payment system configuration: | [Select target] v
Languages
Webrmaster mode
Modules

Payment methods
Patch/Upgrade
HTML catalog Orders info

Content management: [[select target] v

Store configuration: | [Select target] v |

3 In the Export/Delete orders section select the 4.0.x compatible: CSV (with comma delimiter) File format for export and click
on the Export all button, shown below:

CDSEC Pro [SEOQ
Adrminiztration] Orders management
[iare You can search for the orders to view/process using the form belaw,
Categories
Category Templates
Manufacturers Search for orders
Orders [
Statistics

shipping rmethods
Tax systern

Setting up aduanced search parsmeters provides more relevsnt results,

Edit ratings
P Date period: (Al dates (3 This month (O This week (&) Today
States () Specify the period below
Returns it
Drop Shipping Order date from: [woverber [[os |[zoos ]
Order date through: [Wowember |[os |[zo02 |

[] Export search results to a CSV file
Summary

DB backup/restare
Import/Expart P—
Har i
Cradit card types
Titlas Advanced search options
Edit ternplates
Files

General settings
Images location

Languages
Webmaster mode
Modules Export/Delete orders
Payment methods
Patch/Upgrade
HTML catalog This section allows you to expart all the orders that are currertly stored in the database to a G5V fils ¢
Static pages
Speed bar
Buy Together File format for export: {_ | 4.0.x compatible: G5V (with comma delimitar) % [(Expart all |
Smart Search
Superdaal
TR Delete all arders

Feed Manager

4 The orders are exported, shown below:

Exporting orders (lines 201 to 250 out of 3700t viveienininns

If the page is not updsted in 2 seconds, pleass follow this link: continus 3>

5 Select Save and save the file to C:\Downloads.

You are now ready to import the orders into One Stop Order Processing.
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Additional Import Options
If you click on the Options button you can set additional information specific to this import type.

XCart Options [z|
i Sites to Import Orders From: 1
[ illse order number prefixes for different sitest

when importing arders using the selected file name prefises, the arder
numbers will be given the related prefis

Filenames that start with: give order numbers a prefix of:

I
!
|
|
I
i
].- Jers!
I
I
I
I
|
|

W Uzge order 'details’ field as shipping instructions

[ Import Gift Details into Custom Yalues starting from |10

0K | Cancel I

Sites to import Orders From

If you import orders from different XCart sites and want each order to have a different order number prefix (to easily identify the
order's source and to use in filters) tick this box. You will need to save each site's orders into a different flename. When
importing the filename used is compared with those stored. If that filename isn't found you are shown the options so that you
can choose the mapping.

Use order details field as shipping instructions
If you use the XCart details field as the shipping instructions tick this box.

Import Gift Details into Custom Values starting from:

If you have updated your XCart site to have 2 extra fields on the end and are using those for Gift details tick this box. You can
then choose which custom fields to put the details into. For each order line the first gift details are stored in the first listed custom
field, the 2nd details in the next custom field and so on. For example, using a starting value of 10, if you have a gift wrap price of
£6.20 and a message of "Happy Birthday Zoe" for the first order line and a gift wrap price of £3.45 with a message of "From
Bob" these will be stored in the custom values as shown below:

Custom Value 10 6.20

Custom Vlaue 11 Happy Birthday Zoe
Custom Value 12 345

Custom Value 13 From Bob

To use these values in emails, invoices etc.. you should use the macros [%sCUSTOM_ENTERED10%] ,
[%CUSTOM_ENTERED11%] , [%CUSTOM_ENTERED12%)] and [%CUSTOM_ENTERED3%] .

NOTE: If you don't tick this option the 2 extra fields are put onto the Orderline's ltem number and product Cost Price.
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Magento

One Stop Order Processing

To import your orders from Magento into One Stop Order Processing use the following procedure:

To import orders from Magento you will need to install the following Magento extension:

http://www.magentocommerce.com/extension/1350/simple-order-export

You now import your orders into One Stop Order Processing using the OSOP Import format.

Select the OSOP import format and select the Magento format, shown below.

OSOP Options X
— Date Format:
" DDMMAYYY HH:MM:S5
[Armazon Marketplace, PlayTrade and RomanCart format. e.g. 16/09/2007 19:11:44
© DOMTHYY
[Ebay format. e.g. 27-MAY-08
& TR e )
Amazon SellerCentral format
& AAR LB
OS0F farmat. e.q. 2006/06/12 11:01
O MMMMMODYCY
Pinnacle Cart format. e.g. June 16, 2011

(08-06-17T13:05: 34+00: 00

It yaur impaort file has all the carect information, but has different column names you can use a different import
file: header. “r'ou should tvpe in a comma separated header uzing the OS0P names in the same order as the
information col i il mple, if the first column contains the order number uge ‘Order 1D

[ Order totals include TAX [Retail prices]
[~ Use different segquential invoice numbers for manually created orders
I~ Al figures are Téx Exclusive (add on T ax when importing]

Cancel
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One Stop Order Processing @

To import your orders from ekmPowershop into One Stop Order Processing use the following procedure:

1 Login into your website in the admin folder

2 Select the Import/Export screen, then select the File export, shown below.

dan

sgged 1n as: blademat kogolf

# hide ® help

Acceunt Settings

kY

e

eBay

Import and export your shop data

Sage / Tradebox

Export your orders to Sage using Tradebox

3 Select the range of orders needed, shown below.

NP B

elanm

ed in as: blademai

» | hide & help

Account Settings

logoff

“Emg

oo

©al

Shop Settings

4 Leave all fields selected and click on Next.

« Back

Please select which fields you'd like to export

& Deselect Al
CustamerID
[l TotalTax
[ Totalcost

e

[l orderasteiesy

¥ Totalbetivery

[ pillingemailaddrass
Ele 1

[ Bittingcounty

[¥] shippingFirstiame
[ shippingaddress2
M shippingPastcods
Flotes

[ proguaio

¥ productprics

M productrnp

5 Select Single Line export and click on Next.

[ sittingcountry

[#] shippingLastiame
[l shinsingronn

[l peliveryMethod
[l status

[ productiama

[ productoiscount

view shop customers marketing community  design

O Export Orders Between

rderNumber

‘otalDiscounts
llingFirsthama
[“eilingaddrase2
M aiingrastcods
ShippingCompany
ShippingCounty
E Discounts

[ Tranzactiontn

M eroducteada
ProductDelivery

Please select how you'd like order items to be formated

@Siuylu Line - Order items are displayed on the same line as the order details

©) Multi Line - Order iterns are displayed on separate lines beneath the order details
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settings

Please select the date range you'd like to export orders from

iz

BillingLastiarma
[ eilingTown
FleiingTelephone
shippingAddress1
hippinaCountry
heckoutrialds
[l ransactionstatus
[ praductoptions
Eroductquantity

Bl» HEXT

B HEXT
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LI rr
oo N ’

view shop customers marketing community  design settings
ﬁ Here you can import and export data from your online shop
5 Please select which importfexport feature you'd like to use from the options below.
Al
Import & Export
N —
o =
- i File uef».\) '
‘ \\‘.ll‘f‘””n[:ll export your shop datg
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6 Select CSV File and click on export.

Please select the file type you'd like to download

CSV File
Download C5Y (Comma Separated Yalues) file.

XLS File
Dowenload XLS (Microsoft Excel) file.

XML File
Download =ML file

Zipped CSV File

Download cormpressed G54 file, (This will make downloading much guicker)

Zipped XLS File

Download compressed XS file. (This will make downloading much guicker).

Zipped XML File

Download compressed XML file. (This will make downloading much quicker)

One Stop Order Processing @

7 You are now ready to import the orders into One Stop Order Processing using the OSOP Import format.

8 Select the OSOP import format and select the ekmPowershop format, shown below.

OSOP Options X
Date Format:
@ DDMMAYYY HH:MM S5
[mazon Marketplace. PlayTrade and RomanCart format. e.g. 16/03/2007 15:11:44
© DD-MTH-YY
[Ebay format. e.0. 27-MAY-08
YWD D THH:MM S5+ HH:MM
Amazon SellerCentral format, e.g. 2002 081771306 24+400:00
E “rYY/M/DD HH:bb }
OSOP format. e.g. 2006/06/12 11:01
 MMMMM DD, VY'Y
Pirnacle Cart format. &.g. Jume 16, 2011
1F wour impoit fils has all the: comect information, but has different column names you can use a different import

file header. You should (ppe in a comma separated header using the DSOP names in the same order as the
information e le, i the st column cantains the erder number use ‘Dider D",

® Lse 0S0P compatible heads for order irpat file

ekmPowershop =] Clek here for more information sbout this format

atus dtem D tem it e weight.ltem price Neltem PLP, Item quantity NA

Tax handiing based on location:

=
[

¥ Order totals include TAX (Fietai prices)
I~ Use different seguentialinvoice numbers for manualy created orders
[~ &l figures are T&X Exclusive [add an Tax when importing)

Ak cancel
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Pinnacle Cart

To import your orders from Pinnacle Cart into One Stop Order Processing use the following procedure:

1 Login into your website in the admin folder

2 Select the Users & Orders->Browse Orders menu option , shown below.

pinnacleca

Manage. Manage Cart Reparts Marketng
Enmals Adire: Settngs

w B & 58 8 0 & ©

Categares &
Proguct:

Quick Links B Order BEoTTET

Users & Orders

enter in your search cri

Please tera, i
< You need to enter 3t least one search eritera for search to be effectve

Search Orders
Order m:  Order stanus
| [Process [}
Last Hame Ordar payment status :
| [Awy |

Order period :
Any v

3 Select the orders to export or tick check all. Click on the Export to CSV button, shown below.

Quick Links & orders

Users & Orders @ Please enter in your search criteria.

You need to enter at least one search critena for search to be effectve

Orders
Search Orders
o QuickBooks
Order ID: Order status
Process ~
Customer's Last Hame: Order payment status :
any ~
Order perod
Any v

Wl Orders Search Results

| Folow us on Tweter

Order ID Customar's Name Last Update Status Payment Amount
B v oaone @:
& Support Center E1 Process Pendng $62.85

A wooecse se

Set Hew Deder Status [Keep curent_ w¢

A comoatise applcatons

Set New Payment Status Keep curent %

Send natification to user when order completad?

Pt seeed

Export to CSV

4 Select the Save button and save the file to a folder.

File Download - Security Warning \z|
Do you want to open or save this file?
@ Mame: admin_php?p=search_exportchart=true

Type: HTML Document, 1,38KB
FIon o m— -

[ DOpen ]l Save H! Cancel J

= “While files from the Internet can be useful, this file ype can
patentially haim pour computer. If you do not trust the source, do not
open of save this software. Wwhat's the risk?

5 You are now ready to import the orders into One Stop Order Processing using the OSOP Import format.
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One Stop Order Processing @

6 Select the OSOP import format and select the Pinnacle Cart format, shown below.

0SOP. Options ]

— Date Format:

O DOAMMATTT HHMM:55
[4mazon Marketplace, PlayTrade and RomanCart format. e.g. 16/09/2007 19:11:44

" DDMTH Y

[Ebay format. e.g. 27-MAY-08
£ PV DD THHMM:SS +HH:MM

Anazon SelerCentral format. e.g. 2008-06-17T13:06:34+00:00
OO0 HHMM

OS0F format. e.0. 2006/06/12 11:01

& FARRMM DO, 7

Pinnacls Cart farmat. e.g. June 16, 2011

If your impaort file has all the corect infomation, but has different column names you can use a different impart
file header. Y'ou should type in a comma separated header using the 050P names in the same order &s the
information columns i il mple, if the first column containg the arder number use ‘Order 1D

Use 050F compatible header for order impi
1 Pinnacle Cart L]

fﬁﬁsrﬂa&emmﬂgﬂamem-ﬁmmmmce Customer Invoice Company, Invoice Addr
1~ Tax handing based on location:
i

I~ Don't splt aut AT far the fallowing laca
|

v Ordey tatals include T2 [Retai prices)
[ Use different sequential imvoice numbers for manually created orders
[~ Allfigues are TAX Exclusive (add on Tax when importing)

Cancel

7 In the main Import dialog if you untick Split VAT out if you have included tax information on your website.

NOTE: One Stop Order Processing can import orders with up to 30 order lines. If more than 30 order lines are found on a single

order a warning is given.
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Actinic Online/Oxatis

1 Login into your website in the admin folder

2 If you have already installed the Actinic Online/Oxatis order download tool, called a DataPlug, go to item 7.

3 To install the order download tool (DataPlug), select the Oxatis DataPlug menu option under the help menu, shown below.

ACTINIC ONLINE 2

Powered by Ou_q,-ch Preview  Si

Home Site Galleries | Commerce  Components @ Marketing Account

Welcome to Your Administration Space Halp Center
| We recommend reading our Administration Interface Guide to become familiar with the important elements in you 4 he pag¢
| same concepts Tax Calculation Wizard
i Hyperlink Wizard
| | Messages :
1 e 3 o
(2 22 Septernber 2011 Payment Problem - First Notification
Oxatis DataPlug
i = Ordars (& llsers

4 Once you are happy with the DataPlug terms and conditions tick | have read and accept the Oxatis DataPlug terms of use and
click on the Download button, shown below.

ACTINIC ONLINE

Powered by Ogﬂ,‘_._f Preview
Home Site Galleries Commerce Components | Marketing Account Help

Oxatis DataPlug

Software developed by Oxatig to update yvour site’s data.
Introduction
You need to transfer a large volume of data (tems, Images, Users, etc.} to your Oxatis site?

Oxatis DataPlug allows you to do so quickly and safely from your computer. Oxatis DataPlug is software provided for download Data Pl u
atno costto you. However, using this software may lead to excess volume fees if you send large amounts of data. Before

downloading and setting up this software, you mustfirstread and accept the terms of use.

5 You are shown a download link, click on the link. This is shown below.

NOTE: You may need to hold down the control key when clicking on the link if a download box does not appear.
Powered by {_)w @ #i8 Preview Support HideHslp  Log Out
Home Site Galleries Commerce Components Marketing Account Help moleend.oxatis.com

Oxatis DataPlug

Software developed by Oxatis to update your site's data.

ancely

Oxatis DataPlug Download

Diownload the install file and save it on your computer. We recommend closing all other programs before sefting up the
software. The install wizard will guide you through the initial software configuration.

4 Click here to download the Oxatis DataPlug install file.

DataPlug
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One Stop Order Processing @
6 You can now Run the installation for the Dataplug, shown below.

File Download - Security Warning |‘X|

Do you want to run or save this file?

Name: OxatisDataPlugSetupEM. msi

Type: windows Installer Package, 13.5MB
From: dataplug.oxatis.net

[ Bun ][ Save ]L Cancel -,|

@ While files fram the Internet can be uszeful, thiz file type can

patentially harm vour computer. If you do not trust the souce, do not
tun or save this software. What's the risk?

7 When you run the DataPlug you will be asked for your Actinic Online/Oxatis username and password. You will only need to
enter these details once. When the main screen is shown click on the Download button.

-u'FDHatis DataPlug - moleend.oxatis.com

Site  Import  View  Upload

=10l x|
Download  Export  Tools 7
Quakis [oc)”
e s e e e e e inside
DataPlug

import Upload O e QJ_A'J

& O

Images

Dovwnload Export

orders

DataPlug

Upload Al

Oxakis  www.oxatis.com
SR AL XA TIE-GOITL
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8 Select the date range, which defaults to the last 24 hours. You must tick Use payment status and select the orders to
download and click on Next.

IS
— % Download orders from:
== =% moleend.oxatis.com

-Select date range: -

L Stark: 27 September 2011 16:10 -

End: 28 September 2011 16:09 =

~ Use payment status 4

Payment statuﬂ@ant in Progress _y

Start: |27 September 2011 16:10 x

End: 25 September 2011 16:09 =

DataPlug

Caniel

9 Once the orders have been downloaded you will need to export the orders. On the main screen click on the Export button. On
the Exporting Orders to Excel or CSV File screen click on the Browse button. The Save as dialog is shown. Change the format
type to CSV and select a filename to store the orders into and click Open.

(T S——— x
OO | L - - - - m ISearch @
Crganize » 17 Miews  w __{ Mew Folder @
Favorite Links MName = |-| Date modified | v| Tvpe |-| Size |v| -
B Desktop

18 Computer

E:i Docurnents

E Pictures

B Music -
|4 Recently Changed

@ Searches

., Public

Falders »~ LI

File name: | orders.cav j CEY [".cav) ﬂ

Dpen Cancel |

2
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One Stop Order Processing @

10 Once the filename has been selected select the date range for the orders. If you only want to include orders not downloaded
before don't tick Orders already exported. i.e. If you want to include all orders tick Orders already exported. Click on Next.

_$r_ Exporting Orders [

. = ] 5 |
— Exporting Orders to Excel or CSV File
R
—Chaoose the destination, file name, and Format (C5Y or Excel) to generate:
Vv Expart all —
Start: |28 September 2011 00:00 -
End: 28 September 2011 23:59 b2
[T Orders already exported
™ Do not include line items
< Back Cancel |
11 Click on Next.
slci

Exporting Orders to Excel or CSV File

3 arder(s) ko export.
Click on [Mext =] to start exporting,

Cancel |
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12 If no warnings or errors are shown click on Finish.

Export Results

Consult the message errors and warnings below,

One Stop Order Processing @

===

—Errors and Warnings:

13 You are now ready to import the orders into One Stop Order Processing using the OSOP Import format.

14 Select the OSOP import format and select the Actinic/Online Oxatis format, shown below.

Drate Format:

[4mazon Marketplace, PlayTrade and RomanCart format. e.g. 16/09/2007 19.11:44
£ DDMTH-rY
[Ebay format. e.g. 27-taAY-08
e DD THHMM:SS eHH: M
Amazon SellerCentral format. e.g. 2008-06-17T13:06: 34+00:00
COMYMMDDHHMM
OS0P format. e.q. 2006/06/12 11:01
O OMMMWM DD Y
Pinnacle Cart format. e.g. June 16, 2011
If wour import file has all the correct information, but haz different column names pou can use a different impart

file header. Y'ou should type in a comma separated header using the O50P names in the same order as the
infarrnation e if the first column containg the order number uze ‘Order 1D*

v Use 0SOP compatible header for order imj
]Actlmc Orilire/ 0= atis _:J
iw@mﬂmstum Entered val. 1:Custom Entered val. 2:lnvoic

1~ Tax handing based on location:

= sl

v Order totalks include T4 [Retail prices)
[~ Use different sequential invoice numbers for manually created orders
I~ Al figures are T Exclusive [add on Tax when imparting)

Cancel
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Paypal

To import your orders from Paypal into One Stop Order Processing use the following procedure:

1 Login into Paypal.

2 Select the History menu then Download History menu option, shown below.

- My Account Send Money Request Money Merchant Services Auction Tools Products & Services Help

Overview  Add Funds Withdraw  History  Resolution Centre  Profile

Welcome, Basic Search
Business Name Aceount Type: BT ownload Histary Last log in
PayPal balance: N Reports Currency converter 142

IPM History
Available balance in GBP (primary): 5

3 Select the range of orders needed and click on the Download History button, shown below.

- Iy Account Send Money Request Money Merchant Services Auction Tools Products & Services Help
Cverview  Add Funds Withdraw  History  Resolution Centre Profile

History Download HiStOl’Y

EasiSedich - - — e -

Settlement and
Reconciliation System

Advanced Search
Download My History
Recently Downloaded Logs are now available.

Because of the size of your transaction history. your log request will be queued and you will be notified by
email when your log is ready for download.

It may take up to 24 hours for your log to be processed. To decrease your wait time. please shorten the
date range of your request. Please do not request the same log multiple times. as this will not speed up your
delivery time and could cause additional delays.

Choose from one of the two options below Customise Download

Fields (not available for
PDF)

- Gustom Date Range
Download all payments that started within the date range you specify.

From:lo1  [/[11 [/[2011 | To:fz0  |r[11 |s[2011
dd mm YyYY dd mm YYYY

#e-Types for Download:
|Comma Delimited - All Activity

=

(0 Last Download to Present Learn More
Download all completed payments since 13/12/2011

File Types for Download:
|- select —- v

O include Shopping Cart details (comma and tab delimited files only). Learn More

Download Histol
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4 When the report is generated click on the Recently Downloaded logs, shown below:

My Account Send Money Request Money Merchant Services Auction Tools Products & Services Help

Cverview  Add Funds  Withdraw  History  Resolution Centre  Profile

History Download HiStory

Basic Search

- - o — -

Settlement and
Reconciliation System

Advanced Search
Download My History

Recently Downloaded Logs arke now available.

Because of the size of your transaction history. your log request will be queued and you will be notified by
email when your log is ready for download.

It mav take 1n tn 24 howurs far vanr lan tn he nraceceed Tn derrease vnir wait time nleace shaten the

5 You are now ready to import the orders into One Stop Order Processing using the OSOP Import format.

6 Select the OSOP import format and select the Paypal format, shown below.

0SOP Options X

— Date Formal

[4mazon Marketplace, PlayTrade and RomanCart format. e.g. 16/09/2007 19:11:44
" DDMTHY

[Ebay format. e.g. 27-MAY-08
£ BRI T

Amazon SellerCentral farmat. e.g. 2008-06-17T13:06:34+00:00
£ IO O

0S0P format. e.q. 2006/06/12 11:01
O MMMMMDD. Yy

:F’innacle amat. e.g. June 16, 2011

If your import file has all the corect information, but has different column names you can use a different import
file header. *ou should type in a comma separated header using the 0SOF names in the same order az the
information columns in the file. For example, if the first column contains the order number use 'Order 1D

¥ Use O5S0P compatible headsr for order import file
]F'a_l,lF’a\ _v_] Click here for more information about this format

1Drdel date MA MA Invoice Customer,Payment method Payment Status, Currency Grand tat

T aw handling bazed on location:
[ Split aut VAT for the Following countries:
[~ Don't split out ¥AT for the fallowing locations

[ Order totals include TA% [Retail prices]
[ Use different sequential invoice numbers far manually created orders
[~ All figures are T&% Exclusive (add on Tax when importing)

Cancel

Page 49 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk

Additional information

One Stop Order Processing @

After importing the orders, if all the required details are not shown you will need to amend the download the Paypal options. This

is described below:

1 In the Download History screen (shown above in step 4), click on the Customise Download Fields. This is shown below.

My Account Send Money RequestMoney | Merchant Services || AuctionTools || Products & Services Help
-

Qverview Add Funds

History
Basic Search

Settlernent and
Reconciliation System

Advanced Search

Download My History

Withdraw  History  Resolution Centre  Profile

Download History

Recently Downloaded Logs are now available

Because of the size of your fransaction history, your log request will be queued and you will be notified by email

when your log is ready for download

It may take up to 24 hours for your log to be processed. To decrease your wait time, please shorten the date
range of your request. Please do not request the same log multiple times, as this will not speed up your
delivery time and could cause additional delays

Choose from one of the two options below.

Customise Download
Fields (not available for
(%) Custom Date Range EDF}
Download all payments that started within the date range you specify.

Downloadable History
‘ Log Updates

From[14  |if12 rfzotn | Tefar i1z Jifzom
dd mm VIV dd mm VIV

2 For example, if the address is not included make sure that Multi-Column Postal Address is ticked. This is shown below:

Default Fields

Date, Time, Time Zone, Name, Type, Status, Currency, Gross, Fee, MNet, From Email Address, To Email Address,
Transaction ID, Reference Transaction D, Receipt D

PayPal Website Payments

Item ID

Item Title

Invaice Number
Custem MNumber

Postage Amount

Single Col

WAT

Auction Payments

Item ID
Item Title

Postage Amount

Auction Site
Buyer ID
Item URL
Clasing Date

VAT

Compensation Amount

Multi-Column Pastal Address (Address will be displayed in separate columns)

Compensation Amount

Single Column Postal Addre

Address Status (Confirmed vs. Unconfirmed)

=SS ¥ 8 nale column}

Counter Party Status (Verified vs. Unverified)

Address Status (Confirmed vs. Unconfirmed)

Option Names and Values
Caontact Phane Number
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Import options

Overwrite orders with same order number

If you want to overwrite any changes that you have made in One Order Processing (for example, the order details have been
updated in Ebay) you should tick this option. If you want to do most of the order processing in One Stop Order Processing and
want to import a single orders file that could contain previous orders (or example, if you always create an Amazon orders report
to include the last 30 days orders) you should untick the option.

If you use the are importing One Stop (OSOP) orders there is an additional Update information in existing orders option. If you

tick this option you can import information into existing orders. This can be useful for adding order tracking or other information
from external systems. This feature can be used with all orders type, not just OSOP orders (This feature can used for importing
tracking details for Amazon orders). See the Advanced Import section for more details.

Backup existing orders before importing to

You can take a backup of the current orders file before any new orders are imported. This can be used as a backup to restore
the orders to a previous day's state. The backed up orders filename is given the name Backup{sitename} {Date and
time} .zip. Where {sitename} is the name of the current site being imported into and {Date and time} is the current
date and time.

Only include orders where payments have been received

With some websites (for example, Playtrade) orders can be included where they are cancelled or haven't been paid for. You
should tick this box if you only to handle orders that have been paid for. However, you can use the filtering options to only show
(and process) paid orders.

Adjust orders to split TAX out

Using the default information provided by websites you can't normally issue a TAX receipt. You can list orders on some
websites (e.g. Ebay) that can (for some orders) split the TAX out for you. Some other sites (e.g. Playtrade) don't provide this
facility. If you tick this option any orders that don't already have their TAX taken out of the retail price have the TAX split out from
the order. This means that you can send out TAX invoices. You can also choose to not split the TAX for shipping (if required).

Rounding
When TAX is calculated there maybe very small rounding errors. To keep the order's totals in balance a small amount may need

to be added to one component of the order. You can choose to add this to the Order total (the items ordered) or the Tax (VAT).
By default, the additional amounts are added to the Order total. You can change this to adjust the TAX amount owed if required.

Default currency
If the currency can not be determined from the orders imported or you are creating manual orders this is the currency used.

Use sequential invoice numbers

This can be used to have a consistent invoicing system across all of your selling areas. This includes manually entered orders.
This may also be a requirement of the invoicing system required by your company's accounting. You can set the starting invoice
number and format. Each time an order is added the number is increased by a fixed value. The default value is 1.

Products

Update Stock Levels

If you have imported your products into One Stop Order Processing and have turned on Stock Control this will update the stock
level when importing the relevant order.

Automatically add new Products to:
If you decide to automatically add products you can assign them all to a group. This can be used to filter or categorise your
products.

Overwrite if same SKU

Tick this option if you want to overwrite the product details each time an order is imported, if it already exists. This is a useful
feature if the product details that you want imported change in the source site. For example, if you update the cost price in
Actinic and want to keep the One Stop Order Processing version up to date with this product tick this option.

Note: If you use this option any changes made to the product in One Stop Order Processing will be lost (including stock levels).

Automatically add SKUs (if blank). Starting with:
If the products that you are importing does not have a SKU (e.g. Ebay orders) you can assign a code to it. When the same
product is downloaded later it will be assigned the same SKU.

When importing products you can overwrite information. This can be very useful if the product definitions change (or are
maintained in an external system).

NOTE: If you are using Actinic (version 9 onwards) the product Cost price is imported when a product is automatically created.
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Other information

The names shown for the import types can be changed. For example, if you OSOP orders to be shown as MyOrders. To do this
you will need to amend the file IL_Types.ini with a text editor. In this file under each type (e.g. Type1) is a field called Import.
The text after the = can be changed.

NOTE: If you use this option previous orders of this type will NOT be changed to the new text.

When you import the order information you can show additional information (tick the Verbose information option) and copy any
information to the clipboard by clicking on the Copy processing information to clipboard.

Order Processing Tasks (to perform on newly imported orders)

After you have imported orders you can perform various tasks on the orders. You need to click Select Orders then Click on the
Close and Process Orders. This will perform the tasks, if ticked, shown below.

Format Addresses

Ship Orders

Unship Orders

Mark as Paid

Print Picking List

Print Packing List

Print Invoices

Set colour of unpaid orders. By default, this is set to Ignore. This means that orders will have their colours changed if they are

unpaid. If you need to amend or add a new colour if you click on the _ll_]button next to the Highlight Colour filter on the main
screen.

NOTE: When you have clicked on the Close and Process Orders button all the imported orders will be selected. The orders
shown will be in addition to the current filter. For example, if you are only showing orders from the last 7 days and you import
orders from 30 days ago these orders from the last 30 days will also be selected and shown.This allows you to make sure that
you always process all the orders imported. When you Refresh the orders (or use the F5 key) the order filter will be used again.
In the example used, only the last 7 days orders will be shown once the Refresh has been used.

Advanced Import

To import information into existing orders you only need to include the Order ID and the required information (e.g. Delivery
Instructions). You can not include an order's item details (e.g. product codes), but you can include all other order details
(including Custom Entered values). An example of a CSV is shown below. This can be edited in Microsoft Excel and exported
as a CSV file.

Order ID,Delivery Instructions,Custom:Entered val. 1
426-8234341-9441161,Leave with neighbour if out,JJ98324928
283-61188984-5408319, Leave with neighbour if out, TY342334
402-48239431-2828328,Leave with neighbour if out,KL123123
129-11112346-3745908, Leave with neighbour if out,DS823748
277-8758482-2751516,Leave with neighbour if out,RB819283
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Creating and amending orders

If you accept telephone orders, mail orders or want to enter manual orders click on the New Order button ( ). This will
display the customer details dialog. You can also amend existing or imported orders. You can use any of the customer or
product details created when importing orders.

You can display the current order details in any of the following ways.

Double clicking the mouse on an order.
Select an order and right click (on the mouse) and select the Show Order Details option.

NOTE: Only 1 person can edit an order at a time. While an order is being edited it can still be viewed by other users. You are
prevented from editing an order if someone else is editing the order. If you have the ‘Allow locked orders to be changed’ option
enabled (in the Setup Available Features dialog) you can override the other person editing an order. However, this will then
prevent the other user from saving their changes. In practice, if this situation arises you should either talk to the person or send
them a message (using the logged on users dialog from the main dialog).

Each order is made up of the following pages:

Order Customer Details Page

Customer ﬂ

~ Invoice details: i Delivery details:

¥ Delivery Address same as Invoice Address

Use existing  [Spartyn6761 Fir

customer.

Buyer ID: [SpamymE761

Name |Spar Tyn
Company: | 82 Compary:
Address line 1: |F‘rospecl Avenue Address line 1: I

Address line 2: |cheege{ord

Address line 2: |

Address line 3: ISt. Ivies

Address line 3: |

Address line 4: I

Address line 4: |

Courty: [Wessex County: I
Post code: |x23 55G Post code: I

i
Courtry: |United Kingdom (mainiand) Courtry: [ \
thie [o123 555 1234 Phane |
Fax | Fax: [
e [SpartynE761@878me i com Email |

Send Email.

|Orders received _"! Send Email |Or\jem received L‘
VAT No.: | VAT No.: |

i Copy address to clipboand Copy address to clipboand I N
| f
i Copy Irivoice address to Delivery address I i
i |
L

ook | dNets | camed | Hep |

The customer details for the invoice and delivery address are shown for the order. When adding an order you can use existing
customers’ details by typing in their Company name, Buyer ID or Name. If more than match is found you can choose which
customer to use. You can use the same and delivery address.

If you want to copy the Invoice details or Delivery details to another application use the Copy address to clipboard option. These
can then be pasted into any other application. To edit the order details press the Edit order details button. When you are adding
an order the Edit order details button does not appear.

When an order has been created you can send an email to their invoice or delivery address, using one of the pre-defined email
templates (in the Options).
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Order Items Ordered Page

Order : QDEFG00552014 [
Customer  Order details | Memo details ! Custom values l
tem Code | Product .| Product Description [ :No.0... | Uni Price | Total Cost | No. Ship.. |
1234567 SM1 GoCart- Blue - KT14 W... 1 £23200 £232.00 o
X125 SM167 Low Profile Tyres - 30mm 4 £18.00 £72.00 1]
PLBSZZ SM1-71 Super Flo Hi-Temp Bar... 3 £14.00 £42.00 (1]
| Edien | Addiem || Delete iem I
Invoice Number:  [QDEFGD0552014 Total Sales: | £346.00
Shipping method i.‘_ﬁandard Delivery Insurance: I £0.00 "
Shipping instructions: !Before 10am Shipping/Handling: I £6.00
Payment method lSecure Credit Card so | £35200
z Pendi o
Payment status: |Fending P 5580
PO Num: |JAS/001/042 —
Dete ordered 27 Jan 2010 14:17 _ Toiah | 240480
[ Date Shipped: i Ship i Outstflmding “
M Hnight Colow:  [ILahtgreen e ki
f Pay Outstanding Balance A
N Edit order details | l
| B
ok | Cocad | Hep |
I

The key order information is displayed. This can be used to quickly check the status of the order. To edit the details, click on the
Edit order details button.

Invoice Number

This is the invoice number that appears on the invoice. If you have the Use sequential invoice numbers option ticked on the
Import Orders dialog this is the number allocated when importing. If this option isn't ticked then the websites value is allocated
(e.g the Amazon order number). If you want to change the format or number allocated you should change this in the Import
Orders dialog. However, if you are creating a manual order you can change the format (and value) in this dialog and the next
invoice number created will use the new format. This includes when you import orders.

Shipping method
You can amend the shipping method. This will then become the default shipping type for the next manually created order.

Shipping Instructions
You can add or amend the shipping details (that would normally appear on the packing label, packing slip).

Payment method
This is the payment method used. This will then become the default shipping type for the next manually created order.

PO Num
If the customer has their own order number this can be used here.

Date Ordered
This is the date the order was placed on the website or entered on the order when manually created. You can amend this if
required.

Date Shipped
You can click on the Ship button to ship the order. This also creates a shipped date. Once the order has been shipped you can
change the date.

Highlight Colour
You can add or change the colour shown for the order.

Currency
The currency for the order is picked up from the products added or the invoice created. If you want to change the currency of the
whole order you can enter the currency code here (e.g. $).

Insurance
If you want to amend the insurance taken (for Ebay) or manually add insurance then you can do so here.
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This will be automatically created when you add, remove or amend the items in the order. However, if you want to change the
total shipping you can use this field. The individual items will then have their own postage and packing amounts adjusted by a

proportional amount of their original value.

Outstanding Balance

The amount that needs to be paid for the order is shown. If there is an outstanding balance this is shown in red. This can be
very useful if someone has paid for the order and then needs to add on additional items. The additional amount that needs to be
paid is then shown in red. Once paid you can click on the Pay Outstanding Balance button.

If you are adding an order you do not have to click on Edit order details. If you want to add a lot of items at once, using their

SKU (product code) click on the Add items in Bulk, shown below.

Adding Items in Bulk

" | Order Item —_— =5
Code / SKEU Gty Price iF'&F Description
GOUPE Find... il |£4.55 £1.24 ‘Gneg - Elegiac Melodies; Holberg Suite; Morwegian Da
GTOuT Fid.. | [4 [fzan 2195 [Sily Ghaws
| Fird | ! ‘
Find... | ‘
Find... | | ‘
Find... | ‘
Find... | ‘
Find... | ! ‘
Find... | ! |
£ Find... | | ‘
“r'ou should have setup your products to be able to enter the Code/SELU. You can automatically import products when
importing orders, import the products from a C5Y file or manually enter products.
(|
I [~ Shaw Price, Pastage and Packaging including Tax Cancel

You can add up to 10 items quickly and easily. After entering the SKU you can then adjust the quantity and amend the price as

required.

You can amend or add an individual items, described below.

Items ordered

You can add, amend or delete items from the order. For each item in the order you can amend the details retrieved from the

relevant website or add additional details (e.g. weight).

When you add or amend an order the following dialog is shown:

B | Order Item ﬂ
— Product Details:
Code / SKU: |J P421 Find | Item Code: | 345345303434

Description:  [Small £ wpansion pack for Gyrofactar

~Itern Sales:
Price: Guantity: Total Tax Tatal Cost
RER [2 [e20.04 €301 £23.05
Shipped:
3
~ Item Postage and Packing:
Cost Tax Total
£2.00 £0.30 £2.30
r~ Additional Details
|| AT Rate Item ‘Weight:
Fl| 1500 0.05KG [~ Show Price, Pastage and Packaging including T ax
{
| [ Default nevs order details to last arder's details Save I Add more Product Details I Cancel I

If you are adding an item to the order and know all or part of the SKU (Product code) type its value in and click on the Find...
button. You are then shown the matching products and can choose the relevant one.

You can enter or amend the main product details. In addition to this you can adjust the item's prices, shipping and weight. If you
increase the quantity the tax and Total costs are adjusted. After the Tax has been calculated (based upon the item's VAT rate)

you can then manually adjust the tax amount.

If you amend an item and no weight is specified it is defaulted to 1 Kilogram.
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When you enter a different product weight or postage and packing the total order's weight and postage and packing are
automatically adjusted to incorporate the adjustment.

You can also choose to show the costs including VAT.

If you want to add (or amend) this product, in the main Products, click on the Add more Product Details button.
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Order Details Memo Page

Order ; 22441 - [

Customer | Order details Memo detalls | Custom values

[HPPAT] 2008/12/15-17:06.00 John called and said please send tomomow (16th Dec). -
[HPPAT] 2008/12/16-11:18.31 ‘This is now sert, customer ok with courier |

Edit arder details [v' Add Computer and Time and Date to comments

oK | Cawel |  Hep |

Any information entered can be shown. To amend or add notes to the order press the Edit order details button. Information can
automatically be added into the memo details when sending customer emails or tracking information sent to your website.

If you tick the Add Computer and Time and Date to comments box the computer being used and current time and date is added
to the start of the line when text is typed.
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Order Custom Values Page

Order : XCOD7B26 3

Euslumsrl Order delalls} Memo details  Custom values ]

Parallel Frocessors:

Sales Dept ﬂm—-
Senders Ref m
DE-ServicelD | TP201
Tatal Weight EE_”Z][:]E_—

BF Service Level
Service Level  |D
Total Cancelled |0

Total ltems [%T otal items ]

Carrier Code Other

Cartier Name  |Defauk Carier
Tracking Mumber [0
Shipping methad m

Consignee Code | Enter Consignes

Formatting p
These values appear inWiews with Custom Value : Entered values & Invoices, Emails with [ZtUSTﬁM_ENTEﬁEDn‘Z]

Edit order details iIcd :ﬁlde unused cusiom fisids

0K ] Cancel ] Help I

If you are using custom values you can enter any relevant values here.

The page contains values that can be changed for each order. However, they can also have default values. These are used if a
value has not been defined. For example, using Citylink you can have a default Service of D. This means that if a value is not
entered D will be used. If you want to override this, for a specific order, enter a different value. In the example, Z is used.

If you only want to show custom values that are being used tick the Hide unused custom fields box. This will hide any Custom
values that have not had their name changed.

You can change the name of the field by clicking on their name. You can then change the name used. To change the default
values you will have to add the field to a view and amend the view (see Selecting Displayed Fields).

Custom Value Name:

Cancel
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Order selection

You can select which orders to show based upon a variety of ways, for example, when the order was placed.

Status

This can be set to show orders only certain orders:
. Not shipped

. Paid and shipped

. Shipped

. Not paid or not shipped

. All orders.

Highlight Colour

You can assign colours to specific orders. You can then choose to only show orders with a certain colour assigned to it. Each
colour can be assigned a specific task (or order state) to fit in with how you run a shop. For example, if 3 different people
process orders, each order handled by that person can be assigned their colour. Each user, on a different system can choose to
only display their orders. You may also choose to use the colour red to signify an order from an important customer or to
validate the customer’s delivery address (if a PO Box has been entered as the delivery address).

NOTE: You can create up to 26 different colours, each having their own name. To do this press the __._J button to the right of
the Highlight Colour Filter.

Date

You can use a master date filter to only show orders within a certain date range. The date range here can be used in addition to
the main filtering. This selection is also independent of which view you are using. This can be very useful for when you have a
large number of orders. You can set this to show only the last 30 (or 60 or 90) days orders. You can also change the available

date periods to show orders from by pressing the __-_J button to the right of the Date area. This displays the following dialog:

Select criteria ﬁ

Tick the date filters that you want ta appeal‘ in the list of available choicas
~Diate is in the last

W Today v 7 days ¥ B0 days

¥ This week [~ 10 days ¥ 90 daps

¥ This month V¥ 30days

¥ This year -
1~ Date i= older than: -

I~ Yesterday [~ 7days [~ BOdays

[ Last week [~ i0days [ 90daps

I~ Last month [~ 30days

¥ Last year

I~ This week last year

™ This maonth last year

Date to use for filter

& Checkoutdate ¢ Payment date " Dispatch date

" Import/creation date

You can also choose which date to use for the master filtering.

Checkout date
The date that the customer placed the order

Payment date
The date that the order paid for

Dispatch date
The date that the order was shipped

Import/creation date
The date and time that the order was imported into One Stop Order Processing. This is also the creation date of the order if it

was manually entered.
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Shop Type
You can show orders from all of your shops (e.g. Ebay and Playtrade) or a specific shop type. This allows you to manage all of
your orders from different shops in a single website.

Once the list of orders has been displayed you select the orders to process by checking (ticking) the order to the left of the
order.

You can only use filters on the Custom values that allow values to be entered. Filtering will be done on the values entered for
that particular field (not including the default value).

Advanced Filtering
A filter is based upon one of the currently shown columns. To create a filter do the following:

1. Choose a Field type, for example, Checkout date.
2. Select the Criteria, for example Between.
3. Enter values for the chosen criteria, for example 9am on the 10th July 2007 and 5pm on the 30th July 2007.

T

4. Press the Refresh button ( ).

NOTE: You can also refresh orders by pressing the F5 button.

More filtering options
There are several useful filtering features that can make searching for groups of items very easy. You can use 1 of 2 methods:

1. When searching for text items (e.g. Customer), you can select the Criteria Is one of. You can then type in a list of name
separated by a comma (e.g. Brown,Smith,Jones). This will then produce a list of all the named people (in this case Brown,
Smith and Jones).

2. Get the filtering values from a file. If you type in ! followed by a filename (for example, !!C:\temp\filtervals.ixt) the filter uses
the value in the file. This can either be a single word, number etc. or it can use a list of values (as described in method 1). If you
are using multiple items they can appear as a comma separated list or have a new item to search for on a separate line of the
file.
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Finding Orders

You can easily find orders that contain certain text. If you enter text into the Search for orders with (F3) button all fields of all the
currently displayed orders are searched. This can be very useful if someone telephones you and says their name or company
but you don’t know which field they entered the values into. Every time you search for text it searches from the currently
selected line. If the end of the orders list is passed the start of the orders list is searched. If no orders are found that contain the
text a message is displayed. When an order is found that matches your text is automatically checked (ticked).

NOTE: After entering your text you can also press F3 to find the text. If you always want to search from the first order displayed
use F4.

More searching options
You can get the value to find from a file. If you type in !! followed by a filename (for example, !!C:\temp\findval.txt) the filter uses
the value in the file. This can either be a single word, number etc..
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Views

A view is a group of fields to display the order information by. There are several pre-defined views, each displaying the
appropriate fields for a given task. You can modify these views or create additional ones by pressing the Customize current view

button ( ).

i Select Fields to Display ) -~ [

[~ Wiews:

MNew | D_elelel Heﬂamel meurtl EjDUIlI

~ Selected:

2 -
5 ;—l Irveoice: number B
Invoice Address line 1 A < Order number =
Invoice dddiess line 2 = Irvoice Buyer [0 T
Inviice Address line 3 Al Ireenice: Customer —
Irvoice Address line 4 W ;I Order date
Invoice County <_A"_l Fapment date
Invoice Posteode: - - Dizpatch date i
Irsemice anmbn Suik-tetal w
|| Ivpes: Down Up Amend field details
Delivery ~Field detals. ————————
Order FEarae et
Payment Details Mame: |5 a\e_ssource [Sales source] B
OrderDretail Type:  Drder (I F}
Custom Value : Fixed Default
Custom Yalue : Entered for each order VEI 2 Export: [
Praduct Se
I~ Store this view's filter settings: Cancel
Views

You can define up to 200 views, each having your own choice of fields. You can quickly and easily move between views.
Several pre-defined views are created during the installation. These can be amended or new views created from them.

You can also share views with other users by exporting your own.

When you change views the current filter settings are saved. This means that each filter can have their own pre-configured
filters. If you don’t want this feature untick the Store this view’s filter settings option. This will mean that when you change views
the current filter will be applied to the orders within the new view (unless that field is not available in the new view).

New
You can create a new view. You can choose which view to copy the fields from.

Delete
Any view can be deleted. You must always have at least 1 view defined.

Rename
The name of any view can be changed.

Import
You can import views exported from other PCs.

NOTE: When you import view information this will overwrite any individual definitions for custom values that you have defined.
Your individual views will not be affected.

Export
This will prompt you for a filename to save the information to. If you want to share information with other users save the view
onto a main server and then import to the other computer(s).

Adding fields to a view

You can add various fields to each view. These additional fields can be used when you export data or can be used in
calculations.

Selected and Available fields

The right hand pane shows the current fields that are displayed in the order browser. To change the order of fields use the Up
and Down buttons. If you want to remove any fields from the Selected list press the < button (or double click the item). To
remove all items press the <All button.

To add fields to the Selected list select the required field in the Available list and press the > button (or double click the item to
add). To add all the fields press the All> button. The fields shown in the Available list are those not already selected from the
current field Type.
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Amend field details (and field calculations)
You can also change the displayed name of any field. This is the name that is displayed for the column heading and the field to
filter by. Click on the Amend field details button to display the dialog.

Amend field details Custom:Fixed val. 1 (ID=69) field =

Field name: ;Walehouse cost

Field value: ![Zﬁrand total®] [ 0.05 Uze field

. ¥ Include in Egported information
Usze Original name

¥ Include field fotal in export

0 Cancel

If you are using a non custom field you can apply the text in the Field value to the end of the displayed field by putting ! ! ! at the
start of the text. This can be used to use any of the functions and macros (described below) on any displayed value. For
example, entering a value of ! ! ! [U] will make the displayed text UPPERCASE.

The details about the existing field are displayed:

ID This is the unique ID for this field

Field name The name to display for the column heading. If you want to use the original name click on the Use Original
name button. The name used is also the name used for the column heading in any exported file (if a
header is chosen to be included).

Field value This contains the default value to use for the field if it is blank. The default value can refer to any field. For
example, delivery instructions of Leave with neighbour of out.
Include in If you are going to export information you may not want to include all the information displayed. This may

Exported Information be because the information is used for data filtering.

Example 1: Checkout date is used as part of the calculation for other fields

Example 2: The export format must only show 80% of the order cost.

The Grand total is displayed, but Include in Exported information is not ticked for it. The warehouse cost is
calculated as 80% of the displayed order cost and Include in Exported information is ticked.

Include field totals in  When this field is exported you can include the total of the column data in the information exported. You
export must also tick the Include column totals after data option when exporting the data

Using default values
Using default values in fields allows you to create your own analysis of your data and also extend the information displayed (or
exported).

There are two main uses for defaulting a value. You can use a default value if a field is blank. This applies to any built-in field, or
custom field.

The more common use of default values is when using custom fields (described in more detail later in this section). There are
two types: the same value for all orders or a different value for each order.

You can default a value from 1 (or more) of the other fields displayed in your view. You can only use the fields displayed in your
view.

You can also perform calculations or use conditional values on items in the default value. You can use the following operators.

[+] The two values either side are added up

[-] The value to the right is taken away from the value on the left.

[/1 The value on the left is divided by the value on the right.

[*] The two values are multiplied together.

[<] Compares the value and if it is less than the value given value show the first value otherwise show the second value.

For example, to show Parcel Force for orders less than £100 and CityLink for
orders over and including £100 use:

[%Total Cost%] [<] 100 [Parcel Force] [CityLink]
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[>] Compares the value and if it is greater than the value given value show the first value otherwise show the second value.
For example, to alert someone (by adding text into a certain field) to check all orders over £200 use:

[%Total Cost%] [>] 200 [Check Order]

[=] Compares the value and if it equals value given value show the first value otherwise show the second value. This can include
text aswell as numeric values.

For example, to change the drop shipper depending upon a certain product use:

[%Product Ref%] [=] IL42 [SmartShipper][We Ship]

[U] Make the field UPPERCASE. You should put the opertaor after the field value.
This can be useful for making certain fields more visible.
For example, to make the Delivery company name UPPERCASE use:

[%Delivery Company%] [U]

[l Make the field lowercase. You should put the opertaor after the field value.This can be useful for making certain fields more
readable when joined with other fields.

For example, to make the built up sentence (which is itself made up from other fields) more readable use:

[%Text Words%][l]

[$] Display a portion of a field. The 2 values following the operator are the position to start in the text followed by the number of
characters to use. This can be useful when values have to be a fixed length for certain export functions or using certain
characters in a value as a code to another system.

For example, to use the first 3 characters of a product code as a warehouse location (or dropshipper) use the following. You
can then base other fields on tests on this field.

[%Product Ref%][$][1](3]

If you put a ! before the second value you can take the portion of the string before the text given. For example, to include all
the text before a space in the item title use the following:

[Yoltem title%][$][1][! ]

You can also search for certain words, not just single characters.

[] Take the absolute value of the number. For example, 19.21 would be shown as 19. This is very useful for any Inland
Revenue figures where only the £ (GBP) number is required.

For example:
[%Grand total%][.]

[#] Replace a letter or word with another word. This can be useful if you wish to replace certain words (for branding) or to
remove unwanted.

To replace the word Free with Additional use:
[%ltem title%][#][Free][Additional]

To remove all commas from an address line:

[%lnvoice Address line 1%][#][,1[]

Display the date (if a date field) in the format YYYY-MM-DD. This is useful when some export formats need the date in a
different format. The formats supported are:

[D

—

1 - yyyy-mm-dd
2 - dd/mm/yyyy
3 - dd/mm/yy
4 - mm/dd/yy
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If you use nothing or 1 after the [D] it will use the format YYYY-MM-DD.
For example, to display the date as day/month/year use.

[%Invoice Date%][D]2

[?] Find a word within a field. If the text is found show the first value otherwise the second value. For example, to look for the
word Fast in the shipping instructions use the following:

[%Delivery Instructions%)][?]Fast[UPS][DHL]

This will display UPS if the word fast is used in the shipping instructions or DHL if it is not. This can be used to display order
processing information based upon the order's choices.

[I] Display the ISO country code. If you use the default value for the fields as

|

the country will be shown as the country ISO code. For example, United Kingdom will be displayed as UK.

<!> You can access the underlying data using SQL directly. You will need to know information about the underlying data. You
can use the following values in the SQL to reference the current order being displayed:

{{ORD_ID}} The current order's ID
{{ORD_ITEM_ID}} The current order line's ID

For example, to show the total tax for all order lines on the main product reference only using the following SQL

<!>Select sum({Tax 1}) from OrderDetail where (OrderSequenceNumber={{ORD_ID}} AND ProductReference="[%Product
Ref%]')

You can use the other fields in the view as normal (in this example, [%Product Ref%]). You don't have to include the fields
referenced in the SQL in the view if you are using their database names,

You can also use numbers in calculations. For example, 4 or 512.6 or £3.1415926.

The example shown above is [$Grand total%] [*] 0.05. This shows all values in the Warehouse cost field as 5% of the
Total order cost. When you use calculations if either of the numbers uses your currency symbol (e.g. £) this will be used in the
value displayed.

You can also perform calculations on fields which have other calculations performed on them. For example, another field,
Warehouse VAT, maybe defined as [$Warehouse cost%] [*] 0.175. This will perform the calculation for the Warehouse
cost before the WareHouse VAT. It does not matter the order that they appear in the view.

If you want the users of One Stop Order Processing to be able to enter a different value for each order use a Custom Value:
Entered for each order. They will enter the value in the Custom order details page.

Other Macros
{{TODAY}}

Today's date

{ {TOMORROW} }
Tomorrow's date.

<ML>

If you put this value at the start of a default value this will make the current line also appear in product and order detail line item
lines when exported. This is useful if you want to include additional information for exported product order lines where the field
being exported is a custom value. For example, using a default value of <ML> [$Temp2LineNumber%] for a Custom Fixed field
will also export this field for the product lines (where other fields of this type are exported).

XMLOPEN

When you are exporting the order details as XML you can specify new nodes (folders) by using the default value of XMLOPEN.
This will create a new Node with a name of the field. To specify the end of the node's scope you should create a field with a
default value of XMLCLOSE. Using this approach you can create a hierarchy within an XML file. You should use a Custom
Fixed field for this entry.
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XMLCLOSE

You MUST create a Custom Fixed field with a default value of XMLCLOSE when you want to close the XML node specified in
the XMLOPEN field. The name of the field must be the same as the field name used in the XMLOPEN field. You MUST also
close the last opened field given in the XMLOPEN field.

Advanced field values

You can also use nested conditions and operations

An example is shown below:

[$Sales source%] [=]Ebay[[%Grand total%][<]13[RoyalMail] [UkMail]l][[%Sales
source$%] [=]Amazon—-SC[DHL] [ParcelForce]]

This will send all Ebay orders that are less than £13 with RoyalMail, All Ebay orders more than £13 with UKMail, all Amazon
orders with DHL and all others with ParcelLforce.

This is explained below in the following pseudo code

if [%$Sales source%] [=] Ebay

{
if [%Grand total%] [<] 13]
{
[RoyalMail]
}
else
{
[UkMail]
}
}
else
{
if [ [%Sales source$%] [=] Amazon-SC]
{
[DHL]
}
else
{
[ParcelForce]
}
}

More ways to use fields

If you want users to be able to enter different calculations for each order set the default value to include [+] 0. This tells One
Stop Order Processing that any value entered may include calculations. If values aren’t entered the default value will be 0. You
can set the default value to any number as long as it includes a sum (using [+], [-], [/] or [*]).

If you want the user to be able to enter other fields (from the view), for each order set the default value as a field. For example,
[$Grand total%]. If you are using this approach note that no validation is carried out and if the wrong field is entered a blank
value is used.

If you are exporting to a 3" party system and you require the exported file to have a number of empty fields set the default value
for a custom value to contain the required number of empty items. For example, if the exported format requires a 255 values per
line Comma Separated Value (CSV) file where the fields only occupy the first 120 values; create a default value for one of the
CUSTOM ValUES t0 D€ ,,,,,555015555555555555505055500005- YWHEN EXPOIted the commas (,,,,,,,,,, -..) Will be put onto the end of the existing
output values.
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Field Types
The field Types are the main groups that the information is taken from. When you select the Type the list of Available fields
changes in the Available pane.

If you want to show the details of each order line you should select entries from the Order Line/ltem Status. This will then show

1 line in the display for each line of the order. For example, an order has 5 items there are 5 lines shown for that item. When you
come to perform an action on that order (e.g. Print an Invoice), however many items within the particular order are selected it
will only print (or whatever action) that order once.

There are 2 additional field types:

Custom Value: Fixed

This allows you to enter up to 225 additional columns to your views all having the same value. This value can be based upon
another field (or fields) and can include calculations. (Refer to the Amend field details for more information on for more
information on setting up these values.). This field can be very useful for adding in required values for an export file, where One
Stop Order Processing does not provide the relevant information.

Custom Value: Entered for each order

This type of field allows you to have a default value (described in the previous Amend field details section) that can be
overridden, if required. You can create up to 50 of these values. You can amend the custom values on the Custom values tab
on an order.

Field details
When you select a field on either the Available or Selected lists the field’s details are shown. This information is used to quickly
identify the characteristics of a particular field. The following information provided is shown below.

Name The actual name used and its default name.

Type The group the field comes from (e.g. Order information).
Default Value The default value applied to the field.

ID The unique ID for the item.

Export Will this be included in the exported information?

Several views can be installed. These include Courier views (that allow your order details to easily be imported into external
Courier systems).

Change View Display Order

If you want to change the order that the views are displayed select the View->Change Display Order menu option.

B Change View Display Order =
Order Detal =

Invoice Address
Delivery Address
Order Summary
CityLink.

Business Post
Intedlink

|| |VAT Summary
VAT - ECSL Export
SmartStamp

Il |AmazonS hippingConfimation |
|| |0SOP Export
PlayTradeShippingConfirmation
MS Accounting

n

CityLinkdtend
Royalail - Despaich Express (Batch] -

| Move down

Cancel

To change the order of the views select the View to move (e.g. Default View) and click n the Move up or Move down buttons.
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Refunds

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

When a customer has returned an item or cancelled part of an order before shipping you can create a refund for the order. You
can create a refund (or credit note) for an order by select the Edit->Issue Refund menu option or right clicking on an order, right
click the order and selecting the Issue Refund menu option.

Order Refund [z|
~ Details of arder being refunded:
Irvvaice Mumber: <CO0E103 Customer Mame:  [Caraline Smytheton
Total: £3.49 Company Mame:

Amount of refund -

& all order value " Part of order value ¥ Copy shipping details to refund

v Additems back into Stack 244

Details to shiow for refund: -

Text to uze for refund: |F|efund for invoice

SEU/Atem D to use: Fefund

Prefix to uze for order 1D REFx-

Test to show when printing: ]Flefund

W Show Refund after being created {reate Befund Cancel ‘

This shows the basic order details. You can select the full or partial amount to refund. When the refund is created all refunded
values are shown as negative values. This means that when you show or use totals for multiple orders the actual amount is
shown correctly (e.g. for VAT).

If you want to make sure that you do not ship the refund you should tick the Copy shipping details to refund. This will copy over
the shipping status and shipping date from the original order (that is being refunded).

When you refund the order if the entire order is being refunded you can tick the Add items back into Stock. This will put all the
items fro the order back into stock. If you are doing a partial refund you have to amend the original order to update the stock
levels (and any changes made to the original order will update the stock levels).

You can change how the refund details are shown:

Text to use for refund
When a refund is created an item is created for the refund. This value is the name given to the item.

SKU/Item ID to use:
This is the item ID given to the refund item.

Prefix to use for order ID:
The order number, invoice number and transaction ID for a refund is the same as the related order but has this text before the
value. This makes it easier to find the related order.

Text to show when printing:
When a refund is printed a standard invoice is printed with the word Invoice replaced with this text. If you want credit note to
appear on the print out change this text to Credit Note.
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Products

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

One Stop Order Processing allows you to manage your products and stock across multiple selling platforms. You can amend,
import and export product information. To see your current products select the Products->Manage menu option or click on the

Products button (jj). Each product can have up to 3 different suppliers.

M Products &\

Find a product: Product filter:
Find || |SKLI _vJ contains | Refresh

B [ Ean [Ticie [Type  [Fi.. ) [Prica

@]
o5 =
o9 v

2

<
r 4266 Products found [1 selected) I Show deleted products

Hew I Copy | Impart ] deateﬁlock| Add Stack | Close |

Delete Ezport ] Update MAT ] Wiew Details

You can find a specific product by typing in the Find text area and clicking on the Find button. This will look in all fields for the
products. You can also filter products on all of the main product details. This can be useful if your products are all listed by
Suppler, Bin.Location or another common field (to your orders).

Products can be created in a number of ways:

1 New button. You are then shown the Product Details dialog.

2 Copy button. This copies the selected product and you shown the Product Details dialog.

3 Automatically create products from imported orders. This is defined when you import products.

4 Import products from a CSV file. You can update existing products with only the few required fields (e.g. to update the EANs
or ASINS in all of your products).

5 Use the Products->Import->From Selected Orders menu option. If you already have products in your system you can create
the products from the selected orders.

You can use the Export button to take the products out of One Stop Order Processing into a CSV file. You can then manipulate
your products in Excel before importing back in again (or importing to a 3rd party system).

You can also use this facility to import product details from other systems. The format of the CSV file is:

Import file format

The import file is a standard CSV (Comma Separated Value) file. The first line contains the field names separated by a comma
(,)- Each subsequent line contains values for those fields, each value being separated by a comma (,). Microsoft Excel can
export information as a CSV file. You can create a template (example CSV file) by using the Export button and exporting an
existing product.

The product import file can contain any of the fields described below, in any order. If you do not know any of the information for
a field don't include the field in the file to import. This is described below.

You can use this approach to import stock levels based upon the item's SKU, and only include 2 fields in your product import

file, SKU and CurrentStock). If you have a delivery of stock and simply want to add the current stock to the existing stock levels
put a + before the number of items entered in the CurrentStock field and this amount will be added to the current stock.

Page 69 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk

One Stop Order Processing @

Minimum requirements for an import file

You must have at least 1 of the red fields in your import file to create a valid One Stop Order Processing product.

Field Name

This should appear in the
first line of the file

SKU

EAN

Title
Description
Price
ShipCost
VATRate
Weight
Currency
Type

CostPrice
ShipCostPrice
BinLocation

UseStockControl

CurrentStock

SiteStock
ReorderStockLuvl

OutOfStockLuvl

Supplier

Notes
SellingPlatform

Brand
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Description

Your product code , e.g. IL507. If you are using the import for different platforms (e.g. Ebay and
Amazon) you must use the SKU field to identify the product.

European Article Number, normally used as the 13 digit barcode, e.g, 7352648596042
Name of the product, e.g. 1922 Dodge Car Model RT5

Brief description of the product, more details about the product.

Price to sell the product to the customer, e.g. 12.92

The shipping cost of this product (to the customer), e.g. 1.99

VAT rate of product, e.g. 15

The weight of the product in Kilos, e.g. 8.1

The currency to be used for this product, e.g. £

The type of the product. This is used to filter the product on when viewing and amending, e.g.
shoes

The cost price of the product. This is used to calculate the profit on sales, e.g. 9.82
The actual shipping cost of the product, e.g. 1

The location to find the product in the warehouse. This is used when producing the picking list, e.g.
AISLE 3

Use stock control on this product? When orders are imported the stock levels are adjusted, e.g. 1,
means use Stock Control. 0 means don't.

Current stock of the product, e.g. 92. When importing if you put a + before the amount this increase
the current stock level by the amount given. For example, if the current stock level is 10 and you
import a value of +3 the stock will now be 13. You can also use a - to decrement stock aswell. For
example, if you sold stock outside of One Stop Order Processing and want to update the stock
levels.

Stock allocated to a particular selling platform (and being sold), e.g. 6. Means 6 are currently
available on Ebay as a buy it now.

At what stock level do you want to be notified about? After orders have been imported any product
levels that reach this level will be displayed and you can reorder stock for that product. e.g. 3

At what level do your products become out of stock? This is used when listing products on
Amazon, Ebay etc..You may want more than 0 as an out of stock level, so you still have a product
to use for samples, demos.

Who is the supplier of this product. This is used for producing supplier reorder documents and
other supplier related activities. e.g. AMZ

Your own notes on the product.

The platoform that this product is being sold on. This can be one of the following values:
0 - All platforms

1 - Ebay

2 - Amazon

3 - PlayTtrade

4 - Actinic

5 - OSOP (One Stop Order Processing, for telephone and adhoc orders).
6 - Googlebase (Google Shopping)

7 - Edirectory

8 - Shopzilla

9 - Interspire

10 - Edirectory

11 - XCart

Each selling platform can have different values for the following information:

Title, Description, Price, ShipCost, VATRate, Currency, SellingPlatform, Brand, Manufacturer,
ProductType, Condition, Image1, Image2, Image3, Image4, Image5, SearchTerms, WebPage,
Category, SellingFormat, Duration, Availability, OriginalPrice, ShippingDest, ASIN, CustVal1,
CustVal2, CustVal3, CustVal4, CustVal5, CustVal6, CustVal7, CustVal8, CustVal9, CustVal10,
CustVal11, CustVal12, CustVal13, CustVal14, CustVal15, CustVal16, CustVal17, CustVal18,
CustVal19, CustVal20, SiteStock

The Brand of the product, e.g. Tillers
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|Manufacturer |The manufacturer of the product, e.g. Wilkers

|ProductType |The type of product, e.g. Shoe

|Condition |Is the product New, Second Hand or Refurbished

Image1 The web address (or local for TurboLister) for an image of the product. e.g.
http://www.567carn.co.uk/images/pic1.jpg

|Image2 |A 2nd image of the product

|Image3 |A 3rd image of the product

|Image4 |A 4th image of the product

|ImageS |A 5th image of the product

|SearchTerms |Search terms used to find product. e.g. trainer,shoe,fashion

WebPage The webpage where this product can be bought. This is specific to products like Actinic,
osCommerce. e.g. http://www.567carn.co.uk/products.php?812

|Category |The selling platforms selling section. e.g. Computers

|Se||ingFormat

|The type of sale for the product, e.g. Fixed Price

|Duration

|How long the sale of the item is for. e.g. 7

|Availability

|How soon can the product be sent, e.g. 1, meaning 1 day.

OriginalPrice

‘The original price of the item. This is used for sales and price reductions on sites like Amazon. e.g.
19.99

|ShippingDest

|Where the item will ship to, e.g. UK.

IASIN

|The Amazon product code, e.g. BO20TFXHIC

CustVall

Custom values specifically related to this site type. This allows you to add up to 20 different product
details related to your business

|Custval2

|CustVaI3

|CustVaI4

|CustVaI5

|Custvale

|CustVaI7

|Custvalg

|Custval9

|CustVaI10

|Custval11

|Custval12

|CustVaI13

|CustVali4

|Custval15

|CustVaI16

|Custval17

|CustVaI18

|Custval19

|CustVaI20

sActinic

The SKU code for the product if sold on Actinic. This is used to list and adjust stock for Actinic
sales.

sAmazon_mp

The SKU code for the product if sold on Amazon Marketplace. This is used to list and adjust stock
for Amazon Marketplace sales.

sAmazon_sc

The SKU code for the product if sold on Amazon SellerCentral. This is used to list and adjust stock
for Amazon SellerCentral sales.

sCube_cart The SKU code for the product if sold on Cube Cart. This is used to list and adjust stock for Cube
Cart sales.

|sEbay |The SKU code for the product if sold on Ebay. This is used to list and adjust stock for Ebay sales.

|sEbid |The SKU code for the product if sold on eBid. This is used to list and adjust stock for eBid sales.

sOne_stop The SKU code for the product if sold on One Stop Order Processing. This is used to list and adjust

stock for One Stop Order Processing sales.
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sOscommerce The SKU code for the product if sold on osCommerce. This is used to list and adjust stock for
osCommerce sales.

sPlaytrade The SKU code for the product if sold on Playtrade. This is used to list and adjust stock for Playtrade
sales.

sRoman_cart The SKU code for the product if sold on RomanCart. This is used to list and adjust stock for
RomanCart sales.

sEdirectory The SKU code for the product if sold on Edirectory. This is used to list and adjust stock for
Edirectory sales.

sinterspire The SKU code for the product if sold on Interspire. This is used to list and adjust stock for Interspire
sales.

sXCart The SKU code for the product if sold on XCart. This is used to list and adjust stock for XCart sales.

sSupplier2 Who is the 2nd supplier of this product. This is used for producing supplier reorder documents and

other supplier related activities. e.g. MAQ

sSupplier2 Who is the 3rd supplier of this product. This is used for producing supplier reorder documents and
other supplier related activities. e.g. EE2

Update Stock details in bulk
You can update the stock details for all the ticked products by clicking on the Update Stock button. This shows the Update
Existing Stock details dialog. This is described later in this section.

Update VAT
You can update the VAT information for all the ticked products by clicking on the Update VAT button. This shows the Update

Products VAT Details dialog. This is described later in this section.

Add Stock
If you want to update the stock levels of products click on the Add Stock button. You need to enter either the SKU or EAN of a
product. This shows the Add Stock dialog. This is described later in this section.

Advanced Import

To import information into existing products you only need to include the SKU, EAN, Title or Description and the required
information (e.g. CurrentStock). You must use the SKU if you are importing a field that is used for a platform. These fields are:

Title, Description, Price, ShipCost, VATRate, Currency, SellingPlatform, Brand, Manufacturer,
ProductType, Condition, Imagel, Image2, Image3, Image4, Image5, SearchTerms, WebPage,
Category, SellingFormat, Duration, Availability, OriginalPrice, ShippingDest, ASIN, CustVall,
CustvVal2, CustVal3, CustVal4, CustValb5, CustVal6, CustVal7, CustVal8, Custval9, CustVallo,
CustValll, CustVall2, CustVall3, CustVvall4, CustVall5, CustVall6, CustVall7, CustValls,
CustvVall9, CustvVal20, SiteStock

that An example of a CSV is shown below. This can be edited in Microsoft Excel and exported as a CSV file.

SKU, CurrentStock
IL513,100
IL611,10
AB551,12

Adding new stock
If you have had a delivery of existing products and you want to import the stock into One Stop Order Processing. When

importing if you put a + before the amount this increase the current stock level by the amount given. For example, if the current
stock level is 10 and you import a value of +3 the stock will now be 13. You can also use a - to decrement stock as well. For
example, if you sold stock outside of One Stop Order Processing and want to update the stock levels.
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Product Details

If you display more details of a product you can amend or input additional information which will aid a variety of tasks, including:

1 Stock location (using the bin/location field)

2 Couriers total order weight. If the related product for each order has its weight entered then the total order is calculated. This
can then be displayed (and exported, if required) using the Order Total weight field (from Customize View dialog).

3 You can produce a Suppliers report, to easily reorder products (for your stock)

4 Work out the profit you are making on each order (and the total)

Main Details
Product Details 5 < - ﬂ
Enter detalls for: Main Details |5tock | Notes | Feed Details | Custom Values
& All Sites
&)le Code / SKU:  [KLIOSD EAN/ISEN: [09080909X
Tle: |Battles of Land and Sea 1815 - 1821

Descrption:  [Litho print etched historic reference of the British Empire’s battles -

Price 248.00 VAT Rate: 0.00 Cumency £
P&P 2.95 ltem Weight 5.2 Product Group | Historic

¥ Show Price, Postage and Packaging including Tax

| |

- - =/ |

Most of the fields will be filled in if the product has been created from an order. You can enter any additional information, which
is used in other areas of One Stop Order Processing. You can display your prices with or without VAT included.

Order Type SKUs
— —
Product Details - -
Enter detals for. Main Details  Order Type SKUs IStock | Notes ! Feed Details I Custom Values !
Al Sit
= T[ e If you use different SKUs or Product Codes for your different order types you can enterthem here
Ebay

If you leave the value blank the main product SKU/Code will be used

By EZ
Amazon MPlace W_-KZ-H—
Amazon SCentral !W
Playtrade: =
BemanCart: '—
One Stop I—
eBid EK48

osCommerce/CRE L'd l—
Actinic: l—
CubeCart [y

Cancel

Each product can have a different SKU for each selling platform. If you don't define any specific platform SKU the main
SKU/Code is used. For example, on Ebay the Custom field could be EB24, on Amazon your own product ID could be
BOOQFG88904. For Actinic the main product code is used (not defined on this page), of KLIO50.

When any orders are imported the relevant product is found using the Order Type SKU and that order is updated with the
relevant main SKU and the stock levels adjusted, if required.
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Stock
Product Details @
Enter details for: Main Delallsi Order Type SKUs  Stock 1 Motes I Feed Detal\s] Custam \f'aluesl
@ Al Sites - Cost Prices = .
e Procuct a0 Bin/warehouse Location: |ShEIf1
l,,_ Shipping E— Suppler #1 [ETONISTE Find
(al = Supplier #2 ]BL\DF“! Find...
3 Pack Size: 1

s B Supplier #3 [ Fird...
o] [V Use Stock Contral

Current Stock: 10 v Automaticaly caloulate Reordsr Level
=
P = ) Reorder Level 4 Mumber of Days of Stock to Hold 47 Calculate Mow
£ Shopaila Min. Rearder Stock Level: 12 " Calculate using Mumber of Daps of Stock to Hold Value

Dut of Stock Level: 2 [T 4dd on Lead Time [Davs! for caleulstion

Aliacated & Mot Sold) Stack: ’— & Calculate using Average Dver Previous |30 Days

~ S .
Prree T r Eas Calculate to have minimum stock [uses Lead Time]
Pack Reorder Size: 1

You can enter the actual cost price of the item (to work out profit) and the actual shipping costs, aswell as the sourcing
information for the product.

Pack Size

The number of items the person actually gets when they buy 1 product. For example, if you sell 1 case of drink and want to
deduct 12 items from stock enter a value of 12. For normal order processing you can use the default value of 1. If you sell the
same product as single items or in groups (still as a single item) and want to maintain a single stock control item for the product
you can use the following approach:

1 Create a different product for each quantity type.

2 Enter the same main SKU for the product on the Main Details tab.

3 Enter the actual SKU on the Order Type SKUs tab.

4 On one of the products tick Use Stock Control and enter the relevant values.

5 In the Options, on the Other tab, the Sharing Stock Over Multiple Products box, tick Use Product with Stock Control Enabled.

When you enter the Bin/Warehouse Location of the product you can use a textual location or numeric value. This can be useful
when printing the picking list (which can be printed in Bin order).

Suppliers
You can select up to 3 suppliers for a product. You can type in a name or enter part of their ID and click on the Find button. This
will then display the Supplier browser.

Stock Control

Using Stock Control you would typically have a reorder level and an out of stock level. You should set the reorder based upon
the lead time required to obtain new supplies of the product. You may want the out of stock level to be higher than 0 so that you
always at least of the product in stock (e.g. to allow photos to be taken of the product or for new supplier comparison).

Current Stock
The number of the product that you have available.

Reorder Level
When your stock gets at or below this level you need to order some more stock. This can be shown on the Reorder Stock
Report. You can automatically calculate this value so that you never run out of stock.

NOTE: If you want to calculate reorder levels to the nearest Pack Reorder Size, in Options, on the Other tab in the Products
box, tick Calculate stock reordering to nearest Pack Reorder Size.

Min. Reorder Stock Level
The lowest amount to use for the Reorder Stock. This is used for slow selling items that don't have sales in the defined number
of days of sales (where the figure would be 0) for automatic calculation.

Out of Stock Level

This is the number of items that means that you have no stock left. This is normally 0, but you may always want to have at least
1 of these available.

Reorder Lead Time
The time for the product to be in stock (built or from a supplier). This needs to be taken into account when reordering.

Pack Reorder Size
The number of units that you have to update/buy the stock, e.g. in packs of 12.

Page 74 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk One Stop Order Processing @
Automatically calculate Reorder Level

If you want to predict the stock reorder level based upon previous sales tick this option. The reorder levels are calculated
whenever you import orders or use the Products->Stock Control->Recalculate Stock Reorder Levels.

NOTE: Each product can have a different automatic stock reorder level. Whenever orders are imported (or created) the stock
reorder levels are calculated and you are shown products requiring reordering.

Number of Days of Stock to Hold
Based upon the previous days sales this is the number of days of stock that you need to hold.

Calculation method for finding Reorder Level
There are 3 different ways to work out how much stock to hold.

1. Calculate using Number of Days of Stock to Hold Value
This is the same value used to calculate orders from. For example, to provide the next 7 days of orders based upon the last 7
days sales.

You can choose to include the stock lead time to work out the value.

2. Calculate using Average Over previous n Days
For example, based upon the last 180 days you can work out the next 7 days requirements.

3. Calculate to have minimum stock (uses Lead Time)
This uses the lead time for the product to make sure that you don't hold unnecessary stock (e.g. for expensive items).

There are 3 ways to calculate the reorder levels

1. By clicking on the Calculate Now button.
2. After orders are imported the new reorder levels are calculated.
3. You can select the Products->Recalculate Stock Reorder Levels menu option.

You can also set up defaults for new product stock details aswell as set stock details for all products by selecting the Products-
>Stock Control->Update Product Stock Details menu option.

Notes

Product Details " - = ﬂ

Enter detals for. Main Details | Stock MNotes | Feed Details | Custom Values
= All Sites
 Eb:

All copies are first edition and signed by the publisher’s clerc aswell as lithographer, artist and authors -

bl e

! Canecel

You can add your own information for the product, ordering notes etc..
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Custom Values

Product Details E‘
Enter details for: h ain Detai\s] Drder Type: SKLIsI Ghock I Mates I Feed Detalls - Custam Walues ]

+ Al Sites

" Ebay Pack Method: Box Custorn Yalue 11

 fmazon Courier to Use: LIKMail Custom Yalue 12

= Offers Used: 1No Custorn Value 13

A

o Custorn Y alue 4 Custorn Yalue 14:

Custorn ¥alue 5 ,— Custorn Yalue 15
Custorn Y alue B ]— Custorn Yalue 16 17
g y Custom Yalue 7. ]7 Custom Yalue 17. ,7
5 ] Custorn Yalue 8 ,7 Custorn Value 18; ]7
Custom Yalue 3 ,7 Custorn Value 19
Custorn ¥alue 10: ,7 Custorn Value 20 '7

ok

= i~

If you want to add your own values to a product enter them into this field. You can add up to 20 additional pieces of information
to each product. Click on the name of the field to change the name of the field.
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Updating all Product Stock Details

You can update all the product stock details and also set the default values for new products. To do this select the Products-
>Stock Control->Update Product Stock Details menu option.

Update All Existing Products E‘
Change the following ticked
walues in all products
[V Use Stack Control r
¥ Automatically caloulate Reorder Level r
Beorder Level: 4 I
Min. Reorder Stock Level: 2 r
Dut of Stack Level: 2 I
Reorder Lead Time: 4 Days r
Pack Size: 1 I
Number of Days of Stock to Hold: |7 r
" Calculate using Mumber of Days of Stock to Hald Yalue r
F 4d & [Days] | 5
+ Calculate using Average Over Previous |30 Days
™ Calculate to have minimurn stock (uses Lead Time)

Set default values for new products
To set the default values for new products enter the required default values and click on Close. When you manually create a
product the stock details will use these values.

Updating all product stock details

To set the values for all products enter the values to use and tick the appropriate value to use in the right hand column. Only the
values ticked will be updated in all the products. For example, If you wish to just turn on Stock Control in all products tick Use
Stock Control and the tick box to the right and click on Update Products.

The values that can be set are described below:

Stock Control

Using Stock Control you would typically have a reorder level and an out of stock level. You should set the reorder based upon
the lead time required to obtain new supplies of the product. You may want the out of stock level to be higher than 0 so that you
always at least of the product in stock (e.g. to allow photos to be taken of the product or for new supplier comparison).

Automatically calculate Reoder Level
To use the automatic stock reorder level calculation tick this box.

Reorder Level
When your stock gets at or below this level you need to order some more stock. This can be shown on the Reorder Stock
Report. You can automatically calculate this value so that you should never run out of stock.

Min. Reorder Stock Level
The lowest amount to use for the Reorder Stock. This is used for slow selling items that don't have sales in the defined number
of days of sales (where the figure would be 0) for automatic calculation.

Out of Stock Level
The number of items that means that you have no stock left. This is normally 0, but you may always want to have at least 1 of
these available.

Reorder Lead Time
The time for the product to be in stock (built of from a supplier). This needs to be taken into account when reordering.

Pack Size
The number of units that you have to update/buy the stock, e.g. in packs of 12.

Number of Days of Stock to Hold
Based upon the previous days sales this is the number of days of stock that you need to hold.
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Calculation method for finding Reorder Level
There are 3 different ways to work out how much stock to hold.

1. Calculate using Number of Days of Stock to Hold Value
This is the same value used to calculate orders from. For example, to provide the next 7 days of orders based upon the last 7
days sales.

You can choose to include the stock lead time to work out the value.

2. Calculate using Average Over previous n Days
For example, based upon the last 180 days you can work out the next 7 days requirements.

3. Calculate to have minimum stock (uses Lead Time)
This uses the lead time for the product to make sure that you don't hold unnecessary stock (e.g. for expensive items).

There are 3 ways to calculate the reorder levels
1. By clicking on the Calculate Now button.

2. After orders are imported the new reorder levels are calculated.
3. You can select the Products->Recalculate Stock Reorder Levels menu option.
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Adding Stock

You can add new stock by using this dialog. Click on the Add Stock button in the Product Management dialog.

hdd Stock 3
Identifier for Product 1
& Use Product SKU " Usze Product EAM/Barcode
Product Identifier: FTR23 Find...

W Show Current Stock 370
Stock to Add: 200

To reduce the stock level use a negatve Add Stock
value, e.q -4
Clase

Identifier for Product
Select how you identify your products, either SKU or EAN (barcode)

Product Identifier
Enter in the code for product. If you don't know the code type in part of the code and click on the Find button.

Show Current Stock
If you want to see the existing stock tick this box.

Stock To Add
Type in the amount of stock to add. If you want to decrease the stock use a negative value (e.g. -10).

Click on the Add Stock button. The input is moved to the Product Identifier field to enter the next product to add stock for.

Page 79 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk One Stop Order Processing @
Updating all Products’ VAT (Tax) Details

You can update all the product VAT for the ticked orders. This is useful when the VAT rate changes and all your products need
to be changed.

Update Products VAT Details El
37 Products will be updated
Change VAT Exclusive Prices (thiz will change Retail Prices)

AT Rate:  |20.0 % Changing the VAT rate will change the Yat

Inclusive [Retail prices]
Update YAT Rate

Change VAT Inclusive Prices [this will keep Retail Prices the same)
Adjustment Helper:
DId VAT Rate: 175 Ta keep the VAT Inclusive Prices the same when
= i the W&T Rate changes enter the Old and Mew
’7 WAT Rate. The percentage price adiustment will
200

Mew VAT Rate: then be calculated

Laleulate Price Adjustment
" Increase e . :

Prices by (208333 5% | This will adjust the VAT exclusive price

* Decreass 20 that the VAT inclusive price (retail

= price) stays the same [the Mew WAT Rate

Update Prices and VAT Rate Gilbeltasd]
Cloze

Change VAT Exclusive Prices

If you want to change the VAT rate on all your products enter the new rate and click on the Update VAT Rate button. This will
change the Retail (VAT inclusive prices), but keep the product price the same. For example, if a product costs £100 with a VAT
rate of 17.5% the retail price is £117.50. If you change the VAT rate to 20% the retail price will be changed to £120.

Change VAT Inclusive Prices (this will keep Retail Prices the same)

If you want to keep the retail prices the same when the VAT rate changes use this option. Enter the current VAT rate and the
new VAT Rate. Click on the Calculate Price Adjustment button . This will calculate the amount to increase or decrease prices by
in the box below. To update all the selected products click on the Update Prices and VAT Rate button. For example, if a product
costs £100 with an old VAT rate of 17.5% the retail price is £117.50. After using a new VAT rate of 20% the Retail price is still
£117.50, but the product price (not including VAT) is now £97.92.
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Advanced Product Settings

Changing the Product fields shown

There is a file in the One Stop Order Processing installation folder called I1L._1StopOrderProductFields.ini. This contains
a list of all the product fields that can be displayed in the Product Manager. Any of the 74 fields can be displayed or filtered on
and can be sorted by. The fields can be shown in any order.

There is another file called IL_1StopOrderProductUsrFields.ini. This contains the fields to display. This file contains
headings titled [Fieldn], where n is the field to display at position n (e.g. [Fieldl] will define the first field to display. Under
each [Fieldn] sectionis aline I1D=n. Where n is the field to show at this position. The number, n, is the value taken from the
product field definition file (IL_1StopOrderProductFields.ini). The value n to use is the number of the field defined in the
definition file (by its heading, [Fieldn]).

For example, to include the Bin Location, decide where it should appear, for example, position 5 and then find its field number in
the definitions file. Then add this ID to the view file.
i.e. The definition of the Bin Location is defined as the following, in the definitions file:

[Field13]
Name=Bin/Location
SortType=1
Width=100
FieldSQL=sBinLocation

to add this to position 5 on the screen define the following in the view file:

[Field5]
ID=13

NOTE: Your view file must start with [Field1] up to the maximum number of fields that you want to display. You must not

leave any gaps in your numbering. For example, defining [Fieldl], Field[2], Field[4] will only load in the first 2 fields.
This should be [Fieldl],Field[2],Field[4], this will display all 3 fields.
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Customers

You can view all of the customers by clicking on the Customers button (@). You can also use the Contacts->Customers-
>Manage menu option. The customer browser is also shown when you use create orders (and use the Find button).

M Customers ‘z‘
Find 3 customer. Customer filer
Find |[ I =] contains | Refresh | ¥ Show all Details
D Company Name | Mame | Addiessline1 | PostCode | Tel. | Email | Tope [Code [Fax | ~
oa Invaice
[m o Inwoice 0238..
os Invaice 0797.
[ o Inwoice
oa Invaice 7969,
[ - Inwoice 3021...
os Invaice
oz Inwoice 1248, =
oa Invaice
[m o Inwoice 7590.
[m Invaice 2083,
[ Inwoice 1493,
[m Y Invaice 023
[ Inwoice
Of = - Invaice 3
: Customers to show,
I 557 Customers found (0 selected] Al S Delivey | [ Show deleted custamers
New ] Copy | 1 Import | view Details Close

You can find a specific customer by typing in the Find text area and clicking on the Find button. This will look in all fields for the
customers. You can also filter customers on all of the main customer details.

You can use the Export button to take the customers out of One Stop Order Processing into a CSV file. You can then
manipulate your customers in Excel before importing back in again (or importing to a 3rd party system). See the advanced
section for more information on the format of the CSV file.

Customer Details

If you display the details of a customer you can amend the details.

i | Customer M
[ [ErartyriTe1 otes:
Name: [5par Tom Fast delivery. Always phone before dpm. &
Compary:  [g2
Address ine 1: [Prospect Avenue
Address line 2 Icheegefofd
Address line 3 15[_ Ivies
Address ine 4 |
| County: IWsssex
Bostrode:  [23 556
Country |United Kingdam [mainland)
Phone: |23 585 1234
f Fan: |
|| Emai: |SpailynE7E1 E879me.uk.com
¥AT Mo [a7E BEG7 747
| Code IS
Copy address to clipboard 4 2
Cancel
_ - —
ID

A unique identifier for the customer. This is used to Find or filter customer details.

Name
The contact name for the customer.

Company
The company name

Address line 1
Address line 2
Address line 3
Address line 4
County

Post code
Country
Address details
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Phone
Telephone number

Fax
Fax number

Email
Email address

VAT No
VAT number

Code
Your unique code for the customer.

Notes
Any notes that you may have for the customer.

You can also use this facility to import customer details from other systems.

Advanced Information

Import file format

The import file is a standard CSV (Comma Separated Value) file. The first line contains the field names separated by a comma
(,)- Each subsequent line contains values for those fields, each value being separated by a comma (,). Microsoft Excel can
export information as a CSV file. You can create a template (example CSV file) by using the Export button and exporting an
existing customer or supplier.

The customer import file can contain any of the fields described below, in any order. If you do not know any of the information
for a field don't include the field in the file to import. This is described below.

Minimum requirements for an import file
You must have at least 1 of the red fields in your import file to create a valid One Stop Order Processing customer.

Field Name Description

This should appear in the first

line of the file

ID Unique identifier for the customer. You can use any format that you like (e.g. 12345 or
ROBERTSONS).

|Name |Name of the customer. This is normally a person's name, e.g. John Smythe.

|Company |Company name used, e.g. Saysuid Ltd

|Address1 First line of customer's address

|Address2 'Second line of customer's address

|Addre333 |Third line of customer's address

|Address4 [Fourth line of customer's address

|County |Customer's county

|Postcode \Postcode of customer

|Country |Country

|VATNumber \VAT number of company

|Fax |Fax number

|Tel 'Telephone number

|Emai| |Emai| address

|Type |Type of details. 0 = Invoice customer, 1 = Delivery customer, 2 = Supplier

|Code |Code used for customer. This is your internal name used for the customer

|Notes |Notes entered for the customer.

Page 83 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk One Stop Order Processing @

Suppliers

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

Products can be assigned up to 3 suppliers. This can be used to either dropship orders or produce purchase orders for
reordering stock. To view, amend or create Suppliers select the Contacts->Suppliers->Manage menu option. Using supplier
purchase orders you can create separate purchase orders for each supplier. You can also send separate emails to suppliers for
customer's orders related to them. For example, if an order is placed that has 4 products, 2 from one supplier and the other 2
from other suppliers, 3 separate emails are sent (or 3 separate purchase orders printed).

Generate Suppliers from SKUs
If you currently use the supplier details as part of the SKU you can automatically create suppliers from the SKUs.

If you want to use the suppliers feature of One Stop Order Processing and you have already setup your SKUs to contain
supplier details you can create suppliers from the SKUs. Select the Contacts->Suppliers->Generate Suppliers from SKUs menu
option.

B Generate Suppliers from SKUs @

i~ How to find Suppliers in SKL:

@ Use first |4 characters " Use all characters before

1 Suppliers Found:

| I

Preview Generated Suppliers || 44 Suppliers found

W Update products with generated supplier details
I Doniot cvenwite product supplier [if alieady setup)

Generate Suppliers Close

You can choose to create the suppliers from the SKUs using following approaches:

Use first n characters
You use the first few characters of the SKU. For example, BAKC9019 with a value of 4 would create a supplier called BAKC.

Use all characters before
You can select the supplier by all the characters up to a certain character (or word). For example, BAKC##9019 and a value of
## would create a supplier called BAKC.

Once you have chosen how suppliers will be found you can preview what suppliers will be found by clicking on the Preview
Generated Suppliers. Once the suppliers found look valid select the related products should be handled.

Update products with generated supplier details
When the supplier has been found you can update the product that uses the supplier with the new supplier details. This is
needed to use the supplier features of One Stop Order Processing (e.g. to send individual supplier emails).

Do not overwrite product supplier (if already setup)

When the product is updated you can decide to not overwrite a supplier of it has already been setup. This can be very useful if
want to adjust any previously setup products' suppliers and also import any new ones for newly added products.
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Exporting Order Details

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

One Stop Order Processing allows any view’s orders to be exported. To allow easy data conversion to the target system you
can also define your own values. These can either contain a single value for all orders, or a different value for each order. These
values can be defaulted from any other field and can include calculations based on other fields. For more information see
Selecting Display Fields.

To export all the orders (or selected orders) select the Export Orders menu option (under File->Import and Export) or click on
Export Orders button ( ). If you select Current View it will show the export dialog. You can select a predefined view from
the list.

B Export order details E]

Orders to include: -

" Al orders

ustomer I Order date Payment date I Total Tax
tar 31 Jul 2011 1200 31 Jul 2011 12:00 372
o 31 Jul 2011 1200 31Jul 2011 12:00 333
apne 31 Jul 2011 1200 31 Jul 2011 12:00 24
£ | &
[30rders

-~ Header and Footer information:

¥ Include header line: ]<?Km| werzion=""1.0"7%>[2NEW_LIME %]<Orders>

v Include footer line: I<x’Drde|s>
I Include column headers before data [~ Include column totals after data 1 Include all figlds

 Data format

¥ Buste field infamation using 17
[T Include arder, order details and pradocts on same

I Assign unique value to each exported line [using ZINV_NUIM), starting witk: |1

I~ Only include columns where column name is in; |

File tar export ta: | C:40rders. sml _]
File farmat: " CSW (7 Spreadshest [4LS) & XML IStandald :_J

I Add comment to arder memo when exparted: l

| Export 3 orders | ‘ Wiew I Cancel |

You can define how you want to export the information displayed on the screen. Only the fields (columns of data) that are
marked for export are exported. The columns shown in the Export order details dialog are those that will be exported.

Orders to include
You can either export all the orders displayed shown in the main window or those that you have ticked.

Include header line
If you require information at the start of the file add any text here.

Include footer line
If you require information at the end of the file add any text here.

The header, footer lines and filename can include the following macros. These are replaced when the information is exported.

[%TIME%] The current date and time.

[Y%FILENAME%] The filename exported to.

[%NUM_EXPORTED%] Number of orders exported

[YoNEW_LINE%] Start a new line. This can be used to put several blank lines (with or without data in) at the start

or end of the export file. You can also use the value %NEW_LINE% in a column's definition to
export a newline (useful for some export formats).

[%TAB%] Use a tab character.
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Include column headers before data
Some 3" party products want the names of the fields that the information relates to. You can change the names of the columns
in the Select fields dialog.

Include column totals after data
You can include the totals of any columns defined in the view as totals required.

Include all fields

When exporting orders ignore any column specific information about not exporting the column. This is useful when you want to
export all the order data from the OSOPExport view. This will also include the original column names, rather than any new
names that have been entered.

Quote field information

If you are using the separator in your main text you may want to use quoted fields. For example, some applications (e.g.
Microsoft Excel) allow the comma separator to be used as field text as long as all the fields are quoted. You can use any
character(s) to put around the export field information.

Field separator, to use a tab enter \t
This is the character (or characters) to use between each value. If you need a Tab Separated file (tsv) type in \t.

Include order, order details and products on same exported line
If you want to export order details and the orders have more than 1 item per order you can tick this option to include all the order
details on the same line. This feature is useful when using fulfillment houses (drop shipping).

If you tick this option any details that relate to the items ordered or product details are added onto the end of the order. For
example, if you add the field ltem ID and Item title on the end of the fields to export, additional fields will be exported onto the
end of the main order for these items.

Group orders by first column.

You can export the orders in groups. For example, a day's orders or all orders of a certain type. When exporting the first field
included is looked at and when its value changes a new group is started. If you tick the 'Include field total in export' option on the
field details (in the Customize view dialog) then when this field is exported all values in that group are added up. For example, if
the Grand Total column has this option ticked (the 'Include field total in export’) the line exported for the group will contain the
total for all orders in the group.

Assign unigue value to each exported order line (using %INV_NUM%)

If you want to have a value exported for each line that is a sequential value tick this option. This is useful when you are
exporting to accounting packages where a sequential order number is very useful. You can use the automatically created
invoice number (created when orders are imported). However, if you don't export all these orders or you are using the Group
Orders by first column option there will be gaps in the invoice numbers. Even if you use the %INV_NUM% multiple times on the
same exported line its value will only increased after that line has been exported. If a certain line does not contain the
%INV_NUM% macro the value will not be increased.

Only include columns where column name is in:

If you want to display a lot of fields, but only export some of them tick this option. This is very useful if you want to find orders
based on location, name or amount but don't want to export this information. You should include the name of the column to
export in the field with a # around the column name. This is used incase some column names are part of other names (e.g.
Detail and More Detail).

For example, if you want to export the columns Order Number, Date Ordered and Invoice Company (but display more fields)
enter a value of #Order Number#Date Ordered#Invoice Company#.

File to export to
The file that will be used to save the information to. This file will be overwritten each time an export is done.
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File format
You can export the orders into a CSV, XLS (Excel spreadsheet format) or XML (Extensible Markup Language)

XML files

For XML files, by default, a single level (group) is created (called Orders). To change the group name, amend the value in the
Header and Footer text. If your XML format needs additional elements (folders) you can add these by using Custom Fixed fields
with a default value of XMLOPEN and another field with a default value of XMLCLOSE to close the element (group). Using this
approach you can create XML files with multi-level element hierarchies. To open another element within an existing element
create another Custom Fixed field with a value of XMLOPEN. You MUST create a Custom Fixed field with a value of
XMLCLOSE for the same element before creating an XMLCLOSE field for the parent field.

There is an example view XML view, called xMLsample.mev, which you can import to see how to create a multi-level
hierarchical file.

There are various file formats. For normal CSV files select Standard. For specific formats, they are listed in the box on the right,
for example, RoyalMail Despatch Express.

Add comment to order memo when exported
You can add text to the order's memo/notes when the order is exported. This can be useful to see if an order has been
exported.
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Exporting order details to 3" Party systems

Several export formats are included with One Stop Order Processing. These are designed for many of the common systems
that can provide additional services for your orders (including parcel couriers and website order updating).

You can amend the supplied export views and create your own export views. These export view definitions can be saved and
given to other users of One Stop Order Processing.

One Stop Order Processing can export information in a CSV, TSV, XLS, IIF or XML format.

This section explains how to use the existing supplied export views.
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Amazon Shipping Confirmations

1 Select the AmazonShippingConfirmation view (if this doesn't appear in your list you can import this by selecting View-
>Customize Current View and clicking on Import. Then select the C:\0SOP\Main\AmazonShippingConfirmation.mev

file).

2 Amend any default information for all orders or individual orders (e.g. Shipping method). You can define a value for all orders
using the Default value when you amend the Selected fields (when you Customize Current View). If you want a specific value
for each order you can amend this in the Custom Values tab on each order.

3 Select (tick) the orders to export shipping information for.

-
4 Press the Export Orders button (@) and select AmazonShippingConfirmation. This will create a file to import into Amazon.

File Edit “ew Repaorts Products Contacts Housekeeping Tools Help

BJE gﬁéy 25 () Al all @ wiew: [0

Current View

Order Selection: Add curren

Status: |4l A tion

R Mail DIC (D kch 4 Ol
Highlight lgnore oyalMai {Despatch Manager Online)
Caolour. P
Date:  |Last 90 davs 1/

5 Logon to Amazon Seller Central and select the Upload Order Related Files on the Orders menu.

amazon Services eurpe ]

seller central

INVENTORY ORDERS vT REPORTS vT PERFORMANCE —T SETTINGS v}

Manage Crders =
Your Orded Headlines
| OrderBeposts — |
You h Payments Update: New
ygﬂ n:: d Upload Order Related Files 14 Mar 2012
Wiew undis rOErs Over the next week, you '

Central.Previously, at the

6 Select you file created by One Stop Order Processing and click on Upload Now.

amazon Services europe HOME | MESSAGES | HELP |

seller central

PERFORMANCE SETTINGS

INVENTORY REPORTS «

Upload Order Related Files

Make changes to orders in bulk by uploading the following files.

Shipping Confirmation | Adjustments | Order Cancellation

Shipping Confirmation
This file contains shipping details such as item, quantity, ship date, carrier and tracking number. The ¢
submit allows customers to see the status of their orders. Learn maore.

1. Prepare Your Shipping Confirmation File
Prepare your Shipping Confirmation File using our template. Save a copy in caze you need to edit it later. Lea

| Download Template |

2. Upload Your Shipping Confirmation File

Canfirmation File Templat

| (Browse.

Upload the tab-delimited Shipp ation File you created from your

Locate File to Uplead: |c:\shippingFileConfirm.txt

Upload Now
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Ebay Shipping Confirmations

You can update all of your Ebay orders' statuses using One Stop Order Processing (up to 10000 at a time). To do this you will
need to subscribe to Ebay's Selling Manager Pro (current cost £4.99 per month). This is described below:

1 Once you have processed and shipped your Ebay orders in One Stop Order Processing (e.g. marked them as shipped,
printed invoices and adding tracking information), If you have already setup your EbayShippingConfirmation view go to step 3.

If the EbayShippingConfirmation doesn't appear in your list you import this by selecting View->Customize Current View and
clicking on Import. Then select the C:\0SOP\Main\EbayShippingConfirmation.mev file.

2 Amend any default information for all orders or individual orders (e.g. Shipping method). You can define a value for all orders
using the Default value when you amend the Selected fields (when you Customize Current View). If you want a specific value
for each order you can amend this in the Custom Values tab on each order.

3 Select (tick) the orders to export shipping information for.

4 Press the Export Orders button (@) and select EbayShippingConfirmation.

5 Logon to Ebay and click on the File Management Centre, shown below.

¥ Organise Listing with offers
Lists Format
Saved searches AACionS
Fixed Price
Saved sellers e

Fixed Price (GTC)

Scheduled Listings
Starting within the next hour
Starting today

File Management Centre
Upload and download your fies

Format
Bayba Auctions
Access your account or sign up

Fixed Price
Open an eBay Shop ot

Learn how Shops can help you maximise
your eBay business

Ended Listings (Last 90 days)

6 Click on the Upload Inventory option, shown below. If you do have any entries in the Uploads section you have not subscribed
to Selling Manager Pro. To use this facility you will need to subscribe to Selling Manager Pro.

Overview
Instructions and File Management Centre
Resources
You can use the File Management Centre to easily manage your inventory a
Upload instruction and resources to get more information or to help you troubleshoo

Upload Inventory
View Upload Reslts ploads
Select Template Upload Inventary
Upload your product ip¥entory and listing templates into Selling Manager
Download

Download Files

Download Schedule View Upload Results
Completed View the status of the files that you uploaded to Selling Manager Pro.
Downloads
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One Stop Order Processing @

7 Enter your Ebay email address and select the shipping file produced from One Stop Order Processing, shown below. Click on
the Upload button. You can check the status of the upload by clicking on the View Upload Results option on the left hand side.

Overview
Instructions and
Resources

Uplead

Upload Inventory
View Upload Resulis
Select Template

Download
Download Files
Download Schedule
Completed
Downloads
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Upload Inventory

It may take 30 minutes or more o process your uploaded files. you can revie

To upload your files:
1. Make sure your email address is correct. If there is a problem, you w
2. Click Browse to select the files or enter the file path

3 d your file to eBay.
Email Address

“STreess-and errormessage will be sent fo this address. To change, entet

ile Location
e \EbayshippingConfirmation csv
lick Browse to select a file or

cancel

Click Upload to upload your file to eBay

) | Browse

a file path
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RoyalMail SmartStamp

One Stop Order Processing @

If you use RoyalMail SmartStamp for your envelopes or labels you can use One Stop Order Processing to export all of your

names and addresses. To do this use the following procedure:
Using One Stop Order Processing

1 Make sure the SmartStamp View is installed.

File Edit View Tools Housekeeping Help

U SSAE @ ~~= =

- Order Selection;

s [0 ] | UseAdvencedFiming
Highlight

Highisht [ grre -]l

Date: Today - _I

ShOD [ rszon SellCentral ¥

Type:

[———— - T = —
& One Stop Order Pracessing (websitel) E=

- Orders,

Search for arders with (F3: | | 1 userlogged on
Delivery Customer | Delivery Addiess I | Delivery Address...| Delivery Adehess... | Delivery Address...| Dielivery County | Delive =

i
Ll
I

Eu 0 v

r ‘ 83 Orders (16 selected) ‘

~ Pracessing
Fomat Addresses)| Pt Invoice | ‘ Deiete Orders | Orders received -

Ship Orders | Prnt Pacling List | Archive Orders | | Tragk Online | Send Emai]__|

2 Select the orders to print labels/envelopes for. You can either export all the displayed orders or all the selected orders.

3 Press the Export Orders button (@) and select SmartStamp.

4 These can now be used in the mailmerge in SmartStamp. If required, you can change the file name by selecting the
SmartStamp View and selecting the View->Change Export Options menu option or click on the button to the right of the View

/Cu/stumjzemm\%W\
Change Export Options

selection field ( R ).
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Setting up SmartStamp

1 After installing and running the SmartStamp application select the type of envelope/paper/label to use. If yours is not available
create your own type using the Define... option.

Ei SmartStamp

Neo need to lick and stick. Just click.

SmartStamp° ‘j‘

Printing , Update

Mail Merge - Envelopes

Print mail merge SmartStamps
e onto envelopes Standard Envelopes
DL Envelope 110 x 220 mm Printer Settings  ©
|| TEMPLATES ] C4 Envelope 324 x 229 mm
o 5 Envelope 229 x 162 mm
Open Pt A )
'/ ICE Envelope 162 x 114 mm
Save h iCustom Envelopes
ferr— Lotz
Address & Postage e e |
Sender Address ol | —
Loge & Slogan
|| Bxras |

Postage History

Help

Advice Centre %/ e S b e T S o et IR e 55 £ e e I 1 5
Preferences /

‘
Printing Memo: | <unused> - M 4 1M P M

“\N\\\WI

=

Trial Print  © [ Print

Exit 2

2 Click on Address & Postage button on the left hand side.

b1 SmartStamp

SmartStamp @’j;?

No need to lick and stick. Just click

Pririting

Select a format to print on

| DL Envelope 110 x 220 mm |

Mail Merge - Envelopes

Envelope Print mail merge SmartStamps
Label onto envelopes Select a printer.
[ #eerver\EPSON Stylus Photo R220 ~|
Upen :j/m
Save

| EDIT MAILING
¥ Address & Postage.
—  —
Logo & Slegan

Postage History

.34
: ! U
: ! |_ %
Sender Address v ] ol

Help

Advice Centre .// P e (L Lo B et W e s N Bl g Wttt 1S El E
b
Preferences /

My Account © I

Exit (<]

18

Trial Print € | Print e
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3 Select Mail Merge and click in the OK button.

SmartStamp Selections - Labels

" Single Print
+ Mail Merge

" Bulk Print

Second Class
Special Delivery Mext Diay

Select the destination here

Recipient Address & Postage 1 Sender Address & LogofSlogan]

Select the conect postage then click 0K, Kbt
ta open pour address book and chaose =

the addresses far pour mail merge.

Favourites LI, Mail I Overseas Ma\l]

Select the farmat of wour product here:

Urited Kingdom = =

Select your product here Select the weight of your product here

LChange font

Check Postoodes

|up to 100g

Select additional services here

Special Delivery 9.00am f

Standard Parcel Dl Recfided Signed

Ad-hoc Business Collection

Product information

Caunt: United Kingdomm
Product: £0.34 Letter First Class up to 100g
Additional services:
Total: £0.34 =
Pust by 17.01.2008 Add to favourite:
I pply to Al

X

Help

Cancel

4 Enter the location of the address file which is normally C:\SmartStampAddresses.csv.

Microsoft Excel

File Lacatior: |

workshest: |

[V First row containg column headings

Show me mare:

5 Make sure that First row contains column headings is ticked and click OK.

Microsoft Excel

File Location: |C “SmantStampiddresses. cav

‘Worksheet: JSmartStampAddresses

[V First row contains column headings

Show me more...

One Stop Order Processing @

6 Make sure that all the required fields are included in the address (by ticking the required fields) as shown below. If you don't
want the country to appear untick this field.

Then press OK.

Field Selection

Dielivery Customer
Delivery dddress line 1
elivery Addiess line 2
eliverny Address line 3
Dielivery dddress line 4
Delivery County
Delivery Postcode
Dielivery Cauntry

=]

Cancel

Apply
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7 You now need to define the how the fields will appear. Click on the Configuration button.

_&5 Address Book

Delivery Cuskomear Delivery Address line 1

Delivery Addr

|~

Chonse address book

Chonse fiom these address books. Click settings to activate/deactivate

' Microsoft Excel - Seftings
Properties

Edit address
Click on an address to edit
@ Business
O Piivate
O Other

Chan of your addresses
i Configuration J

Search addiess book

7 Search

ok | comed | Help

®)

|

8 Add in the extra fields being used. By default only the first 5 are shown. The right hand pane shows how they should look. Any
fields that you don't want displayed should not be added (or removed). When you are happy press OK.

Eu}li{gl?ratiun7

Field Selection

| {Delivery Customer} ~

Delivery Customer
Delivery Address line 1
Delivery Address line 2
Delivery Address line 3
Delivery Address line 4
Delivery County
Delivery Postcode
Delivery Country

{Delivery Address line 1}
{Delivery Address line 2}
[ {Delivery Address line 3}
{Delivery Address line 4}
{Delivery County}
{Delivery Postcode}
{Delivery Countiy}

53

& Business
O Private
O Other

,Tl Cancel ] Apply I

9 You can now select the correct postage and print your envelopes.
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RoyalMail Despatch Express

If you use Royal Mail's Despatch Express Software system you can use One Stop Order Processing to print all of the selected
orders' labels. You can also import the tracking details (created by Despatch Express) back into One Stop Order Processing,
which can then be included in customer emails (or printed on invoices etc.).

To do this use the following procedure:
Using One Stop Order Processing

1 Select the Despatch Express view. If this is not available this is installed into the installation directory (e.g. C: \0SOP \Main).
The view displays more columns that will be exported to Despatch Express (for example, ltems Shipped). These are used to
find order information (or for filtering). These columns are not exported.

@" One Stop Order Processing (websitel} I T 4 . - — L T L.

File Edit View Reports Products Contacts Housekeeping Tools Help

D] SIS D @ oo =

~ Drder Selection: Order Detal e

S ] ¥ UseAdvancedFiltering —————————— Inynice 2ddieis
atus:

Delivery Address
Highlight I Field: CityLink. .
Calour: Ioore & —l .

Qrder Summary
Business Post

Date: Igrore - I _J Walue: ‘\;’]r?fmgtmmaly
Shop [y = VAT - ECSL Export e
Type: SmartStamp
mazonShippingConfirmation e
~ Drders: 0S0P Export L
PlayTradeShippingConfiimation
Search for orders with (F ﬂj I M3 Accounting | Tu
MYOB e

Sales source Order humber Inviice humber Invoice Buyer ID

2 Amend the view (using the View->Customize current view menu option or the ﬂbutton).

3 You should amend the value of the Account Number field. If you have an account number enter this value here. You can leave
this field blank if you only have 1 account number. To change other values see the Advanced settings section.

4 Select the orders to print labels for. You can either export all the displayed orders or all the selected orders.

B
5 Press the Export Orders button (@) and select RoyalMail - Despatch Express (Batch).

6 The orders will be exported, by default, to C: \DespatchExpress.dat. You can change the filename by selecting the View-
>Change Export Options menu option or click on the button to the right of the View selection field

'! o
Cust Wigw

Change Export Options

Using Despatch Express
7 Once the file has been created you should start Despatch Express. Select the Despatch / Batch Import menu option.

8 Select the file exported by One Stop Order Processing and click on Import.
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Importing the RoyalMail Tracking details into One Stop Order Processing

1 Once you have created your RoyalMail labels, using Despatch Express, export the details to a file (for example
C:\DespatchExpressDetails.csv)

2 Using One Stop Order Processing select the Import orders button (ﬁ).
3 Select the One Stop Order type and tick Update information in existing orders. This is shown below.

B Import Orders rgJ

Order type to impart:

Order type ] Import file J Import date ] Orders i
One Stop c:\DespatchE wpressDetails. cow 01/071010:47.04
$ .

% Only show ticked order types to impart

Options... Importing One Stop orders into CheeseofTheWorld Edit
™ Ovenarite orders with same order number [” Backup existing orders betare importing _]

™ Only include orders where payments have beenmade [ Adjust arders to split WAT out at ; Default curt
™ Use seguential invoice numbers. Starting with: | ¥ Update information in existing orders
Products:

™ Update Stock Levels [~ Automatically add new Products to: |
I~ Autematically add SKUs [if blank). Starting with: |

Processing infarmation: Import One Stop orders |

Copy pracessing infarmation to clipboard J I Werbose information

Order Processing Tasks [ta perfarm on newly imparted arders):
¥ Select Orders I Foimat Addiesses ™ Maik as Paid I Print Packing Lists
I Ship Orders I Print Picking List ™ Print Invoices

Close and Process Orders Close

4 Click on the Options button. This displays the following dialog.

One Stop Order Processing Options [5?‘

Diate Format:

(& DD MM/ HH MM S5
[Amazon Marketplace, PlayTrade and RomanCart farmat. e.g. 16/09/2007 19:11:44

" DD-MTHYY
[Ebay foimat. e.g. 27-MAT-08

Y- MM-DD THH:MM:SS +HH:MM
Amazon SellerCentral fomat, e.g. 2008-06-17T13:06:34+00:00

W Use OS0P compatible header for order import file
|Cuslum Entered wal. 1.01,C2.C3.04.C5,06.C7.C8.C.010C11.C12.013.014018016C

|F pour impart file has all the correct infarmation, but has different calumn names you can use
a different import file header, “Y'ou should type in 8 comma separated header using the 0SOP
names in the same order as the information columng in the file. For example, if the first
column containg the order number use 'Order D'

Tawx handling bazed on lacation:

r

Cancel

5 Tick the Use OSOP compatible header for order import file and enter a value of

Custom:Entered val.
1,Cc1,Cc2,c3,Cc4,C5,Cc6,C7,C8,C9,C10,C11,C12,C13,C14,C15,C16,C17,C18,C18,C19,C20,0rd
er ID,C21,C22,C23,C24,C25,C26,C27,C28,C29,C30,C31,C32,C33,C34,C35

NOTE: The above maybe shown over 2 lines but include all the text starting with Cust om and ending with C35 (on a single
line).

This will map the relevant fields from the Despatch Express export to the One Stop Order Processing fields.
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6 Click on OK.

7 When you import the order details (by clicking on Import One Stop orders) the Custom field value will be updated with the
tracking ID.

8 You can see the tracking value by viewing an order and looking at the Custom values tab. It will be in the top right hand corner
value of the Custom values dialog. To use this value in an email or invoice use the following macro:

[$CUSTOM_ENTERED1%]

9 If you want to import the tracking details into a different order field use the relevant field name from the Order Tracking section.

and in the above header line (in 5) change Custom:Entered wval. 1 forthe new field name.

10 You can also include this value in emails or invoices etc..

For example, to import the tracking ID into the order's Shipping instructions field use the values Delivery Instructions (in 5) and
[%DELIVERY_INSTRUCTIONS%] in emails etc..

Advanced settings

The default settings are for the number of labels to be printed as 1 using a 1st Class Packet Post service.

You can amend any of the default values by amending either the default view settings, or if it is per order in the custom values
on the required order.

DE-ServicelD
The following values can be used in the used as the default value or entered on each order

Code to

enter Meaning

SD101 Special Delivery Next Day £500

SD201 Special Delivery Next Day £1000

SD301 Special Delivery Next Day £2500

SD401 Special Delivery 9am £50

SD501 Special Delivery 9am £1000

SD601 Special Delivery 9am £2500

TP201 Royal Mail Tracked

STLOA Standard Tariff Letters 1st & 2nd

CRLO1 Packet Post Daily Rate 1st Class

CRL0O2 Packet Post Daily Rate 2nd Class

FS101 Packetsort 8 1st Class Flat Rate Large Letter
FS201 Packetsort 8 2nd Class Flat Rate Large Letter
PK101 Packetsort 8 1st Class Flat Rate Packets
PK201 Packetsort 8 2nd Class Flat Rate Packets
PK301 Packetsort 8 1st Class Daily Rate

PK401 Packetsort 8 2nd Class Daily Rate

PPFO1 Packetpost Flat Rate 1st Class

PPFO02 Packetpost Flat Rate 2nd Class

OLAO01 Overseas Letters Airmail

OLSo1 Overseas Letters Surface

MP101 International Contract Airsure

OF101 International Format Sort Priority

OF301 International Format Sort Economy
0Z101 International Zone Sort Priority

0Z301 International Zone Sort Economy

You can also use calculations based upon the order values to use different values for fields. For example, setting the default
value of DE-ServicelD to the following

[%Total P&P%][<]3.5[CRLO1][CRL02]

means use CRLO1 (Packet Post 1% Class) if p&p is£ < 3.5 otherwise use CRL02 2™ class.
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If you have 3 or more shipping conditions you use the following approach. Using an example defined in the following table:

Shipping Method Despatch Express Code
Royal Mail 1° Class Post STLO1
Next Day UK Delivery, Mon - Sat SD101
Airmail OLAO1

You need to define a column for each value. Using Custom Fixed Values. In this example, values 18, 19 and 20. You should
untick Include in Exported information for each of these fields.

Define the values as in the following table.

Custom Value Default field value

[$Custom:Fixed val. 18%] [$Shipping method%] [=]Royal Mail 1st Class
Post [STLO1]

[$Custom:Fixed val. 19%] [$Shipping method%] [=]RNext Day UK Delivery,
Mon - Sat [SD101]

[$Custom:Fixed val. 20%] [$Shipping method%] [=]Airmail [OLAOL]

You then need to put the value into the column to export (i.e. tick Include in Exported information).
Use another Custom value. In this example, [%Custom:Fixed val. 21%)].

define its Default field value as

[ [

[$Custom:Fixed val. 18%] [%Custom:Fixed val. 19%] [%$Custom:Fixed val. 20

o\

]
This will put in whichever value has been defined into a single field.

NOTE: You should untick Include in Exported information on the [%Shipping method%)] field as this is not required.

More complex shipping models
If you ship using different methods based upon order value you can use the following approach as shown in the following
example:

Packages should be sent as described in the following table.

Order Value How to send Despatch Express method
Lessthan£5 2™ Class Service STLOl , Class 2
£5 10 £9.99 2" Class Recorded Service STL01 , Class 2 , Service Enhancement 11

£1010£19.99 1% Class Recorded Service STLOl , Class 1 , Service Enhancement 11
£20 and above Royal Mail Tracked Service TP201

To do this you should add the Grand Total to the view and untick Include in Exported Information.

DE-ServicelD
Change the value to

[$Grand total%][<]20[STLO1] [TP201]

Service Enhancement
Change the field value to

[$Grand total%][>]4.99[~[%Tracking Code%]][~]

Class
Change the field value to

[$Grand total%][<]110[2][1]

Tracking Code
Change the field value to

[$Grand total%][<]120[11]
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Also untick Include in Exported information

Package weights

You can enter weights for some Despatch Express services. If you need to do this amend the value of DE-Additionalt field and
remove the first ~ from the default value. Then add a field before the DE-Ad(ditional1 field to will contain the weight. This can be
a fixed weight or use the calculated weight. If required you can display this is grammes (rather than kilos) by changing the Field
value to:

111000
this will display the value multiplied by 1000 (i.e. in grammes).

NOTE: You may need to include some fields used in calculations in views. If you untick Include in Exported information this field
will not be exported.

For more information about Despatch Express you can see Royal Mail's guide at:

ftp://ftp.royalmail.com/Downloads/public/ctf/rm/Despatch_Express_Interfacing_System.pdf
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UKMail Consignor

If you use the UKMail Consignor Software system you can use One Stop Order Processing to automatically print all of the
selected orders' labels. To do this use the following procedure:

Setting up Consignor

1 Start Consignor Server by right clicking on the icon in the bottom right of your main screen and selecting the Details menu

oEtion.

2 Click on the Gateway Manager button

* Consignor Server [Single User]

07/01/2008
1EDE4E =

oo =
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4 Click on the Consignments tab and select Post, with Labels.

@' Consignor - Customer Gateway Manager 3

General  Consignments ICDnslgnmsnts Schsmal Uulpull Dsfau\lsl anlerUusussl Mail | MallSchemal Mail Schema Upt\unsl

[ Gateway Import Setting

Directory to Poll:

Browse

Polling Interval:

File Extension: " tut

00:00:10

I\\SH OP4bpdatatconsignonG atewaylnt

Action to Cany out on Transfer:

Tranzfer to Halding Area
Post, with no Labels

~Impart Option

Oivenwrite i gueue with same cust ref

Process Duplicated Entries

Mwvenwite imgueue with eame alt ref

Automatically Bost Collections

Auto Downgrade to 48/72hr when 24hr unavailable
Auto Downgrade HS services to HS All Day

Automatically Atempt ToValidate O Transfer
[Makes consignments appear Red/Green in Gateway Qusus)

I < < 18 ™ Y

=10 x|

One Stop Order Processing @

Esc - Stop |

5 Click on the Consignments Schema tab. You should download and save the schema to the
\ISHOP\bpdata\consignor\Gateway Test directory. Where SHOP is the name of your PC.

You should then download and save the sample file to the \SHOP\bpdata\consignor\Gateway Test directory. Tick the Delimited
ImportType and enter ~ as the character.

o "
& Consignor - Customer Gateway Manager 3

[~ Import Schema Definition

=10] x|
Ganara\l Consighments  Consignments Schema IDutputI Dafau\lsl F’linterﬂuauasl Mail I MaiISchemal M ail Schema Dptmnsl
Field Format
Sohema Definition: | +\5HOP\opdatatoonsignor G atewayT sst\OS 0P sdf Brawse | | | Time Fomat [Fb
Example A5CII File: I\\SHDP\hpdata\cﬂnsignnr\ﬁatewayTasl\DSDPSampla [} Browse I [1ate Fomat W

Fields Ta Import

ImportType

(™ Fized Length

&+ Delimited

Delimiter:

—

Delimiter iz a Tab r

Fields Available:

Alternativedddiessi -
Alternativelddress2
AlternativeContact
AltermativeCounty
AlternativePlacename
AlternativePostcode
AlternativePosttowen
AlternativeT elephane

AltFet =l

PosteodeBath
Telephane
Contact

Fields in Impart File

Occurance |1
[

4

03 Jan 2006 12:2571%John Smythe Ltd“Parchdale BP™1 Aplimore Road Reedflori “Wessex“DD

i

F2 Sawe |

Esc - Stop |

6 Click on F2 Save to save the changes.
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Using One Stop Order Processing

1 Make sure the UKMail Export Format is installed.

2 Select the orders to print labels for.

B

3 Press the Export Orders button (@) and select UKMail. This will export the orders to
\\SHOP\bpdata\Consignor\GatewayIn\bpdata.txt. If this is not the Consignor folder select the UKMail View and select
the View->Change Ex[port Options menu option or click on the button to the right of the View selection field

vi
Customize View

v~ Change Expaort Options
). You can enter the correct output filename in the File to export to field. Where SHOP is name

of your PC where Consignor is installed. When you install Consignor your main data area is shared with the share name bpdata.

4 You can then send the customer an email that allows them to track their order using a link directly to their order. To do this use
the UKMail Email template.

Advanced settings

The default settings are for the number of labels to be printed to match the number of items shipped using the UKMail Next Day
service. Also UKMail also requires the weight of the item to be given. The default value is to weigh each parcel as 2 Kilos. If you
don't enter this value or it is too low UKMail should update it with their weighed amount.

Use the following information to change the details on all orders or on each order.

1 If your default service level is not 1 (Next Day) enter a new value. To do this click on the Customize current view (@)
button, click on the BP Service field and click on the Amend field details. In the field details dialog change the Default field value
to match your service level. You can change this on a per order basis by using a Custom Entered for each order variable and
amending the order details in the Custom values page when viewing order details (click the Edit order details button first).

2 The number of labels to print is defaulted from the items shipped. If these match then you can leave the value. However, if a
particular order has a different value amend the order details as described in 1 (above). If you always have a fixed number of
items amend the default value of the column to that number (using the approach described in 1 (above). If the number of labels
is relative to the number of items shipped (e.g. plus 1 label or 2 times the number of labels) amend the default value by using a
calculation.
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Quickbooks

One Stop Order Processing @

You can export to Quickbooks 2004 to 2012. The different options are split into 2 formats, Quickbooks 2004 to 2007 and 2008

onwards.
The following instructions explain how to set this up.
1 Install the QuickBooks view

There are 5 choices of views to import:

QuickBooks2008-
CustomerInvoices.mev

QuickBooks2008-
SinglelInvoices.mev invoices
QuickBooks2008-
GroupedByDayInvoices.mev single invoice.
QuickBooksUpTo2007-
SingleInvoices.mev invoices.

QuickBooksUpTo2007-
GroupedByDayInvoices.mev single invoice.

QuickBooks versions from 2008 where all orders customers, products and
orders are imported as separate invoices.

QuickBooks versions from 2008 where all orders are imported as individual
QuickBooks versions from 2008 where each day's orders are imported as a

QuickBooks versions up to 2007 where all orders are imported as individual

QuickBooks versions up to 2007 where each day's orders are imported as a

The grouped invoices are useful if you have a lot of orders (e.g. from Ebay). They are imported into Quickbooks as a single
invoice with the day's total order values (and VAT). Each invoice will have a unique sequential order number. As the views are

configurable you can group the orders by any field.

2 Click on the Export Orders button (,&L and select the Quickbooks link. This will create the file C:\QuickBooks.iif. If this is

the correct file location go to step 3.

If you want to change the filename or other setup select the QuickBooks view and select the View->Change Export Options

Menu.

This will display the Export orders details dialog, shown below.

Orders to inchude: -

& Belected arders only

TRMSID | sPLIDT | sPLID2 | sPLID3 | TRMS-TRNSTY... [ 5F

<

|

-~ Header and Footer information:

=

M Export order details | ‘

¥ Include header line: ]!THNS[‘ZTAB"/e]TF!NSID[‘ZTAB‘Z]TF|NSTYF'E[‘ZTABZ]DATE[‘ZTAB"/@]ACCNT["/@TAB"/@]N

I Include footer line: I

I Include colurnn headers before data [ Include column totals after data [ Include all fields

I Assign unique value to each exported line (using ZINY_NUIME), starting withy {1000 000001

Diata format
I Hunte field infarmation using: | Field separator, to use a tab enter "' J\t
I Include order, order details and products on same exparted line I Group orders by first calumn

I Only include columns where column name iz in: |

File format: @ C5Y ( Spieadshest [4L5) € HML IE!mcannks [lIF]

File to export to; | C:\HuickB ook if —_]
&

I Add comment ta arder memo when exported: |

card_|

Click on the OK button.
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3 Start Quickbooks.

4 Below is a description of where the order information is imported into. You either need to make sure that the accounts (And
items) exist in QuickBooks or amend the default values, shown below, to match your setup.

Fields used for QuickBooks versions up to 2007 (using the imported QuickBooksUpTo2007-SingleInvoices.mev Of
QuickBooksUpTo2007-GroupedByDayInvoices.mev Views)

Field Description Default Value
SPL-ACCNT1 |Income Account to attribute sales from Sales

Fields used for QuickBooks versions 2008 onwards (using the imported QuickBooks2008-SingleInvoices.mev,
QuickBooks2008-GroupedByDayInvoices.mev OFr QuickBooks2008-CustomerInvoices.mev views). Fields in red

are not required for the QuickBooks2008-CustomerInvoices.mev View.

Field Description Default Value
SPL-ACCNT1 |Income Account to attribute sales from Sales

SPL-ACCNT2 |VAT Liability account VAT Liability
TRNS-ACCNT |Account used to process all income from sales  |Accounts Receivable
TRNS-NAME |Customer used to allocate all sales to InternetOrders
SPL-NAME2 VAT Supplier (who is setup as the VAT Agency) |HMRC VAT
INVITEM1 Item all sales are for Goods

If you need to change any of the values (or add in your own rules or macros) you should customize the current view and change
the default values assigned to the Fields shown above

5 select the File->Ultilities->Import->IIF Files Import menu option.
6 Select the C:\Quickbooks.iif file.

7 The should then be imported

Additional Information

If you are using Quickbooks 2008 or later and have upgraded your Company file(s) from a previous version of Quickbooks (e.g.
2004) you may not be able to import the VAT into your existing account. New QuickBooks company accounts should not have
this problem. If you get an error "cannot associate an item with VAT liability" you should allocate the VAT to a different (new)
VAT Liability account. You should then consult your accountant to see if it is better to move all VAT transactions over to use this
new VAT Liability account (change the value of the SPL-ACCNT2 Field) or create a General Ledger entry to move the VAT
between the old VAT account and new VAT account. This will enable the VAT 100 (return) to show the correct figures.
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Sage
All versions of Sage are supported except Startup.

All invoices are imported as a single customer (Sales) for a single product (Goods). The total invoice cost and VAT is split into
the relevant accounts.

The following instructions explain how to set this up.
1 If the Sage view isn't available you can Import the view from the installation directory (e.g. C: \0SOP\Main).

There are 2 choices of views to import:

Sage.mev Where all orders are imported as individual invoices
Sage—-GroupedByDayInvoices.mev Where each day's orders are imported as a single invoice.
The grouped invoices are useful if you have a lot of orders (e.g. from Ebay). They are imported into Sage as a single invoice

with the day's total order values (and VAT). Each invoice will have a unique sequential order number. As the views are
configurable you can group the orders by any field.

2 Click on the Export Orders button (‘&L and select Sage.

This will create an CSV file in the root of drive C. If required, you can change the name by selecting the Sage View and selecting
the View->Change Exrort Options menu option or click on the button to the right of the View selection field

| . 2
" (Change Export Options
? i

3 Start Sage.

4 Below is a description of where the order information is imported into. You either need to make sure that the accounts (and
items) exist in Sage or amend the default values, shown below, to match your setup.

Field Description Default Value
Account Reference The customer account who the order is assigned to WEB
Details The income account the sales are assign to Internet Sales

If you need to change any of the values (or add in your own rules or macros) you should customize the current view and change
the default values assigned to the Fields shown above.

5 select the File->Import menu option.
6 Select Audit Trail Transactions and click on Run.
7 Select the C:\sage.csv file.

8 The orders should then be imported.
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Printing a Proof of Posting Sheet

If you are using taking letters and parcels to the Post Office (or have a collection) you can print out a report that can be signed
by a Royal Mail member of staff to confirm that the items have been posted. To do this following the following procedure:

1 Select the PO Proof of Posting View.
2 Select the orders that are being posted.
3 Select the Print->Print Order View menu option.

4 When printing you may have to select A4 Landscape to fit the details onto a single sheet. You can also adjust the column
widths on the screen before printing.
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Royal Mail Despatch Manager Online (DMO)

This guide will explain how to setup One Stop Order Processing and Royal Mail Despatch Manager Online (DMO). You will
need to signup to Royal Mail's service. More information at:

http://dmo.royalmail.com.

1 Make sure the RoyalMail DMO (Despatch Manager Online) is installed. If it is go to item 2.

If the view isn't available you should import the view. It is installed into the installation folder (by default
C:\0SOP\Main\RoyalMailDespatchManager .mev). You can import the view by clicking on the Customize Current View

button ( ). To import the new view click on the Import button in the displayed window, shown below:
F_n‘;__Select Fields o Display - [
i Wiews:

Default View MNew | Dgletel Rename lmportl Export |‘

Available: - Selected:

Irevnice number
Order number
Invaice Buyer ID

Irvvoice Address line 1
Inwoice Address line 2
Ireoice Address line 3
Ireeoice Address line 4 |
Invoice County

Invoice Postecode

Irevnice Customer —‘
Order date

Payment date

Dizpatch date

sl

Irssries Crnmbn = Suihbabal aallll |
i Diown I Up | Amend field details I
— Field details:

Papmert Details Mame: |Sa|es_source [Sales source) -
OrderDetail Type:  |Order 1e] i
Custom Yalue ; Fixed Defat |
Custom Yalue : Entered for each arder VE\ ] Export: [
Prioduct i
™ Store this view's filter settings: Cancel l

2 Tick the orders to export (using filters based on any fields shown, for example, unshipped orders).

&
3 Click on the Export Orders button (@) and select the RoyalMail DMO (Despatch Manager Online) to create the CSV file to
import into Royal Mail Despatch Manager Online (DMO).

4 This will create a CSVin C:\ called DMO.csv. If required, you can change the name by selecting the RoyalMail DMO
(Despatch Manager Online) view and selecting the View->Change Export Options menu option or click on the button to the right

Custorn Wigw i
Change Expart Options
of the View selection field ( ). You can enter the correct output filename in the File to export to

field. You can also add a comment to the order to show that this order has already been exported (and if required use this text
as a filter to see which orders have not been exported to Royal Mail Despatch Manager Online (DMO).
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1 Go to the Royal Mail Despatch Manager Online website at

https://www.rmdmo.co.uk/login.epl

and login using details provided by Royal Mail.
q

[ i
Despatch Manager Online

Log in to your account

ol

enguage: (English

Usermname |

Password: |

System Requirements Check

Your systam met all syster requirements:

Scripting Enabled @ coract
Operating System:  Windowrs X ® corect
Browser Microsoft Internet Explorer 7.x @ Cerrect
Plug-In: Adobe Acrobat 5 or higher @ Corect
Popup window Enabled @ Corect

Recheck System Requirements
Print Test &

Test Adobe Reader direct printing compliance & @

One Stop Order Processing @

2 Under the Shipping Services menu option select Import Shipments, shown below:

Lo .
Despatch Manager Online
Royal Mail
o
TS SRIpTe,
Imgernt Shinments \
R 3
S ~ 24/May/2011
Shipping RSl = - Reguired Fielis
1. Posting Information
Service Reference  carier
v
Service type Service Service format
v ~| v
2. Address Information 3. Service Options
Addrass Code: Ry || [Bstneneu e = o
*Country: |
Pest Code (N2 Itemz* Waight Bang®
*Redpient Name: tc] [ Add
Service Enhancement 3
Torn
) Hruteis B0
‘erms & Condtions @ Privacy (' | Contact Us (' © Royai Mai Group Lid 2011, All ignts reserved

3 If the 1StopOrders format is available go to item 10. If not follow the next steps to set the 1StopOrders format. On the Import

Shipments screen select the New button, shown below:

|

Despatch Manager Online
| (T I IR £ £ £ O (X

Import Shipments 24/May/2011

1. Select a file format
User Defined Formats

T ® Edit Layout & ©

Maintain dats formats

Maintain mapping tables
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4 Select the import format as Delimiter-separated values and click on Next, shown below:

Import Shipments Wizard - Step 1

Step 1: Select Import File Layout Type

1. Select the layout format of the shipment files you will be importing:

United Kingdom ~

8.

[ Use recipiant cade for addrass infarmation

5 In the Separated Values File Specification make sure the Separator is set to a comma (,) and Delimiter of a double quote (").

You then need to click on the fields to use in the exact order that will appear in the file. If you click on the fields in the Field area
in the order shown below:

Service Reference
Service

Recipient Contact Name
Recipient

Recipient Address line 1
Recipient Address line
Recipient Address line 3
Recipient Post Town
Recipient Postcode
Recipient Country Code
Reference #

Items

Weight (kgs)

Safe Place

Signature

Service Enhancement
Service Format

Service Class

N

This will product the following in the Representation of File Layout area:

"Service Reference", "Service","Recipient Contact Name", "Recipient", "Recipient Address line

1", "Recipient Address line 2",

"Recipient Address line 3", "Recipient Post Town","Recipient Postcode", "Recipient Country
Code", "Reference #","Items",

"Weight (kgs)","Safe Place","Signature", "Service Enhancement”, "Service Format","Service Class"

This is shown below. When the information looks correct click on Next.

Import Shipments Wizard - Step 2

Recipient Zone Code
Recipient Tel #
Recipient Email Address
Shipping Date

Hature of goods

iller

Step 2: Separated Values File Specification
Instructions
1. Enter the character or characters that seperate each field { e.g. use, for

comma separated values: for tab delimited valued, enter the text tab in
the seperatar fizld).

Separatorh

2. Enter the character or characters that are used to distinguish each field,

usually = double quate {if any).

3. Click en each of the fields in the order that they are laid cut in the import
File.

4. Use the Filler' fisld to represent fields in the impert file that should be
skipped during the import process.

w

. Click the 'Nesxt' butten when you have completed spacifying the layout.

Notes:

Reguired fields are shown in bold

If 'Country’ field is not specified, country vill default to 'GB'
Representation of File Layout:
"Service Reference”,"Service”, "Recipient Contact Name", "Recipient”,"Recipient Address line 1","Recipient Address
line 2","Recipient Address line 3","Recipient Post Town","Recipient Postcode”,"Recipient Country Code", "Reference
#"."Items","Weight (kgs]","Safe Place","Signature”,"Service Enhancement”,"Service Format","Service Class”

@ Back Clear @ Remove Last Element @ Next ©
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6 Ignore the Date Format as this field is not used. Change the Weight Format to the same format that you use for your product
weights. For example, if you use kilogrammes select the 12.00 kg option. Click on Next. This is shown below:

Import Shipments Wizard - Step 3
Step 3: Define the formats of the data.

Date Format: Numeric fields format

Please selact the date format used in your Please select the numeric formats used in
file your file .
Date Separator: [ Wone [M Decimal Separator: [ . (¥
— wel NS
@i Welght Format:
C 120k
Q mMpDYYY oas )
12
OYYWMMDD "
O 12.000 kg
Q© pommyy
O12kg
Q mMpDYY
O 1zo00g
OWMMDD
@Back

7 You can now setup the mappings to your Royal Mail Services. You can use the exact text that they use (or their default
mappings). The mappings provided in the guide have been used to make it easier to use Macros in One Stop Order Processing
where different service enhancements and services are needed for different orders.

To add the different mappings

a Click on Service, Service Reference, Service Class, Service Enhancement or Service Format on the left hand side of the
window

b For each mapping table add each of the mappings shown below (if available). To add a mapping type in the code in the Your
code box and select the value in the Transform to box and click on Add.

Each of the mappings for the relevant fields is shown below in a table with how the windows should look after adding the
mappings. If you make a mistake you can click on the Remove button and reenter the mapping (or click on an item to amend it).

Country Code

The country codes do not need to be mapped as One Stop Order Processing produces the correct codes.

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.
Mapping Tables

This infermation sllevs mzking the link between the codes you use in yeur infermation system =nd the codes
used by Despatch Managsr Online

-= Country Cods r Country Code
Servic
Your code: |
Transform to | Select Country Code w
Add
Remove
Q.eek [ Next o
Page 111 of 180 DocVer 1.20

Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk One Stop Order Processing @
Service

Your Code Map To

1STACCOUNT First Class + 1ST AND 2ND CLASS ACCOUNT MAIL
1STDAILY First Class + PACKETPOST DAILY RATE
2NDACCOUNT Second Class + 1ST AND 2ND CLASS ACCOUNT MAIL
2NDDAILY Second Class + PACKETPOST DAILY RATE

SPECIAL Special Delivery + SPECIAL DEL 1PM £500 COMP

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.
Mapping Tables

This infermation allows making the link between the codes

you use in your information system and the codes
used by Despatch Manager Online
r Service
- ce
Service Reference Your Code Map To

1STACCOUNT First Class = 15T AND 2MD CLASS ACCOUNT MAIL

1STDAILY First Class < PACKETPOST DAILY RATE

SHDACCOUNT Second Class + 15T AND ZND CLASS ACCOUNT
MAT|

2NDDAILY Second Clzss = PACKETPOST DAILY RATE

SPECIAL Special Delivery + SPECIAL DEL 1PM £500 COMP

Your code: |

Transform to | Select Service |

Add

Remove

Service Reference

Your Code Map To
Refl Service Reference 1
Ref2 Service Reference 2

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.

Mapping Tables

This information allows making the link between the codes you use in your information system and the codes
used by Despatch Manager Online

o e r Service Reference
=ull
->5ervice Reference Your Code Map To
REFL Service Referencs 1
REF2 Service Reference 2

Your cade: [ il

Tranzfarm to | Select Service Reference |

Add

Remove
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Service Class

Your Code
1

2
D

Map To

First Class (1)
Second Class (2)
Special Delivery (D)

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.

Mapping Tables

This information allows making the link betwsen the codes you use in your information system and the codes

used by Despatch Manager Online

Country Code
Si

Reference
1

Enhancement
Form:

@ Back

r Service Class

Your cade [ |

Transform to | Select Service Class w

Add

Remove

Service Enhancement

Your Code
1
2
3
4
5

EML
REC
SMS
SNE

Map To

Consequential Loss £1000
Consequential Loss £2500
Consequential Loss £5000
Consequential Loss £7500

Consequential Loss £10000

EMAIL (EML)
Recorded (REC)
SMS (SMS)

Email & SMS (SNE)

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.

Mapping Tables

This infarmation allove making the link between the codes you use in your information system and the codes

used by Despatch Manager Online

Country Code

Enhancement
Format

0 Back
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r Service Enhancement

Your Code Map To -~
it Consequential Loss £1000 (1)
2 Consequential Lo
3 Consequential Lo
s Conzeguentizl Lo
5 Consequential Loss £10000 (5)
REC Recorded (REC)
EML EMAIL (EML)
SMS SMS (SMS)
SNE Email & SM3 [SHE) hd
< | &
Vour coda: |
5 1
Transform to Select Service Enhancement %]
Add
Remove
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Service Format

Your Code Map To

F Inland Large Letter (F)

L Inland Letter (L)

M Inland Auto Large Letter (M)

N Inland Format Not Applicable (N)
P Inland Packet (P)

Import Shipments Wizard - Step 4

Step 4: Define table mappings for your layout.

Mapping Tables

This information allows making the link between the codes you use in your information system and the codes
used by Despatch Manager Online

r Service Format

Your Code Map To

M Inland Auto Large Letter (M)

Country Code

N Inland Format Not Applicable ()

F Inland Large Letter (F)
L Inland Letter (L)

Inland Packet (P)

Your code: | |

|
lrour coef——————————

Transform to = Brvice Format v!

Add

Remove

8 When the mappings have been added click on the Next button.
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9 The following definition is shown below. In the Layout Name enter the name for the layout, 1StopOrders and click on Save.

This is shown below:

Import Shipments Wizard - Step 5

Step 5: Confirm layout specification

Layout Name: 1StopOrdars

File Type: Delimiter-separated valuss
Separstor:

Delimiter:

Default Country Code: GB

Service Referance o REF1 : Se

Reference 1
REF2 : Service Refarence 2

Service 1 2NDDAILY | CRL_2
1STDAILY : CRL_1
2NDACCOUNT : STL_2
1STACCOUNT : STL_1
SPECIAL : SD1

Recipient Contact Name 2

Recipient 3

Recipient Addr ne 1 4

Recipient Address line 2 5

Recipient Address line 3 5

Recipient Post Tovm 7

Recipient Postcode 8

Recipient Country Code 9

Referance # 10

Itemns 11

Weight {kgs) 12 12.00 kg

Safe Place 13

Signature 14

Service Enhancement 15 SMS : SMS
EML : EML
3:3
2:2
REC : REC
113
44
SNE : SNE
S

Service Format 16 F:F
MM
Mo N
PP
Lk

Service Class 17 181
D:D
2:2

the existing layout. Enter @ new layout name to create = new layout, or click 'Save’ to
t
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10 To import the delivery details for the orders:

1. Select a file format
Select the 1StopOrders format

2. Select file to import
Type in C:\DMO.csv

3. Import File
Tick Use the postcodes in the batch file to determine the post town.

Click on the Import button.

This is shown below.

£s

Royal Mail Despatch Manager Online
 stivping services | stipments | end of Day | Archive | Addresses | Admin | neto | Log off|
Import Shipments 24/May/2011

r 1. Select a file format

User Defined Formats
© 15top0rders

New & o Delete Layout © Edit Layout @ @

Define a new Shipment import format:
[0 eas= format on sslacted format
Maintain data formats

Maintain mapping tables

r 2. Select file to import

% e
Browse

r 3. Import file
Ignors File's

Use the postcodes In the batch file to determine the post tovn
[ stop import ot =hipmme f
Import ©

Setting up different delivery options in One Stop Order Processing

By default the view has options for

Service Reference REF1
Service 1STDAILY
Service Format You will need to select P (Packet), L (Large Letter),

M (Auto Large Letter)

Using the same value for all shipments

1 Amend the view (click on the Customize current view button (@J)).

2 Select the field to change Selected: box on the right hand side.

3 Click on the Amend field details button.

4 In the Amend field details window type the required value in the Default field value box and click on OK.

Using different values for shipments

You can amend on an individual order by amending the order and changing the value on the Custom Values tab.

If you want to automate this process you can use the following approach:

1 Amend the view (click on the Customize current view button (@J)).

2 Select the field to change Selected: box on the right hand side.

3 Click on the Amend field details button.

4 In the Amend field details window type the required macro in the Default field value box.
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Example macro to use:

To use fields in the macros they must be added to the view. For example, you may want to check the total postage paid. To
check this add this to the view. This can then be checked in a macro.

Use 1st Class post for orders that have paid £3.50 or more for shipping

[$Total P&P%] [<]3.5[1STACCOUNT] [2NDACCOUNT]
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Metapack

For more information in Metapack go to www.metapack.co.uk

1 If you already setup the Metapack view go to step 8.

If you don't have the Metapack view available (in the list of Views) click on Customize Current View button (ﬂl).
2 Click on the Import button.

3 Select the MetaPack .mev file. By default, this will be installed into C: \OSOP\Main\MetaPack .mev.

4 Click on the Import View button.

5 In the Sender Code you should enter your Metapack senders code (given to you when you sign up).
6 The view has now been setup. You will only need to do this once.

7 The Total Weight is calculated using your product inventory. You can manually setup your product inventory, import from a
CSV file or automatically create products when orders are imported. If required you can add or adjust each products weight.

8 Select (tick) the orders to export.

9 Click on the Export Orders button (@) and select MetaPack.

10 This will export the orders to C: \MetaPackData.csv. You can change the filename by selecting the View->Change Export

vi
| e A
" Change Export Options
i —

Options menu option or click on the button to the right of the View selection field (

11 You may want to tick the Add comment to order memo when exported field (in the Export order details dialog) to keep track
which orders have been dispatched. For example, you can add a value of EXPORTED in the field and then use a filter to only
show orders that don't have the word EXPORTED.
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Order Tracking

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

Once order tracking has been setup (see the Track Online options for more information) you can select any of your orders and
upload their tracking information to your website. Customers can be sent an email which will automatically include a link to their
order tracking information (on your website) and/or they can use an order tracking box on your website, where they type in their
order number. You can then update (and upload) their tracking details to notify your customers of the order process.

You can change the information to display in the online tracking form. You can include details about the order and include up to
50 additional custom values specific to your business. This can include fields for you to add in comments or batch numbers or
courier tracking, who packed by etc.. You can also configure the tracking options.
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Additional order handling

If you right click (with the mouse) while on an order an additional menu is displayed. This provides the following features:

Auto totaling

If the field contains a numeric value (e.g. order total) all of the currently displayed orders’ values will be added up and displayed.
If there are any checked (ticked) orders these are also added up. This can be useful if you want to find the total of certain order
values from all of those displayed.

Copying information to the clipboard

If you want to easily export information to another application (e.g. Microsoft Word) you can right click (on the mouse) on an
order and either copy the current item or the entire line to the clipboard. This can then be pasted into any other application.
NOTE: This option is only available if a single order has been selected

Checking and Unchecking selected orders
If you select more than 1 order you can choose to check or uncheck all of the selected orders.

Assigning colours to orders
You can assign one of the defined colours to the selected orders. This colour can be used for filtering the orders.
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Logged on Users

You can see which other computers (users) are current using One Stop Order Processing. You can also send messages to
them when any order issues arise. To do this click the Logged on Users button.

Computers logged on

LCamputers cumently logged on:

FReset Logged on Users

Send message to ather logaed on computer(s) ——

Close

The current number of users logged onto the main computer is shown. If you want to see which computers are logged select the
Tools->Logged on Users menu option. You can also send a message to any other user currently logged onto the same PC. This
can be used to pass on information to someone who has an order locked that you need to work on.

If there are problems with your license being used by another PC on the network you can clear the existing information by
clicking on the Reset Logged on Users button.
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Printing order details as a customised report

If you want to print the current orders as they are shown select the Print Order View menu option (under File->Print menu
option). If you have specific orders selected you will be prompted to see if you only want those orders printed or all the orders
matching the current filter.

When you print the current orders, the current column widths and columns selected are used to print the report. If you want a
report to contain certain information you should add that column to the current view (or create a specific view to print the order
details).

If the orders printed are too large to fit onto a single page they are split over more than 1 page. When the report is printed the
page number and its location in the report is printed on each page. For example, if a report is too wide for a single page and fits
onto 2 pages and there are 2 pages of orders, the page details are printed as:

. Page 1 (Row 1 Column 1)
. Page 2 (Row 1 Column 2)
. Page 3 (Row 2 Column 1)
. Page 4 (Row 2 Column 2)

Using this information you can assemble the report as a single page.

When you print a report of the current orders any fields that contain numbers or prices will be automatically added up and a total
printed at the end of the report. You can configure which columns are totaled by amending their details in the Customise View

dialog (press the Customize view button ( )
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Processing orders

For each selected order you can print, preview, email the Invoice, Packing List or Purchase Order. All the selected orders can
also be marked as shipped, have their addresses formatted or the order tracking details published to a website for order
tracking. If you want to individually ship each item for an order (for example, if an order has 3 items and you only want to ship
one of them), tick the 'Only include ticked order lines' option on the Display options. If you are using this approach the order will
only be marked as shipped, and be given a shipping date when all the order lines are shipped.

You can communicate with your customers by sending them emails to tell them what stage their order is at. Several default
templates are supplied. You can amend these or create your own. Emails can be sent as HTML or plain text.

NOTE: HTML emails can not be sent if you are using a MAPI client (e.g. Outlook). You should use an SMTP server for this. See
the Setup Email for more information on how to do this.
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Options
-
To show the options select the Options menu choice (under the Tools menu) or by clicking on the Options button ( ). The

information that can be configured from the options is described in this section.
Order Display Options

Options &\

Format Addiess ] Email ] Printing Fields ] Tiack Online ] CUmpanyDela\Isl Hepulls]
Order Display I Other 1 Irvoice Dplions] Packing ListDptions] Puichaze Drdeert\ons1

Order Display
" Display all Orders ™ Don't Display Deleted Orders © Only Display Deleted Orders
W Show Refunds I Automatically refresh all arders when an order has changed

Font: MS Sans Seif ghcdeABCDE L] Size: |11

.; (Order selection options
I~ Clicking on order line ticks arder
v Show order lines on packing or picking list with & shipped quantity of zera

I™ Dnly include hicked order lines [untick to include all items on arderf

[This leature is usehul when only certain items need to appear on the packing or picking list
[e.g. far drop shipping)

Order selection colour:  HEMEM | Clicking on columns uses case insensitive sorting

W Only show first 11 ano orders

| When oL are nﬁly éhnwihg the first few arders oL Can press FE ta show all the orders

gk | Cancel I Help

'You can choose how to display orders.

Display all orders
All orders, including deleted orders are displayed.

Don't Displayed Deleted Orders
Only display live, not deleted orders. This is useful if you want to process orders and once complete you delete them. Once
deleted they aren't shown.

Only Display Deleted Orders
This can be useful if you want to archive (move) deleted orders into another site.

By default, deleted orders are not displayed.

Show Refunds
If you want to show refunded orders tick this box. When refunds are shown they can be used to show correct sales (or VAT)
figures.

By default, refunded orders are displayed.
Automatically refresh orders when an order has changed
If you want to redisplay all the orders whenever any changes have been made tick Automatically refresh orders when an order

has changed. You should un-tick this option if you have a large number of orders and want a faster screen update.

Font
You can choose the font and size to use when displaying the order, customer and product details.

Clicking on order line ticks order
To process orders you need to select (tick) all of the orders. You can do this by clicking the box on the left of the order. You can
tick the Clicking on order line ticks order option to automatically tick the order when you click anywhere on the order's line.

Show order lines on packing or picking list with a shipped quantity of zero (0)
If you want to produce packing lists only for items untick this box. If it is ticked (by default) all items on the order will be shown.
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Only include ticked order lines

If you only want to print a packing list for certain products tick this option. This can be used to mask certain items ordered. If you
want to individually ship each item for an order (for example, if an order has 3 items and you only want to ship one of them), tick
this option. If you are using this approach the order will only be marked as shipped, and be given a shipping date when all the
order lines are shipped.

Order selection colour
If you want to change the colour of the hilighted line click on the colour button and select the required colour. You should choose
a dark colour as the text is shown in white.

Clicking on columns uses cases insensitive sorting
When you sort items, by default, uppercase and lowercase words will be sorted differently. If you want all words to be sorted
and the case of the words ignored tick this option.

Only show first n orders

You can limit the number of orders shown. This will show the first n orders. By default, if ticked, it will show the top 1000 orders.
When you click on a column heading it sorts the order information by that field. If you have limited the number of orders shown
the orders will be retrieved again. This may mean that the order previously selected orders won'’t be available.
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Other Options

Fammat Address ] Email 1 Printing Fields ] Track Onling 1 Cormpany Details 1 Reports 1
Order Display ~ Other 1 Invoice Options 1 Packing List Options l Purchase Order Options 1
~Oiders

W Update stock levels when arders are deleted

I DOrly update stock when order is paid

W Automatically purge orders when deleted

1~ Products
v Automatically purge products when deleted
¥ Calculate stock reordering to nearest Pack Reorder Size
Sharing Stock Over Multiple Products (that have the same SKU)
@ Use Main product " Use Product with Stock Control Enabled

1 Customers
I Create same customer account for all customer names at same address
IF you have more than 1 company at the same address untick this option

[ “when finding orders untick all cument orders
“You can use F4 to search far orders from the fist arder [top of the orders window]

I iilse Retail Invoices, Packing Slips and Purchase Drders [show tax inclusive valuesk

Ok I Cancel Help

Orders

Update stock levels when orders are deleted
If you are using Stock Control and want to return any items to those available when an order is deleted tick this option. If you
then undelete the deleted order the stock will be removed again.

Only update stock when order is paid
If you only want to adjust the stock levels when orders are paid tick this option. When you mark the orders as paid it will then
adjust the stock.

NOTE: If you tick this option and you are using automatic stock levels you should select the Products->Stock->Recalculate
Stock Reorder Levels. You will also need to manually select the Out of Stock Report.

Automatically purge orders when deleted
When you delete orders they are not removed (by default). They are not shown and are not included in operations. However,
the orders can be undeleted. If you want to always remove orders whenever they are deleted tick this option.

Products

Automatically purge orders when deleted
When you delete products they are not removed (by default). They are not shown and are not included in operations. However,
the products can be undeleted. If you want to always remove products whenever they are deleted tick this option.

Calculate stock reordering to nearest Pack Reorder Size

When you let One Stop Order Processing automatically calculate the stock reorder levels tick this box if want this value to be to
the nearest Pack Reorder Size (setup on the Product's Stock tab). If you want this calculation to show the exact amount to
reorder untick this option. When you produce the stock reorder report this will always show the amount to reorder to the nearest
pack size.

Sharing Stock Over Multiple Products (that have the same SKU)

When you want to use different SKUs for products and want to share the stock over the different SKUs you need to define
multiple products that all have the same main SKU but different Order Type SKUs. You need to assign a single product to
manage the stock. You identify this product by either using the first product created or by ticking the Use Stock Control option on
one of the products.

Customers

Create same customer accounts for all customer names at same address

When orders are created an account for that customer is created. By default, all customers (names and company names) at the
same address are grouped together. If you want to have a separate account for all customer and companies even at the same
address untick this option.

When finding orders untick all current order
When you look for orders using the Find button (or F3) by default it leaves all the other orders currently ticked. Also when an
order is found it ticks that order. If you only want the order that you are looking for ticked tick this option.

NOTE: You can also use F4 to search for orders. This will always look for orders from the first order listed rather than the last
order found.
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Use Retail Invoice, Packing Slips and Purchase Orders (show tax inclusive values)
By default, prices don't show the VAT in the item prices. If you want to show the tax included in the items tick this option. This is
mainly for Retail invoices.
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Invoice, Packing List and Purchase Order Options

Purchase Orders are available in Standard, Premium and Enterprise versions of One Stop Order Processing

COptions @
Email | Printing Fields | Track Online ! Company Details | Reports I
Order Display Invoice Options | Packing List Options I Format Address

~ Printerto send requests to:
I\\Santeﬂ\HP Officejet Pro K5400 Series _v_l ¥ Auto close print dizlog
™ Output to printer every [10 pace ™ Only prirt i not already printed
Print page configuration:
Change page layout |Templates InvaiceIntLab.html I
I~ Use a differert layout for each site I™ Ink/Toner Saver mode

[~ Hidight order quantities greater than 1 _1
1~ Stationery to use:
" Standard layout
" Document enclosed wallsts

@ Integrated labels (available from www intearstediabels co uk)

™ Other |Shipp\ng Labels - Avery 8180 - 21 labels per sheet ;]

| The values below can be changed to comect any page printing alignment issues

Width: (1000 Header height: IH] Message height: (300
Tk ] Cencd | Hep |

There are certain options related to each report type (Invoice, Packing List and Purchase order). These are:

Printer to send requests to:
Select a printer to use. You can print the Invoice and Packing List on different printers. The Invoice and Packing List are printed
using Internet Explorer. If you tick Auto close print dialog you can print by using a single click.

You can also print orders in batches. If you are printing a lot of orders you may want to send them to the printer in groups, of say
10 orders. For some printers they work in a slightly better way if they receive information in smaller batches. To use this feature
tick the box, Output to printer every option. You can then type in the number of pages to print each time.

Print page configuration
After you select the type of stationery to use you can use the default template or change it by using the Change page layout
button.

Standard layout A normal sheet of A4

Document enclosed wallets After printing fold the paper 3 times to get the address in the correct location to place into a
document wallet

Integrated labels Print onto an A4 sheet with a single peel off label to place onto the package (paper available from
www.integratedlabels.co.uk)
Other Additional invoices and packing lists are supplied. These contain special features, for example,

printing 2 orders per packing list.

The definitions of these additional files are stored in the IL_1StopTemplates.ini files. You can add
your own formats, packing lists and invoices by using this file.

If you want to use less ink on the printed Invoice, Packing Lists or Purchase Order tick Ink/Toner Saver mode. This removes
some of the solid black and colour areas in the Invoices and Packing Lists.

You can also have products on orders hilighted if more than 1 has been ordered. By default it displays the order quantity in
larger text in red. You can click on the ... button to change the html used if required.

NOTE: If you are using Purchase Orders and want to use supplier information you should tick Use Supplier details (and select
the supplier number to use for each order).

Printing configuration values

The invoice and packing list are designed for a standard printer. If you have any problems with the page text printing too large
increase the Page width value. If you have alignment problems with labels adjust the Page message height and Page header
height.
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The printing is done using Microsoft Internet Explorer. You can configure Microsoft Internet Explorer in the following ways to
improve the print layout.

You can remove the text displayed at the top and bottom of the invoice and packing list by removing the text in the Headers and
Footers options in the Page Setup page (under the File menu).

|

Paper
Size

I :

44 (210 297 mm) -

Souice:

Headers and Footers

Header

Footer

Crientation Margins {millimeters)

(@ Portrait Left 19.05 Right: ~ 19.05
(") Landscape Top: 19.05 Bottom:  19.05

==

If the images and shaded areas are not shown when printed you should make sure that the Print background colors and images
is turned on (ticked). The Printing options are in the Advanced tab in the Internet Options (under the Tools menu).

Internet Options

T (R

| General | Security I Privacy | Content | Connections | Programs | Advanced

Settings

[] Show image download placeholders -
Show pictures
Smart image dithering
@ Printing
1 search from the Address bar
) Do not search from the Address bar
@ Justdisplay the results in the main window
g Security
[] Allow active content from CDs to run on My Computer=
[7] allow active content to run in files on My Computer®
[7] Allow software to run or install even if the signature is invi
Check for publisher's certificate revocation
[¥] Check for server certificate revocation™ A
< mm | 3
*Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explorer settings
Deletes all temporary files, disables browser
add-ons, and resets all the changed settings. —

You should only use this if your browser is in an unusable state.
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Advanced options

When amending the existing Invoice and Packing List layouts you can use the macros, defined in the Macros to use in Emails,
Printing and Order Tracking section.

Printing more than 1 order details on a single page
You can put up to 64 orders onto the same sheet of paper. This can be used for sheets of labels or more efficient packing lists
or reports.

To use this feature you must be the macro #Nx#n# somewhere on the page. Where n is the number of orders to put onto this
page. For example, #Nx#8# will put 8 orders on a single page.

If you are using HTML layers you must put the macro #PT# at the end of the page. This will stop more than 1 page being printed
onto the same page. The supplied Avery labels use this technique.

When you have put one (or both) of these macros on the page you can use the following macros with the order number required
to print onto the page. This will make sure that different orders are displayed on the same page.

For example to display the customers name use [$INV_CUST_NAME#1#%], [$INV_CUST_NAME#2#%],
[$INV_CUST_NAME#3#%] etc..

$SINV_ADD#n#%]
DEL_ADD#n#%]
ORD_NUM#n#%]
ORD_DATE#n#%]
INV_CUST_NAME#n#%]
INV_COMPANY#n#%]
DEL_CUST_NAME#n#%]
DEL_COMPANY#n#%]
INV_CUST_NAME#n#%]
INV_COMPANY#n#%]
INV_TEL_NUM#n#%]
INV_FAX NUM#n#%]
INV_EMAIL#n#%]
INV_ADD LINEl#n#$%
INV_ADD LINE2#n#$%
INV_ADD_LINE3#n#%
INV_ADD LINE4#n#%
INV_COUNTY#n#%]
INV_POSTCODE#n#%]
INV_COUNTRY#n#%]
INV_BUYER_ID#n#%
DEL_CUST_NAME#n#
DEL_COMPANY#n#%]
]
]

A0 00 o° o O O° O A O O o o° O° o° o o o\° o\° o\°

o\°

]
%]

o° oo

o\°

DEL_TEL_NUM#n#%
DEL_FAX_NUM#n#$%
DEL_EMAIL#n#%]
DEL_ADD_LINEl#n#%]
DEL_ADD_LINE2#n#%]
DEL_ADD_LINE3#n#%]
DEL_ADD_LINE4#n#%]
DEL_COUNTY#n#%]
DEL_POSTCODE#n#%]
DEL_COUNTRY#n#%]
DEL_BUYER_ID#n#%]
SALES_SOURCE#n#%]
ORD_NUM#n#%]
ORD_TRANS_ID#n#%]
ORDER_ID#n#%]
INVOICE_NUM#n#%]
CHECKOUT_DATE#n#%]
ORD_DATE#n#%]
INV_DATE#n#%]

PAY DATE#n#%]
$DISPATCH_DATE#n#%]
SLISTED _ON#n#%]

A0 o0 o o O° A° A A A O O A A° O A° O o° oe

o\

[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
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$SPAYMENT METHOD#n#%]
POSTAL_SERVICE#n#%]
PAYPAL_ ID#n#%]
VAT_NUMBER#n#%]
CURRENCY#n#%]
PO_NUMBER#n#%]
TOTAL_WEIGHT#n#%]
DELIVERY_INSTRUCTIONS#n#%]
FEEDBACK_LEFT#n#%]
FEEDBACK_RECEIVED#n#%]
NOTES#n#%]
ORD_SUB_TOTAL#n#%]
ORD_SUB_TOTAL_TAX#n#%]
ORD_PNP#n#%]
ORD_PNP_TAX#n#%]
ORD_INSURANCE#n#%]
RD_INSURANCE_TAX#n#%]
RD_TOTAL_TAX#n#%]
%ORD_GRAND_TOTAL#n#%]

o° o o° o o\° o\° o0 o° o o° o° o° oo oP o\° o\°
O O

o\°

[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[

For order lines you use the order line followed by the order number. For example, the first line (item) of an order for order 3
would be [$ITEM_ID1#3#%].An example of this is used in the PackingListIntLab20rders.html packing list (2
orders per packing list using 2 labels).

[$SITEM_IDN#n#%]
[$ITEM_TITLEN#n#%]
[$ITEM_SKUN#n#%]
[$ITEM_QTYN#n#$%]
[$ITEM_PRICEN#n#%]
[$SITEM_VAT_ RATEN#n#%]
[$ITEM_TAXN#n#%]
[$ITEM_TOTALN#n#%]
[$ITEM_WEIGHTN#n#%]
[$ITEM_SHIPPED_QTYN#n#%]
[$ITEM_PRICEN#n#%]
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Printing Fields Options

When you print invoices, packing lists or purchase orders you can pickup the standard order information using the macros
defined in the Macros to use in Emails, Printing and Order Tracking section

In addition to these macros you can define others. These are replaced with the values just before printing. A macro can contain
company information defined in the Company Details options. You can also display different values for different field values.
This can be used to display a different PPl (1st or 2nd class) based upon the shipping choice. This is explained at the end of
this section.

Several default Macros are defined. These provide information to be put into the default invoice and packing list templates. You
can also change the order that macros are processed. This allows you to change the values based upon certain criteria. For
example, you may want to show a certain image if the Listed On is Ebay, but if the address is in France change the image to
something else.

Options =)

Order Display | Invoice Options | Packing List Options | Purchase Order Options |
Format Address | Email Printing Fields | Track Oriine | Company Details | Reports
- Addtional information to prirt: 1

Macro to use

T%INV_LABEL_TEXT%] _Invoice label texd ‘Sertt by [ACOMPANY_NAME%]
[4DEL_LABEL_TEXT%] Delivery label text Sert by: [%COMPANY_NAMEX%]
[%MSG_TEXT%] Generl messagetet Thank youfor shopping with us
[%FOOT_TEXT%] Footer information <div align="center">[-COMPANY_
[ALABEL LOGO%] Logo to put onthe lab...  C:\osop\main\blank of
[ZLABEL_PPI%] Printed Postage Impre...  C:\osop\main\blank of

< i ] v

Fields are used in order shown above, e.g. to check Postal Service before Country

J Move down Add ] Da\ae_] Edt |
~Including Country in address detais: - ~Widih of Addresses: -
" AMwaysinclude ¢ Donetinclude @ Onlyinclude i not UK || 35

0K | Canedl | Heb |

Including Country on address details
When you use an address macro ([%INV_ADD%], [%DEL_ADD%] or [%%SUPPLIER_ADDnN-n%%] you can choose to include
the country name for the UK. Use either the Always include, Do not include or Only include if not UK option.

Width of Addresses
When either the ([%INV_ADD%], [%DEL_ADD%] or [%%SUPPLIER_ADDnN-n%%)] macros are used you can set the maximum
width of a line in the address. If the address line is greater than the width given it is moved onto the next line of the address.

You can edit or delete the existing macros. You can also add your own macros. If you add or edit a macro you are shown the
following screen.

Printing Field X
Macioto use:  [[%LABEL_PPI%) ~|
Diescription: |F‘rinted Paostage Impression [PPI] image file (as a JPG or GIF)

Walue: ]C:\MoleEnd\Source\‘I StoplrdershaintDebughPRIAY _J Presvigw Image i

Create PP

ROYAL MAIL

POSTAGE PAID GB
Avaogs

if the ather macra choices are not used)

[ Default new printing field details to last printing field details

Type: Local Filename |
— Only use this Macro if.. 1
| |Postal Service l.l eguals:
| ]Next Day

| *ou can choose when to st ng values | [e g louwsea

different PPl image far different shipping values. 'v'ou will need ta create a different Macra
definition for each different choice). Leave these values blank to always substitute this value (or

Cancel
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Macro to use:

The text that appears in the Invoice or Packing List. If this appears the Value is replaced. You can enter your own macro names
if required (you will need to add the values to the Invoices etc.)..

NOTE: These macros can also be used in Emails and Online Tracking.

If you are using the Macro [$LABEL_PPI%] you can create a PPl image by clicking on the Create PPl button.

Create PP|

~ Clazz of PPl [Printed Pastage Impression]:
* st Class " 2nd Class

Pl Number (=g CR1234) - [avansg
LCreate PPI Cancel

Select 1st or 2nd class and type in the code given to you by the RoyalMail. When you click on Create PPl the image will be
created anda asigned to the Macro.

Description:
The description of the macro. Default macros are created. You can also add your own. Use text that is meaningful to the person
entering values.

Value:
The value that will be used when replacing the Macro. This can be text or a text, html or image file.

Text
The Macro is replaced by the text.

NOTE: The Value can contain other Macros. For example, Ebay Info: [$FEEDBACK_LEFT%], [$FEEDBACK_RECEIVED%].

Local Filename
If the filename is an image file the file is displayed. If the file ends with .txt, .html or .htm the file is copied into the Invoice or
Packing List. This can be useful for standard information, for example, your terms and conditions.

When you are using images from files and are using a networked version of One Stop Order Processing you should make sure
that the files are available on your network. A good way to do this is to put your files into your C: \0SOP\Main directory (folder)
and reference the files using the network path. An example of how to do this is described below:

1 Install the software into the default location on the main PC, Cc: \0soP. In this example the main PC is
called sERVER. Replace the name SERVER with your main PC's name.

2 Share the main directory C: \0SOP as 0SOP (see Change Site for more details on how to do this)

3 Put all of your images to use in invoices etc. into C: \0SOP\Main (e.g. put logo. jpg into
C:\0SOP\Main).

4 When using any files as Macros (e.g. logo. jpg) use \\SERVER\OSOP\Main\logo. jpg.

Internet Filename (weblink)

This is an image on a website (.gif, .jpg, .jpeg, .png). For example, your company logo. It is a good idea to use an image from a
website if you are using this for sending emails as the image will not be attached to an email, but a website link will be
displayed.

Only use this Macro if:

If you only want to use this macro value under certain conditions you can use this option. You can test a particular value of the
order being printed. You can also use other conditions (e.g. Grand Total is more than a certain amount, or country is not France)
you can also use <, >, =, # before the value to check. These meanings are described below.

Use this macro if the value is greater than (or equal to) that given. For example, >12.52 means include these details if the
value is greater than or equal to £12.52 (the currency is not needed).

Use this macro if the value is less than (or equal to) that specified. For example, <1 means only display the text (or image) for
values of 1 or less.

= Use this macro for exact values. For example, =100 means only display for values of 100.

Use this macro when you want to include the text or image for values that are not equal to that given. For example, #5 means
show the text or image for all values except 5. #France means is not France.

NOTE: If you do not specify a condition (=,#,< or >) equals (=) is used.
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You can use single values, listed below or 2 conditions at once (i.e. AND). The conditions listed below with an AND should have

the 2 values to be checked together separated by an AND.

For example, if you wanted to use a certain PPI for the UK and 1st Class you would select Postal Service AND Delivery

Country and have avalue of First Class AND United Kingdom.

NOTE: Rather than using AND you can also use &&, + or || to separate the 2 values.

The values to check are:

Postal Service

Delivery Country

Invoice Country

Payment Method

Shipping Instructions

Postal Service AND Delivery Country
Postal Service AND Listed On
Invoice Name

Invoice Company

Invoice Telephone No.

Invoice Fax

Invoice Email

Invoice Address Linel

Invoice Address Line2

Invoice Address Line3

Invoice Address Lined

Invoice County

Invoice Postcode

Invoice Buyer ID

Delivery Name

Delivery Company

Delivery Telephone No.
Delivery Fax

Delivery Email

Delivery Address Linel
Delivery Address Line2
Delivery Address Line3
Delivery Address Line4
Delivery County

Delivery PostCode

Delivery Buyer ID

Sales Source

Sales Num

SubTotal

Total Tax

Total PnP

Total PnP Tax

Insurance

Insurance Tax

All Total Tax

Grand Total

Order Date

Checkout Date

Payment Date

Dispatch Date

Invoice Date

Invoice Number

Feedback Left

Feedback Received

Notes

Listed On

Transaction ID

Order ID

Currency

VAT Number

Paypal ID

Purchase OrderNum

Weight
Custom Value
Custom Value
Custom Value
Custom Value
Custom Value

g W N
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Custom Value
Custom Value
Custom Value
Custom Value 9

Custom Value 10
Custom Value 11
Custom Value 12
Custom Value 13
Custom Value 14
Custom Value 15
Custom Value 16
Custom Value 17
Custom Value 18
Custom Value 19
Custom Value 20
Custom Value 21
Custom Value 22
Custom Value 23
Custom Value 24
Custom Value 25
Custom Value 26
Custom Value 27
Custom Value 28
Custom Value 29
Custom Value 30
Custom Value 31
Custom Value 32
Custom Value 33
Custom Value 34
Custom Value 35
Custom Value 36
Custom Value 37
Custom Value 38
Custom Value 39
Custom Value 40
Custom Value 41
Custom Value 42
Custom Value 43
Custom Value 44
Custom Value 45
Custom Value 46
Custom Value 47
Custom Value 48
Custom Value 49
Custom Value 50

@0 J O

If you wish to use your own order processing procedures you can use the custom order values

Example 1, how to use a different PPI for orders.
If you define the 3 following macros, you can display a different PPI for 1st Class, 2nd Class and nothing for international orders.

Macro Name Value Only use this Macro if... equals
[$LABEL_PPI%] RoyalMaillstPPI. jpg Postal Service 1st Class
[$LABEL_PPI%] RoyalMail2ndPPI. jpg Postal Service 2nd Class

[$LABEL_PPI%]

Example 2, how to display additional text on the packing list or invoice for certain orders
If you define the following macro, you can display a Please send Special Delivery (in bold) on the packing list for orders that
have a value more than £10. You will also need to add the text [%sEXTRA_SHIPPING_TEXT%)] to the Packing List (or Invoice).

Macro Name Value Only use this Macro if... equals
[$EXTRA_SHIPPING_TEXT%] <B>Please send Special Delivery</B> Grand Total >10

Default new printing field details to last printing field details
If you are creating a Printing Fields with slightly different details you can tick this option to default all values from the last Printing
Fields amended.
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Emailing Customers Options

You can send information to your customers based upon the selected orders. There are several templates supplied with One
Stop Order Processing. These can inform your customers that the order has been received, payment has been received, order
has been shipped and order has been delayed. These can be amended or new ones created.

Options Q
Order Display | Invoice Options I Packing List Options I
Format Address Email Printing fields I Track Online I Company Details
[~ Email Templates
Orders received

CityLink
Business Post
Setup Email l Test Send Hew l Delete Edit l
~ Email Text:
Dear [%INV_CUST_NAMEZ], -

'Your onder has been shipped -

~Sending options:

™ Send emails in batches

Email Templates
When each template is selected the email text is shown in the Email Text area. It can be amended by pressing the Edit button.
You can delete a template by pressing the Delete button. To create a new blank template press the New button.

To configure how the email will be sent click on the Setup Email button. For more information refer to the Setup Email section.

Once you are happy with your template you can send a test email to a specific email address. This would normally be your
email address. The order details are filled in with example data.

By default, you are asked before every email is sent. If you want to turn this feature off you should un-tick Ask before sending
every email.

NOTE: You should make sure that you have selected the right customers and correct template before sending any
email. If you are unsure tick Ask before sending every email.

Sending emails in batches

If you have any problems with your email server (or ISP) when you send a large number of emails at once, you can limit the
amount of emails sent at once. Tick the Send emails in batches option and select the number of emails to send at once and how
long to wait between sending that number of emails. Normally a 5 second delay is sufficient to resolve any sending issues.

Creating and Amending Customer Email Templates

" Email ===

Hare: Suppliers

Subject IEIrder Despatch [20RD_MUM]

© Sendto customer email address ¢ Prompt for email addiess  ( Use O email address

@ Send to product supplier's emai address  CC: |

-~ Message:
Bl Change..||Purchase order for [ZINV_CUST_MAMEX] [%2DRD_NUMZ] -
< mn | 3
Store Message as: |E AOS0PMaintSuppliersPO bt
-~ Attachment
™ Send asZip file
[ Include Report & |nyoice. € PackingList € Puchase Dider € Custom report
Custorn repart to use: i o
Eomat: [Hymer Text Markup Larguage HTML] |
™ Include Fil [
Edit email before rending:
(f-‘ Don't edit  Edit € Edit using external editor (2.0 Notepad)] ‘

[¥ &dd comment to order mema when sent: [itch to [5UPPLIER_NAMET-1%] [Z0RD_NUMz]

[v Add email to order memo when sent

Orly send email f not leady sent
’7|_ Checkflag (% Ordershipped € Feedback € Value 2  Valueg 4 ‘

| concel
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Name
The template name is your own name that is used to identify the template to use to send emails. This name is not sent as part of
the email.

Subject
The subject that is displayed in the email. You can use order specific information by using certain words. These are explained in

the Message section (below).

NOTE: If you want to edit the email subject before sending put the text [$EDIT%] at the start of the email subject. When you
send an email you are then shown the email subject and can make any changes required. For example, to allow the subject
entitled Order [%ORD_NUM%] has been shipped to be edited before sending change the title to be [$EDIT%]Order
[$ORD_NUM%] has been shipped.

Who to send email to
When you send a customer email you can choose who to send it to:

Send to customer email address
The customer invoice address from the order is used.

Prompt for email address
A dialog is displayed before the email is sent prompting you for an email address.

Use CC email address
The email address entered into the CC field is used.

Send to Product supplier's email address

If you are using suppliers and want each supplier to receive an email for the product's that they sell (to despatch to your
customer) use this option. You will need to use the relevant macros for suppliers (described in the Macros section further down).
You can also use the Suppliers template.

CC

You can also send the email to a 3" party. This can be used to notify other areas of your company of the order. If you want to
send the email to more than 1 email address you can separate the emails with a semi-colon (;). For example,
WareHouse@Email.com; Accounts@Email.com.

Message
The message to send in the email. When you enter a new name to store the email text (in the Store message as control) and

press the Change button you are asked if you want a default HTML or plain text email. This is created with all available order
specific words available. The ones not required can be removed. These are described below. When you amend your email text
you can choose the editor to use. Notepad is generally satisfactory for plain text emails. If you are creating html emails you can
use your desired editor (e.g. Dreamweaver or Microsoft Word).

When the email is sent they are replaced with the information specific to the order. If you want to send more detailed information
to the customer you can attach their Invoice or Packing List.

The macros that can be used are shown in the Macros to use in Emails, Printing and Order Tracking section.

Attachments

You can also attach other information to the email. These can be sent as they are or in a zip file. You can either select the
customer’s invoice or packing list (as an HTML file) or another report.

You can also attach other files. These can be used to include other information specific to your company (e.g. Terms and
Conditions). If you want to send more than 1 additional file you simply separate the files to send by a semi-colon (;). For
example, C:\Admin\TAndC.txt; Offers.html. You can send up to 19 attachments in this way.

Edit email before sending
If you want to verify or edit an email before sending the email select either Edit or Edit using external editor. If you are using an
HTML template this will always use the external editor.

Add comment to order memo when sent

When the email is sent the comment is added to the memo field in the order. This can be viewed from the order details memo
page. The time and date when sent are also added. You can use any fields used in the message. The comment defaults to the
email subject.

Add email to order memo when sent
You can keep a history of all the emails sent to your customers by ticking this option. It places the emails in the memo tab of the
order. You can have up to 20,000 characters in the order's memo tab.

Page 137 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk One Stop Order Processing @

Only send email if not already sent

If you want to make sure that you only send an email for an order once, tick the Check flag. You can then select which flag this
template uses to check if an email has been sent. Normally the Order shipped and Feedback emails are used for each order.
There are 2 additional flags that can be used for other associated emails.
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Track Orders Online Option

This feature is available in Standard, Premium and Enterprise versions of One Stop Order Processing

Once set-up you can easily upload the selected orders’ tracking details to your website. The information given can be used for
customers to track their own orders from your website and also for you to include a link in you despatch emails.

Options =)

Order Display | Invaice Options | Packing List Options |
FomstAddess | Emal | Piningfieds  TrckOniine | Company Detais

‘ Please note that these details are for the cumertly selected site.
You need to set-up these details for each ste

~Serverto upload Order Tracking Detailsto (FTP detail) ————————————————
Server: [www Directory: | Arack ¥ Use passive FTP

The directory must only be used for Order Tracking {1 =. reats a new directory) and must ot
be your main directory (¢.g. website oot directory). Make sure that only YOU have permissian
|to wite to and browss the directory. (Otherwise anyone can see the number of orders that you

Usemame: Password:

Webste adress for Ordsr Tracking Detais: [tp://a frack
- HTML Tracking templates:

Show Onder details: IC:\O SOP\Main"Order Tracking.html

Invalid Order: ~|C-\0SOPMain'\Order TrackingFaied himl

Show HTML to use to allow your customers to track their own orders on your website

[V Ask before creating tracking details for each order Purge all Order Tracking links

I¥ Add comment to order memo when tracked JTmckmg details sent to website:

0K | Cancel |  Heb |

Server to upload Order Tracking Details to (FTP details):
Normally you would host the tracking details on your server. However, you can put them onto any server as there are no links to
any specific locations.

The Serveris your FTP server name (normally supplied by your hosting company). The Directory field is used to specify the
location once logged into your server. You would normally enter the tracking directory so would enter track. However, if your
server is used to host multiple sites you may have additional folders to enter, for example, mysite/track. The Username and

Password are the FTP details supplied by your host.

Website address for Order tracing Details
This will normally be very similar to your FTP details. You must put http:// in front of your website details and include the
directory where the files will be uploaded to.

HTML Tracking templates

You need to select an HTML template to show with the order information and another when the entered order number is invalid
(used when customers use your website’s tracking page). The default templates can be used to show basic tracking information.

The Show Order details default template shows the order number, order date, shipment date and a custom field. You can add
the following fields in to the order details.

NOTE: It is not recommended to give any more information than is necessary in the template as it possible that anyone
who can guess an order number can view the information.

You can change the template to use any of the following values shown in the Macros to use in Emails, Printing and Order
Tracking section.

The Invalid order template is simply an HTML page that is displayed when the order can not be found on your website. The
default page can be amended if you want to include additional information, for example, your telephone number.
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Show HTML to use to allow your customers to track their own orders on your website

If you click on the link a page will be displayed with the HTML that can be copied directly into one of your existing pages or your
website pages. An example of the produced HTML shown below:

<script type="text/javascript">
function ME_Track ()
{

var xmlHttp;

try
{
xmlHttp=new XMLHttpRequest () ;
}
catch (e)
{
try
{
xmlHttp=new ActiveXObject ("Msxml2.XMLHTTP") ;
}
catch (e)
{
try
{
xmlHttp=new ActiveXObject ("Microsoft.XMLHTTP") ;
}
catch (e)
{
alert ("Please update your browser to a newer version");
return false;
}
}
}
sAdd =

"http://www.farnwo82.biz/track/"+"_ME_"+document.getElementById ("ME_OrdNum") .value+".html";
xmlHttp.open ("HEAD", sAdd, true);
xmlHttp.onreadystatechange=function/()
{
if (xmlHttp.readyState == 4)
{

var value;

if (xmlHttp.status != 200)
{
sAdd = "http://www.farnwo82.biz/track/OrderTrackingFailed.html";

}

var
WinTest=open (sAdd,"", "width=600, height=400, toolbar=yes, menubar=no, scrollbars=yes");

if (! WinTest) {alert ("A popup blocker was detected. Please\ndisable popup
blocker to open window.");};

}
}
xmlHttp.send(null);
}
</script>
<p>Enter your order number:<br>
<input 1d="ME_OrdNum" type="text" size="20" name="text"/>
<br>
<input type="button" value=" Track" onclick="ME_Track()"/>
</p>

If required you can amend this template to suit your specific needs.

Ask before creating tracking details for each order
When you first use this feature you may want to confirm each order that is having tracking details uploaded.

Purge all Order Tracking links
To clear down any order details that have been uploaded to your website click on this button.

NOTE: This option will remove all files that are in the filter: _ME_*.html (in the specified Directory).

Add comment to order memo when tracked.
You can add a line to the order’'s memo field when the details are uploaded. This can be used to provide confirmation that the
information has been uploaded.

Additionally if you do not want this feature being used you can disable it in the Available Features.
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Format Address

You can choose to format the customer delivery and invoice addresses from any orders that have been received. You can
choose to use the following formatting methods on each of the 10 (optional) lines that the user can enter for his address on the
website.

Capitalize
The first character at the start of each word is turned into uppercase. For example, if someone enters melrose road, this would

be changed to Melrose Road.

UPPERCASE
All the text in the line is changed to uppercase. For example, if the postcode is entered as sw19 2tt, this would be changed to

SW19 2TT.

To have no formatting on an address line untick both boxes.

X
Order Dizplay ! Other | Invoice Options | Packing Ligt Options |
Format Address l Frinting Fields I Company Details I Reportsz i
= Delivery Address Invoice Address
UPPERCASE Capitalize UPPERCASE Capitalize
Buyer ID H v I v
Hame r 2 | 2
Campany I v i v
Address Line 1 | | =2 || v
Address Line 2 | v r v
Address Line 3 .| v .| =2
Address Line 4 B i~ - i
County/State r v 1 v
PostcodeZip I+ { v i
Country I icd i v
v when copying customer address include email and telephone number(s)
|T hiz feature iz used when vou use the 'Copy address to clipboard’ buttan in the order's
jcustomer details tab
QK | Cancel | Help ‘

If you would like to change the formatting on specific names or words press the Exceptions button.

Exceptions — M
— Provide multiple capitalization of names that start with: ——
M
0
Add.. Hemave LChange

|| Do not format these waords:

Add.. I F!gmovei Changei

Ok I Cancel I

The top box lists all the possible starting letters for names which have multiple capitalizations. The default words entered handle
the surnames MacDonald, McDonald and O’Leary or any surname starting with Mac or Mc or O'.

The lower box can be used to add words that do not require any formatting on them. The default is the word UK.
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When copying customer address include email and telephone number(s)

When you view a customer's order details you can copy the details to the clipboard. If you do not want to include the email and
telephone details untick this option.
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Company Details

Your Company Details can be shown on Invoices, Packing Lists and Purchase Orders. You can also include these details on
your Emails and Online Tracking information. The entered Company Details are replaced in the Invoice, Packing List, Purchase
Orders, Emails and Online Tracking by using macros.

The Company Details are associated with each site. Using this approach you can use the same templates for more than 1 site
each having different Company Details.

Options - - ]
Order Display | Invoice Options | Packing List Options |
Fomat Addess | Emal | Frnting Filds | TrackOrline  Company Details
Seler ID: [ [COMPANY_ID%]
Corttact Name: | [-COMPANY_CONTACT%]
Company: - | [%COMPANY_NAME¥]
Phone [ FECOMPANY_TEL%]
Fag [ [ACOMPANY_FAX%]
|| Emai: [ FZCOMPANY_EMAIL%]
Website [ FACOMPANY_WEBSITE]
VAT No. [ [HCOMPANY_VAT%]
Reg No.: [ [HCOMPANY_REG%]
Address line 1: [ [ACOMPANY_ADD1%]
Address line 2 [ [“COMPANY_ADD2%]
Address line 3: [ [ZCOMPANY_ADD3%]
Address line 4: [ [ZCOMPANY_ADD4%]
Courty: [ [HCOMPANY_COUNTY%]
Fost code: [4COMPANY_POST_CODEY]
Courtry: [ [ECOMPANY_COUNTAYZ]
Cancel | Hep |

The macro shown after each field is the text to type into a template to use this value. For example, the footer text for the invoice
can be

[$COMPANY_ NAME%] [%COMPANY_ADD1%] [$COMPANY ADD2%] [%COMPANY_ ADD3%] [$COMPANY ADD4%]
[$COMPANY_POST_CODE%] Tel: [$COMPANY TEL$%] | Email:[$COMPANY EMAIL%]|VAT No: [%$COMPANY_VAT%] |Reg
No: [$COMPANY_REG%]

which shows all the relevant company details using the entered values in the Company Details Options.

The Company Details macros are:

Macro Description

[$COMPANY_ID%] Company ID. This is normally your username ro shop name on the relevant websites
[$COMPANY_CONTACT%] Person or job title of person to contact for any order issues
[$COMPANY_ NAMES] Trading name of your company

[$COMPANY_ TEL%] Customer services telephone contact number

[$COMPANY FAX%] Customer services fax number

[$COMPANY EMAILS%] Customer sales email address

[$COMPANY WEBSITE%] Your main company website

[$COMPANY_VAT$%] Your VAT number (if you have one)

[$COMPANY_REG%] Your Company registration number

[$COMPANY ADD1%] First line of your address

[$COMPANY ADD2%] Second line of your address

[$COMPANY ADD3%] Third line of your address

[$COMPANY_ADD4%] Fourth line of your address

[$COMPANY_COUNTY%] Your address county

[$COMPANY POST_CODE%]  Your address postcode

[$COMPANY_ COUNTRY%] Your address country
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Report Options
Stock and Profit Reports are available in Standard, Premium and Enterprise versions of One Stop Order Processing
Options |z‘

DrdarDisp\ay} Otker I Invoice Dptinns} Packing ListDplinnsl Purchase Dldeletinns]
Format Address ] Email 1 Printing Fields 1 Track Online 1 Company Details ~ Feports

1~ Picking List: -
v Show Orders [ Show Time in Order Details
i~ Sort by
& ltem SEL/Title " Bin/Location [as text] ¢ Bin/Location [as number]
" Customer £ Order Mumber
| Prinit tor [\\server2\HP Otficeist Pro K5400 Series ~| W fuioclose piint dialog
T ——
-G Sales by: 1
I~ Show Orders ro.up G .y
I Show Time i Dider Detale || Delivery: Delivery Country ;J
| Pt to 1FIayF|uum ,L] ¥ Auto clase print dialog

i~ Stock: Eon o

@ ltemSEL  © Suppler

| Pririt te ]\\serverZ\KUNIEA MINOLTA mc4650 FCLE Lj ¥ Auta close piint dislog

1~ Prafit:
I~ Show Products

| Prinit tor | CutePDIF Wiiter x| ¥ Auo close print dizlg

0K I Cancel I Help I

You can define certain options for reports. This section explains how to configure each report.
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Picking List

You can produce a report of all the products that need be packed for groups of orders. This will make it easier for you to pack
groups of orders.

Show Orders

If you tick this option you can show the orders that the product is included in. Once you have collected all the orders you can the
use this information for distributing them to the order packages. There is a comment field in the report that can be used to
indicate that the item has been packed.

Show Time in Order Details
When the order details are shown you can also include the time of the order. For most order processing tasks just the date is
sufficient.

Sort by:

You can display the items to be picked in different ways, by product and Bin/Location. If you use numeric bin numbers you
should select Bin/Location (as number). This will display the items using the bin/location sorted in numerical order. You can also
sort by Customer or Order Number.

Printer to send Picking List to:
You can have a dedicated printer to send the Picking List to. This can be useful if you want to send the Picking List to a printer
in a different location (e.g. in the warehouse).

Auto close print dialog
When you print you can choose to automatically print the Picking List by ticking this option.

Advanced options

You can change the Picking List to change the information shown. It is a series of HTML documents. You can change them
using a standard HTML editor. Each file is described below. The files are located in the Templates folder under the main
installation folder (e.g. C: \OSOP\Main\Templates).

Filename Description
PickingListHeader.html Contains title of report
Table header and details for product. This is used when when the order details are also

PickingListProduct.html .
required.

PickingListProductHeader.html Table header for product. This is used when the order details are not shown.
PickingListProductDetail.html Table details for product. This is used when the order details are not shown.
PickingListOrderHeader.html  Table header for orders.
PickingListOrderDetail.html  Table details for orders.
PickingListFooter.html Contains footer of report

When the product details are displayed the following macros are used. These are used in the
PickingListProductDetail.html and PickingListProductDetail.html files. If you don't need this information
displayed simply remove the macro (and adjust the header).

ITEM_SHIPPED_QTY%] Total of item already shipped

ITEM_STOCK_NEEDED%] The number of items sold but not in stock. If shown the total number of items that need to be
ordered from supplier.

Macro to use Description

[$ITEM_SKU%] Item's SKU, your or supplier's code

[$ITEM_ID] Item's ID. This is normally the website's sale item code.

[$ITEM_TITLE%] Item's title or description

[SITEM_BIN%] Location of item in your warehouse, stores. This is defined in your product's inventory
[$ITEM_QTY%] Total quantity of item ordered

[

[

o o° d° oo

You can also change the information shown for each order. The information to display is in the
PickingListOrderDetail.html file.

Macro to use Description

[$ORD_DATE%] Date of order. If the Show Time in Order Details option is ticked the time is also included.

[$ORD_NUM%] Order number

[SINVOICE_NUM%] Invoice number. If you are using the OSOP generated invoice numbers this will be displayed using
this macro.

[$ITEM_QTY%] Quantity of this product required for this order
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DEL_CUST_NAMES%]
DEL_COMPANY %]
DEL_TEL_NUM%]
DEL_FAX_NUM%]
DEL_EMAIL%]
DEL_ADD_LINE1%
DEL_ADD_LINE2%
DEL_ADD_LINE3%
DEL_ADD_LINE4%
%DEL_COUNTY%]
%DEL_POSTCODE%]
%DEL_COUNTRY%]
%$DEL_BUYER_ID%]

o o° od° oo o

]
]
]
]

o o° oo oe
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$ITEM_SHIPPED_QTY%] Quantity of this product already shipped

Delivery customer name
Delivery customer company
Delivery telephone number
Delivery Fax number
Delivery email

Delivery line 1

Delivery line 2

Delivery line 3

Delivery line 4

Delivery County

Delivery postcode

Delivery Country

Delivery Buyer ID
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Sales

You can produce a report of all the sales of your products for the selected orders. This can be used to see how well some or all
of your products are selling.

Show Orders
If you tick this option you can show the orders that the product is included in.

Show Time in Order Details
When the order details are shown you can also include the time of the order. For most order processing tasks just the date is
sufficient.

Printer to send Sales to:
You can have a dedicated printer to send the Sales to. This can be useful if you want to send the Sales to a printer in a different
location (e.g. in accounts).

Auto close print dialog
When you print you can choose to automatically print the Sales by ticking this option.

Group Sales by:
You can show all the sales for a particular field. This can be a product field, address location or a custom value that you specify

(e.g. a sales person field).
Advanced options
You can change the Sales to change the information shown. It is a series of HTML documents. You can change them using a

standard HTML editor. Each file is described below. The files are located in the Templates folder under the main installation
folder (e.g. C: \OSOP\Main\Templates).

Filename Description
SalesHeader.html Contains title of report
SalesProduct.html Table header and details for product. This is used when when the order details are also required.

SalesOrderHeader.html Table header for orders.
SalesOrderDetail.html Table details for orders.
SalesFooter.html Contains footer of report
SalesProductTotal.html This contains the totals of the items

When the product details are displayed the following macros are used. These are used in the SalesProduct.html file. If you
don't need this information displayed simply remove the macro (and adjust the header).

Macro to use Description

[$ITEM_SKU%] Iltem's SKU, your or supplier's code

[$ITEM_ID] ltem's ID. This is normally the website's sale item code.

[$ITEM_TITLES%] Item's title or description

[$ITEM_QTY%] Total quantity of item ordered

[$ITEM_SHIPPED_QTY%] Total of item already shipped

[$GROUP_BY%] If you are using the Grouped Sales option this macro displays the name of this field to group the
sales by, e.g. Delivery Country

[$GROUP_BY_VALUE%] If you are using the Group Sales option this is the value that the following total is for, e.g. Denmark.

You can also change the information shown for each order. The information to display is in the SalesOrderDetail.html file.

Macro to use Description

[SORD_DATES%] Date of order. If the Show Time in Order Details option is ticked the time is also included.
[$ORD_NUM%] Order number.

[$ORD_NUM_FORMATTED%] Order number in the form XXXX-XXXX-XXXX.

[$INVOICE_NUMS] Invoice number. If you are using the OSOP generated invoice numbers this will be displayed

using this macro.

[$INVOICE_NUM_FORMATTED%] Invoice number in the form XXXX-XXXX-XXXX. If you are using the OSOP generated invoice
numbers this will be displayed using this macro.

[$ITEM_QTY%] Quantity of this product required for this order
[$ITEM_SHIPPED_QTY%] Quantity of this product already shipped
[$DEL_CUST_NAMES ] Delivery customer name
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%DEL_COMPANY%] Delivery customer company
DEL_TEL_NUM%] Delivery telephone number
DEL_FAX_NUM%] Delivery Fax number
DEL_EMAIL%] Delivery email

] Delivery line 1
] Delivery line 2
] Delivery line 3
] Delivery line 4

o o° oo oo o

DEL_ADD_LINE1S%
DEL_ADD_LINE2%
DEL_ADD_LINE3%
DEL_ADD_LINE4%

o o° oo oe

DEL_COUNTY%] Delivery County

DEL_POSTCODES ] Delivery postcode
$DEL_COUNTRY%] Delivery Country
$DEL_BUYER_ID%] Delivery Buyer ID

You can also change the information shown for the totals for each product. The information to display is in the
SalesProductTotal.html file.

Macro to use Description

[$SALES_PRODUCT%] Total of product sales (not including VAT)

[$SALES_PRODUCT_TAX%] Total of all tax (VAT) paid for product

[$SALES_PRODUCT_SHIPPING%] Total of all shipping (not including VAT) for product
[$SALES_PRODUCT_SHIPPING_TAX%] Total of all tax (VAT) paid for shipping for this product
[$SALES_PRODUCT_TOTAL%] Total of amount paid for product (including shipping), but not including tax (VAT)
[$SALES_PRODUCT_TOTAL_TAX%] Total of tax (VAT) paid for product (including shipping)

[

o
©
3
©

SALES_PRODUCT_GRAND_TOTAL%] Total amount paid for product (including VAT and shipping)

You can also change the information shown for the total of all products. The information to display is in the Footer.html file.

Macro to use Description
[STOTAL_SALES_PRODUCT%] Total of all products sales (not including VAT)
$TOTAL_SALES_PRODUCT_TAX%] Total of all tax (VAT) paid for all products

$TOTAL_SALES_PRODUCT_SHIPPING%] Total of all shipping (not including VAT) for all products
$TOTAL_SALES_PRODUCT_SHIPPING_TAX%] Total of all tax (VAT) paid for shipping for all products

Total of amount paid for all products (including shipping), but not including tax
(VAT)

[$TOTAL_SALES_PRODUCT_TOTAL_TAX%] Total of tax (VAT) paid for all products (including shipping)
[$TOTAL_SALES_PRODUCT_GRAND_TOTAL%] Total amount paid for all products (including VAT and shipping)

[
[
[

[$TOTAL_SALES_PRODUCT_TOTAL%]
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Stock

You can produce various reports on stock details. The reports can be used for stock management and valuation. You can order
the Stock Reports by Item SKU or Supplier.

Auto close print dialog
When you print you can choose to automatically print the Sales by ticking this option.

Advanced options

You can change the Sales to change the information shown. It is a series of HTML documents. You can change them using a
standard HTML editor. Each file is described below. The files are located in the Templates folder under the main installation
folder (e.g. C: \0OSOP\Main\Templates).

Filename Description
OutOfStockReportHeader.html Out of Stock heading and table definition
OutOfStockReportProduct.html Out of Stock main details for each product
OutOfStockReportFooter.html Out of Stock totals and footer information

ReorderStockReportHeader.html Reorder Stock heading and table definition
ReorderStockReportProduct.html  Reorder Stock main details for each product
ReorderStockReportFooter.html Reorder Stock totals and footer information

StockReportHeader.html Stock Listing heading and table definition
StockReportProduct.html Stock Listing main details for each product
StockReportFooter.html Stock Listing totals and footer information

StockValuationReportHeader.html Stock valuation heading and table definition
StockValuationReportProduct.html Stock valuation main details for each product
StockValuationReportFooter.html Stock valuation totals and footer information

Within the files the following macros can be used:

o

SUPPLIER_ADD_LINE11l% Supplier's address line 1

o\°

SUPPLIER_ADD_LINE21% Supplier's address line 2

Macro to use Product Details Description
[$PRODUCT_SKU%] SKU
[$PRODUCT_EANS%] EAN/ISBN
[$PRODUCT_TITLE%] Title of product
[$PRODUCT_DESCS%] Main description
[$PRODUCT_BIN%] Location of product in warehouse
[$PRODUCT_PRICE%] Selling price
[$PRODUCT_SHIP_COST%] Shipping cost
[$PRODUCT_VAT_RATE%] VAT rate for product
[$PRODUCT_WEIGHT%] Weight for product
[$PRODUCT_TYPES%] Type of product (a value that you assign as a product group)
[$PRODUCT_COST_PRICE%] Cost price of product
[$PRODUCT_STOCK_LEVEL%] Current stock level
[$PRODUCT_STOCK_REORDER_LEVEL%] What order level has to be reached for you to order some more
[$PRODUCT_STOCK_OUT_LEVEL%] What stock means out of stock (can be 0, but generally is more)
[$PRODUCT_STOCK_SUPPLIER%] Who supplies this product
[$SUPPLIER _NAME1%] Name of supplier (your name gievn to the supplier)
[$SUPPLIER_COMPANY1%] Supplier company name
[¥SUPPLIER_TEL_NUMI1%] Supplier telephone number
[$SUPPLIER_FAX_NUM1%] Supplier fax number
[$SUPPLIER _EMAIL1%] Supplier's email address
[ ]

[ 5]

[$SUPPLIER_ADD_LINE31%] Supplier's address line 3

[$SUPPLIER_ADD_LINE41%] Supplier's address line 4

[$SUPPLIER_COUNTY1%] Supplier's county

[$SUPPLIER_POSTCODE1%] Supplier's postcode

[$SUPPLIER_COUNTRY1%] Supplier's country

[$SUPPLIER_ID1%] Supplier's internal ID.
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SUPPLIER_VAT1%]
SUPPLIER_CODE1%]
SUPPLIER_NOTES1%]
SUPPLIER_ADD1%]

Supplier's VAT number

Supplier's code

Supplier's notes

Supplier's address (as a single address block).

NOTE: For supplier information replace the last number with 2 or 3 to use the other supplier’s details setup.
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Profit

You can show how much profit you have for the selected orders. This is based upon the cost prices that you enter for the
products.

Auto close print dialog
When you print you can choose to automatically print the Sales by ticking this option.

Advanced options

You can change the Sales to change the information shown. It is a series of HTML documents. You can change them using a
standard HTML editor. Each file is described below. The files are located in the Templates folder under the main installation
folder (e.g. C: \0OSOP\Main\Templates).

Filename Description
ProfitHeader.html Profit header
ProfitProductHeader.html Profit table headings
ProfitProductTotal.html Profit Product details
ProfitFooter.html Profit totals and footer information

Within the files the following macros can be used:

Macro to use Product Details Description
$SALES_PRODUCT%] Sales of this product
%$COSTS_PRODUCT%] Costs for this product
$PROFITS_PRODUCT%] Profit on this product
$QTY_PRODUCTS%] Quantity of this product sold

$ITEM_SKU%] SKU of the product
$ITEM_TITLE%] Title of the product
$TOTAL_SALES_PRODUCT%]  Total sales of all products
$TOTAL_COSTS_PRODUCT%]  Total cost of all products
TOTAL_PROFITS_PRODUCT®%] Profit on all products

[
[
[
[
[
[
[
[
[%

[$TOTAL_QTY_PRODUCTS%] Total number of products ordered.
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Multi-User Access

You can install and use One Stop Order Processing on up to 20 PCs at the same time (depending upon the license being used).
NOTE: Each different PC used to connect to the same website (database) will need a separate license.
There are certain requirements (and limitations). These are described below:

1 All PCs must have the relevant security access to the main PC. If you do not have the required access a message will be
displayed by One Stop Order Processing when selecting the remote site. You should consult your System Administrator if you
do not have remote access to the main PCs directory.

2 Ideally you should divide the orders to process across the remote machines. If more than 1 person processes the same order
changes made by one user may overwrite changes from another.

Once the remote site has been selected One Stop Order Processing will continue to use the selected site (i.e. you won't need to
re-select the site each time that you start One Stop Order Processing).
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Changing the site to process orders for

You can process orders from more than 1 site by changing the current site being processed. Click on the Change Site button

( )

& Change Site )
 Local Sies:
Select Site:
[GlobalSales ~|
Create New Site | Bename Site

" Remate Sites:

Location: |

|| Sites [ 5|

Carcel

If using a local site you can select the site to view from the available sites. You can also create a new site by clicking on the
Create New Site button. You can also rename a site. You must be careful that no one else is using the site at the same time as
you are renaming it.

Creating a New Site
You can create a new site to use for a certain order type (e.g. Playtrade) or as an archive site.

To create a new site select the Site option under File -> New. You can also create a new site by using the Create New Site

button in the Change Site dialog (click on = )-

MNew Site g

Site Name: | 20070rders

{ CreateSite || Cancel l‘

Type in the name of the new site and click on Create Site. You can them import orders into the new site or move existing orders
to it.

If you want to access a site on another computer you should select the Remote Sites option. To be able to do this you must
have access to a shared drive on the remote computer. To share a drive from the computer you should use explorer, select the
installation directory (normally C: \0soP) and select the share option. You will need to give full access to the remote drive.
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Setting up Remote Access

Below are examples for Windows Vista and Windows 7 and Windows XP. If you are using Windows 2000, NT, Windows ME or
Windows 98 SE you should follow the Windows XP example.

Windows Vista and Windows 7 example
Main PC

1 Run Windows explorer (use the Windows key and E). Select the top installation folder, OSOP.

= [ B [

—
ﬁuv| .. <« Local Disk (C:) » OSOP » ¥ | #3 [l Search Pl

Pt binles Name - Date modified Type
.. Main 18/11/2007 17:39 File Folder
EI Documents -
B Pictures
More »
Folders 7
4[my OSOP =
4 | Main B
. Backup bl
| help
1\ Master
. Templates 2 e 0 v
B snbaniinn e
Main File Folder Date modified: 18/11/2007 17:39
}
1 item selected M Computer

2 Click on the right mouse button and select Properties

Collapse

Search...

Explore

Open

Share...

Backup with SmartSync Pro

Restore previous versions

Scan with AVG

Send To »

Cut
Copy
Delete

Rename

New 3

Properties

3 Click on the Sharing tab and then click on the Advanced Sharing button.

’vﬁ
| OSOP Properties

General | Sharing | Secunty | Previous Versions | Customize |

Metwork File and Folder Sharing

050F
J | Mot Shered

Network Path:
Not Shared

Advanced Sharing

Set custom pemmissions, create multiple shares, and set other
advanced sharing options.

£
@ﬁdvanmd Sharing...

Password Protection

1] N
People without a user account and password for this computer

| can access folders shared with everyone. |

I To change this setting, use the MNetwork and Shanng Center. I

Page 154 of 180 DocVer 1.20 Copyright Mole End Ltd 2002 - 2012



www. 1stoporders.co.uk

One Stop Order Processing @
4 Tick the Share this folder and check that the name defaults to OSOP. Click on the Permissions button.

Advanced Sharing - g

Share this folder

Settings
Share name:
0soP

Add Remove

Limit the number of simultanecus users to: 10 |

Comments:

[emesons |

o) o) ]

5 You should tick Full Control in the Permissions area.

| . Permissions for OSOP ﬁ

-
Share Permissions

Group or user names:

a Everyone

i
il

Permissions for Everyone Allow Dery
Full Control i

Change

Read

Leam about access control and pemissions

ok [ Cancel [ mopy |

NOTE: This will mean that anyone on your network can view your orders. If you want to restrict this to only certain users (or
PCs) you should click on Add and select the relevant users (or computers) and only give them permission and remove the

Everyone group.
6  You should now click on OK and then OK on the Advanced Sharing dialog and then Close on the OSOP Properties folder.
You can now ready to access the order information from another PC.
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7 Inthe Change Site dialog select Remote Sites and click on the Select Shared OSOP folder button.

Remote PCs
[ B ' Change Site ﬂ
" Local Sites:
Select Site:
|wehs\le1 ﬂ

Create Mew Site

8 Select Network and the relevant PC. Select the main shared folder (OSOP). Click on OK.

Select Shared 0S0P Folder I
Location, I
Sites | ;I
coca_|
Browse for Folder =5
Current Selection
\\Hppatipsop
[ Desktop -
a4 & Network L
4 (M HPPAT K
4 ) osop
b Main
[ 4 Public
L Printers
b (N —
>
> (. i
| [l

9 The first available site will be selected. If there is more than 1 site select the relevant site and click on OK.

' Change Site ﬂ
" Local Sites:

Select Site:

|wehs\le1 ﬂ

Create Mew Site

' Bemate Sites

Location,

Sites

Select Shared 0S0P Folder

I\\prat\nsﬂp\Main\

websile]

Ok Cancel I
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1 Run Windows explorer (use the Windows key and E). Select the top installation folder, OSOP.

Ble Edt Wew Favortes Iooks Help

Q- © @& /'_"ISearch

{7 Folders

B C:\050P =13
'lf

address |3 cnosor

v B

Folders X Mame

@ Deskiop ~ Dymain

® (L) My Documents

= 4 My Computer
b 3% Floppy ()
Bl g2 System (C:)

AR )

1 objects (Disk fres space: 5.64 GE) 0 bytes 4 My Computer

2 Click on the right mouse button and select Properties

Expand

Explore

Open

Browse with Paint Shop Pro
Browse with Paint Shop Pro
Search...

aring ai

Backup with SmartSync Pro

o winZip 3
Scan with AVG

Send To 13

cut
Copy

Delete
Rename

Properties

3 Click on the Sharing tab and then tick Share this folder on the network. Make sure the name defaults to 0sop. Also

make sure that you tick Allow network users to change my files.

0SOP Properties F

General | Sharing | Customize |

Local sharing and security
- ! Ta share this folder with other users of this computer

only, diag it to the Shared Documents folder,
Ta make this folder and its sublolders private so that
anly you have access, select the follawing check bor.

this folder private

Metwork sharing and security
To share this folder with both network users and other
users of this computer, select the first check box below
and type a share name.

Share this folder on the network
Share name: | 0S0P
Allows network users o change my files

Leain more about sharing and security

_j# ‘Windows Firswall is configured ta allow this folder to be shared
with other computers on the network,

Wiew vour Windows Firewall settings

8 [ canedd | [ el
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4 Inthe Change Site dialog select Remote Sites and click on the Select Shared OSOP folder button.

Bl Change Site |z|

" Local Sites:

Select Site:

=

* Remote Sitesi

Select Shared 0SOP Folder

Location: ]

Sites ] J

Cancel

5 Select My Network Places and the relevant PC. Select the main shared folder (OSOP). Click on OK.

Browse for Folder |E|E‘

Current Selection

IHPRatIOSOP

1= % My Network Places -~
= @ Entire Network

€Y Microsoft Terminal Services

-9 Microsaft Windaws Netwark

=2 =
=l

= 1§ Hppat

E-g

R4

R osoF |

E- vl

6 The first available site will be selected. If there is more than 1 site select the relevant site and click on OK.

X

Bl Change Site
" Local Sites:
Select Site:
% Remote Sites
i Select Shared OS0P Folder
Location |\\Hppa\DSOPMain'
Sites ]wehslts1 j
0K Cancel
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Setting Up Email

You can configure how email is sent. You can choose whether to use your MAPI client, for example, Microsoft Outlook, Outlook
Express or Eudora, or an SMTP server.

Using an SMTP server allows faster email sending and gives you the choice of sending HTML or plain text emails

" Send emailz using default M&P! clisnt [£.g. Outionk) Test

% Send emails using a SMIP server

Email setup |§|

|~ SMTP settings: il
Server 1mail.btconnect.com Fort: 125
Authentication Type: 1N0ne j
I Usemame and pazsword required:

Uszermame: |

Pazsword: 1

|~ Email sender infarmatiot: —
I Use different sender details for sach site

Mame of sender: |

Ernail reply address; ]

~ Logging: -

W Logemails sent W New logfils each day View log
Logfile: 1[::\DSDP\Main\EmaiILog.txt

ok | Cancel ‘

If you choose to use your MAPI email client you don’t need to configure any options as these are set by your email software. If
you allow your MAPI client to send your emails it may not send them unless the email client is running.

SMTP settings

If you choose an SMTP server you need to enter certain information depending upon your host (or ISP). These settings can
normally be copied from your existing email client. The settings to copy are those specified in your Outgoing mail server
(SMTP). Some ISPs, for example, Freeserve, only allow you to send email from their SMTP server. Some SMTP servers may
not use the default port (of 25). Also they may require you to use your given name and password. Below are some examples of
values to use for different ISPs. One Stop Order Processing should automatically find the correct connection type. This can be
used by setting the Authentication Type to Automatic. If this does not work correctly or you want to use a specific connection
type this can be selected from the available list.

Freeserve - smtp.freeserve.com
Yahoo - smtp.mail.yahoo.co.uk
Orange - smtp.orange.net

BT - mail.btinternet.com

02 - smtp.o2.co.uk

Tiscali - smtp.tiscali.co.uk

Email sender information
When you send an email you need to identify who the mail is from and a reply address.

If you want to use a different email address for each site tick the Use different send details for each site.

Logging

You can choose to log details of all emails sent along with any errors found. You can specify a new log for each day or a single
combined log with all email information. To view the log click on the View log button. You are given the choice of editor to use
for viewing the log information.
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Testing the Email Setup

When you have entered the details you can test the email settings by clicking the Test button.

Test Email Settings 5

Send test email to: |

¥ Send as HTHML

211156 Creating [SMTF] smail message
21:11:56  Sending emall with a subject of Test Message' to

21:11:57  Email sue y sent

You can enter an email to send a test message to. If you are using an SMTP server to send email you can choose to send the
test message as HTML or plain text. The results from the test are displayed.
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Managing Assistant Messages

To help understand the features in One Stop Order processing information dialogs are shown when using the product. These
can be dismissed and displayed next time that task is performed or, by ticking a box, not shown again..

One Stop Order Processing - - ﬁ

“ou can change, or add, colours and colour names by clicking on the button next to the Highlight
Colour Filter

Close

If you want to re-show certain messages, show them all or not show any, use the Manage assistant messages dialog. To open
this dialog select the Manager Assistant Messages menu option (under the Tools menu).

.
| Manage assistant messages =5

= Messages displayed: -

| Show | Message

>

Message sent

“Y'ou can change, or add. colours and colour names by clicking on th... I'
IF you are using images from someone else's website pou should get t

“Y'ou can assign colours to orders by using the right mouse button, T'o...

To find an order quickly simply type pour text in and press the 'Searc...

“Y'ou can view order details by double clicking on an order.

The order database has been successtully backed up =

Show al ! Don't show al @ Continue to display assistant messages

" Do nat show anhy more assistant messages

Cancel

| Ioooooom

This shows you all the messages that have currently been available to show. If you want to turn off all assistant messages
select the Do not show any more assistant messages option. If you want to start again and show all available messages select
the Continue to display assistant messages option and click on the Show all button.
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Selecting Available Features

You can restrict the available options for the current user by selecting the features dialog from the menu bar (under the Tools
option).

Choose the features to use &
Order Processing ;
¥ Ship Orders ¥ Track Orders
| ¥ Delete andMove Qiders @ Mark as Paid ¥ Manage Products
~ Printing: —
| ¥ Inyaice ¥ Packing list [v Print Orders

| ¥ Amendpriting values ¥ Lise Purchase Drders

Email and Export
| ¥ Egport Orders ¥ Send Emails

- Drder Amendment -

[¥ Change Customer Detsils [ Change Order Details ¥ Change Mema Details
| ¥ Change Custom Details

1w Allow locked orders to be changed

- Other:
| ¥ Select Sites [¥ Change Options ¥ Assign colours to orders
| ¥ Change columns: [¥ Changs Company Details

Cancel

This can be used to allow users to perform certain functions. For example, the shipment processing can be restricted to a single
machine. This can also be used to allow a user to only view orders without changing any order information.
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Managing Backups
Select Site(s) to Backup

When you are backing up, by closing One Stop Order Processing or selecting the Backup Now menu option (under
Housekeeping menu option) you are shown the following dialog:

Select Site to Backup M

* Hackup ourrent site ol
" Backup all sites

Backup Nowl Don't Backup Mow I Cancel |

You can choose to backup the current site that you are working on or all of the sites that you have. You can choose to not
backup the sites at the current time by clicking on the Don't Backup Now button.

Backup Options

You can choose where and how often to backup the order information. You should ideally backup the orders to a remote PC or
server). Each time One Stop Order Processing is closed it checks to see a backup should be made. To select the Backup
Options select the Backup Options menu option (under House Keeping->Backup menu)

Backup Options. @

~ Shutdown Backup Options:
" Always Backup
& Backupeverd [7 Das
' Mever Backup

Backup to:

—additional Options:
¥ Orly Backup if data has changed
[~ Compress Backups (as a .zip file]

Shutdown Backup Options:
You can choose how often to prompt to backup the orders, each time you close One Stop Order Processing, a certain amount
of days (e.g. weekly) or Never.

Backup to:
The location to store any backups to.

Additional Options:
You can choose to only backup if the order information has changed and also to save the order data in a zip (compressed) file.

You can make a backup of your orders at any time by selecting the Backup Now menu option.

Restoring backed up orders

If you need to restore the order information (for example, after a computer hard disk failure) you should use the Restore from
backup menu option (under House Keeping->Backup).
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Save and Restore Settings

If you want to save your settings go to the HouseKeeping->Backup->Save Settings menu option. This creates a .mes file. This
file can be used to restore your settings onto the same or another PC.

Save Settings ﬁ
Enter the name of the settings file:
C:AO0S0PAMaintIL_O0SOPSetings. mes J
cova|

To restore your setings simply select a previously saved .mes file. If you want to restore the file onto another PC copy the .mes
file to another PC and select the HouseKeeping->Backup->Restore Settings menu option.

Restore Settings @
Enter the name of the settings file:
C:AOSOPYMainhIL_0S0PSetings. mes J
ot

When you restore the settings One Stop Order Processing will be closed. To use the new/retored settings restart One Stop
Order Processing.
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Archiving Orders

When you have finished with some of your orders, or need them for a different task (e.g. VAT quarter or monthly reconciliation)
you can move orders to another site.

You should first create another site (using the Site menu option, under the File->New menu) to move the orders to. You should
then select the orders to archive (move) and click on Archive Orders or select the Archive Orders menu option (under the House
Keeping->Archive Orders menu).

You can also automatically archive orders to another site. To setup these options select the Auto Archive Options.

7 Archive Orders ==

- Orders to archit
Al orders

@ Selected orders only

Sales source Order number Irvnice Buyer D Irvoice Custormer | O~
Amazon-tP i

AmazonMP
AmazonMP

Amazon-hP -

< I v
[#11 Orders

| - Sits to morvs orders to

website2

I Owenarits orders with the same order number

f Mave 311 orders Cancel

You can choose to move all the orders or the selected orders to the selected site in the Website to move orders to:. You can
also tick the Overwrite orders with the same order number if you have imported the same orders more than once from the import
file.
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Auto Archive Orders

When you have finished with some of your orders, or need them for a different task (e.g. VAT quarter or monthly reconciliation)
you can automatically move orders to another site. You will still be able to access the orders (by selecting the other site), but for
everyday orders they will be in the current view and will be faster to display and use.

You should first create another site (using the Site menu option, under the File->New menu) to move the orders to. You should
then select the orders to automatically archive (move). Select the Auto Archive Orders menu option (under the House Keeping-
>Archive Orders menu).

B | Auto Archive Orders &

v Automatically archive orders every |7 days

~ Achive orders that are more thar

© 7days 30 days 90 days 1 year
€ 10 dags © B0dys & Emanths

- Site bo move orders to;

EmpirePartsForum

¥ Dvenurite orders with the same order number

[ Don't ask before archiving orders

Cancel

You select the number of days between automatically checking for orders to archive. The default is 7 days.

You can archive orders that are older than a certain time. The more orders that are archived the faster the current orders are
displayed.

You can also tick the Overwrite orders with the same order number if you have imported the same orders more than once from
the import file.

By default, you are asked before orders are archived. If you want to automatically archive orders (without being asked) tick Don't
ask before archiving orders.
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Compacting and Repairing the Orders database

You can display details about your current database by selecting the Housekeeping->0Orders Database Information

You can improve the performance of One Stop Order Processing by compacting the database.

You can also compact and repair your order data by clicking on the Compact and Repair Orders Database button. This will
make a backup of your existing orders data into a zip file. This file will be in the same folder (directory) as the database, and
have the current time and date within its name (and have a .zip filename extension). This can be used to restore your orders

information if you have a problem.

Crders Database Information ﬁ

[~ Database information:
Number of Orders: B3 Database size: |0.76 MBytes
Number of Customers:  [595

Mumber of Products: |0

- Compact and Repair Database:

Compact and Hepar Orders Database |

1300:52  Renaming old database before copying compacted database

130053 Renaming old database: C:\050P\Maint\websites\website1\L_Drders.mdb
120053 to: CAOSOPYMain\websites\website 1%L Orders_ 2008100871 30053, mdb

130053 Database renamed successhully

130053 Renaming old database OK!

1200:53  Copying compacted database awver original database

130053 Copying compacted database: C:ADS0PWMain\\websites\Website14L_Orders_200

130053 to database : C:A\050PYMainh\websitestiwebsite14L_Orders. mdb

120053 Database copied [and successfully compacted)] 3
130053 Database is now 0.74 MBytes in size 1
1200 opied OK!

ampleted Compact and Repair

4| (Il [

0K Cancel !
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Advanced Information on how to change Invoices, Packing Lists
and Purchase Orders

There are several standard Invoices, Packing Lists and Purchase Order layouts provided with One Stop Order Processing.
These have been designed to suit standard paper types and uses. If the layout isn't exactly how you would like it you can make
various changes to one of the existing templates (which can be saved as your own format). This document explains how to
make changes to the templates.

Adding messages (or other text) adding logos and PPIs
One Stop Order Processing uses macros that are replaced with text, images or order details when printed. Several macros are
setup as standard. You can view and amend the Macros in the Printing Fields tab in the Options, shown below.

Options E

Order Display 1 Invoice Options ] Packing List Options I Purchase Oider Options 1
Foimat Addiess 1 Emai Printing Fields I Track Online 1 Company Details 1 Reports 1

1 Additional infarmation ta print;

Macro to use ] Description | Walue

[%IMY_LABEL_TE=TZ%]  Irwaice label test Sent by [ZCOMPANY_NAME?]
[%DEL_LABEL_TEXT%] Delivery label test Sent by [ZCOMPANY_NAME?]
[%MSGTEXTX] General message text Thark you for shopping with us
[ZFOOT_TEXTZ] Foater information «div aligh="center >[ZCOMPaNY b
[%LABEL_LOGOZ] Logo to put on the lab. C:AMoleEndYSourcet1StopOidersth
[%LABEL_PPIZ] Printed Postage Impre., C:hMoleEndySourceh StopOrders'ih
;3] I ]

Fields are used in order shown sbove, e.0. to check Postal Service before Country

add |_ peie | Ea ||

--\nc\udlngl:uaﬁllylnaddrsss.delal\s. - | widkh of Addiesses: .
O Alwapsinclude O Dopotindlude & Only include if not UK || |73

oK I Cancel I Help |

[$INV_LABEL_TEXT%] The text that appears at the bottom of the invoice integrated label. This defaults to your company

name.

[$DEL_LABEL_TEXT%] The text that appears at the bottom of the delivery integrated label. This defaults to your company
name.

[$MSG_TEXT%] The message to display at the bottom of the form (e.g. Invoice). This defaults to Thank you for
shopping with us.

[$FOOT_TEXT%] This is the text that appears at the bottom of the form (e.g. Purchase Order). This defaults to your
company name, address and company number (and VAT number).

[$LABEL_LOGO%] If you want to display a logo on your form (e.g. Packing List) select an image. This defaults to no

image being shown. An ideal size for the logo is 60 by 60 pixels.
If you want to use a larger logo and adjust its size for the invoice add the text
" width="{width}" height="{height}

to the end of the filename. Change the {width} and {height} values to the size required. For example,
change

http://www.1stoporders.co.uk/1stopmain2.jpg

to

http://www.1stoporders.co.uk/1stopmain2.jpg" width="100" height="200
You should also change the Type to Text

If you need further changes you can amend the HTML template using an HTML editor.

[$LABEL_PPI%] If you want to display a PPI on your form's label (e.g. Invoice) select a PPl image. This defaults to
not using a PPI.
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A macro can contain text, images or html. For example, if you want to include an image and text in your message at the bottom
of the invoice enter the text and the html to include an image.

For example, to display the following as your message:

Thank you for shopping with us

use the text

div align="center"><br />Thank you for shopping with us<br /> <img src="lstoporders32logo.jpg" />
</div>

as the Macro Value (of Type Text).
You can also define your own macros. It is important that if you do create your own macros you should also add their values to

the Invoice, Packing List or Purchase Order used. For more details on how to use different macro values for different orders
click here.

Changing the size of text on delivery labels

You can do this in 2 ways. For individual values (Macros), replace the macro with a new font and type. For example, to change
the delivery address (on a label) to a larger red font replace the macro value with:

<font color="#FF0000" size="4" face="Verdana, Arial, Helvetica, sans-serif">[%DEL_ADD%]</font>

This is shown below:

Printing Field 53
Macrotouse:  [[DEL_ADD%] Ea|
LDescription: |Make delivery addiess laiger and red
Walue: <font color="#FFO000" size="4"

face="verdana, Arial, Helvetica, sans-senf' > [ZDEL_aDD %]« font>
Tupe: ]Text .:j

~ Dnly use this Macra if !
I _:] eguals
| ou can choose when ta substitute this macio by checking certain fisld values (.0 tause a

different PPl image for different shipping walues. Y'ou will need to create a different Macro
defirition for each different choice|. Leave these values blank to always substitute this value [or
it the ather macro choices are naot uged].
Cancel

Another approach is to change the printing style of the Invoice, Packng List or Purchase Order. In the main installation directory
(by default, c: \0sorP\Main) are printing files called 1stopprintIE.css and lstopprintIE7.css.

These files change the general printing characteristics of the Invoices, Packing Lists and Purchase Orders.

For a delivery address change the size for .is2 from font-size: 14pt; to a higher value (e.g. 16pt);
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Displaying Barcodes on the Invoice, Packing List or Purchase Order

You can amend your Invoices, Packing Lists and Purchase Orders to show barcodes (to save re-keying the order number) by
using the following approach:

1 Download and install a barcode font. There are several free ones available including the following:

http://www.download.com/Free-TrueType-Code-39-Barcode-Font/3000-2190_4-10067143.html

2 Amend the HTML template using your HTML editor (e.g. Dreamweaver). Copy the relevant text that you want as a barcode
and add a * at either side to indicate the start and stop characters for the barode scanner. (e.g. *[%ORD_NUM%]* ), shown
below:

Invoice for [%INVOICE NUM%]
“[%INVOICE_NUMYo]*

3 Assign the text the relevant barcode font (e.g. IDAutomationHC39M), shown below:
‘Iii‘vo“cmf T h%]NVO ‘CE NTTH
* %

o Tt AN
m“ H“H‘MU‘MH H‘me

INYOTIC M
4 When printed it will now show the required details as a barcode, an example is shown below.

Invoice for 206-7871867-948493
‘ “H s‘l“ H” ‘ |3“ ‘l”

‘ﬁ205|78718|679 2

5 Advanced more detailed setup.

If you are using html directly (or want to use printing macros to use barcodes) you can use the following HTML to use the
barcodes. Assuming that you are using the barcode font shown above, add the following text to the HTML header, just before
the </head> line.

<style type="text/css">

<l—-

.stylel {font-family: IDAutomationHC39M}

—-—>

</style>

Change the font to use for the relevant text using this style, e.g.

To change the text [$ORD_NUM%] into a barcode simply replace with

<div class="stylel"> *[$ORD_NUMS%]* </div>
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Stop Orders printing onto 2 pages

If your Invoice, Purchase Order or Packing List prints onto 2 pages you should change the Page Message Height to a lower
value (to decrease the gap at the bottom of the page). This field is at the bottom of the Invoice, Packing List and Purchase Order
Option pages, shown below:

Options Q
Email I Printing Fields | Track Cnline I Company Details | Reports I
Order Display Invoice Options | Packing List Options I Format Address

 Printer to send requests to:
|\\Server1\HP Officejet Pro K5400 Series d ¥ Auto close print diglog
™ Outputto printer every (10 pages ™ Only prirt f not already printed
- Print page corfiguration:
Change page layout... |Templates\lnvo|ceIntLab.h(mI I
™ Use a differert layout for each site I™ Ink/Toner Saver mode

[ Hidight order quantities greaterthan 1 _I
— Stationery to use:
" Standard layout
" Document enclosed wallets

' Integrated labels {available from www intearatediabels.co.uk)

 Cther |Sh|pp\ng Labels - Avery 8160 - 21 labels per sheet ;I

| The values below can be changed to comect any page printing alignment issues

Width: (1000 Header height: IH] Message height: |300

Canced | Hep |

Removing the text at top and bottom of the Invoice, Packing List or Purchase Order

You can remove the text displayed at the top and bottom of the Invoice, Packing List or Purchase Order in Microsoft Internet
Explorer, by removing the text in the Headers and Footers options in the Page Setup (under the File menu). This is shown
below:

I

Paper 2= ez - -
Size

44 (210 297 mm) -

Souice:

Headers and Footers
Header

Footer

Crientation Margins {millimeters)

(@ Portrait Left 19.05 Right: ~ 19.05

(") Landscape Top: 19.05 Bottom:  19.05 |
|
| ) o) |

Invoices, Packing Lists, Purchase Orders not printing (but can be previewed)

This can happen if you do not have the printer setup or if you are using Internet Explorer's Content Advisor. You should make
sure that a printer has been setup (in the Options). By default the first printer found is used, which may not be the correct printer.
You should change (or disable) the Content Advisor if this still fails to print.
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Invoices, Packing Lists or Purchase Orders don't print a logo and/or colours

You need to turn on the Print background colors and images in the Advanced Options in Microsoft Internet Explorer, shown
below

Internet Options

| General | Security | Privacy | Content | Connections | Programs | Advanced I

Settings -

] Show image download placeholders ~
Shaw pictures
Sm.
: rinting
Print background colors and images
> m the Address bar
() Do not search From the Address bar
() Just display the results in the main window
g Security
Allow active content from CDs o run on My Computer®
[ Allow active content ta run in files on My Computer® &
] allow software to run or install even if the signature is inv.
Check for publisher's certificate revocation
[T check for server certificate revocation® ]
< | >

#Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explorer settings
Deletes all temparary files, disables browser
add-ons, and resets all the changed settings. =

‘ou shauld only use this if your browser is in an unusable state.

Using Microsoft Word to amend and print the Invoice Templates

One Stop Order Processing provides Invoice templates written using HTML (HyperText Markup Language). The templates
provided by the IL_Invoicing software are wriiten in RTF (Rich Text Format). To print from One Stop Order Processing using the
RTF templates you need to do the following:

1 Select the View->Customize Current View menu option.

2 Click on the Import button.

3 Select and import the MicrosoftWordInvoices.mev view file

4 Select the orders to print from Microsoft Word.

=
5 Click on the Export Orders button (@ ) and select Microsoft Word Invoices.
6 Open the Microsoft Word template (IL_Invoices.rtf) from the installation folder (C: \0SOP\Main\Templates).

7 Perform the Word Mail Merge as described in the following document, when selecting the orders file select the file
C:\Orders.csv.

http://www.integratedlabels.co.uk/IntegratedSMProDef.html

Start from point 6, Open the installed Word document.
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Macros to use in Emails, Printing and Order Tracking

NOTE: fmeans only applies for Amazon Seller Central (and not Amazon Marketplace). OSOP orders are created using One
Stop Order Processing.

Macro to use Description Shops used for

Eoay Amazon Playrade RamanGant o8 %S02MM A GuneGan OSOP nerpie XCar
[$INV_CUST_NAMES] Invoice customer name WP P P P P PP P P
[$INV_COMPANY%] Invoice customer company L w v vy
[$INV_TEL_NUM%] Invoice customer telephone ot o e o WP P P

number
[$INV_FAX NUMS%] Invoice customer fax number W Wt o
[$INV_EMAILS%] Invoice email address ol b b B B P P P P S
[$INV_ADD_LINE1%] Invoice address line 1 WP g P P P WP P P P
[$INV_ADD_LINEZ2%] Invoice address line 2 W P P P P P P P P
[$INV_ADD_LINE3%] Invoice address line 3 T A A W P
[$INV_ADD_LINE4%] Invoice address line 4 " o
[$INV_COUNTY%] Invoice County WP P P P P P P P
[$INV_POSTCODE%] Invoice Postcode v Y PSS
[$INV_COUNTRY%] Invoice Country o o o o @ o @ o B
[$INV_BUYER ID%] Invoice Buyer ID W o o o o o o P P P
[$DEL_CUST_NAME%] Delivery customer name > AR BT BRI BET R IR T T
[$DEL_COMPANY%] Delivery customer company ¥ o W o o g g P
[$DEL_TEL_NUM$%] Delivery customer telephone o o o o o o
number

[$DEL_FAX_NUMS] Delivery customer fax number i W o
[%DEL_EMATL%] Delivery email address WP P P P P PP PP
[%DEL_ADD_LINE1%] Delivery address line 1 v v v Y
[$DEL_ADD_LINEZ2%] Delivery address line 2 o o W P PP
[$DEL_ADD_LINE3%] Delivery address line 3 W P P P g P P W o
[$DEL_ADD_LINE4%] Delivery address line 4 W o ¥ L
[$DEL_COUNTY%] Delivery County o W o WP WP P P P
[%DEL_POSTCODE%] Delivery Postcode o Y PP
[%DEL_COUNTRY%] Delivery Country A O
[$DEL_BUYER_ID%] Delivery Buyer ID v Y
[%DEL_ADD%] Complete delivery address. #ff off ot o oF F o o o o

Blank lines are removed and

the country is displayed using

the country option in the

Printing fields options.

Complete invoice address. g 4
Blank lines are removed and

the country is displayed using

the country option in the

[$INV_ADD%]

8
<
<
<
<
<
<
<
<

Printing fields options.
[$SALES_SOURCE%] Source for the order (e.g. W P P P P P P P P
Ebay)
[$ORD_NUM3] Sale order number W P P P P WP P W P
[ $ORD_NUM_FORMATTED% ] Sale order number inthe form o «* w# «F & & & & & & @
XXXX-XXXX-XXXX
[%ORD_TRANS_1ID%] Transaction Identifier PP YTy
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Macro to use
[$ORDER_ID%]

[$INVOICE_NUMS%]

[$INVOICE_NUM_FORMATTED%]
[$CHECKOUT_DATES]

[$ORD_DATE%]

[$INV_DATES%]

[$PAY_DATES%]
[$DISPATCH_DATE%]
[$LISTED_ON%]

[$PAYMENT_METHOD%]
[$PAYMENT_STATUSS]
[$ORD_TOTAL_PAID%]
[$PAYPAL_ID%]

[$VAT_NUMBER%]

[$INVOICE_VAT_NUMBER%]

[$DELIVERY_VAT_NUMBERS%]

[$CURRENCY%]
[$PO_NUMBER% ]
[$TOTAL_WEIGHT%]

[$POSTAL_SERVICE%]
[$DELIVERY_INSTRUCTIONS%]

[$FEEDBACK_LEFT%]

[$FEEDBACK_RECEIVEDS%]

[$NOTES%]

[$ORD_SUB_TOTAL%]

[$ORD_SUB_TOTAL_TAXS]

[$ORD_PNP%]

[$ORD_PNP_TAXS%]

[$ORD_INSURANCES%]

[$ORD_INSURANCE_TAXS%]
[$ORD_TOTAL_TAX%]

[$ORD_TOTAL_NO_TAX%]
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Description

Order ID (maybe different
from [%ORD_NUM%)])

Invoice number

Invoice number in the form
XXXX-XXXX-XXXX

Date when the checkout was
completed

Date when the order was
processed by the website
(normally the same as

[%CHECKOUT_DATE%)])

Invoice date

Date when payment was
taken

Date when the order was
shipped (sent)

Sub-site item was sold on
(e.g. Ebay Express)

Payment method used
Payment status

Total amount paid
Paypal ID (if appropriate)

Order VAT number (mainly
used for other EC country
sale not paying VAT)

Invoice Customer VAT
number (mainly used for other
EC country sale not paying
VAT)

Delivery Customer VAT
number (mainly used for other
EC country sale not paying
VAT)

Currency for the order
Purchase order number
Total weight of order

Postal service required for
order

Any special delivery
instructions

Feedback left for customer

Feedback received from
customer

Notes for order

Total cost of all items ordered
(not including VAT)

Tax on total cost of items

Total Postage and Packing
(not including VAT)

Tax on Postage and Packing

Insurance on order (not
including VAT)

Tax on Insurance
Total tax on order

Total of all items, postage and
insurance

DocVer 1.20
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Shops used for

osCommerce

Ebay Amazon Playtrade RomanCart eBid [ Sp2'"e1%%

Actinic CubeCart OSOP  Interspire XCart
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Macro to use

[$ORD_GRAND_TOTAL%]

[$ITEM_IDn%]
[$ITEM_TITLEN%]

[$ITEM_SKUn%]

[$ITEM_QTYn%]
[$ITEM_PRICEnN%]
[$ITEM_VAT_RATEnN%]
[$ITEM_TAXn%]
[$ITEM_TOTALnN%]
[$ITEM_WEIGHTNn%]

[$ITEM_SHIPPED_QTYn$%]

[$ITEMS_ORDERED%]

[$ITEMS_ORDERED2%]

[$ITEMS_ORDERED3%]

[$ITEMS_PACKING_LIST%]

[$ITEMS_PACKING_LIST2%]

[$ITEMS_PACKING_LIST3%]

[$CUSTOM_ENTERED1%]
[$CUSTOM_ENTERED2%]
[$CUSTOM_ENTERED3%]
[$CUSTOM_ENTERED4%]
[$CUSTOM_ENTEREDS5%]
[$CUSTOM_ENTERED6%]

[$CUSTOM_ENTERED7%]
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Description

Ebay Amazon Playtrade RomanCart eBid

Total of all items, P&P,
Insurance and Tax

Iltem ID. n can be from 1 to
20.

Iltem Title. n can be from 1 to
20.

Iltem SKU. This normally your
own part number (ID). n can
be from 1 to 20.

Quantity of item. n can be
from 1 to 20.

Price of item. n can be from 1
to 20.

VAT rate applied to this item.
n can be from 1 to 20.

C € 4
“ € <
L S S §

C € 4
< € 4

Tax (VAT) on the item. ncan o
be from 1 to 20.

Total cost of item (including 4 o«
TAX). n can be from 1 to 20.

Weight of item (normally in

Kilos). n can be from 1 to 20.

Number of this item shipped.. wf* «*
n can be from 1 to 20.

All the items ordered > R
including Postage and

Packing, Insurance and Tax.

Uses Item IDs

All the items ordered > R
including Postage and

Packing, Insurance and Tax.

Uses ltem SKUs

All the items ordered o
including Postage and

Packing, Insurance and Tax.

Uses ltem IDS and SKUs

All the items ordered. No > R
costs shown. Uses Item IDs

All the items ordered. No ol o
costs shown. Uses Item

SKUs

All the items ordered. No o ol

costs shown. Uses Item
SKUs and IDs

Custom field 1 entered for the 4 +*
order

Custom field 2 entered for the +f*
order

Custom field 3 entered for the o
order
Custom field 4 entered for the 4w «*
order
Custom field 5 entered for the 4 +*
order
Custom field 6 entered for the 4
order

Custom field 7 entered for the &
order
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Shops used for

osCommerce

R oo, Actinic CubeCart OSOP Interspire XCart

YIS PSS
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<
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Macro to use

[$CUSTOM_ENTERED8%]

[$CUSTOM_ENTERED9%]

[$CUSTOM_ENTERED10%]
[$CUSTOM_ENTERED11%]
[$CUSTOM_ENTERED12%]
[$CUSTOM_ENTERED13%]
[$CUSTOM_ENTERED14%]
[$CUSTOM_ENTERED15%]
[$CUSTOM_ENTERED16%]
[$CUSTOM_ENTERED17%]
[$CUSTOM_ENTERED18%]
[$CUSTOM_ENTERED19%]
[$CUSTOM_ENTERED20%]
[$CUSTOM_ENTERED21%]
[$CUSTOM_ENTERED22%]
[$CUSTOM_ENTERED23%]
[$CUSTOM_ENTERED24%]
[$CUSTOM_ENTERED25%]
[$CUSTOM_ENTERED26%]
[$CUSTOM_ENTERED27%]
[$CUSTOM_ENTERED28%]
[$CUSTOM_ENTERED29%]
[$CUSTOM_ENTERED30%]
[$CUSTOM_ENTERED31%]
[$CUSTOM_ENTERED32%]
[$CUSTOM_ENTERED33%]
[$CUSTOM_ENTERED34%]
[$CUSTOM_ENTERED35%]
[$CUSTOM_ENTERED36%]
[$CUSTOM_ENTERED37%]

[$CUSTOM_ENTERED38%]
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Description

Custom field 8 entered for the

order

Custom field 9 entered for the

order

Custom field 10 entered for
the order

Custom field 11 entered for
the order

Custom field 12 entered for
the order

Custom field 13 entered for
the order

Custom field 14 entered for
the order

Custom field 15 entered for
the order

Custom field 16 entered for
the order

Custom field 17 entered for
the order

Custom field 18 entered for
the order

Custom field 19 entered for
the order

Custom field 20entered for
the order

Custom field 21 entered for
the order

Custom field 22 entered for
the order

Custom field 23 entered for
the order

Custom field 24 entered for
the order

Custom field 25 entered for
the order

Custom field 26 entered for
the order

Custom field 27 entered for
the order

Custom field 28 entered for
the order

Custom field 29 entered for
the order

Custom field 30entered for
the order

Custom field 31 entered for
the order

Custom field 32 entered for
the order

Custom field 33 entered for
the order

Custom field 34 entered for
the order

Custom field 35 entered for
the order

Custom field 36 entered for
the order

Custom field 37 entered for
the order

Custom field 38 entered for
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Shops used for

osCommerce
/CRE Loaded

One Stop Order Processing @

Actinic CubeCart OSOP  Interspire XCart
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Macro to use

[$CUSTOM_ENTERED39%]
[$CUSTOM_ENTERED40%]
[$CUSTOM_ENTERED41%]
[$CUSTOM_ENTERED42%]
[$CUSTOM_ENTERED43%]
[$CUSTOM_ENTERED44%]
[$CUSTOM_ENTERED45%]
[$CUSTOM_ENTERED46%]
[$CUSTOM_ENTERED47%]
[$CUSTOM_ENTERED48%]
[$CUSTOM_ENTERED49%]

[$CUSTOM_ENTERED50%]

Description

Ebay Amazon Playtrade RomanCart eBid

the order

Custom field 39 entered for
the order

Custom field 40 entered for
the order

Custom field 41 entered for
the order

Custom field 42 entered for
the order

Custom field 43 entered for
the order

Custom field 44 entered for
the order

Custom field 45 entered for
the order

Custom field 46 entered for
the order

Custom field 47 entered for
the order

Custom field 48 entered for
the order

Custom field 49 entered for
the order

Custom field 50entered for
the order

¢
<
3
<
<
<
<
<

¢ ¢ 4
¢ ¢ ¢
¢ ¢ ¢
¢ ¢ ¢
¢ ¢ ¢
¢ ¢ ¢
¢ ¢ ¢
¢ ¢ 4

v v

[$CUSTOM_FIXED1%] Upt0o [$CUSTOM FIXED50%]. These values are off o
defined in the Customize Current View dialog

Product Macros. You can display more details for each product on an order line by using the following macros.
orderline to display. n can be from 1 to 100

[PRODUCT_SKUn$% ]
[$PRODUCT EANn$%]
[$PRODUCT TITLEn%]
[$PRODUCT DESCn%]

[$PRODUCT_BINn%]

[$PRODUCT PRICEn%]
[$PRODUCT SHIP_COSTn$%]
[$PRODUCT VAT_RATEn%]
[$PRODUCT WEIGHTnS]

[$PRODUCT_TYPEn%]

[$PRODUCT_STOCK_LEVELn%]

[$PRODUCT_STOCK_REORDER_LEVELn%]
[$PRODUCT_STOCK_OUT_LEVELnNn%]

[$PRODUCT COST PRICEn%]
[$PRODUCT COST PRICE_SHIPPINGn%]
[$PRODUCT CURRENCYn%]

[$PRODUCT NOTESn%]

[$PRODUCT ACTINIC_SKUn%]

[$PRODUCT_AMAZON_MP_SKUn%]
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Product SKU v v
Product EAN v v
Product Title U
Product Description W
Product bin/location in the o
warehouse

Product price o
Product shipping cost W
Product VAT rate o o
Product weight WP
Product type. This is the o P
group that you have assigned

the product to (e.g. Tools)

Product current stock level — #f*
Product stock level to reorder 4 4

at

Product stock level whenis & &
out of stock

Product cost price "
Product cost price of shipping ##
Product currency 5
Product notes (that you enter) #* o
Product Actinic SKU o

Product Amazon Marketplace #f#*
SKU
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Shops used for

osCommerce

R oo, Actinic CubeCart OSOP Interspire XCart
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Macro to use

[$PRODUCT_AMAZON_SC_SKUn%]

[$PRODUCT_CUBE_CART_SKUn%]
[$PRODUCT_EDIRECTORY_SKUn%]
[$PRODUCT_INTERSPIRE_ SKUn%]
[$PRODUCT_EBAY_SKUn%]
[$PRODUCT_EBID_SKUn%]
[$PRODUCT_ONE_STOP_SKUn%]
[$PRODUCT_OSCOMMERCE_SKUn%]
[$PRODUCT_PLAYTRADE_SKUn%]
[$PRODUCT_ROMAN_CART_ SKUn%]

[$PRODUCT_XCART_SKUn%]

Product Macros used for
product feeds

[$PRODUCT ORIGINAL PRICEn%]
[$PRODUCT AVAILABILITYn%]
[$PRODUCT BRANDn%]
[$PRODUCT CATEGORYn%]

[$PRODUCT_CONDITIONNn%]

[$PRODUCT_DURATIONNS ]
[$PRODUCT_IMAGEl-n$%]

[$PRODUCT IMAGE2-n%]
[$PRODUCT IMAGE3-n%]
[$PRODUCT IMAGE4-n%]
[$PRODUCT IMAGE5-n%]
[$PRODUCT MANUFACTURERnS ]

[$PRODUCT_PRODUCT_TYPEn%]

[$PRODUCT_SEARCH_TERMSn%]
[$PRODUCT_SELLING_FORMATn%]
[$PRODUCT_SHIPPING_DESTINATIONn%]

[$PRODUCT_TYPEn%]
[$PRODUCT_WEBPAGEN%]

[$PRODUCT_CUSTOM1-n%]

[$PRODUCT_CUSTOM2-n%]
[$PRODUCT_CUSTOM3-n%]

[$PRODUCT_CUSTOM4-n%]
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Description

Product Amazon
SellerCentral SKU

Product CubeCart SKU
Product Edirectory SKU
Product Interspire SKU
Product Ebay SKU
Product eBid SKU

Product OSOP SKU
Product osCommerce SKU
Product Playtrade SKU
Product Roman Cart SKU
Product XCart SKU

Product original price, used
for sales

Product availability, e.g. 3
days

Product brand, e.g. Dolce
Gusto

Product category, e.g. Small
applicances

Product condition, e.g. new

Product duration of sale, e.g.
7 (for 7 days)

Product image, e.g.
image1.jpg

Product mage 2
Product image 3
Product image 4
Product image 5

Product manufacturer, e.g.
Nescafe

Product type, e.g. electrical

Product search terms, e.g.
Coffee, kitchen

Product selling format, e.g.
GTC

Product shipping destinations,
e.g. UK (or 7)

Product type. This is the type
for system, e.g. for Amazon
Toys & Games.

Product webpage for product.
Used for websites that (also)
sell item)

Product custom value. This
can be any value that you
want to use. You can have up
to 20 additional values for a
product.

Custom value 2
Custom value 3

Custom value 4
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Shops used for

Ebay Amazon Playtrade RomanCart eBid
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Macro to use

[$PRODUCT_CUSTOM5-n%]
[$PRODUCT_CUSTOM6-n%]
[$PRODUCT_CUSTOM7-n%]
[$PRODUCT_CUSTOM8-n%]
[$PRODUCT_CUSTOM9-n%]
[$PRODUCT_CUSTOM10-n%]
[$PRODUCT_CUSTOM11-n%]
[$PRODUCT_CUSTOM12-n%]
[$PRODUCT_CUSTOM13-n%]
[$PRODUCT_CUSTOM14-n%]
[$PRODUCT_CUSTOM15-n%]
[$PRODUCT_CUSTOM16-n%]
[$PRODUCT_CUSTOM17-n%]
[$PRODUCT_CUSTOM18-n%]
[$PRODUCT_CUSTOM19-n%]

[$PRODUCT_CUSTOM20-n%]

Description

Custom value 5
Custom value 6
Custom value 7
Custom value 8
Custom value 9
Custom value 10
Custom value 11
Custom value 12
Custom value 13
Custom value 14
Custom value 15
Custom value 16
Custom value 17
Custom value 18
Custom value 19

Custom value 20

Ebay Amazon Playtrade RomanCart eBid
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Shops used for

osCommerce

R oo, Actinic CubeCart OSOP Interspire XCart

v v Vv ISP
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Suppliers Macros. vou can display suppliers details for each product on an order line by using the following macros.
Where N is the supplier number. N can be from 1 to 3. Where n is the orderline to display. n can be from 1 to 100.

[$SUPPLIER_NAMEN-n%]
[$SUPPLIER_COMPANYN-n%]
[$SUPPLIER_TEL_NUMN-n%]
[$SUPPLIER_FAX_ NUMN-n%]
[$SUPPLIER_EMAILN-n%]
[$SUPPLIER_ADD_LINE1N-n$%]
[$SUPPLIER_ADD_LINE2N-n%]
[$SUPPLIER_ADD_LINE3N-n%]
[$SUPPLIER_ADD_LINE4N-n%]
[$SUPPLIER_COUNTYN-n$%]
[$SUPPLIER_POSTCODEN-n%]
[$SUPPLIER_COUNTRYN-n%]
[$SUPPLIER_IDN-n%]
[$SUPPLIER_VATN-n$%]
[$SUPPLIER_CODEN-n%]

[$SUPPLIER_NOTESN-n%]

[$SUPPLIER ADDN-n%]

Supplier contact name
Supplier Company
Supplier telephone number
Supplier fax number
Supplier email
Supplier address line 1
Supplier address line 2
Supplier address line 3
Supplier address line 4
Supplier county
Supplier postcode
Supplier country
Supplier ID

Supplier VAT code

Supplier code (your own
internal code)

Supplier notes

Complete supplier address.
Blank lines are removed and

the country is displayed using

the country option in the
Printing fields options.
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Custom entered fields can be used to add you own information to each order. These values can be entered on the Custom

values tab on each order.
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