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Etail Systems Tip Sheet

Objective:

- To add an item(s) to an order & take additional payment via Sage Pay using the MOTO
function.

- To edit the invoice address & delivery address on an order.

- To edit the personalisation text on an order.

The following tells you how to achieve this;-

If you have MOTO (mail order / telephone order) payment set up, then you can add items onto an order
that a customer has already placed through the website, or a MOTO order that you/a member of your
team has put through.

NB: If you're not sure if you have MOTO set up or would like more information, please contact us.

You can also edit the invoice & delivery address of an order, if a customer has made an error or they
would like to send it somewhere else.

Orders Products To start off editing an order, you'll need to go to Orders > New Orders & click

on the order you wish to edit, by using the magnifying glass or clicking on the
(g "5 Hew Orders | order number.

10088 14/0213 16:54 £28.50 |Etail Demo COMS: AB & Mr David Herington LAT1 7QM

Editing Invoice, Delivery & Email Addresses

You’ll then see this screen. To edit the Email, Invoice &/or delivery address, click the ‘Edit’ button on the
desired address.

Order Notes

e proac L N T R
None (=] -
Complete [ L} %)
Flease select [ | £
Customer Information
e e e Dovce i source
Etail Demo 08/06/201108:39 91.109.88.122 Unknown / Website
Mo web Browser information
Invoice Details [T Delivery Details
Email Address: | mattx 1260737268 o
Name: | Wr Matt Morrisan Hame: | Hr Matt Morrison
Warl Marl
|| uwerston | Ulverston
Addrass: | ) FTo0 Address: || 4 1208H
United Kingdom United Kingdom
Tet: ek

Mobile: Mobile:
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Make your changes then click the ‘Update’ button.

Email Address: | |support@etaisystems.com

NB: If you're editing the order of a customer who’s a - CL -
ompany
member of your site, this will only change the order & not tot e
. Line 2 [Trinity Enterprise centre
the member details. sess| 005 [0

Town Barrow-in-Furness.

County  [cumbria

Postcode |14 26N
Tek:| [08444520808

Mobile:

Adding an item to an order

To do this, you'll need the ‘Order Details’ sub-heading on the order screen near the bottom of the
screen. Click ‘Add Order Item’.

Order Details

Order Actions

Detailed Order View |Add Order Item | | Cancel Items | | Despatch Items | | Return Items |
Rererence —Jpescrpion o S S

THERMOO01 eBay Test Product Colour: Blue 0.0 0.00 14.95 299 17.94 ®
Delivery Zone: UK Method: Weight band Service: 1-2 Days 0.00 852 0.00 852
Order total 0.0 0.00 2347 2.99 26.46

An extra line will now appear. You’ll need to add your Client SKU Ref in the ‘Reference’ box, add a
Quantity & then click ‘Add’.

T — T T S S—

31387 J [aaa |
THERM0001 eBay Test Product Colour: Blue 1 00 0.00 14.95 249 17.94 vl

Delivery Zone: UK Method: Weight band Service: 1-2 Days 0.00 852 0.00 8.52

Order total 0.0 0.00 2347 2.99 26.46

Your item will then be added to the order.
Taking Additional Payment

As you’ve now added an extra item to the order, it’s classed as ‘part paid’ — if you scroll up to the
‘Payment Details’ section, you'll see the half green, half red cash icon indicating this.

Pameniipe promerboe ——bwa e  sows amom s |

5a588425-1671-4031-960a-106/469c97ch
Address: NOTMATCHED
Debit - Credit Card SagePay 02/00/2012 12.44 | Card No: #**#*=*++0008 Postcode: NOTMATCHED Purchase £26.48 &
CV2: MATCHED
3D Secure: NOTCHECKED

Total £26.46 &

You'll now need to take additional payment via Sage Pay to correct this. Click the ‘Take additional Sage
Pay payment’ button.

Payment details

[ Take additional SagePay payment ]

Pament e prosaerlbue——Joon e lsaws e e |

5a588425-1671-4031-960a-106f469¢97c5
Address: NOTMATCHED
Nehit - Cradit Card SanePav | DAUNAUP0A2 19°44 | Card N Hesssa=nnng Posteade: NOTMATCHER Purchasze £7R 4R P
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e cr s This will then take you through to the Sage Pay

MOTO page. Fill it in as you normally would,
then click ‘Proceed’ in the bottom right.

]
B &

Sage Pay will then check the transaction — this isn’t instant & may take a little while to go through,
depending on the speed of Sage Pay & your internet connection.

Taking Additional payment from Sage Pay for £45.54

'Y Y Y X X Y Y N
{AQ/ {AQ/ Please \Q‘*%while your trQﬁsQ;ction is autho\h&ge/d with the baﬁhQ/ @Q/ wéQ/
C)(Z’ CQQ’ 2 [&2) & Y CJQ’ CJQ’
o v & o~ o~ o~ & &

If everything has gone through fine, you will then get a success message. Click ‘Continue’ or if you want
to go to any other tab in COMS, just click on it.

Taking Additional payment from Sage Pay for £45.54

Additional payment added to order

When you go back into the order, you’ll now see there are more Sage Pay charges (the amount of
however many Additional Payments you've put through), plus the Total here will now have been
updated.

Pomonttpe lpromsrlbae s e S wmom sams
5a588425-f671-4031-960a-106f469c97c5
Address: NOTMATCHED
Debit - Credit Card SagePay| 03/09/2012 12:44 | Card Mo: === 0006 Postcode: NOTMATCHED Purchase £26.46 ]
CV2: MATCHED
3D Secure: NOTCHECKED

a317fac6-0455-4cde-ba18-04602984089c
Address: NOTMATCHED
Debit - Credit Card SagePay| 05/06/2013 09:55 | Card No; **#sswsss 0ooa Postcode: NOTMATCHED Purchase £4554 &
CV2: MATCHED
3D Secure: NOTCHECKED

ad5dffde-cébc-4a90-852d-c3b39f454790
Address: NOTMATCHED
Debit - Credit Card SagePay| 05/06/2013 10:00 | Card Mo: === 0006 Postcode: NOTMATCHED Purchase £45 54 3
CV2: MATCHED
3D Secure: NOTCHECKED

Total £117.54 é&
Editing Personalisation Text

To do this, click into the order as
sl oo described in the first part of this
T e S T —r walkthrough. Scroll down to the bottom
of the order screen to the ‘Order Details’
sub-heading. Click on the ‘edit’ button on
the personalisation text you want to edit.
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You may be flicked back to the top of the order
;;? CAC T . .
Name on abel = [TEsTM4s45: [ Maxizchars  gcreen — scroll down again & you will now see
this box & a new button.

Change the text & click the green ‘update’ button to save your changes. You've now successfully
changed the personalisation text.

Adding a promotion code

Some customers might have a promotional code, but have forgotten to enter it at the checkout. You can
now add this & refund the customer’s card the money they originally would have gotten off the order.

In the ‘View Order’ screen, scroll down to the ‘Payment Details’ section — under here you’ll see a

‘Promotion / Voucher Code’ box.

Promation / Voucher code [l Create REFUND on Credit card or PayPal for Promotion value

Enter the promotional code or gift voucher in the box, tick the ‘Create REFUND on Credit card or PayPal
for Promotion value’ tick box if applicable (which it will be in most cases, but not all) & then click the
‘Add Code’ button. The refund information/log of the voucher being inputted will appear in the
‘Payment Details’ section.

General Information

Any changes are logged & traceable to the person who did them.

e e

05/06/2013 09:59 | Product 'BRIC Wooden Cooker (white)' order quantity increased by kim
05/06/2013 09:42 | Additional product 'BRIC Wooden Cooker (white) added to order by kim

If you need any help with editing an order, please «call 0844 482 0908 or email
support@etailsystems.com.
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