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Introduction

With One Stop Order Processing for Actinic you can select multiple orders, using your selection criteria, quickly
and easily take them through to completion. You can easily integrate Actinic with other 3" party systems using
the Export Orders features.

- One Stop Order Processing for Actinic ¥7 (Labels)

A ks
Refresh Orders [F5) | Change Site | Options | Sl
Order Selection: B ekl
) Filter: [v Packing List
Status: Field Criteria W Irvoice
|.-'1'-.II [hiot PSP Pending] ﬂ |Item$ Ord ﬂ |Greater than ﬂ I

Highlight Colour Filter: J W alue: I CC Scheduie

| lgrore j |2EI Frint
[ ate Filter: = Freview
I |Last 30 days ﬂ Search for orders with [F3]; | | Export Reports

Order Mumber | Payment Status | Labels ta print | Service Level | Invoice ... | ez A Bl E R
I! Check all selected orders - ) ;5 5 Pl L
l Uncheck all selected arders Procezzing;
I Format Addreszes
I 2 1 Make Paymerts
Ol 3 Recei.. 1 £ Frinted 1 7

Show Order Detail : .
O abieina o Recei.. 1 z Printed 1 Ship el

Highlight Colour Mone Printed 1 Wiews Order
Ol [ Account customer Frinted 1 :

i Shred CC Detailz

Ol i [ Last Account set-up Printed 1 =
O tH97=R1 0000445 Full Papmer [ Lask inko Mewsgroup Frinted 2 Track Onling
e i e = o [ Fast track R 2 =
s | L. Email Customers:

Bl overdue

Checkall| Clearal | #] 2472 Crueror ar— 1userloggedon || |[Track Order |

About |F'rintl:lr|:|ers| E:-:pl:nrtl:lrders| Ereate.-’-‘-.ccnunts] Yiew: John'sView =| Select Columng | Send Email |

For each selected order you can print, preview, email or export the Data Entry, Packing List, Invoice, Label and
Credit Card Schedule. All the selected orders can also be marked as shipped and marked as payment made or
the order addresses formatted. You can easily allow your orders to be tracked online. This can be done by using
the built-in order tracking (hosted on your Actinic site) or linked to your couriers site (e.g. CityLink or Business
Post).

You can quickly and easily view orders from any Actinic site (on the same PC or anywhere on your network).
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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Order selection

You can select all the outstanding orders or a selection of orders based upon your search criteria.

Status

This can be either:

. All Pending

. Pending & Not Shipped
. Pending & Shipped

. Completed

. PSP Pending

. All (not PSP Pending)

. All orders.

Filter

A filter is based upon one of the Selected Columns. To create a filter do the following:

1. Choose a Field type, for example, Date Ordered.

2. Select the Criteria, for example Between.

3. Enter values for the chosen criteria, for example 9am on the 10" July 2005 and 5pm on the 30" July 2005.
4. Press the Refresh Orders button.

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

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
There are several useful filtering fetures 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,
11C:\temp\filtervals.txt) 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).
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Setting the available criteria choices

If you are using a date as a filter, for example, Date ordered you can change the list of available dates to select

by. To do this click on the J button to the right of the Criteria area. The following dialog is displayed:

Select criteria §|

Tick the date filters that yau want to appear in the izt of available choices

[ Bebtween entered dates
[v After entered date [ Befare entered date

Drate iz in the last;

[v Today v 7 days [ B0 days
[ This week [v 10 days [ 90 days
[v This manth [v 30 days
[ This year

Date iz older than:
[+ “festerday [ 7dayps [ B0 days
v Last week [ 10 daps [ 90 days
v Last month [ 30 dayps
[ Last year
[v This week last year
[v Thiz maonth last year

] | Cancel |

The dates are split into 3 distinct areas:

1 The first set of date choices is where you enter a specific (or dates).

2 The second set of date choices is orders from now to a defined time in the past. This is useful to
view orders that have arrived today, this week or in the last 30 days.

3 The third set of dates are for view orders in the past. This can be used to view orders from last

week, last month or for seeing which orders haven’t been shipped (or paid for) after a defined time
period (for example, 30 days).

Tick the choices that you want to appear in the criteria list and press OK.
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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.

NOTE: After entering your text you can also press F3 to find the text.

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

Highlight Colour Filter (minimum Actinic V7 required)

In addition to the main filter you can create your own custom filters. One Stop Order Processing (and Actinic)
allows you to 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. For example, 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 button to
the right of the Highlight Colour Filter. You will need to install the Highlight Colour Manager to change colours.
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Date Filter

You can use a master date filter to only show orders from 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 Filter area. This displays the following dialog:

Select criteria §|

Tick the date filkers that pou want to appear in the list of available choices

Date iz in the last;

[v i v 7 days [v B0 days
[v Thiz week [ 10 days [v 90 days
[v Thiz manth [v 30 days
[v This year

Date is older than:
v “festerday [ 7 dayps [ B0 days
[ Last wesk [ 10 days [ 90 days
[ Last manth [ 30 days
[v Last year
[ This week last year
[ Thiz month last year

[rate to uze for filker:

" DOrder placed ¢ Order completed @ Order received [downloaded)

(] | Cancel

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

Order placed
The date that the customer placed the order

Order completed
The date that the order was shipped, printed and paid for.

Order received (downloaded)
The date that the order was downloaded from the website.
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Views

A view is a defined set 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 Select Columns button.

Several views are installed. These include Courier views (that allow your order details to easily be imported into
external Courier systems) and a Profit view. If you use the Profit and Pricing Tool you can use these values in
your One Stop Order Processing displayed information.

Displaying the orders grid
You can turn the displaying of a grid around the orders by pressing the ﬂ button.

Exporting order details

One Stop Order Processing allows any view 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. See the ‘Selecting order information fields to use for filter’ section for more information on setting up
VIeWS.

To export all the orders (or selected orders) click on the Export Orders button. The following dialog is displayed:
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I Export order details @

Orders ta include:
" Al orders

* Selected orders only

ode | Service Level | Delivery Instructions | Payment On Del... | Returns [COD] A
o 0 M
o 0 M
D 0 M
o 0 M
D 0 M
o &, 0 M
o 0 M
o 0 M
o 0 M b’
£ »
72 Orders

Header and Footer information:

[EZFILEMAMEZ]ENEW _LINEZ]

[v Include header line:

v Include footer line:  |[SNUM_EXPORTEDE] arders at [2TIMEX]

v |nclude column headers before data [v |nclude column totalz after data

[rata format;

[v OQuote field infarmation using: | Field separatar, to ugze a tab enter "t ||

File ta expart to: | c:5\Loader T odaysOrders. b J

Ewxport 72 orders | | 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.
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The header and footer lines can include the following macros. These are replaced when the information is
exported.

[%TIME%] The current date and time.

[%FILENAME%] The filename exported to.

[%eNUM_EXPORTED%] Number of orders exported

[%NEW_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.

[%BATCH_NUMBER?%] A number that can be used in file names for certain feeds.

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.

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.

File to export to
This is 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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Creating customer accounts (Actinic Business or Above required)

One Stop Order Processing allows you to create customer accounts from any of your orders. This would
normally be set-up in your shop 1 of 2 ways, described below:

1. After customers have placed an order you would create an account, giving them a discount the next time that
they shop with you.

2. Create a free product in your shop that allows someone to apply for a customer account. This can be the only
product that is shown to retail customers (i.e. non logged in customers).

Once you have downloaded the relevant orders you simply select the required orders (using filters or ticking the

required orders) and clicking on the Create Account button; the use of the Create Customer Account dialog is
described further in this section.

Creating Customer Account information
Click on the Create Accounts button (in the bottom left hand corner of the main window).

The following dialog will be displayed:
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B Create Customer Accounts E|
Orders to include:
" &l orders " Selecied orders onl
| Order Mumber | Labels ta print | T otal ‘Weight | Delivery Instructions | Doate 01

RT4INGIOO03234 & i3 15 Jun
CwiE2HU10003289 4 28 30 Jul 2
Pl22HU1 0004206 1 7 02 Movw
PlgzHU1 0004207 2 14 03 Mo
MRESA)T 0003629 1 7 03 b ar
MAESA]T 0003331 1 7 20 &ug
JTE10UT 0007321 1 7 22 Mow »

£ ¥

33 Orders

Create Accounts:

Default customer information;

Group |F|epeat Customers ﬂ [ Default account status to suspended

Payment method: |L|se order's payment type ﬂ

Default buper information;

[v Send email confirnation of arders [ Default buver status to suspended
[ Mawimum order value [ Hide retail prices
FPaszwords:

¢ Use random password Use invoice postcode ¢ Use a passward of:

[v Don't create account if buyer already exists

File to export to: |I::HEustumerﬂccuunts'ﬁFeb2EIEIEI.t:-:t J

géﬂﬂ;ﬂgﬁﬁ set when ||_ Last into accounts j Create 33 customer accounts | |

Azzociate Accounts with Orders:

Automatically azsign accounts for 33 u:uru:lers| I Add Login details to order memao when associated

Manually azzign accounts to orders |

Cancel

Orders to include
You can either set-up accounts for all the orders displayed in the main window or those that you have ticked

(Selected orders only).

Default customer information
When account details are created you can the following information:

Group
The customer group to add the order customer to. You should set these up in the Actinic Customer Groups.
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Payment method

When your account customers enter a future oder (having logged in) they can have a default payment type
selected. You can either use the payment type they chose for their order or use a fixed payment type (e.g.
Paypal).

Default account status to suspended
When the account is created orders will not be able to be created using it.

Default buyer information

Send email confirmation of orders
Do you want the buyer to receive an email when they place an order.

Default buyer status to suspended
If you only want to create a buyer, but not let them login (yet) tick this box.

Maximum order value
You can limit how much the buyer can spend by entering the value in this field.

Hide retail prices
You can hide the retail prices when the buyer logs in and only show their specific prices.

Passwords
When accounts are created the login name is automatically set to the login name. You can choose the password
scheme to adopt when creating accounts. There are 3 types.
1. Use random password
The created password is based upon all the user’s details and can be from 5 to 9 characters of mixed
case.

2. Use a password of
You can specify a fixed password for all created accounts.

3. Use invoice postcode
This uses the order’s invoice postcode. This can be very useful if you want the customer to easily
remember their password.

Don’t create account if buyer already exists
If you use this option you don’t have to worry about re-creating customers accounts. Using this option you can
simply select a group of orders and know that an account (import) file will only contain new accounts.

Highlight Colour to set when account exported (Actinic V7 onwards only)
When you create an account you will probably want to send the customer an email. What you can do is assign a
colour to the order and then select only those orders to send emails to.

When you want to create the customer accounts simply select the Export n customers (where n is the number of
orders to create customer accounts for). The accounts are created from the orders in newest to oldest date
order. So if a customer has ordered more than once from the selected orders only their current information will
be used.

Accounts will only be created once for the same Company name or Invoice email address (used as the login
name). This is a requirement of an Actinic account.

It is not a requirement to assign customer accounts to orders as One Stop Order Processing automatically finds
the customer account details when sending emails. This is based upon the order’s invoice email address. When
sending emails you can default account information (if displayed in the email) if an account does not exist and
optionally not send the email if a valid customer can not be found (you can then resolve the account issue and
resend the email).

Mole End Software 2009 Page 14 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Assigning customer accounts to orders
Once the customer accounts have been imported into Actinic you may want to associate them with their original
order (or orders). There are 2 approaches to doing this, automatically or manually.

Automatically assign accounts to orders

This will look at all the selected orders and if a buyer is found with a login name the same as the invoice email
address it will associate that customer account with that order. If you want to view or amend these later you can
use the manual approach (described below).

Manually assign accounts to orders
This will launch the Order Customer and Buyer Assignment product. If you do not have this installed you will be
prompted to download and install it. You should refer to this product’s help for more information.

Add Login details to order memo when associated
When the customers account is created you can add their login name and password to their order memo. This
can be useful if the customer phones up and needs to know their login details.
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Once the account information import file has been created, it can be imported into any site (or any version) of
Actinic. This is explained below:

1. From Actinic, select Import from the File menu
| File | Edit Settings Design  Oper:
Sikes... r

g External Links. ..

1 Impoart,.. I

Import Orders. ..
Import Sage Line 50 Data. ..
Export...

Snapshat. .. *

Prinkt Setup...

Exit

2. Select Hierarchical Import and click Next.

Import Wizard

The impart wizard will quide pou through the
procezz of imparting a file containing
infarmation inta the open site. Pleaze answer
all the questions on each page and uze the
niavigation buttonz to navigate through this
wizard.

To be zafe, make zure that you have a
backup of the curent catalog before pou
impart new information. To make a backup,
close Catalog and answer ez when azked
if you want to make a backup. Then restart
Catalog.

Import Type:
(") Flat File Impart

Mest » ][ Cancel
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3. Select the file that was created with One Stop Order Processing and select Next.

File to import

File: Marne: |u::"aEustDmer.-’-'-.chunts'\mEIdEIB.t:-:t | [ Browse... ]

Do wou wigh to replace or update your existing data’?
(*) Update () Replace

Ywhhat bepe of file do vou want to import?
(%) Text - Comma Delimited () Text - Tab Delimited

"What character et was uzed to create the file?

(%) ANS [windows) (O Dos

Does the firzt record contain field names (in which caze it will not be imported)?

< Back ]E.......H.EHD |[ Cancel
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4. Click on Auto Map (if the Import Field column does not have ticks by each item) and select Next.

Map fields for Customer table [Customer accounts)

Status

Fau

Title

R s L

Purge

Euternal...
Price 5.

Paymen...
Email O...
Email A...
Teleph...

Contact...
Salutati...

Carmme...
|Fvoice ...
|Fvoice ...

Irmport Field | bMap Impart Field
1 Mame
External Referen...

Frice Schedule
Status

Fayrment kMethod
Ernail Or Order
Email Addresz
Telephone

Fau

Contact Mame
S alutation

Title

Carnments
|Fvoice Address

|Fvoice Address ...

Purge

to Auctinic Field

M ame

Esternal Reference
Price Schedule
Status

Payment b ethod
Email On Order
Email Address
Telephone

Faw

Contact Mame

S alutation

Title

Caomments

|rvoice Address
|rwvoice Addresz Rule
Purge

The data which vou are importing needs to be mapped from itz existing structure to the fields
in the databaze table.

Dirag each field from the file being imported [lmport field"] and drop it on the appropriate
figld in the praducts databaze ["Map Impart field"], or uze copy and paste. Delete ar cut
will remove a field. v'ou can zave the mapping for use later on.

M ame of M apping:

Load kapping

Save Mapping

Delete M apping

Auto kMap

< Back

Mewst =

l [ Cancel ]
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5. Do the same with this

page (i.e. make sure all the fields are mapped) and select Next.

Map fields for CustomerAddress table (Addresses for, customer ac. .. EJE|

Irport Field

Post/Z...
Courtry...
Walid In...
Valid ...
State ID
Ewempt ...
Ewxempt ...
Ewempt ...
Ewxempt ...
Purge
Reszide...

R s L

b ap Import Field

1 Mame

Lire 1

Line 2

Lire 3

Line 4

Past/Zip Code
Country 1D

Walid lnvoice Ad...
Walid Delivery Ad...
State ID

Ewernpt Tax 1
Ewernpt Tax 1 D1...
Ewempt Tax 2
Ewernpt Tax 2 D1...
Purge
Rezidential/Com...

The data which vou are importing needs to be mapped from itz existing structure to the fields
in the databaze table.
Dirag each field from the file being imported [lmport field"] and drop it on the appropriate
figld in the praducts databaze ["Map Impart field"], or uze copy and paste. Delete ar cut
will remove a field. v'ou can zave the mapping for use later on.

to Auctinic Field

M ame

Line 1

Line 2

Line 3

Line 4

Pozt/Zip Code
Country [0

Walid Invoice Address
Walid Delivery Address
State 1D

Ewempt Tax 1

Ew=empt Tax 1 Data
Exempt Tax 2

Ew=empt Tax 2 Data
Purge
Residential/Commercial

M ame of M apping:

Load kapping

Save Mapping

Delete M apping

< Back ”

l [ Cancel ]
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6. Do the same again with this

page (i.e. make sire all the fields are mapped) and select Next.

Map fields for CustomerBuyer, table (Buyers for customer accounts) EJE|

Statuz

I

Title
Phone
Fax

R L . O

Pazzwiord

[vioice ...
[Fvoice ...
Deliverny...
Delivery...
Email 0...
Email A...
b axirnu. .

Salutati...

Pazzword
Statuz

[hvoice Address ..

|Fvoice Address

Delivery Address. .

Delivery Address
Email On Order
Email Address

b @irmurn Order ...

E
Salutation
Title
Phone
Fax

Import Field | bMap Impart Field | to Actinic Field
1 Llzermame

|lzermame

FPazzwaord

Statuz

|rvoice Address Rule
|rvoice Address
Delivery Address Rule
Delivern Address

The data which vou are importing needs ko be mapped from itz existing structure to the fields
in the databaze table.
Dirag each field from the file being imported [lmport field™] and drop it on the appropriate
figld in the praducts databaze ["Map Impart figld"], or uze copy and paste. Delete ar cut
will remove a field. vou can zave the mapping for use later on.

25 | Mame of Mapping;

Load kapping

Save Mapping

Email On Order _
E mail &ddress Delete M apping
b amirmum Order Y alue
M arne
Salutation
Title
Phone
Ea Auto kMap
< Back “ et = I [ Cancel ]
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7. And once again on the last mapping page, and press Next.

Map fields for PriceSchedule table [Price schedules)

The data which vou are importing needs to be mapped from itz existing structure to the fields
in the databaze table.

Dirag each field from the file being imported [lmport field"] and drop it on the appropriate
figld in the praducts databaze ["Map Impart field"], or uze copy and paste. Delete ar cut

will remove a field. v'ou can zave the mapping for use later on.

Irmport Field | bMap Impaort Field | to Actinic Field M ame of Mapping:
Schedule Mame  Schedule Mame

¥ Baze zc.. |Baze schedule Baze scheduls

¥ Calculat... | Calculation Meth... Calculation kethod
¥ LCalculat... | Calculation Factor Calculation Factor Load kapping

Save Mapping

Delete M apping

Auto kMap

< Back ” Mewst = ][ Cancel ]
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8. Tick Make a list of Lines that Fail To Import and enter a suitable filename and select Finish.

Error reporting

[“]itdake a List of Lines that Fail to |mport?

Sawe List in File: | c:\temphermars. bt | [ Browse

If wou are sure about the zettings that you have
zelected, press the Finizh button now to begin
the import process.

< Back ][ Finizh ] [ Cancel ]

9. You should confirm the dialog that explains about current mappings.

. Business Multisite

P Pleaze take note of the following before proceeding with the impart. Do you wish
- to continue?

Wearming: buyer limit figldz are imported in the highest unit of currency. The
impaorted limit figld must not contain a decimal point.
Actinic curency being Britizh Poundsz, 103 represents £1.03.
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10. Once imported you will see a dialog similar to the one shown below:
Importing new Catalog

‘wf Preparing [mpart...
‘wf |mporting all recordz into Actinic..
‘wf Congolidating imported records. .

-.f Clozing Import. ..
‘1’ Refrezhing cached data

Complete

[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII*

11. If any errors are shown this is normally because there were errors in the customers details. The most
common problem is an invalid email address. You should correct the reported information and re-create
the customers accounts.

You can now notify people of their login details. You can create an email template and reference their login
details using the [$BUYER_NAME%] and [$BUYER_PASSWORD%] macros. For more information see the Email
Customers section.
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Order Tracking

Once order tracking has been set-up (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 Actinic 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 15 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..
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Additional order handling
If you right click (on 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.

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.

Show and amend order details
The order details for the currently selected item are shown. See the Display order details section for more
details.

Assigning a highlight colour to the selected orders (minimum Actinic V7 required)
If a colour is selected all of the currently selected orders are assigned that colour. This colour can then be used
to indicate something specific to you and additional information to filter orders on.
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Displaying order details
You can display the current order details in any of the following ways:
1. Double clicking the mouse on an order.
2. Selecting an order and pressing the View Order button.
3. 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 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).

Customer details page

Order : LS520H10000449

X]

Customer l Order details] Merno details] Custom wvalues ]
|Fvoice details: Deliven details:
S alutation: kdr I Salutation: | I
Marme: |J ahin Srmythe Mame: |J udith Palmer
Title: | Title: [
Compansy: | Compar: |
Address line 10 112 Parchdale Road Address line 10114, The Marches
Address line 2: | Address line 2: |
Address line 3 |I‘--1iu:|n:||etu:|n Address line 3 |Grug|efmd
Address line 4: |E:-:etu:un Address line 4: |Leens
Post code: |><E1 1ES Post code: |N><g oEF
Country: Urited Kingdarm Country: |Urited Kingdorn
Phone: 07923 555 192 Phone: 0715 022 444
Fax: | Fawx: |
Email |J ohn@Reite. conn Email |J ohni®R eite. com
ser defined: | zer defined: |
Copy addrezs to clipboard Copy address to clipboard
B
k. Cancel Help

The customer details for the invoice and delivery address are shown for the order. If you want to copy with 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.
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Order details page

Order : LS520H10000449 g'

Customer  Order details l Merno details] Custom wvalues ]

Product ... | Product Description | M... | Uit F'riu:e| Tatal C... | Mo, Ship... | Mo [

IL-S4MPLE  Integrated Label Paper Sample 1 £0.00 £0.00 1

< | >
Shipping method: Economy Service Total Sales: £0.00
Shipping instructions: [Dan't leave on doarstep Discount/Surcharge: £0.00
Papment status: Full Payment Received Shipping/Handiing: £0.00
PO Mum: |p|:|12345| Subtatal: £0.00
D ate ardered: 30 Oct 2004 14:04 Taw: £0.00
D ate Shipped: 03 Mo 2004 15:40 Total: £0.00

|
ITI Cancel Help

The key order information is displayed. This can be used to quickly check the status of the order. To edit the
Shipping instructions and PO Number press the Edit order details button.
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Memo page

Order : LS520H10000449 [z|

Eustn:nmer] Order details  Mema details l Custam values]

12th Hovember 2004, Angwered questions on paper [SM required).

Cancel Help

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.
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Payment details page

Order : PS52BY10007142 E|

Eustn:nmer] Order details] Mema detailz  Papment details l Custom values]

Faprnent method: — ([Ese0me e

Fapment stabus:  |Full Payment Recerved

Credit Card Details:

Type: | b astercard ﬂ

Murnber: |1 111 88765 2636 2335

End Date: lﬁ lﬁ
w2 109

Autharization |8934?583?85?3895?
code;

k. Cancel Help

The existing payment details can be shown. If you collect credit card details from your website, these will be
shown. You can also add the details in later for manual processing. To amend or add payment details to the
order press the Edit order details button.

NOTE: If using Credit Card Encryption (in Actinic V8 or later) you can not amend the card details. However, you
can view the details as long as you have entered your Login nhame and password into the Login Options page.
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Custom values page

Order : BC32JB810000533

Eustn:nmer] Order details] Mema detailz  Custom values

Same value for all orders: Thig order's value;

CityLink A/ 617816 | Retumns (COD) [ M

FPayrent On Del [PUD) IDi Service Level =z (b

Saturday Deliven INi Dezc. (Ml Only] Ii Paper
Labels to print Ii 1

Iv Hide unuzed custom figlds

k. | Cancel Help

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

The area to the left contains values for reference only. These are the ‘Same value for all orders’ values. This is
used mainly for exporting data. For example, exporting data to Citylink (using CLAN) must have your account
number on each line of the order. You can define a fixed value for this to be automatically displayed on every
order line (in your chosen view).

The area to the right 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 create 50 fixed value and 50 variable value custom fields. However, only the first 15 values (of each)
are displayed on this page. You should make sure that if you require any information to be entered by the user
you should use 1 of the first 15.

For a detailed explanation of how to set-up and use custom values see the ‘Selecting order information fields to
use for filter’ section.
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NOTE: The Citylink example is installed in the same directory as the main One Stop Order Processing program

(called Citylink.mev). To use this view it should be imported (see the ‘Selecting order information fields to use for
filter’ section) for more information.
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Users information

Computers logged on

Computers currently logged on:

JAMFLLI
JaMP
PATFLLI
PATHOEBILE

Send meszage o other logged on computer(s):

Hawve the zample's been sent?

Send

One Stop Automation integration:

v Allow One Stop Autornation bo be controlled

Fun Defaulk T azk Fun

Cloze

The current number of users logged onto the Actinic computer is shown. If you want to see which computers are
logged on click on this box. You can also send a message to any other user currently logged on the same
Actinic PC. This can be used to pass on information to someone who has an order locked that you need to work
on.

If you also have One Stop Automation installed on your main Actinic PC you can control when the default task
and start and stop the scheduler. If you have one task to handle all of your processing you can use this to run
that task as and when required. The main information area shows what is currently happening on the main
Actinic machine (in One Stop Automation). You know when the next download is happening and if the scheduler
is running.

You can also select a specific Actinic Site. For more information on selecting the remote site refer to the Actinic
Site selection section

Printing order details

If you want to print the current orders shown press the Print Orders button at the bottom of the orders area. 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:
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. 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 numbers will be automatically
added up and a total printed at the end of the report.
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Changing the order details shown

To change how the information is displayed or available to use for filters press the Select Columns button.

Il Select Fields to Display E]

Handling Dezcription

Types:

Order 'y
|Fvoice

Delivery

Order Linedltemns Statuz

Credit Card Details

Shipping and Handling

T -

[v Stare thiz view's filker settings:

Wiews:

|T|:|tals ﬂ Few | Delete | Fiegame| Impart | Expart |
Arailable: Selected:

Shipping D ezcription Order Cost

Delivery Instructions Dizcount Cost

Dizcount Percent
Shippirg Total Cost
Handling Cost
SubTaotal

Tatal Tax 1 Cost
Total Tax 2 Cost
Tatal Cost

Amend field details

s ST

Field details:

Mame: MWarehouze cost [Cuztom:Fized val 4]

Type:  [Custom Y alue : Fixed o: 120
Default [Z0rder Cost?] [¥] 0.05 Export: [
W alue: .

(] | Cancel

Views

You can define up to 20 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.
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Import
Several sample views are provided. These are installed in the same directory as the main One Stop Order
Processing software.

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 machine(s).

Adding fields to a view

Selected

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.

Amend field details
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. In the rename dialog you can also revert to using the default name.

Rename/Change value Custom:Fixed val. 5 (ID=121) field g|

Field narme: farehouize cost

Figld walue: |[ZDrder Coztz] [¥]10.05 IJze field

. v |nclude in Exported information
Usze Original name |

v |nclude field tatal in expart

QK | Cancel |

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.

Field name 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.

Include in If you are going to export information you may not want to include all the

Exported information displayed. This may be because the information is used for data

Information filtering, for example, Date ordered or it is used as part of the calculation for
other fields. For example, the export format must only show 80% of the order cost. The total
order cost is displayed, but Include in Exported information is not ticked for it. The warehouse
costis calculated as 80% of the displayed order cost and Include in Exported information is
ticked.
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Include field When this field is exported you can include the total of the column data in the information
exported

total in export . You 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
field, an Actinic field or custom field. For example, delivery instructions.

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 on items in the default value. You can use the
following operators.

[+]1  The two values either side are added up.

[-1 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]

[>] 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]

[=1] 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]

[1] 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
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fields.

For example, to make the built up sentence (which is itself made up from other
fields) more readable use:
[$Text Words%][1]

[$] 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[1]1[3]

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

The example shown above is [$Order Cost%] [*] 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.

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 once 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 [+1,
(-1, [/ 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, [$0rder Cost%]. 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 Actinic fields only occupy
the first 120 values; create a default value for one of the custom values 10 D€ ,,,,15555555555155535555551535315555- YWHEN
exported the commas (,,,,,,,,,, ---) Will be put onto the end of the existing output values.

Mole End Software 2009 Page 37 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Field Types
The field Types are the Actinic tables 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, of 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 50 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 Actinic does not provide the relevant information.

The first 15 of these values are shown on the Custom values order detail page, but can’t be changed on that
page. If you require the information to be shown in the order details you should make sure that the information is
stored in one of the first 15 values.

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. If you require the details to be amended
on the custom values order details page you should use one of the first 15 values. If you require more than 50
Fixed values you can use these custom fields in the same way as the Fixed Custom values.

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 Actinic type 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?
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Options

To change the options for the main functions click on the Options button.

Reports and Labels

Credit Card Schedule Optionz ] Farmat Addressz ] Ermail 3rd Party ]
Export Reports ] Email Customers ] Shred CC details ] Track Online ] Logon Detailz ]
Packing List Options Irevoice Options l Label Options ] [rata Entry Options ]
Settings
Uze these settings &+ Far all sites " Only far the current site

Report Location and Mame
" Actinic directany {* Site Directany Mame: |invoices.rpt

Order Selection

[ DOnly print/exportdemal if not already marked as printed

Frinter Settings
Wheerver] SHP Colar Lazerlet 2600n [Copy 1] - USBOOT - Caollati Select | Default |

[ Shaowe print dialog on print [v Collate by order Copies: |'I

Actinic Settings
[v Mark Report &z * Printed " Egpoarted " Mot Printed

[v Show Product references [v Usze Actinic report text prompts

[v Usze lntegrated Labels ¢ Use1label & Uze 2 labels

Addresz Format

Print addrezs using: LK. Address Farnat ﬂ

Cancel | Help |

There are certain options related to each report type. These are:

Settings
You can use specific settings for all sites or the current site. If you set these up for the current site you need to
close the options change site and re-open the options.

Report Location and Name

You can decide to use the reports as located in the Actinic directory or the Site Directory. If using this option you
should place the required report file in the site directory for each site (for example, C:\Program Files\Actinic
Ecommerce v7\Sites\Site1). This allows you to have a different report for each site (e.g. each with a different
company logo)

Order Selection
You can choose to only print/export or email the report if has not been marked as printed.
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Printer Settings

Each report can be sent to a different printer. For example, labels would normally be sent to a specialist printer
or a different printer paper tray. If you tick Collate by order and you print invoices and packing lists they are
printed together (pre-sorted).

Actinic Settings
When the report is printed you can choose how to set the Actinic status flag for the report. This can either be
marked as Printed, Exported or Not Printed. Actinic Settings can not be set for Labels or Credit Card schedules.

You can also choose to show product references and use Actinic report text prompts.

If you are using the Invoice and using Actinic V8 or above you can also choose to print labels onto your invoice
using the ‘Use Integrated Labels’ option. The paper can be purchased at the following website:

http://www.integratedlabels.co.uk

Address Format
Addresses can also be printed in UK or US format.

Mole End Software 2009 Page 40 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Export Reports

The Export Reports option allows you to create PDF, RTF or XML versions of the reports. The RTF (and XML)
versions of the reports can be amended using various applications, for example, Microsoft Word. You can also
choose to Show Product references in the reports produced.

Options §|

Label Options ] Data Entry Options ] Credit Card Schedule Options ]
Packing Lizt Options ] |Fvoice Options ]
Faormat Address ] Ernail 3rd Party Export Reports l Email Customers ]
File Options
(" Create 1 file for all arders + Create 1 file for gach orded
Ewport File
Eaormat: |F'|:|rtal:|le Docurnent Farmat (FOF) ﬂ
Qutput direchany: |E1'\|HVDiCES'\ o | 7 Add to Zip file

] | Cancel Help

File Options
You can decide whether to create a single file for each order, for each report type or 1 file containing all the
order details for each report type (from the selected report types).

Export File

The reports exported into the directory specified in Output directory in the format specified in Format.
If the reports are generated as 1 report for each order the following format is used:

Packing List file is created in the form {Order number}_PL.{format}.

For example, 2s64xJ10000060_pL . PDF

Invoice file is created in the form {Order number}_INV.{format}.

For example, As64x310000060_INV.RTF

Data Entry file is created in the form {Order number}_DE{format}.

For example, As64xJ10000060_DE.RTF

If the reports are generated as 1 report for all orders the following format is used:
Packing List file is created in the form Orders{unique number}_PL.{format}.

For example, orders9283928_pL.PDF

Invoice file is created in the form Orders{unique number}_INV.{format}.

For example, orders9283931_INV.RTF

Invoice file is created in the form Orders{unique number}_DE{format}.

For example, orders9283938_DE.RTF
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The exported file can also be stored as a zip file. This will reduce the amount of space when stored.
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Email Reports
The Export Reports options allow you to email PDF, RTF or XML versions of the reports. The RTF (and XML)
versions of the reports can be amended using various applications, for example, Microsoft Word.

Options §|

Label Optiohz ] [rata Entry Options ] Credit Card Schedule Options ]
Packing List Options ] |rwvaoice Options ]
Format Address Email 3rd Party l Export Reparts ] E mail Customers ]
Email Options
* Create 1 email for all arders " Create 1 email for each order Setup Email |
Eomat: |F'|:|rtable Document Farmat [POF) j
W Save Copy |':1"'-‘-“-f'3hi‘~’E | T Send a: Zip file
Email Details
% One zet of details " Orne zet per report | J
To |WarEhDUSE@DtlE"SkHDhjiﬂQS.t'\.-'
Ce: |
Subject |I:Ir|:|er received
Please process thiz order and inform me when it i complete
Meszane:
Cancel Help

Email Options

You can decide whether to create a single file for each report type for each order or 1 file for each report type
containing all the orders details. For example, if you get 30 orders and send them as 1 report for each order you
will send 30 emails to the addresses entered in the Email Options. If you want to use your custom report text you
should select the Use Actinic report text prompts option.

Format

The format of the report to send is specified in Format. When the reports are emailed they are attached to the
email.

If the reports are generated as 1 report for each order the following format is used:
Packing List file is created in the form {Order number}_PL.{format}.

For example, As64xJ10000060_PL . PDF

Invoice file is created in the form {Order number} _INV.{format}.

For example, As64x310000060_INV.RTF

If the reports are generated as 1 report for all orders the following format is used:
Packing List file is created in the form Orders{unique number}_PL.{format}.

For example, orders9283928_pPL.PDF

Invoice file is created in the form Orders{unique number}_INV.{format}.

For example, orders9283931_INV.RTF
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You can also decide to save a copy of the report before being emailed. To do this check the Save Copy box and
specify a directory to put the files in.

If you save a copy of the report you can also choose to send the Invoice or Packing List, in the required format
as a zip file. A zip file is a more generally acceptable file type to send over the internet.

You can set-up how to send email by clicking on the Setup Email button. See Setup Email for more details.

Email Details
You can decide to specify 1 set of email addresses to use for all report types (Packing List and Invoice) or
different email addresses for each report type.

The Subject and Message that you enter will appear on each email that is sent by the Order Processor. The
report will be sent as an email attachment. If you are using an SMTP server to send your email you can send an
HTML email.
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Format Address

You can choose to format the customer delivery and invoice addresses from any orders that have been
received. This can be very useful if you are using label reports. 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 2, this would
be changed to SW19 2TT.

To have no formatting on an address line untick both boxes.

Options ['5—<|

Label Options ] Data Entry Dptions ] Credit Card Schedule Options ]
Packing List Options ] [rvoice Options ]
Format Address l Ermnail 3rd Party ] Export Reports ] E mail Customers ]
— — 2 Delivery Address Irvoice Address
......... Euceptions. | - .
I IPPERCASE Capitalize IUFPERCASE Capitalize
Salutation [Mr ete.] [ [ [ [w
Marne [ [w [ v
Job Title I [ [ [v
Company [ [w [ [w
Addrezs Line 1 [ [w [ [w
Addrezs Line 2 [ [ [ [w
City/T cvary B v [ [v
County/State [ [w [ [w
PostocodesZip [w [ [w [
Country | [ | [
] Cancel Help

If you would like to change the formatting on specific names or words press the Exceptions button.
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Provide multiple capitalization of names that start with;

[
o

Add... Bemove Change

Do not format these words:

Add... | Hgmwe| Ehange|
] | Cancel |

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.

NOTE: If you are using Actinic V5 or V6 the Delivery Country address formatting will be overwritten if you go into
the order address details tab, this is because Actinic resets this to your location settings when you go into this

tab. To correct formatting in this case go to Advanced Locations and change the country text to the format you
require.
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Send email to customers

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 §|

Credit Card Schedule Optionz ] Farmat Addresz ] Ernail 3rd Party ]
Packing List Options ] |roice Options ] Label Optiohz ] [rata Entry Options ]
E =port Reports Email Customers l Shred CC details ] Track Online ]

Email Templates:

Cuiztom template s
Sample HTHL
Paper Sent

Advize Paper Sent

SentLate

CustormerLogin

taleE ndOrder bt

Setup Email Test Send New | Qelete| Edit |

Email Text:

<htrmlz < heads <titler Order Emails titles <meta http-equiv="Content-Type" content="text/d
<div align="1left"">
<pr<font face=""erdana, Anal, Helvetica, sans-zenf" size=""2">Dear [ZINY_CUST_MHAL

£ »

Sending ophians:

[ Aszk before zending every email [v Stop if error iz found in email

W Send emails in batches Pauze everny |20 emails for: |5 zeconds

] | Cancel | Help

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 Setting
up Email section.

Once you are happy with your template you can send to 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.

If you are sending peoples’ customer accounts details you may want to display an error if an account can’t be
found. This can allow you to create an account (or see why wan’t created). To do this tick Stop of error is found
in email.
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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.

Mole End Software 2009 Page 48 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Creating/Editing an Email Template

B Customer, Email

Mame: |I:Ir|:|er$ delayed

Subject: |Y|:uur arder, [£0RD_NUMZ], has been delayed

* Send to customer emaill address " Prompt for email address O Use CC email address

CC: |

teszage:

Change...| |Dear [ZINY_CUST_MAMEX]. -

Ywe are wery zomy, but your order haz been delayed. *We will contact you when the situation he

Order number: [ZORD_MLU ]
£ >

Store Meszsage ax: |E:'xF'rcugram Filezhh oleE nd415topOrderst 741 StopDelayed. bt

Attachments
[ Send az Zip file

v |nclude Report " Use Invoice repart &+ LUs ist O Use custam repart
Cuztom report bo use; |
Eormat: |F'|:|rtable Docurnent Farmat [FOF) ﬂ

[ Include File | J

[ Edit email before zending
v Add comment to arder memno when sent; |"r’|:|ur order, [EORD_MUMZ], has been delayed

(] | Cancel

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).

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.

cc
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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@ObeliskHoldings.tv; Accounts@QbeliskHoldings.tv.

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).

The available order information codes are shown below. 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.

[%sORD_NUM¢%] Order number.

[%ORD_VAL%] Order value.
[%ORD_VAL_SIMPLE%] Order value (with no currency)
[%DEL_ADD%] Delivery address.

[%INV_ADD%] Invoice address.
[%INV_CUST_NAME%] Customer name.
[%DEL_CUST_NAME%] Customer name.
[%ITEMS_ORDERED%] Items ordered
[%INV_USER_DEFINED%] Invoice user defined value
[%DEL_USER_DEFINED%] Delivery user defined value
[%ORD_DATE%] Order date
[%COMPLETED_DATE%] Order completed date
[%PO_NUMBER®%] Purchase order number
[%DELIVERY_INSTRUCTIONS%] Delivery instructions
[%INV_COMPANY%] Invoice company
[%INV_ADD_LINE1%] Invoice Address line 1
[%INV_ADD_LINE2%)] Invoice Address line 2
[%INV_ADD_LINE3%] Invoice Address line 3
[%INV_ADD_LINEA4%] Invoice Address line 4
[%INV_POSTCODE?%)] Invoice postcode/zip
[%INV_COUNTRY%] Invoice country
[%INV_EMAIL%] Invoice email address
[%DEL_COMPANY%] Delivery company
[%DEL_ADD_LINE1%] Delivery Address line 1
[%DEL_ADD_LINE2%] Delivery Address line 2
[%DEL_ADD_LINE3%)] Delivery Address line 3
[%DEL_ADD_LINE4%] Delivery Address line 4
[%DEL_POSTCODE%)] Delivery postcode/zip
[%DEL_COUNTRY%] Delivery country
[%DEL_EMAIL%] Delivery email address
[%CUSTOM_ENTERED1%] Custom entered value 1
[%CUSTOM_ENTERED2%] Custom entered value 2
[%CUSTOM_ENTERED3%] Custom entered value 3
[%CUSTOM_ENTEREDA4%] Custom entered value 4
[%6CUSTOM_ENTERED5%] Custom entered value 5
[%CUSTOM_ENTERED6%] Custom entered value 6
[%CUSTOM_ENTERED7%] Custom entered value 7
[%CUSTOM_ENTERED8%] Custom entered value 8
[%CUSTOM_ENTERED9%] Custom entered value 9
[%CUSTOM_ENTERED10%] Custom entered value 10
[%CUSTOM_ENTERED11%] Custom entered value 11
[%CUSTOM_ENTERED12%)] Custom entered value 12
[%6CUSTOM_ENTERED13%] Custom entered value 13

Mole End Software 2009 Page 50 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

[%CUSTOM_ENTERED14%)] Custom entered value 14
[%CUSTOM_ENTERED15%] Custom entered value 15

You can also add in any of the 50 fixed value custom fields using
[%CUSTOM_FIXED1%] up to [%CUSTOM_FIXED50%]. These values are defined in the Select Columns
dialog.

[2%eBUYER_NAME%] The account name for this person (if any)
[%sBUYER_PASSWORD%] The account password for this person (if any)

NOTE: If you are using the Buyer information fields ([%BUYER_NAME%] and [%BUYER_PASSWORD%)]) this
will look for an associated buyer based on the invoice email address. If one exists this information will be
replaced in the email. If a buyer account does not exist the code will be replaced with nothing (blank). There is
also an advanced feature to use with these fields. If a buyer does not exist you can use default values. This can
be very useful if you want to have a generic login for most people and specific accounts for other people. You
should place the default value directly after the buyer code within [% and %].

An example of this feature being used is shown below:

Username:[%BUYER_NAME%][%DefLgn%]
Password:[%BUYER _PASSWORD%][%DefPw%]

What this will do is use the customers buyer name and password, if they exist. If they do not have an account
set-up it will use DefLgn as the Username and DefPw as the Password in the email.

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.

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 a PDF, XML or RTF 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 it is sent tick this option. You can select your desired editor for the
email.

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.
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Logon Details
If you use Credit Card Encryption (in Actinic V8) and you wish to print or export the data entry report you must
enter your login name and password.

Options P§|

[rata Entry Options ] Credit Card Schedule Optiohz ] Format &ddress ]
Packing Lizt Options ] |wvaoice Options ] Label Options ]
E mail 3rd Party ] Export Reparts ] E mail Customers Lagan Details

If you have 'Enabled Logon and Card Enciyption' vou will need to enter these detailz o
dizplay Credit Card details

IJzer name:

Paszword;

[f you have a single user version of Actinic leave the name field blank,

MMMMMREHHRERN

(] | Cancel Help

If you are using Actinic V8 on a single machine you don’t have to enter a username.
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Shred CC details

If you keep credit card details in your Actinic order details (normally entered by the customer on your website,
downloaded and entered into a terminal) and want to remove them after being used you can remove them.

Options §|

Credit Card Schedule Optionz ] Format Address ] Email 3rd Party ]
Packing List Options ] [nvoice Options ] Label Optionz ] Drata Entry Optionz ]
Export Feparts ] E mail Customers Shred CC details l Logon Dretails ]

tethiod to shred Credit Card details:
Credit Card Mumber:
" Bemowve all of number

" Maszk all of number [e.q.
0 Mask all of nurmber but last 4 digits [e.g. #1234 |

Maszking character; |“_

HRXHHRKERRRERRHN ]

Cwi2 [lazt 3 digitz on back of card [4 digits on front for Ames]]
* Do not remove

" Remove

[v &sk before removing each order's credit card details

(] | Cancel Help

When details are removed from the order’s credit card details you can remove the details in the following ways:

Credit Card Number
You can simply remove all details, replace all the numbers with * or replace all but the last 4 digits.

If you want to use a different character to replace the numbers and dates with you can enter your own choice in
Masking character.

CVvv2
You can choose to remove the CVV2 value.

You can choose to ask for confirmation for each credit card number that you shred. This is advisable if you just
starting to use this feature. To do this tick Ask before removing each order’s credit card details.

Additionally if you do not want this feaure being used you can disable it in the Available Features.
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Track online details

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
despratch emails.

Options §|

Credit Card Schedule Optiohz ] Format &ddress ] Ermail 3rd Party ]
Packing Lizt Options ] |rvoice Options ] Label Options ] Data Entry Dptions ]
Export Reports ] Ermail Customers ] Shred CC detailz Track Online

Please note that these detailz are for the curently selected site.
Y'ou heed to get-up these details for each site.

Server to upload Order Tracking Detailz to [FTP detailz]:

Server: |www.farnw082.biz Directory: |farnw082.l:ui2.-"track [+ Uze pazzive FTP

The directorn muzt only be used for Order Tracking [i.e. create a new directony] and must not
be your Actinic directary (2.0, acatalog). Make sure that only YOU have permizzion to wite to
and browsze the directary. [Othenvize anpone can zee the number of orders that vou have]

HREXHHRARRRRHHRRREH

Uzermnarme: |admini?BE Password:

"“Website address for Order Tracking Details: |http:.-".-"www.farnwu:uBE.I:uiz.-"trau:k

HTHL Tracking templates:
Shaw Order details: |E:'xF'rcugram Filez'MaoleE nds 15 tapOrders'W0rderT racking. html

Irrealid Order |E:"~F'rn:|gram Files'MualeEnd15topOrdersh P \OrderTrackingFailed.

Show HTRL ko uze to allow your cuztomers ko track their own orders on vour website

[ sk before creating tracking details for each ordes Furge all Order Tracking links |

[v Add cormment bo arder remo when tracked: |Tracking detailz ent to website,

k. | Cancel Help |

Server to upload Order Tracking Details to (FTP details):

NOTE: Normally you would host the tracking details on your Actinic server. However, you can put them onto any
server as there are no links to any of your existing Actinic files or locations.
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If you are using your Actinic server to host your tracking information you can copy this information from your
Actinic Network settings, example shown below:

Advanced Network Setup

Standard

Server Detailz FTF Detailz
ance
Catalog UAL: Server Host: i, farmwo 2. biz
| btk £ A FarriwoB82. biz/acatalog,! .:I. . '?EE
; Usermarne: [~
EGI-BIQ URL: - - ;
| btk A e FarranB2. bizdcgi-bind Bazsword: fmmm
Codebaze: Path ta CGI-BIN: f;ﬂfﬂWDBEI.EiZ;.-".Cgi-t;in.-"
|- Path from CGI-BIM to acatalog Directary EIS_"-.-"IEWEd
Pth From CGT BN 10 St Stalog B ectaly I:u__l,l the FTP Server [leave blank unless advized]
[———
Use Pazzive FTP Transfers LA
Common 5 Ettings
- - - : . izard...
CGI Script 1D Mumber; |2 E stension: |-pl Email Settings )
SMTP S : vy farrmoB2. biz
|gnore Pazzive Transfer Ermrors - el Lest
[ lilzemame and Pazzword Reguired
[]Usze Enhanced FTP
[] Use Relative CGI-BIN URLs in Catalog Pages Usemame:
wieb Site URL: http:.-"..-"www.farnwcuEE.I:uiz Fassword:

Path to the Perl zhell:
Auzrbindperl

The Server can be taken from the Server Host (in FTP Details).
The Directory is a directory to go to once login in. This is a combination of Actinic’s Path to CGI-BIN and Path
from CGI-BIN to acatalog directory (CGI-BIN to acatalog directory as viewed by the FTP server if this is filled in).

For example, if your Path to CGI-BIN is farnwo82/cgi-bin/ and your path from CGI-BIN to acatalog directory
is ../acatalog/ and you created a directory called track in the root of your website, the Directory would be
farnwo82/cgi-bin/../acatalog/../track whichis farnwo82/track.

The Username and Password are the same values as used by Actinic in the Username and Password fields.

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 webiste’s tracking page).
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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:

[%ORD_NUM¢%] Order number.

[%sORD_DATE%] Order date
[%COMPLETED_DATE%] Order completed date
[%PO_NUMBER?%] Purchase order number
[%DEL_VERY_INSTRUCTIONS%] Delivery instructions
[2%INV_COMPANY%] Invoice company
[%INV_POSTCODE?%] Invoice postcode/zip
[%INV_COUNTRY%] Invoice country
[%DEL_COMPANY%] Delivery company
[%DEL_POSTCODE%)] Delivery postcode/zip
[%DEL_COUNTRY%] Delivery country
[%ITEMS_ORDERED%] ltems ordered
[%CUSTOM_ENTERED1%] Custom entered value 1
[%CUSTOM_ENTERED2%] Custom entered value 2
[%CUSTOM_ENTERED3%] Custom entered value 3
[%CUSTOM_ENTEREDA4%] Custom entered value 4
[%CUSTOM_ENTERED5%] Custom entered value 5
[%CUSTOM_ENTERED6%] Custom entered value 6
[%CUSTOM_ENTERED7%] Custom entered value 7
[%CUSTOM_ENTERED8%] Custom entered value 8
[%CUSTOM_ENTERED9%] Custom entered value 9
[%CUSTOM_ENTERED10%] Custom entered value 10
[%eCUSTOM_ENTERED11%] Custom entered value 11
[%CUSTOM_ENTERED12%)] Custom entered value 12
[%6CUSTOM_ENTERED13%] Custom entered value 13
[%CUSTOM_ENTERED14%)] Custom entered value 14
[%CUSTOM_ENTERED15%)] Custom entered value 15

You can also add in any of the 50 fixed value custom fields using
[%6CUSTOM_FIXED1%] up to [%CUSTOM_FIXED50%]. These values are defined in the Select Columns
dialog.

The custom fields can be used to enter your own specific values. You can add the values by amending any
order and using the Custom values tab. For example, these fields can contain a tracking number for another
website, who is handling the order transport or your own packing process text.

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 wanto 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 Actinic templates. An example of the produced HTML is 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.
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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 feaure being used you can disable it in the Available Features.

Mole End Software 2009 Page 58 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Selecting an Actinic site
You can process orders from more than 1 Actinic site by changing the current site being processed. Click on the
Change Site button.

I Change Site §|

" Local Actinic Sites:

~
=

~

* Remaote Actinic Sites:

Select Shared Actinic Folder |

Actinic Folder: |"~"~T estpchActinic wBh

Select Shared Actinic Sites Falder |

Actinic Sjtes —
Falder: |I""*T estpchActinic Sitesh

Actinic Sitez

.4 | Cancel

If using a local site you can select either the current Actinic site or specify a specific site. You can also choose to
view order on an archived site.

If you want to access an Actinic site on another computer you should select the Remote Actinic site option. To
be able to do this you must have access to a shared drive on the remote Actinic computer. To share a drive from
the Actinic computer you should use explorer, select the drive (or directory) that Actinic is in (for example,
C:\Program Files\Actinic v7) and select the share option. You will need to give full access to the remote drive.

NOTE: You don’t have to share the entire PC drive. You only need to share the Actinic directory (e.g.
C:\Program Files\Actinic v7). One Stop Order Processing will find the Actinic sites in whichever drive you specify.

Once you have selected the shared Actinic folder (using the Select Shared Actinic Folder button) One Stop
Order Processing will attempt to find all the Actinic sites within that drive. For security you may only want to
share the Actinic Ecommerce v6 directory (for V6). This is fine as One Stop Order processing will look for all
sites within the shared directory. Once the Actinic directory has been found, the available sites will be shown the
Actinic sites directory. Select the site to use and press OK.
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Using with Actinic V8 (or above)
If you using Actinic V8 (or above) and using a Remote site you need to share and connect to 2 Actinic folders.
This is because Actinic now stores the Actinic sites in a different location to the main program. One Stop Order

Processing requires access to both.

From the Actinic PC you need to share the following 2 folders:

C:\Program Files\Actinic V8
The location that you specify for the sites when installaing Actinic. For example,
C:\Users\Public\Documents\Actinic V8 (for Windows Vista).
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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

Email setup §|

" Send emails using default MAPI client [e.g. Dutloak)

* Send emails using a SMTP server ﬁ
SMTP zettings:
Server |smtp.u:u|:uelisk.tv Part: |25—

v Usemame and password required:

zemarne: |J ahin

Fazzword:

EEEERPE R

Email zender information:

" Use zame sender settings for all Actinic sites
* |se different sender settings for each Actinic sjte

Get Actinic settings

Mame of sender: |Elnline Specializt Foodz

Email reply address; |Sales@DSF.biz

[ Mew logfile each day Wiew log

Logfile: |C:MProgram Files\MoleE nd 1 StopOrders'y PEmailLog.tet

] | 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.
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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
Qutgoing 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.

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. You can specify the
same settings for all Actinic sites or provide different details for each site (that email is sent from). If you are
using a different email address for each Actinic site you can retrieve the existing settings by clicking the Get
Actinic settings button.

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.

When you have entered the details you can test the email settings by clicking the Test button.

Test Email Settings §|

Send test email to: |Jnhn@DbeIisanldings.tv

[v Send as HTML

21:15:19 Creating [SMTF] email meszage
211519 Sending email with a subject of 'Test Meszage from Mal
211525 Email zu Z

< ¥

Cloze

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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Multi-User Access
You can install One Stop Order Processing on a different computer from your Actinic PC. Up to 6 PCs can have
remote access to your Actinic database at the same time.

NOTE: Each different PC used to connect to the same Actinic computer 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 Actinic 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 Actinic PCs Actinic 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).

For more information on selecting the remote site refer to the Selecting an Actinic site section.
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Restricting access to certain features
You can restrict the available options for the current user by selecting the features dialog from the menu bar. To
do this click on the top left hand corner of One Stop Order Processing, shown below:

% One Stop Order Processing for Actinic V7 (Inte

Mowve
Size

= Minirnize
O Maximize

¥ Close Alt+F4

Setup Awailable Features, .,

Manage assistant messages...

About One Stop Order Processing For Ackinic. ..

This displays the following dialog:
Choose the features to use E|

Order Processing:

[v Format Addresses [v Ship Orders

[v Track Orders

Frinting:

[v Print Beports [v Set Print Status [v Preview Orders
[v Print Orders

Email and E =port;

[v Email 3rd Parties [v Send Customer Emails  |v Export Reports
[v Exzport Orders

Order Amendment;

[v Change Customer Detalz W Change Order Detailz [v Change Memo Details
[v Change Custom Details

[ Change Payment Details [v Allowy locked orders to be changed

Avwailable Repaorts;
v lryoice [+ Packing list [+ [rata entry

[+ Credit Card Schedule

Other:
v Select Actinic Sites [v Change Options [v Azzign colours bo orders
v Select columns: [v Shred Credit Card detailz W Create Customer Accounts

k. | Carcel
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This can be used to allow users to perform certain functions. For example, the payment 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.

Mole End Software 2009 Page 65 of 78



One Stop Order Processing for Actinic Version 3.1 Rev 16

Manage 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 S5top Order Processing for, Actinic [5_<|

Advanced feature: You can perform calculations on fields to display additional information
isee the Help in "Select Columns’.

[ Don't show this message agairg

If you want to re-show certain messages, show them all or not show any, use the Manage assistant messages
dialog. To do this select the Manage assistant messages menu option when clicking on the top left hand corner
of the main window.

- One S5top Order Processing for Actinic ¥7 [Inte

Mo
Size

Minimize:

O Maximize

¥ Close Alt+F4

Setup Available Features. ..

Manage assistank messages...

About One Stop Order Processing For Actinic, ..

T racharAaaanmann LanFi) | I Ry B o | | g PRy R |

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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B Manage assistant messages [z|

Meszages dizplaped:

Mezzage

[f wou are wzing alzo One Stop Automation you can control the tazks from the uzers ..
The One Stop Autormation tazk request haz been made

[f pou are uzing alzo One Stop Automation vouw can uze the 'Bun default tazk'Thuttan. .
To ot be asked before sending every email untickllf do vou want to be Azl before .
Mezzage sent

You can zend meszages to other uzers by clicking on the logged on users button at .
“fou can send messages to other users by clicking on the logged on users at the bat... o,

IIO0M0O™O0 L
=

Shaw all | Doan't show l {* Continue to dizplay assistant messages

" Do not show any more assistant messages

(] | Cancel
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TroubleShooting

If you are having problems accessing the remote location or opening the remote Actinic database refer to the
following:

Connecting to the remote computer

1. Make sure that you have given full access to the remote computer. On Windows XP you should make
sure that the Allow network users to change my files option is checked. This is shown below:

Actinic ¥T Properties

General | Sharing | Customize

Local zharing and security

= @ To share thiz folder with other ugers of this computer
:!Jg anly, drag it to the Shared Documents folder.

To make thig folder and itz subfolders private so that
only you have access, select the following check box.

Metwork, sharing and security

i To zhare this folder with both network, uzers and other
:é_;._J uzers of thiz computer, select the first check box below
= = and type a zhare name.

Share thiz folder on the netwark,

Share name: ;..-’-'-.ctinic '

[#]itllowy netwark, uzers to change my files

Learn mare about sharing and security.

iy windows Firewallis configured to allow this folder to be shared
with ather computers on the network.

Wiew your "Windows Firewall zettings

[ k. H Cancel ][ Apply

2. If you can’t see your drive you should type in the exact path to your Actinic installation in the Actinic
Location field. When this is correct this will then fill in the Actinic Sites field with the available sites.

Accessing the remote database

1 Are the computers both in the same domain or workgroup? If they are in the same workgroup do the
accounts on both machines with the same name and password. If using a domain does the user have
local administrative rights on both machines?

2 The computers should be in the same intranet. If they aren’t (or you have a firewall in place) you may
see an error similar to:
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Microsoft Access canmot open this file.

This file is located oukside your intranst or on an untrusted ske, Microsoft Access will not open the file dus to
potential security problams.

4‘\.:.

To apen the file, copy & bo your machine or an accessible network location.

You should allow access to the remote computer by adding either the IP address or name of the remote
machine into the trusted remote connections by doing the following:

a. Open Internet Explorer and open the Options (using Tools->Options). Select the Security tab.

Internet Options

| General | Security | Privacy | Content | Connections | Pragrams || .-’-'-.dvanu:euif

Select a Web content zone to specify its security settings.

® €@ 0 @

|Hternet Wl NGRS Trusted sites Restricted
e

Local intranet
| Thiz zone containg all Web sites that
"5, are an your organization's intranet. e
Securnty level for thiz zone

Custom
Custom zettings.
- Ta chanage the zettings, click Custar Lewel.
- To uze the recommended settingz, click Default Lewvel.

[ LCustom Level... ] [ Default Level ]

[ ok, H Cancel ] Apply

b. Select the Local Intranet zone and press the Sites button.
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Local intranet

| Use the settings below ko define which Web sites are included in
o the Local Intranet zone,

[*]Include all local fintranet sites not listed in ather zones!

Include all sites that bypass the prosey server
Include all netwark paths (LIMNCs)

Advanced. .. ] I O, l [ Zancel

c. Click on the Advanced button

Local intranet

| ‘fou can add and remaove Web sites From this zone. Al Web sites
in this zone will use the zone's security setkings,

&dd this Web site to the zone;
|

Wieh sites:

http:/f192.166.0.1)
SeCUreserver

[ ]require server verification ¢https: For all sites in this zane

[ Ok, l [ Cancel

d. Type in the IP address or computer name that you want to be treated as if it were in your local intranet.

If you are using a firewall you should make sure that the address of both machines is listed (and trusted) either
side of the firewall (i.e. on each computer).
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Using remote access with One Stop Order Processing on Windows Vista

By default, Windows Vista restricts remote access to the data folders. You should use the following instructions
as a guide. This will anyone who is on your local area network (LAN) to access your Actinic data. If you require
only cetain users to be able to access the Actinic data you should consuly with your network Administrator (and
replace the Everyone group access with the specific users).

1 Display the properties of the folder to share (e.g. C:\Program Files\Actinic v8), by right clicking the folder and
selecting properties

| . Actinic v& Properties

Metwork File and Folder Sharing

Actinic v
i Mot Shared

Metwork Path:
Mot Shared

@

{[¥5]
T

Advanced Sharing

Set custom pemissions, create multiple shares, and set other
advanced sharing options.

[ 'ﬁ',ﬂdvanced Sharing...

Password Protection

People must have a user account and password for this
computer to access shared folders.

To change this setting, use the MNetwors and Shanng Center.

0],% | | Cancel Apply
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2 To allow access of the remote drive without additional password user security you should click on the Network
and Sharing Center link (in the Password Protection section). This will display the following dialog. You should
click on the Password protected sharing down arrow and select Turn off password protected sharing (and click
the Apply button).

\—|ﬁ « Metwork and Sharing Center b |i:l;| |_5|?C”’fh e |

File Edit  View Tosls ~Help

|23 Sharing and Discovery '
Tasks i —
= Metwork discovery @ On (v
View computers and devices
i File sharing @ On @
Connect to a network =
Public folder sharing @ Off { “,l
Set up a connection or network -
Printer sharin @ Off inters installed] (W
Manage network connections ? tnc piiee trdl ol (:)
D= aih b Password protected sharing @ On )

When password protection is on, only people who have a user
account and password on this computer can access shared
files, printers attached to this computer, and the Public folder.
To give other pecple access, you must turn off passwoard
protecticn.

(71 Turn on password protected sharing

i@ Turn off password protected sharing 1
e 4
Internet Options Media sharing @ Off fg,l
Windows Firewall 1l
Show me all the files and folders I am sharing E|
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3 You now need to share this folder. Click on the Advanced Sharing button.

(3

| . Actinic v Properties

Genergl | Sharing | Security I Customize

Metworl: File and Folder Sharing

Actinic v
) | Mot Shared

Metworkc Path:
Mot Shared

nare..

| 9]

Advanced Sharing

Set custom pemissions, create multiple shares, and set other
advanced sharing options,

[ '!-::'Aclvanced Sharing... _]

Password Protection

People without a user account and password for this computer
can access folders shared with evenvane.

Tao change this setting, use the Metwork and Shanng Center.

Ok I I Cancel Apply

o
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4 Tick the Share this folder option and click on the Permissions button

s —

Advanced Sharing (3]

[¥] Share this folder

Settings
Share name:

Actinic »3

Limit the number of simultaneous users to: 10 =

Comments:

[ Permissions ]| Caching l

[ K, ][ Cancel ][ Apply
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5 Tick the Full Control box under the Allow option for the Everyone group. Press OK.

i ¢ v . g
| Permissions for Actinic v8

Share Pemissions

==

Group or user names:

82 Everyone

Pemissions for Evensone Diermy
Full Contral &l
Change [
Fead [
Leam about access control and pemissions
[ ok || Cancel |[ appy

)

st
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6 Then click on the Security tab on the folders properties. Click on the Edit button.

&%

. Actinic v8 Properties

Securty | Customize

==

Object name:  C:\Program Files"Actinic v8

Group Or User names:

83 CREATOR OWNER
82 SYSTEM

82, Administrators (TESTPC' Administrators)
B2 |loam ITECTECY | laarm)

1| 10

Pemissions for CREATOR
OWNER Allaw

To change pemissions, click Edi.

Dery

Full control

Modify

Read & execute
Ligt folder contents
Read

Write

Leam about access control and pemissions

Fl;ur spﬁemal pemissions or advanced settings, Adyanced
click Advanced.

[ p

m

-

oK || Cancel ||

Apply

=3
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7 Click on the Add button.

Securty

Object name:  C:\Program Files"Actinic v8

(Group or user names:

852 SYSTEM

82 Administrators (TESTPC\Administrators)
82, Users (TESTPC Users)

82, Trustedinstaller

Pemissions for CREATOR
OWWHNER Allow Dery

Full cortrol A [l
Madify [ [
Read & execute [l &
List folder contents [ [
Fiead A [l

Leam about access control and pemissions

[ oK [ Gancel || scph

8 Type in everyone and click on the OK button.

‘Select Users or Groups

Select this object type:

Isers, Groups, or Builtin securty principals Object Types..

From this location:
TESTPC Locations...

Erterthe object names to select (sxamples):

everyone| Check Namas

%) [Ccaws ]
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9 Select the Everyone group and click on Full control under Allow. Then click OK and then OK the following
dialog (to save and dismiss the properties dialog).

==

| Permissions for Actinic v8 '

Securty

Object name:  C:\Program Files"Actinic v8

¥

QI'IZILID or User names:

82 CREATOR OWNER

82 SYSTEM

82, Administrators (TESTPC\Administrators)
82 Everyone

B2 Users (TESTPC \Users)

82, Trustedinstaller

[ Add... ] [ Bemove ]
Pemissions for Evenone Allow Derry
Full contral L
Modify B |
Read & execute & !'_
List folder contents B
Fead [ -
Leam about access control and pemissions
| ok || cCancel || toply |
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