.E ECinteractive™

Guest User Checkout and Order History

Guest User Checkout With Credit Cards (Without Having To Register)

A few casual visitors to your site are hesitant to commit to establishing an account with you,
for one reason or another. In ECinteractive and is.D-Force 9.0.0 and higher, visitors can
simply provide their email address and a credit card to complete Guest Checkout, as long as
you have enabled your guest account to use credit cards.

Guest Checkout differs slightly from the
login-authenticated version of the
Checkout page:

e It requires an email address for
subsequent order verification.

e Guest Checkout will only allow
credit cards as the method of
payment.

e Guest checkout requires an email
address and CAPTCHA response
to verify the visitor is human (not
a spambot) for security purposes.
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e As you might expect, Guest Checkout also prompts for shipping and billing
addresses, and provides space to specify attention, short purchase order (P/O)

number, and long P/O.

Guest Users may view their orders online

— without being able to view other
guests' order information.

Order History prompts guests for their
email address, order number, and bill-to
zip code so that these fields can be
verified against the backend system.

The order record will display the same
information as the Guest Checkout
confirmation page.

The guest can print, select items to view,
or add to the cart, depending on the order
status.

Log In

Thank you for wisiting our site, please enter your user name and password to begin shopping.

Required fields have red labels and an asterish,

User Name *
Fassword * Fargot your passvord?

ke

Guest
Order View

Mew User? Opt|on

I know my account number and wish to create an online account.

treate a completely new account.

— oR —

Ihave previously placed an order as a Guest and I would like to view it.

L Help
My Orders
You can check delivery skstus or essily reorder ikerns you need frequently, To begin, enter the Referance
Mumber of the arder you want to retrieve in the "Search" tab.
Search
Find Your Order
To find your arder, enter the order's number, and the email address and billing zip code assadated with the
order, Once we verify this information, your order will be dizplayed,
Order Search
Order Mumber:
Email Address:
Zip Code:
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Guest User Setup

To let your guest customers checkout without creating an account, it is critical to allow or
require credit cards during checkout.

You may need to adjust the Checkout Settings group that you have assigned to your Guest
User account. In the Customer Management page, you have the ability to customize
functions that guest customers can access. You can specify checkout, marketing, feature,
price, and communication settings groups, just as you do for regular customers. This ensures
that guest users only have access to the features you allow.

1. On the left-hand menu, click Customer Admin and select Customer Management.

2. Click Edit Guest Customer. The Managing Customers Edit page opens.

3. Inthe Customer tab in the User Grouping section, note the name of the Checkout
settings group.

4. On the left-hand navigation bar, click Customer Settings and select Checkout.

The Select Setting drop down box defaults to display the New Checkout Setting option.

e To rename or edit an existing setting, such as the one already assigned to your Guest
User, click the down arrow in the Select Settings box and select the setting to change.
Then click the Setting Name box and enter the new name over the existing name.

e Toinstead add a new setting specific to guests, leave the Select Settings box to the
New Checkout Setting option. Click the Setting Name box and enter a name for the
new setting, such as “Guest”.

6. Fill one or both of the following setect the options for thissettine

Checkboxes_ (Vou create these on the SHipping Olpp:i::s ppa:aan

Owernide Budget Hold D

e Accept Credit Cards. Check this box Brenide it imit o []
to specify whether you accept credit e o
cards from end users. To allow guest E
users to checkout as well as shop on pr———
your site, you must allow credit card ( )
usage. I.?equife Credit Cards

Wodify Shipping Address ]

e Require Credit Cards. Indicate e
whether customers must use a credit e —
card when placing orders. To require st setst teon [
the user to enter a credit card number
to complete the order, check this box. e If---

This limits the user to placing credit hotrin |
card orders only. If you wish to allow stowinoiong ]
the user to charge an order to an e ot |
account they have established with D
you on your back-end system, leave this box blank.
Note: You must check one of these options. If both boxes are unchecked for your

Guest User’s Checkout settings group, you are denying the ability to use credit
cards. As a result, Checkout will not be available to your Guest Users. Instead,
guests will be required to create an account online prior to placing an order.
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7. Click Update to save an existing setting or click Save to save a new setting.

8. On the left-hand menu, click Customer Admin and select Customer Management.

9. Click Edit Guest Customer. The
Managing Customers Edit page
opens.

10. In the Customer tab in the User
Grouping section, note the name of
the Checkout settings group.

11. Click the Edit button to make
appropriate changes to the Customer
and Parameters tab.

12. (Mandatory) Select the Default
Account, usually GUEST.

13. (Mandatory) Select Default
Department, usually
- Blank Department.

The Default Account and Department
are critical to communications
between your shopping site and your
back-end system. They affect whether
your guests can view product details
and complete an order. If both fields
are not set, your guests will encounter
errors when viewing your Product
Detail pages.

Standard practice is to have a GUEST
account in your back-end system, set
up to accept credit card orders from
your unregistered Web site visitors.
For instructions on setting up this

Customer Information

First Name ™ |

Last Mame ® |

Fhone |

FPhone Extension |

Default Account Information SesSlliieacas

C Default Account™ | o EsT - v)
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Attention Wbl e Al ke

User Login Information

Email |

Email Farmat | plain Text A

Active [

User Groupings
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Ge HOUtT | Guast

Whateeting ™ [ Dafaul; ~ 3

Frice ™ [ Dataul A o

Feature ™ | pagayl e

Communication® [ Dafzul | B
@ <

back-end account, please see your system’s documentation. In the Account field of the
Edit Guest Customer page, select this GUEST account from the drop-down list.

Note:

If you are a DDMS system dealer, you should not use your DEMO account

for guest orders. By design in the DDMS back-end system, DEMO orders do
not flow through to Order Entry. DDMS' DEMO account is meant to
demonstrate your system to prospective clients without having to manually
remove tickets or incur transaction fees.

In addition to the Account field, the Department field is also mandatory for Guest users in
ECinteractive and is.D-force. In the Department field of the Edit Guest Customer page,
you should select - Blank Department, unless your back-end GUEST account record has

a more specific department to select.

14. Select the Checkout settings group you edited or created to allow or require credit cards.
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15. Select other User Grouping settings appropriate for your guest shoppers. The user
grouping settings you select are used as a template for all the guest shoppers who create
an account online.

16. Select any Global and custom catalogs or pricing contracts and Location IDs set on the
on the Parameters tab, as appropriate for a guest user account.

Note: The User Login fields and Authorize Account button do not apply to Guest Users.
These fields are for established accounts where you wish individual shoppers to
shop for multiple departments.

17. When you finish, click Update.

Note: If you make changes to catalog settings to any user including the guest, the
system will trigger a Catalog Combination Index (CCl) overnight.

18. After making changes to your Guest User, we recommend testing the guest shopper
checkout option on the shopper’s page before allowing guest shopper access.

Note: When shoppers click the Register Me option on their Home page, the system
automatically assigns the shopper the global and custom catalogs you set up for
the guest user account.
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Order Management

Dealers may look up guest order detail on the Order Management page of the Admin
Control Panel.

This page shows a sortable, filterable column of email addresses to indicate who ordered
through Guest Checkout.

Admin§ite
AdminUsers

Order Management L Help )

CustomerAdmin

we group orders by status, You can limit to a particular status by using the Crder Status dropdown box, You can also limit orders by
uzing the dropdown box beneath each heading, To sort arders, click the appropriate heading,

Note: If you want to limit ta 5 range of nurbers, yau must indude a space between the twa nurbars, Far example, to limit to accaunt
rurnbers 1005 through 1099, type 1005 1009 in the dropdown box under the Account heading, press 1, and select Batween,

To transfer orders, set the Order Status dropdown to Open Order or Saved by Customer, select an order you want to transfer, and a
custamner to whom you want arder to be transferred, and press Transfer, Upon successful order transfer, a notification email will be sent
CustomerSettings to the new order owner if a saved email is available,

GlobalSettings To resubmit failed orders, set the Crder Status dropdown to Error Occurred or Processing Failure, select an order you want ko
MarketingTools resubrnit, and press Reset,

SiteCustomizing Orders with a status date between 4/1/2009 and 4/17/2009 have been retrieved
i
SHEAt Drder Status

Rewards
SiteText

First Last Ord
" + Email raer Status Acct
Hame  Hame¢ dumber

Dept Status Date

Guest
| Guest

s o .con|l4142'0 Submitted DEMO 4272009 317 Pid

order Details

Line SKU Dercription UM Oty Price Mem Status Submit Statuz
100 AWE13401 Photo Pages for Sixd x 6 Mixed Format Photos | 3-Hole Punched, 10/pack  PE 1 G456
105 FT CEL DIGITAL AUDID RCA i/ Ea 1 52499
110 PARSORHE SOR-H40 Hybrid Camcarder, 42X Optical Zoom Lens, Hard Disk Drive Ea 1 S399.95
Order Log
Date Action Reaion
47242009 317 PM Credit Card Approved Changing Order to completed status (OrderStatus. Submitted)
44272009 21T Pid Submitted
B Submitting Orderld 27076249 -981f-de 1 1-873c-00505697286e For CC Status
47242009 317 PM Credit Card Processing
check, Attempt §1
. Submitting Orderld aT0T6a4? 9811 -de11-873c-0050 56972862 For CC Status
44272009 317 Pid Credit Card Processing
check, Attempt &0
47242009 317 PM Credit Card Processing
47242009 3:17 Pi Lacked {Processing) Order Manager processing order.
47242009 317 PM Ready for Processing
Guast
4 User Guest JE Tocom 441410 Submitted DERD 44272009 10:02 A

Change page: < 1 23 % | Displaying page 3 of 3, items 21 10 22 of 22,

1. From the left-hand navigation menu, click Customer Admin and select Order
Management. (Or, from the top training navigation menu, click Site Info and Order
Management.) The Order Management page opens.

2. You can use this initial page to limit the orders by date range, order number or account
number. If you decide not to set limits, click Retrieve Orders and go to Step 5.

e To limit by date range, click the first Status Range Date box and enter the beginning
date in the range. Click the corresponding box and enter the ending date in the range.
If you cannot recall the date, click o open the calendar and select the date. This is
the date the status changed for the order.

e To limit by order number, click the Order Number option. Enter part or all of the
order number by which to search in the corresponding box.

e To limit by customer account number, click the Account option. Click the down
arrow in the Account box and select the account by which to search.
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3. Click Retrieve Orders. The page refreshes and the orders display according to the limits
you specified.

4. After the page refreshes, you can further limit the orders to view. After each limit you set,
the page refreshes to display the new records.

To limit by order status, click the down arrow in the Order Status box and select the
type of orders on which to report.

To limit using the First Name through Status Date boxes, click each box and enter
the limit by which to search. Then, click M and select the filter. You could filter to
include only specific departments starting with the number 1, for example. In
addition, the Email column shows the email address of users who checked out
without signing in by using the Guest User Checkout page. This column can be sorted
and filtered to let you view orders placed under the Guest Account.

Note:

If you limit to a range of numbers, you must include a space between the two
numbers. For example, to limit to account numbers 1005 through 1099, you
would type 1005 1099 in the Acct box. Then, click & and select Between. For
more details on setting filters, see the Admin Control Panel online help topic,
Filtering Information.

5. To view order detail, click the i+ to the left of the order to view. The system displays the
line items on the order, along with the statuses the order has been through.

6. This page also lets you delete and transfer orders. Only orders displaying a status of
Shopping Cart or Saved Orders can be deleted or transferred.

To delete a displayed order, click % At the Are You Sure prompt, click OK. The
order is removed from the list and it no longer appears on the shopper’s Web page.

To transfer a displayed order, click *. When the shopper list opens, click the
checkbox beside the shopper to select. Click 4. At the Are You Sure prompt, click
OK. The order now appears as a Saved Order and is assigned to the shopper you
specified regardless of the order’s previous status. An email is sent to the new
shopper containing the order’s status, previous order user, and link to the order’s site.
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