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Introduction
The software version 9.2.0 release of ECinteractive® and is.D-Force2® contains
many exciting and powerful enhancements, including the following:

• Print Invoices on the Pay Invoices Page

• Live Support

• Favorites Sharing

• Account Management (Formerly Super Users).

This handout details how to effectively use these new features.

Print Invoices on the Pay Invoices Page
In previous software versions, you could print invoices on the Order History
page. This latest enhancement adds that same functionality when paying in-
voices. The Print button has been added to allow printing copies of one or
more outstanding invoices. The invoices are printed to a PDF file which can
then be saved or printed whenever needed.

1 At the top of your front end site, click the My Account drop down menu
and choose Pay Invoices.

2 Select the invoices to view by clicking the Current, Over 30 Days, Over
60 Days, or Over 90 Days tabs.

3 To view invoice line item detail, click the plus sign to the left of each in-
voice.

Figure 1:
Selecting to

Print Invoices
on the

Shopper’s Site
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4 To use the new print feature, click the check box corresponding to the
orders to select. Click Print, as shown in Figure 1. All the invoices se-
lected are printed to a PDF file.

Live Support
If your dealer has enabled it, you now have the ability to chat online with com-
pany representatives. With a simple  click, you can begin an immediate ses-
sion to ask questions about products or services, and receive assistance when
placing and completing orders. You may also be able can also provide a name,
email address and questions that can be quickly answered by email.

When your Web page opens, an image appears on your Home page. See Fig-
ure 2.

Favorites Sharing
This new feature lets you create favorites lists which can be shared with other
users within the same account and department.

1 At the top of the front end site, click Shopping, select My Favorites List
and click Manage.

2 The Manage My Favorites Lists page opens. Shared lists display a check
mark in the Shared column. Under My Favorites Lists, click Select be-
side the list to be shared.

3 Details appear for the list selected. Click the Share button. The new
Shared Favorites List page opens. See Figure 3.

4 The Favorites List box defaults to the list selected. To change it, click the
down arrow and choose from the list.

Figure 2: The
Live Support

Image
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5 Click the down arrow in the Favorites List box and click the list to as-
sign.

6 Click the down arrow in the Account box and click the account to assign
this list.

7 Assign the list to all departments within an account or choose one or
more departments.

• To assign the list to all departments, click the Share with Account
check box.

• To assign the list to one or more departments, click Share With
Department box and enter part or all of the department. You can
also click the down arrow in the Share With Department box to se-
lect it. Click Add Dept. It is added to a list. Continue adding de-
partments.

• To assign by viewing a list of departments for the account, click
the Select Multiple Departments link. Click the check box beside
the department to add. To add all departments shown on a page,
click the check box to the right of the Department box. Continue
adding departments. When finished, click Save Selection.

8 The departments added appear in a list. You can limit using the Depart-
ment and Name boxes. Click the column heading to sort the list. To de-
lete a department, click  .

9 To unassign all the departments from the account, click the Unshare
With All Departments link.

10 When finished, click the Return to Favorites link at the top of the page.

Figure 3: The
New Shared

Favorites Lists
Page
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Account Management
If your dealer has enabled it, this tool can help streamline your business pro-
cesses by giving you the ability to edit site news, manage favorites lists, group
settings, approval chains, global and custom catalogs, as well as contracts and
laundry lists.

1 Click the Account Management option under the My Account drop
down menu. See Figure 4.

 Note: Occasionally your Account Administrator Dashboard may display
news at the top of the page. Your dealer specifies the information
to be shown. If news is not specified, the system defaults to not
show text.

2 If prompted, enter the user name and password you use to log into the
site.

3 The Account Administrator Dashboard opens, displaying  your avail-
able options. This page can include any of the following, as shown in
Figure 5:

• Customer Management

• Site News

• Manage Domain Administrators

• MyFavorites Lists

• Approval Management.

4 When finished viewing and changing settings, the account administrator
closes the window to return to the front end Web site.

Figure 4:
Selecting
Account

Management
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Figure 5: The
Account

Administrator
Dashboard

Customer Management
This user-friendly page lets you easily manage your shoppers.

1 From the Account Administrator Dashboard, click the Create, Edit, and
Delete Customer Records link.

2 The Customer Records page opens. See Figure 6. The page is divided
into two  sections: Search and Customer Records.

Note: Use access keys to navigate. To move the cursor to the Category
Keyword box, type Alt + K. To move to the Add Customer link,
type Alt + A.

Search
Searching for shoppers is very intuitive and has been designed to help you
quickly retrieve customer records.

1 To open a list of all your shoppers without setting limits, click Go or
press Enter. Go to Step 5.

2 To set limits, click the down arrow in the Search Category box. Select the
search method. The method is retained for future searches until you
change it. For example, if you search using First Name, the next time
you begin a search, Search Category defaults to First Name.

3 Click the Category Keyword, Account and/or Department boxes. Enter
part or all of the search criteria. For example, to search by last name, you
could enter Ab to display all customers whose last name begins with
Ab.

The default for the
Search Category

box is Last Name.

You can also click
the Customer

Admin menu and
choose Dashboard.
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4 Click Go.

5 The Customer Search Results page opens, as shown in Figure 7. This
page lets you filter customers using the Name, User Name, Active,
Locked Out, Last Login, Last Order and Created date.  Click the box by
which to limit and enter the information. To set a filter, click the down
arrow to the right of the box. Select a filter from the drop down box.

This page is sorted by account number. Click  to expand or click 

per account to collapse the user list.

In addition, changes made to an account/user are now logged. Click the
Log link to view the report. For details, see the heading Customer Log.

Click  Add New Customer to add a new shopper to the database. For
details, see Add Customers.

Click   to view the shopper's information. You can also Edit Custom-
ers.

Click  to delete the customer. At the Are You Sure prompt, click OK.
The customer is deleted.

Click  to lock or unlock the selected user.

Click  to reset the user's password. The Reset Customer password

message appears. Click OK.

Click the Log link corresponding to the account/user to view logged
changes. The Customer Log page opens. For details, see Customer Log.

6 Click the Dashboard link at the top of the page to return to the Customer
Records page.

Figure 6: The
Customer

Records Page
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Customer Records
This section shows the number of customers added and the number currently
online. From here, you can add a new customer or edit the guest customer ac-
count. Under the Recently Accessed Customer Records heading, the last five
customers display. Click a customer’s name to view or edit. For details, see the
headings Add Customers, Copy Customers, and Customer View.

Customer View
The Customer View page automatically opens after you finish adding a new
shopper. It also opens when you retriever a shopper on the Customer Search
Results page or when you click a shopper’s name on the Customer Records
page. Like Customer Records, this page provides a user-friendly way to man-
age your shopper’s information and settings. You can quickly add, edit, delete,
as well as, copy shoppers with ease. You can also adjust a shopper’s group set-
tings or view approval group settings and membership information without
leaving Customer View. See Figure 8.

Note: As you navigate, links (breadcrumbs) appear at the top of the page.
Click to return to the previously accessed page or to the Dashboard.

• To change a shopper’s status, click Active or Inactive.

• To view the Customer Log, click  View Log. See the heading
Customer Log.

• To add a new shopper, click  Add Customer. See Add Custom-
ers.

Figure 7: The
Customer

Search Results
Page
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• To add a new shopper using this customer’s settings as the default
for the new record, click . See Copy Customers.

• To edit the shopper’s information, click  beside the Customer
Information heading. When finished, click Save.

• To view the shopper’s customer group settings, click . To edit,
click  beside the setting to change. When finished, click Save.

• Under the Account Information heading, to change the default ac-
count, department or attention for this user, click  beside the

Figure 8: The
New Customer

View Page

For more details
concerning adding

and maintaining
customer settings,

see your online
documentation.
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setting to change. At the bottom of this section, click  or  to
view additional shopper details, including the department set-
tings, checkout and Feature settings. Click Edit to make changes.

• Under the CCI, Location, Catalog Groups, and Contracts/Laun-
dry Lists headings, click  to change the settings. When finished,
click Save.

• Under the Approval Group Membership heading, click  to
view the settings for the group. See Approval Management.

• At the bottom of the page, click buttons to Authorize Credit
Cards, Change and Reset Customer Passwords.

Add Customers
1 On the Customer Records, Customer Search Results, or Customer View

pages, click   Add Customer. The New Customers page opens. See
Figure 9.

2 Check the Add Another Customer When Finished box to add a different
customer when the first customer has been added.

3 Complete the Info through Price pages. Click Next and Previous to
move from page to page. To add the customer, you must complete the Info,

Acct, and Dept pages.

Figure 9:
Adding a New

Customer

For more details on
adding customers,

see your online
documentation.
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Note: On the Dept page, you can click Finish. If you do, this customer
defaults to use the guest user settings for catalogs, item substi-
tutes, checkout, communications, feature, marketing, and price. If
you click Next, you can set optional account-specific settings, in-
cluding an attention, location, contract and/or laundry lists, and
additional user settings.

4 After adding the customer, click Finish.

Copy Customers
The Copy feature lets you add new shoppers using another customer’s settings
as the default for the new record. Adding a shopper by copying can be accom-
plished with a bare minimum of keystrokes. This new Copy feature can
greatly speed up the process when adding multiple shoppers at once.

1 On the Customer Search Results page, retrieve the customer to copy. If
shown in the list, you can also click the click the customer to copy on the
Customer Records page.

2 The customer selected opens on the Customer View page. Click .

3 Click the First Name through Send Confirmation Email boxes and enter
information for this new customer.

4 When finished, click Save.

Customer Log
If an  account administrator changes a shopper’s account, each change is
logged for troubleshooting purposes. You can view the action performed, the
setting changed and the date, as well as the individual who made the change.

1 Click  View Log on the Customer View page. Or you can click the
Log link on the Customer Search Results page. The Customer Log page
opens, as  shown in Figure 10.

2 You can limit using the Logged Action through By boxes. Click the col-
umn heading to sort the list.

3 When finished viewing, click the Customer View or Dashboard link at
the top of the page.

Site News
If your dealer has enabled this feature, use this page to assign information you
have created so it displays on the shopper’s site. For example, you can create a
custom page and assign it to unassigned shoppers, each shopper within the
domain, or specific shoppers by selecting accounts and/or departments. This
is a helpful tool to advertise specific information to selected users.
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1 From the Account Administrator Dashboard page, under Site News,
click Create, Edit, and Delete News Items For Your Site. You can also
click the Management menu and click News Management.

2 The News page opens, displaying any news items you have currently
set up. You can use the Description to Last Modified Date boxes to limit
the information. Click the column headings to sort the data.

Click  beside the news item to change. The Details, Content Preview,
and Target sections open. Click  beside the section to change. When
finished, click Save.

Click  beside the news item to delete. At the Are You Sure prompt,
click OK.

Click  Add News Item to add a new text page.

2.1 Click the Description box and enter a description for this page,
About Us, for example. See Figure 11.

2.2 Click the body of the Text Editor box and specify the text for the
page you are creating. The text you enter displays on the end
user’s site. If you are creating an HTML page, use the icons in the
menu bars to format the text. For example, you can use various
buttons to paste content copied from Microsoft Word® and use

Figure 10:
Viewing the

Customer Log

You can also click
the Management
menu and choose

News
Management.
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boldface, italics, bullets, numbered lists, font size, email links,
date and time stamps, images, and so on. To view Help, click

 or press F1.

2.3 Click Next.

2.4 Set the shoppers who can view this news. You can choose to dis-
play the news to currently unassigned users, every user within
the domain or to display to users in the accounts and depart-
ments you select. If you click the Display to Users in Selected
Accounts or Departments option, select the departments and ac-
count which can view this news item. When finished, click Save.

Manage Domain Administrators
If your dealer has enabled this feature, this flexible tool can help streamline
your business by allowing you the ability to add, change and delete custom-
ers assigned to a domain.

1 From the Account Administrator Dashboard page, under Manage Do-
main Administrators, click Create, Edit, and Delete Domain Adminis-
trators.

Figure 11:
Creating Site

News

You can also click
the Management

menu and click
Admin

Management.
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2 The Edit Domain page opens. Choose the customers to assign this do-
main. You can use a drop down box or select using a list of customers.

To use the drop down box, click the down arrow in the Customer Name
box and choose the customer to assign this domain. Click Add. The
name is added to the grid at the bottom of the page. When finished add-
ing, click Save.

To select from a list, click   Use Grid to Select Options. Click   be-

side the customer to add it to the list. Continue to add as many as neces-
sary. When finished adding, click Save. See Figure 12.

Note: Click  to delete a customer from the list. To add the customer
to the domain, click .

MyFavorites Lists
If your dealer has enabled this feature, you can create a favorites list to give
shoppers easy access to products they purchase frequently. Any favorites list
you add must have at least 25 items to display categories. The shopper can
also see enhanced content products in categories if their account has enhanced
content enabled, if there are more than 25 items on the list, and if the user se-
lected to Show Products By Category.

Figure 12:
Selecting a

Customer
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1 From the Account Administrator Dashboard page, under MyFavorites
Lists, click Create and Assign Lists to Customers.

2 The Manage My Favorites Lists page opens.

Click the Assign My Favorites Lists to Customers link at the top of the
page to assign a favorites list to all shoppers, or to a specific shopper.
For details, see Favorites Assignment.

Click  to add new items or mass add items to a list using a delimited
file. For details, see Edit Items on My Favorites Lists and Import Favor-
ite List Items.

Click  to edit the comments or description of an existing favorites list,
or to change the type of favorites list. When finished, click .

Click  to delete an existing favorites list. At the Delete This Favorite
List prompt, click OK.

Click  to copy an existing favorites list. You can add the items from
the list to an existing list or you can create a new list. To add the items to
an existing list, click the Add check box next to the list. To create a new
list, click the Add check box next to the blank List Name box at the bot-
tom of the window.

Click  Add New MyFavorites List. To add the list:

2.1 In the Description box, enter a name for this favorites list. The fa-
vorite list description you specify displays to shoppers when
viewing available favorites lists.

2.2 Click the Comments box and enter a description for the list. Com-
ments display to the shopper when managing favorites lists.

2.3 Click . The new favorites list is added to the Current Favorites
Lists.

Edit Items on MyFavorites Lists
1 From the MyFavorites Lists page, click  beside the list to change.

2 The Edit Items on MyFavorites Lists page opens. To limit the items, use
the Item Company through Comments boxes. To sort the list, click the
column header.

3 To add items to a list, click  Add New Item.

4 In the Item Company box, you can enter the three-digit code for the item
company being added, SEL or AVE, for example.

5 Click the Item Number box and enter the number of the item to add.

6 Click the Quantity box and enter the quantity of this item to order.

You can also click
the Management

menu and click
Favorites Admin

Management.
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7 Click the Comments box and enter a line item comments for the dis-
played item. These comments appear with the line item on the shopper’s
Web page.

8 Click . Repeat these steps to add each item to the favorites list.

9 When finished adding items, click the Favorites link at the top of the
page.

Note: When you add favorites list you can assign the list to all shoppers,
or to a specific shopper. For details on assigning favorites lists, see
Favorites Assignment.

Import Favorite List Items
This tool lets you import favorite items. Instead of adding items one at a time,
you can manually mass add items, or you can import favorites items using a
delimited file.

1 From the MyFavorites Lists page, click  beside the list to change. You
can also click  Add New Favorite List to add a new list for use with

this feature.

2 Click  Import From File. A new page opens, shown in Figure 13.

2.1 Click the Field Delimiter section and indicated how the favorites
items are separated, Comma or Space, for example.

2.2 You can import a list of favorites items from one or more files of
the same delimited format or you can manually mass enter the
item numbers, one at a time.

• To use a delimited file, click the My File Has a Header Row
check box to exclude column headers from being imported as
a separate item record. Then, click the Import Items From File
check box. Click Select and scroll to the location on your hard
drive where the file is stored. Select it and click Open. To add
another file, click Add. Continue to add as many files as
needed.

• To manually enter item numbers, click the Manually Enter
Items box. Enter each item, using the selected Field Delimiter
between the company prefix and the item number. Press En-
ter. For example, if you selected Comma as the Field Delim-
iter, you might enter ABC,123.
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Note: Along with the prefix and item number, you can also enter the
item quantity and comments, ABC,123,5,New Item.

2.3 Click Next. The item information opens. To sort, click the column
headers. To limit, enter the information in the box an choose the
filter. Click  to delete an item from the list.

2.4 An optional step lets you validate items against your back office
system. Validating helps ensure that items are available to be pur-
chased on the front end site.

• To proceed without validating, click Next. Go to Step 2.5.

• To validate items, click Validate. When complete, click the
down arrow in the Backend Valid box and click No to view all
invalid items. Click  to delete an item. When finished, click
Next.

2.5 At the Your Items Have Been Successfully Imported message,
click Finish.

Figure 13:
Importing

Favorite List
Items
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2.6 The Edit Items on MyFavorites Lists page reopens so you can edit
individual items as needed.

If the favorites list you selected is set to be shared site wide, it is
immediately available for all accounts and customers. If the favor-
ites list is shared with an account or department, you must assign
it before it can be accessed. For details, see the next heading Fa-
vorites Assignment.

Favorites Assignment
The Assign Favorites page, shown in Figure 14, lets you easily assign favorites
lists to your customer accounts as well as any departments within the account.

1 From the MyFavorites Lists page, click the AssignMy Favorites Lists to
Customers link

2 Click the down arrow in the Favorites List box and click the list to as-
sign.

3 Click the down arrow in the Account box and click the account to assign
this list.

4 Specify how to share the list.

• To assign the list to all accounts, click the Share With Account
check box.

• To assign the list to one or more departments, click Share With
Department box and enter part or all of the department. You can
also click the down arrow in the Share With Department box to se-
lect it. Click Add Dept. It is added to a list. Continue adding de-
partments.

Figure 14:
Assigning
Favorites

If the list selected
has assigned

departments, they
appear in the

bottom section of
the page.

Type Alt + S to
move the cursor to

the Share With
Department box.
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• To assign by viewing a list of departments for the account, click
the Select Multiple Departments link. Click the check box beside
the department to add. To add all departments shown on a page,
click the check box to the right of the Department heading. Click
the next page of departments, if any. Continue adding depart-
ments. When finished, click Save Selection.

5 The departments added appear in a list. You can limit using the Depart-
ment and Name boxes. Click the column heading to sort the list. To de-
lete a department, click .

6 To unassign all the departments from the account, click the Unshare
With All Departments link.

7 When finished, click the Favorites link at the top of the page.

Approval Management
If your dealer has enabled this feature, you can set up individuals to approve
orders. When an order exceeds a certain amount, you can require that the or-
der be approved after it is submitted. For example, orders less than $200 may
not require approval but orders exceeding $200 must be approved. When an
order requires approval, an email is sent to the approver you select. The order
must be approved before it can be processed. To effectively use this feature,
you set up approval groups.

Add Approval Groups
1 From the Account Administrator Dashboard page, under Approval

Management, click Manage Customer & Department Approval Groups.

2 The Approval Group Management page opens, as shown in Figure 15.
To view groups by customer, click the down arrow in the Search for
Group By Customer box and select the customer from the list. This drop
down box defaults to display the customer’s first and last name within
any approval group.

3 Search filters let you limit by Account Group, Description, Created Date,
and Group Type.

4 The customer group and department information can be expanded.
Click  corresponding to the group name. You can quickly view all the

customers within a group. Department groups display the department
number and name. Customer groups display the Customer Name,
UserName and Email address.

You can also click
the Management

menu and click
Favorites Admin

Management.

Add groups
starting from the

top level to the
bottom level.
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5 This page lets you perform a variety of tasks, including:

Click  to edit an existing approval group. This page lets you edit in-
formation and also create new approval groups. If you click a group in
the Approval Chain section, you can view and change the group’s detail.
For details, see Approval Group View.

Click  to delete an existing approval group. At the Are You Sure

prompt, click OK. Groups displaying cannot be immediately de-

leted. There are two reasons why a group cannot be deleted. Orders
could be awaiting approval for the specific group. Or the specific group
has approval groups below it in the group hierarchy. These groups must
first be manually deleted in the correct sequence, from bottom to top.

Click  Add New Approval Group. The Approval Group wizard
opens. To add a new group:

5.1 Click the down arrow in the Account box and select the account
number to assign this group.

5.2 Click the Description box and enter a description for this approval
group.

5.3 Click the Email CC Address on Approval Emails box and enter
the address.

5.4 Click Next. On the Group Type page, select either Top Level, Cus-
tomer, or Department.

5.5 Click Next. Click the down arrow to assign members to this group.
You can also click Use Grid to Select Options to select members us-
ing a list.

Figure 15: The
Approval Group

Management
Page

By hovering the
cursor over the 

symbol, you can
view reasons why

the group cannot be
deleted.

Members can
include customers

or departments,
depending on the
type of group you

are adding.
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Note: If you are creating a Top Level approval group, click Finish.
This completes the procedure.

5.6 Click Next. On the Limits page, set the limits for this approval
group.

5.7 Click Next. On the Approvers page, click the down arrow in the
Available Approvers box to select the approvers for this group.

Note: You can ass approvers to as many groups as needed. This is
useful when one approver is required to handle orders for
multiple departments.

5.8 Click Finish.

5.9 After you set up groups, you can view approval chains. You can
access approval chains and easily make changes using the follow-
ing, three methods:

• Click the Management menu, select Approval Management,
and choose Approval Chains. Select the account and click the
approval group to view.

• Click the Management menu, select Approval Management,
and choose Approval Groups.. Click  beside the group. The
Approval Group View page opens, displaying approval chain
information.

• Click Customer Admin and choose Dashboard. Retrieve the
customer to open the Customer View page. Click the approval
group to view.

Approval Group View
This page lets you view and change settings for approval groups. You can see
a glance all the settings for a group and also make changes to the approval
chains within the group.

1 From the Approval Group Management page,  click   beside the
group to view or change.

2 The Approval Groups View page opens. See Figure 16. This page is di-
vided into sections so you can easily view the settings for this group.

Click   Add New Approval Group to add a new group. For details
concerning adding, see the previous heading Approval Groups.

Click   beside the information to change. The Approval Groups wiz-
ard opens, displaying information for the section you selected to edit.
When finished, click Save.
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Figure 16: The
Approval Group

View Page

In the Approval Chain section, to change settings, click  to view set-
tings for the group, or click the group's name to open the Customer
View page for that group.

Approval Chains
You can easily view and edit settings for the approval chains you have set up.

1 Click the Management menu, select Approval Management and click
Approval Chains. You can also access Approval Chains settings in the
Approval Group View and Customer View pages.

2 The Approval Chains page opens. Click the group to view.

3 When the Approval Group View page opens, under the Approval Chain
section, click  to change settings for the group.

4 Set each of the following limits:

Authorized Order Dollar Limit
Item Limit Ext Dollar Limit
Line Item Unit Price
Max Authorized Monthly Dollars
Non-Contract Items Requires Approval
Over Monthly Budget Requires Approval.

5 When finished, click Save.
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