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Customer Orders and Accounts on Company Stores
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Customers can shop for products, place orders, and create an account on a Company
Stores.

Their first step is to locate the product they would like to purchase. Then, they can
configure the product, add it to the shopping cart, and check out! Customers can also
create an account to make checkout quicker, as well as view their past orders. This account
will create a listing in the CRM and add them to the Users section of your Websites Admin.
As the website admin, you will be able to view and manage their account information.

How do Customers Order Products?

Step 1: Add the Product to the Shopping Cart

After your customer locates the item they would like to purchase, they can click on the "Add
to Shopping Cart" button. Next, they'll enter the quantity you need for each available option
in the box below the attribute.

Note:If they enter a quantity that is less than the minimum specified for that product, a
message will appear.

X5, 5. M. L. XL CPN-551418868
Sizer X5, 5. M, L XL, 3XL, 4XL

Quantity = 1

Original Price £25.00

Price §24, 104

Savinge $0.806 —N
Foce nchindes: Hifn ADD TO SHOPPING CART

The Order Summary will appear to the right with the total order quantity and price. They'll
click on the Continue button to fill in the decoration information.
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Quantity

Slim Plastic USB
Enter your quantities below. Once your order is created, you can edit the colors, add additional

) drive - Chrome =
instructions and make other updates accents W/ key-loop #

Black Blue Gray Green Orange Purple Red White Yellow

128 $5608 §$5608 55608 $5608 $5606 $5608 $5608 $5608  $5.608

} 256 $6289 $6289 $6289 $6289 $6289 36259 $6289 36289 $6289

mB QT ary QTYy aTy QTY QT ary QTy QT

512 $7.410 $7.410 $7.410 $7.410 $7.410 $7.410 $7.410 S$7.410 $7.410
MB 1y - - J— - - - — -

1 $10773 $10773 $10773 $10.773 $10.773 $10773 $10.773 $10.773 $10.773
GB | ary ary o ary ary ary ory oy ary

2 $11.653 $11.653 $11.653 3$11.653 $11.653 $11.653 $11.653 $11.653 3$11.653

GB | gn arv ary - - o arv ary -

4 $12.094 $12.094 $12.094 $12.094 $12094 $12.094 $12094 $12.094 $12.094
GB - ary ary ary ary ary J— ary ary

The Decoration information will appear. Your customer can select an imprint method,
upload a logo or enter information about the imprint location name, imprint color or
decoration instructions.

Note: Only the imprint method(s) specified for the product will be available in the
dropdown. If there is only one imprint method available, the dropdown will be greyed out.

At this point, your customer will have the option to click on the Checkout button to enter
their information and finish the order; or, they can click on the Save To Cart link to hold this
product and it's configurations in the shopping cart while they continue browsing on your
site. If they continue shopping, any additional items they place on the shopping cart will
need to be configured the same way.

Once customers have located, configured, and added all the products to the shopping cart,
they can open the shopping cart and click on the Proceed to Checkout button.

Step 2: Checkout - My Cart

This is the first part of the checkout pages. Your customers can enter a purchase order
number, date needed, and additional comments. This is also where customers can upload
artwork if needed.

To upload artwork, they can check the "Option: | need to upload artwork for this order" box.
An artwork section will appear with image sizes and requirements, as well as an upload
button. Customers can click on the Upload button, browse their computer, select the image,
and then click on Open.

If coupons are enabled on your site, customers will be able to enter a coupon code on this
page.



My Cart

All prices and descriptions are subject to change without notice. If the price listed is different from the actual price.
we will notify you before processing your order. Prices will be calculated using end of day exchange rates if orders
contain products with different currencies. Total price is for merchandise only. Prices may be exclusive of any
setup charges, art changes, shipping charges, state / provincial required taxes, rush charges or any other
additional charges, which will be communicated prior to processing the order.

Tell Us More About Your Order

Purchase Order Number

Date Needed @

ik

Additional Comments

Artwork

( |_'_|_ Option: | need to upload artwork for this order.

= Continue Shopping m

After your customers are finished entering this information, they can click on Continue to
begin entering their personal information.

Step 3: Checkout - Personal Information
On this page, customers will need to enter their email and shipping information. If your
customer already has an account on your site, they can click on the Log in link below the

email box.



Personal Information

Email *

enduser@c ustomercompany.com

—

¥ Login
Shipping Address
First Name * Last Name *
John Doe
Company Phone *

Address *

Fake Road

Apt, Suite, Attention, etc.

Attention: Marketing Dept

City * State * Postal Code * Country *

Brogue Pennsylvania A 17309 United States v

1 Review your cart (&I '

After they have finished entering the required information, they can click on Continue to
specify payment information.

Step 4: Checkout - Payment Information
The options on this page will depend on your eCommerce settings. If you have selected to

accept credit cards and/or electronic payments on your site, there will be a payment
method section with all available payment types. Your customer will be able to select the

payment type.

Payment Method

Payment Type (“
-

Credit Card
@ Z123L5L32400 OM23ILGL3Z L 89499
Electronic Payment Routing Number Aceount Numbar

They will be prompted to enter the credit card or electronic payment information after they
click on Continue.
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PAYMENT DETAILS Secure Payments

BILLING ADDRESS

First Name* Last Name~™
John Doe
Address* Apt, Suite, etc (optional)
Fake Road
city* State* Postal Code* Country
Brogue PA 17309 United States v

-

PAYMENT INFORMATION

Credit Card Electronic Check

Card Number®

1111222233334444
Expiration Date (mmyy)* cvvs
1220 123

If you have established company points in the Websites Admin, your customers can redeem
their points on this page. They can enter the number of points and then click on Apply.

Note: If the user account does not have a balance or points, the option to use an account

balance or company points system will not be available during the checkout process.

Redeem Your Gift By Entering Total
Quantity Below

Apply

After they have finished entering the payment information, they can click on Continue to
specify review the order.

Step 5: Checkout - Review Order
After entering all the pertinent information, the Review Order page enables your customer
to review the content of the order. The image shown below displays some available



checkout options, including coupon codes, sales tax, company points, and required deposit.
Depending on the options you have enabled on your Company Store, the order summary
may vary.

Order Summary

Subtotal
$410.30
Coupon Discount
-$10.00
Sales Tax
$24 62
Total (usD)
2424.92
Points Redeemed
$23.00
Amount Due (usD)
$401.92
Deposit Amount
$200.96

If they are satisfied, they can click on the Submit Order button. If they want to make
changes, they can click on the Continue Shopping link.

What Happens After a Customer Places an Order?

Order Notification

After an order has been submitted, two emails are sent. One is a confirmation of the order
request and it sent to the end user. The other is a notification that an order has been placed
on your Company Store will be sent to the email address set up in the Websites Admin. For
more information on managing the notification emails, please review the Check-Out and
Order Management section of the eCommerce article.

The next step is for you to review and process the order in ESP Orders.

Order Retrieval
Log into SearchESP.com and then click on the Orders tab.

F 4 ' Orders

New Suppliers

ESP Web Websites Admin - CRM Email Marketing

Searches Top Sellers Projects Presentations Supplier Catalogs % Specials

On the right, there are filters which include a section for ESP Websites and Company Stores.
Click on the URL for the site on which the order was placed. All orders placed via that
website will be displayed.


https://kb.asicentral.com/kb/articles/1412
https://kb.asicentral.com/kb/articles/1412
https://kb.asicentral.com/kb/articles/1434
https://wwww.searchesp.com

How Do Customers Create an Account on the Company Store?
Visitors to your Company Stores can create an account on the site(s). While this can be
done during the checkout process, it can also be done at any time on the site homepage.

The appearance of the account creation button will vary depending on the template you
have selected for your Company Store, but the account sign in and creation options are
usually in the upper right hand corner of your site. Here are two examples of how these

options might appear:

SIGN IN CREATE ACCOUNT

If your customer already has an account, they can enter their login information in the Sign
In area. If not, they can create a new account by entering some generic information in the
Create Account section. Then, they'll click on the Create Account button. New accounts will
be added to your CRM and a notification will be sent to the email address specified in the
Account Control Options located in the eCommerce area, under Check-Out and Order

Management options.

Create Account

Sign In Create Account

E-mail: First Name: *

Password: Last Name: *

Company Name:
I forgat my password

E-mail:

Creare Password: *

Your password must contain at least 8 characters including ane number or letter. You can also inciude_@():; -, ' &

Confirm Password: *

CREATE ACCOUNT

After they click on the Create Account button, their login information will be automatically
moved to the Sign In area. They can then click on the Sign In button to access, edit, and
manage their account information.

Account Management by End-Users (Customers)
Customer accounts on Company Stores contain four sections:

Profile: The customer's personal information, such as name, phone number, and

email address.

Address Book: The customer's shipping/billing address(es).

Order History: A listing of orders the customer has placed through the site.

Web Site Access: If your customer needs to change their password on the sight.
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Profile Address Book Order History Web Site Access

If you customer needs to sign out of their account, they can do so in the same area (usually
the upper right hand corner). Again, depending on the template you have selected, the
appearance of this section will vary. Here are two examples of how the sign out option may

appear on your site:

My Account  Sign Out

WELCOME! MY ACCOUNT SIGN OUT

Can | Create and/or Manage Customer Accounts as the Website
Admin?
Absolutely! In the Websites Admin, locate the site for which you would like to manage the

user account information. Click on Edit next to that site.

0111972022 16:14:55 COMPANY STORE
M —— =mmm  Company Store

1 gy Lo B
https_//samplecompanystore logoshop.com (1FJE)
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Company Stats SEO
| o fawi -]
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Next, expand the Manage Users section on the left.



Edit Website Design 4]

Pages & Menus
Manage Products 4]
Manage Users b =
Users

Groups

Company

Website Settings 4]
Ecommerce
Tools 1+

The Manage Users section enables website admins to create and monitor user accounts on
company store sites. In addition, administrators can assign users to groups, oversee
individual user account balances, and link users to a company in CRM.

For more information on using the options available in the Manage Users section, please
review the Manage Users article.
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