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Order Fulfillment Manager Role & Responsibilities

A brand’s Order Fulfillment Manager (OFM) is the main point of contact for the ExpertVoice
Customer Success Partner as well as the Expert Support Team. This can be for anything
related to order processing and inventory management. It is important for a brand to
process orders in a timely manner and keep inventory numbers up to date. This way Experts
have a positive experience with the brand on ExpertVoice and ultimately become brand
advocates for them after experiencing their products.

Main Role:

+ Receive and fulfill orders in a timely, efficient manner

+ Keepinventory levels up to date

+ Responsible for processing refunds and cancellations as needed

« Assist with customer service questions either directly from the expert or ExpertVoice’s Expert Support team
+  Work with the Customer Success Partner to troubleshoot any issues

Best Practices:

« Monitor orders via the Daily Order Summary email

+ How often an OFM should be coming into the ExpertVoice admin to process orders is dependent on order volume. We
recommend going in at least a couple times a week, but for high volume brands, orders should be processed on a daily
basis. All orders should be processed within 7 days due to the card authorization window

+ Ifinventory availability fluctuates regularly, the OFM should update the inventory file for ExpertVoice on a daily basis.
Otherwise, we recommend updating inventory at least once a week

(4



Admin Overview



ExpertVoice Overview

1. Customers place orders on ExpertVoice.com

/ OEpetvoce o X
Outdoor Research
Sovoigeiig P
Your Carts
OR Graphic Dry Sack 10L s &
' Waomding $123003ch £ = $12.30
Outrdooe Resaarch g7 z
Your Subtotal: $12.30

2. Order fulfillment manager exports new order batches from

admin.expertvoice.com

We call this portal the “Admin.” This is where you’ll manage orders, reports,

members, etc.
O

3. Brand processes order

4. Order fulfillment manager captures payment and inputs tracking number

in “Admin”

5. Customer leaves awesome review [ ) ]

< @) ExpertVoice + BXPERIVOCE - =0
Il s e = AP
Coalatroo

eperlidily

TEAM | LOCATION
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ORDERS TO FULFLL

Orders to Process [N

Recent Exports [N
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Recent imports
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SEARCH ORDERS
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Navigating Admin

Admin Home Screen Drop Downs
You will spend most of your time in “Orders”

@) ExpertVoice + experTvOICE -

Admin Roles

ROLE DESCRIPTION

MP Brand Manager - Analytics
MP Brand Manager - Content
MP Brand Manager - Products
Order Fulfiliment Manager
Organization Administrator
Report Viewer

n m' W- Site Content « mm- Stores « mm Orders » Y

ROLE TYPE
Organization Role
Organization Role
Organization Role
Organization Role
Organization Role
Organization Role

Orders to Fulfill

Approve Orders @

TEAM / LOCATION

@) ExpertVoice + mpermvoice - =

LA s

ORDERS TO FULFILL

Sesrch and mensge orders plsced

Orders to Process

FUFILLMENT OUTLET <  #ofomoER1 : WETOTAL  :  ODEST < NewesT

us % 905.50 06/302019 140:10 06/042019 10:27

SEARCH ORDERS
Ordr iojs):
Order Group id:
Emai:
Usemname:
First Name:
Last Name:
Fuliiment Outst: - = v
Stors: -3 v
Dsts: - -
Excoption: b v
Escalate: -3 v
Order Type:  -al- v

Under the “Orders” drop down, select “Orders to Fulfill” to search and manage

orders. You can search by:

e Order ID, Member email, order status, etc.
e Leavingallfields blank and clicking submit will show all orders ever placed.



& Edit

« Renew Authorization

Navigating Admin

Click on an order to view the Order Summary

Click Edit to change shipping method, add a note,
reference number or vendor invoice number

Once orders are released, the card is
authorized for 168 hours (7 days), if the order
does not ship within this time period, you
will need to Renew Authorization for the
card. More explanation to come.

Click Ship to manually ship the order, this is where
you will input the tracking number if applicable. More
explanation to come.

Click Cancel to cancel the order or individual items
from the order. More explanation to come.

Click Finalize to capture payment and complete the
order.

@) ExpertVoice + experTvOICE ~

« Prev  Order 6 of 500

ORDER SUMMARY

Next  »

(2]

GENERAL

Order Type

Vendor Program 1D 500633
Team US Ammy - Miltary

Profile Name  Broform
Commission 12 5% of Merchandise

PAYMENT

Payment Authorze
Payment Service Fee NA

oup 3
Date Created 032672019
Date Completed

Status  Processing
Shipping Method  Ground

PRODUCT CODE gy PG DE SCRIPTION
Not Shipped
110283 11028810003.115 | Ghost

190340380976

o
Integration Status  Submitied
Expiration Date 04022019

=3
-

PO Number 4547877G9147225 KBak

"
Color: EbonyiGreyiSitver  Size: 115 Width: Reg

SHIPPING ADDRESS

Descripion Ground
Carrier FecEx Ground
Service Ground

Integration  Automabic
Transaction Fee 0.0% of Merchandise (52,00 Min]

Subtotal $90 00 USD

Shipping $6.95USD

Sales Tax - KS 8.96% $868USD
Transaction Fee $200USD
Total $107.63 USD

MSRP  WHOLE SALE UNIT  QTY  EXTENDED

12000 | 6500 9000 1 9000

~ Transactions and History

PAYMENT TRANSACTIONS

Visa Last 4 Digits:1350 Exp: 112021 Avs: B Cwv: Txn® :5COAAMA2ES...
032622019 04 16 PM MOT Authorizabon Approved $100uUsD
03262019 04.16 PM MOT Vod Approved $100USD

Visa Last 4 Digits:1360 Exp: 112021 Avs: B Cve: Txn# :5COAAS027T...
0372672019 04:17 PM MOT Authorzaton Approved $107 63 USD

ATUS HISTORY
UPDATED BY STATUS COMMENT
System Admn New Order ready for procesung
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Navigating Admin

From the Order Summary screen:

Click Comment to add notes to an order.
e  “Make note public” means the member will see the
comment you input in their ExpertVoice profile
e  “Email member” means the member will receive an
email with the comment you input.

Uncheck both and only your employees with admin rights
and ExpertVoice employees will see the comment.

NOTE: If a brand wants an Expert to get directly in-touch with them, then an
email address/phone number in the order note must included.

™ Escalate to Finance

Ship No Capture means the item shipped and payment was not
captured. Remember to finalize the order before shipping!

Partial Refunds Click Escalate to Finance, leave a comment
and contact your CS partner for further instructions.

A Set Exception

Click Set Exception to flag a troubled order.
Contact your CS partner with questions and
concerns about an order. You can search orders by
“Exception” in the order search dropdown.

NOTE: there are manual and automatic exceptions. Admin automatically sets an
exception when an error occurs, typically with a credit card issue

-

@) ExpertVoice + EXPERTVOICE - s
« ani . : -+ Site Conter « TSR Reports « Preferences + Metketing +  Integraton »

m « Prev Order6of500 Next »

ORDER SUMMARY ©

Order Information

A SetEception | # TnProfie | # Adjsten
GENERAL PAYMENT SHIPPING ADDRESS
Order Id 4547877 Fulfiliment Outlet 100
Order Date  03/26/2019 Cumency USD
Status Processing
Sold By Expeticity
s"”:::: Shipping Method
Email Description Ground
Carrier FedEx Ground
Order Type Service Ground
Store

Vendor Program ID
Team U.S. Army - Mitary

Profile Name Broform
Commission 12.5% of Merchandise

FULFILLMENT ORDER GROUP

Payment Authorize
Payment Service Fee NA

Integration  Automatic
Transaction Fee 0.0% of Merchandise [52.00 Min]

Group ID 9147225 Payment Status  Authorized Subtotal $90.00 USD
Date Created 03/26/2019 Integration Status Submitted Shipping $6.95 USD
Date Completed Expiration Date  04/02/2019 Sales Tax - KS 8.95% $8.68 USD
Status Processing PO Number 4547877G9147225 KBak i Fag 5200 USD
Shipping Method Ground Total $107.63 USD
PRODUCTCODE gy LUPC DESCRIPTION MSRP  WHOLESALE UNIT  QTY  EXTENDED
Not Shipped
110288 1102881D003.115 Ghost 11 120.00 66.00 90.00 1 90.00
190340380976 Color: Ebony/Grey/Silver ~ Size: 1.5 Width: Reg

~ Transactions and History

PAYMENT TRANSACTIONS

J
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Navigating Admin

From the Order Summary Screen,
scroll down to Transactions and History,

. . PAYMENT TRANSA
click on Dropdown for more order details

Mastercard

Mastercard

CTIONS

Last 4 Digits:6317 Exp: 12/2023

03/26/2019 10:48 AM MDT
03/26/2019 10:49 AM MDT

Last 4 Digits:6317 Exp: 12/2023

03726/2019 10:50 AM MDT

Avs: B Cvv:
Authorization
Void

Approved
Cvv:

To confirm card authorized, look here

B i
03726/2019 04:44 PM MDT

App

‘_A Capture Approved

To confirm payment was captured, look here STATUS HISTORY

Here you can see comments, order statuses,

payment approvals/denials, etc.

~ Transactions and History

Txn# :5C9A57DAG0...
$1.00 USD

Txn# :5CIA583ESF...
$208.93 USD
$208.93 USD

heduled for 03/26/2019

UPDATED UPDATED BY STATUS COMMENT
03/26/2019 10:49:21 AM System Admin New Order ready for processing
03/26/2019 10:49:22 AM System Admin Processing Processed for submittal to manufacturer.

v P P ing Payment was authorized for $208.93 USD
03/26/2019 10:50:10 AM System Admin Py Order itted to f by system process
03/26/2019 03:12:32 PM System Admin Processing | Order acknowledged by fe currently
03/26/2019 04:39:24 PM System Admin Processing Shipped Date: 03/26/2019

03/26/2019 04:39:24 PM
03/26/2019 04:44:24 PM
03/26/2019 04:44:25 PM
03/26/2019 04:44:25 PM

When in doubt, contact your CS partner!

System Admin
System Admin
System Admin
System Admin

PO Number: 4547158G9146626
Shipped To

1650 Gemini PI

COLUMBUS, OH 43240-7000 US

Tracking Number. 481406230984
Quantity: 1 UPC:753759157739 SKU.753759157739

Shipping complete

Processed
Processed

R ize payment
Authorization was captured for $208.93 USD.

Group: 9146626 All shipped email sent. Authorization was captured for $208.93 USD.
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Processing Orders 101
Follow these steps
1. Login:

ExpertVoice.com or
[4] ExertVoice o

All Categories ~

NEW — Extra 10% off "Tees for All"
Through 2/23 Al

Feed

N B
‘.9.. \ g

Once logged in, click the profile drop
down in top right corner and select
“Admin”

Admin.expertvoice.com

eypericly

SIGN IN

Username:™  jon.smith|@expertvoice.com
Password: ™ sessesseese

[J Remember Lost Your Password?

SIGN IN




Processing Orders 101
Follow these steps tedy +

&3 Orders ~

2. Orders to Fulfill: | '

From the home screen, fiiven o
. ROLE DESCRIPTION ROLE TYPE TEAM / LOCATION
click the “Orders” dropdown, Ot Pistaant Macaoer [ Oimatesson ke '
€« H ”» Organization Administrator Organization Role
select “Orders to Fulfill S i

ORDERS TO FULFILL (2}

Search and manage orders placed for

Orders to Process i
. . . . us ' o 2112019 90 26 12312010 1100
This will take you to the main “Orders to F »-screen

Recent Exports [KERINERaEl
PTUMNTOURIT  © EDSORTONE ¢ sOroRGNS ¢ MO OLOEST

010 M50 1 10020 22082010024

* Orders to Process are new orders / =
* Recent Exports are previously created order export o R o T L ]
batches and their corresponding Excel Doc (“File”) . —
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Processing Orders 101

Follow these steps
experlicdy + =
3. Release Orders: # Profile v Members v SiteContent » ProPrograms v Stores v External Content v iV LEERE Analytics »
i ORDERS TO FULFILL
From the Orders to Fulfill screen, Search and manage orders placed
click the “Release Orders” button FunLLMENT OUTLET : sOFORDERS  ©  SUBTOTAL ¢ | OLDEST s wewest :
us g 576.00 02/13/2019 00:24 022172019 11:02
Recent Exports
The order batch will move from FUFILLMENTOUTLET ¢ EXPORTDATE = SOFORDERS ° SUBTOTAL * OLDEST ¢ T s
the “Orders to Process” section us

to the “Recent Exports” sections.

€ cClicking “Release Orders” authorizes the card and orders
must be shipped in 7 calendar days (168 hours)!

2/21/2019 P 576.00 0210872019 0924 02/1972019 13:28 File

SEARCH

%)
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Processing Orders 1

Follow these steps

4. Fulfilling/Shipping New Orders:

In the Orders to Fulfill screen,
in the Recent Exports section,

click “File” in the line from the recent

batch of orders

This creates an Excel.csv export
batch that includes the order
number, order date, member
name, shipping, SKU,
description, etc.

4
'

A

1235
12385
12345
98745

1/1/2019 sessica
1/2/2019 John
1/3/2019 Jonn
1/4/2019 Cassie
1/5/2019 Cassio
1/6/2019 Cassie
/772019 Joe
1/8/2019 Joe
1/9/2019 John
1/10/2019 Hannah
/1172019 Hannah
1/12/2019 sason
1/13/2019 Jason
1/14/2019 Adrian
1/15/2019 Adrian

)
Orderid Order Date Member Member L

M  Profie v Members » Site

ORDERS TO FULFILL

Search and manage orders placed |

Orders to Process

FUFILLMENT OUTLET

us

Recent Exports

FUFILLMENT OUTLET ¢

us

us

us

% #OF ORDERS
8

EXPORT DATE

02192019 1450

021172019 1318

02/05/2019 21.04

SUBTOTAL

576.00

#OF ORDERS.

1%

v Stores >

#  OLDEST

02132019 0024

¢  SUBTOTAL = OLDEST S NEWEST
104200 02/08/2019 0924 02192019 1328
76850 02/0512019 21:40 012
456.00 02/02/2019 1229 02/052019 0734

was  Oata  Revew View Hep O Search

%
€ [ s L ) K 3
ary

Pederson Recreationsl £quij 400 £1 Paseo de Saratoga  San Jose A 95130 US  TRAILHEAD_BLACK_LARC
Strope  JohnStrope 1338 Rosewood st. Upland A 1788 US  ESCALANTE_KACHULA
strope  JohnStrope 1358 Rosewood st. Upland A SI7B4US  GRANDVIEW_PUFFY_KA!
Wanderse Cassie L Wanderse 1351 WANDERSEE RD OWIGHT xS 66849 US  TRAILHEAD_BROWN_ME
Wanderse Cassie L Wandersc 1381 WANDERSEE RO OWIGHT K5 66849 US  TRAILHEAD_BLACK_MED
Wanderse Cassie L Wanderse 1351 WANDERSEE RD DWIGHT XS 66849 US  ESCALANTE_KACHULA
smith  Joe Smith 1201F Street NW. Washington  C 20008 US  TRAILHEAD_GREY_MED_
Smith  Joe Smith 1201 Street Nw Washington  0C 20008 US  BLACK_SHORT_TRAILWEL
McDevitt john McDevitt 10848 Countryside Drive  GrandLedge  Mi 48837US  TRAILHEAD_BLACK_LARC
Unk  Wannahlink  17Beavertane rbondale © 1623 US  ESCALANTE_KACHULA
Unk  Mannshlnk  17Beaveriane Carbondale o $1623US  BLUE_ DOUBLE WANDER
Johnson Jason s Johnson 02 First Ave Oeary ) 83823 US  REALTREE_KACHULA
Johnson Jason 'S Johnson 802 First Ave Deary 0 83823 US  NOMAD_PACKABLE_BAC
Simms  Adriansimms 4521 Lone Oak Road SE salom or 97302US  KHAKI_GREEN_DOUBLE_
Simms  AdrianSimms 4921 Lone Oak Road SE Salem oR 9702US  DOG_BOWL_BROWN

3 NEWEST s

0272112019 11:02

M

Description
1 TRAIHEAD PANTS
1 KACHULA
1 PUFFY KACHULA
1 TRAIHEAD PANTS
1 TRARNEAD PANTS
1 KACHULA
1 TRARHEAD PANTS
1 TRAIHEAD ADVENTURE SHORTS
1 TRARHEAD PANTS
1 KACHULA
1 WANDERER DOUBLE HAMMOCK
1 KACHULA
1 NOMAD PACKABLE BACKPACK
1 WANDERER DOUBLE HAMMOCK
1 HOUND BASIN PACKABLE DOG BOWL

2 share

= Comm

2 Q R

8 Free Shipping Over $50 (AX/NI)
0 Free Shipping Over $30 (Lower 48)
0 Free Shipping Over $50 (Lower 43)
0 Free Shipping Over $50 (Lower 48]
0 Free Shipping Over $50 (Lower 45)
0 Free Shipping Over $50 (Lower 48]
0 Froe shipping Over $30 (AK/Hi)

0 Free Shipping Over S50 (AK/NI)

5 Free shipping Over $30 (Lower 48)
0 Free Shipping Over $50 (Lower 43)
0 Free Shipping Over $50 (Lower 48)
0 Free shipping Over $30 (Lower 45)
0 Free Shipping Over S50 (Lower 48)
s Froe shipping Over $30 (Lower 43)
5 Free Shipping Over $30 (Lower 48)



Processing Orders 101 E=ZAK

#  Profile v Members v SiteContent v ProPrograms v Stores » Extemal Content » Ui =R Analytics v
Follow these steps

ORDERS TO FULFILL (2]

Search and manage orders placed for

5. Shipping Orders: Orders to Process [ty

FUFILLMENT OUTLET +  #OF ORDERS s SUBTOTAL ¢  OLDEST S NEWEST

In the Orders to Fulfill screen, S S

in the Recent Expor ion
.t e“ ece t,, . po ts.sect on, Recent Exports [JEEG
Clle SearCh In the llne / FUFILLMENT OUTLET s EXPORT DATE B #0F ORDERS = SUBTOTAL = OLDEST * NEWEST

associated With the Order batCh us 031282019 11:52 10 553.00 032512019 17:35 0312872019 10:45 Flle
you’re working on

us 03/25/2019 11:04 12 704.50 03/202019 12:27 03/242019 20:58 File
SEARCH

Orders e

S l l d h b .I.' ORDERID ~ DATE ¢ ORDERTYPE ¢ BUYING COMPANY ¢ MEMBER ¢  ORDERSTATUS ¢
C ro OW n to t e Otto m 0 34 03/28/2019 | Retai EPP Murdoch’s Ranch & Home Supply Processing
t h e pa ge s Q 031282019 | ProMotive BSA - Boy Scouts of America Processing
. . 4550782 03/28/2019 | ProMotive ExpertVoice Processing
a l ISt Of t h ese O rd e rs WI l l 4550249 0372712019 | ProMotive Alterra Mountain Co. Processing
a p p ea r 4550124 03/27/2019 | Retai EPP Al's Sporting Goods - UT Processing
4549873 03/27/2019 | Retai EPP Freewheel Bike - MN i Processing
4549715 03/27/2019 | ProMotive [ Air Force - Dept. of Defense Processing
4546878 03/26/2019 | ProMotive [ Gamin Processing
C l i C k on t h e ﬁ rst 0 rd er to begi n 4546170 03/2572019 | ProMotive USA Climbing Processing
4545826 03/25/2019 | ProMotive The American Alpine Club Processing

Exportas: €SV ExceL
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Processing Orders 101

Follow these steps

6. Shipping Orders Continued:

From the Order Summary screen,
Click “Ship”

Amount for this shipment: Enter Shipping Fee (if

needed) in, then click RECALCULATE

Shipment Date defaults to current day

Reference Order # and Vendor Invoice # are

optional

Input tracking number,

o  Only use “N/A” in extremely unique situations

where no tracking is available

Select appropriate Shipping Carrier Service (if

needed)

Check “Finalize Group”, this captures payment!

Click “Submit”

m Order 10010 Next »

Order Information
8| 5 Crango Payment A Sot Excoption | W Escalat to Finance
GENERAL SHIPPING ADDRESS
Order g 4551234 Fulfiliment Outlet US Murdoch's Ranch & Home Supply
Order Date 032872019 Cumrency USO
Pl el
Sold By Expertcity
Shipped By
Name
Emad. Shippng Method
Ceemipion e S O 50 Lovr )
Order Type Retad EPP Carier US Postal Senvice
S S oo Pt o S S
Sover M R e Sl
Location MT . Bazeman - 4 Corers
Team Murdoch's Ranch & Home Supply Retad Employees.
FULFILLMENT ORDER GROUF
# 65t |  fovow hihorzat v
Group D 9153434 Payment Status  Authorzed Subtotal $34.50 USD
Date Created 03262019 Integration Status  Suomiied Shppng 5500 USD
Date Completed Expiration Date 04042015 Transaction Fee 5200 USD
ysom Canca e 0512201 pryeim i i

Status Processing
Shipping Method  Free Shi

moowcreooe — aum OHIP [TEMS

Not Shipped
ESCALANT] A ESCALAN

Please select the items to ship:

Select ltems:

Shipping:

Shipment Date: "
Reference Order #:
Vendor Invoice #:
Tracking #: *
Shipping Carrier:
Shipping

Finalize Group:

FulfiiQty Description
v 1 v  KACHULA
Color: Escalante
$5.00 USD Assigned Amount

*' $5.00 USD Free Shipping Over S50 (Lower 48)
RECALCULATE

Amount for this shipment

0372872019

i §

INPUT TRACKING #

{UPS

Ground

v
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Processing Orders 101 e o

ORDER SUMMARY
Follow these steps

7. Confirm Payment was Captured

From the Order Summary screen,

» Scroll down to the “Transactions and History”
section,

» Confirm “Capture” was “Approved”

* If so, move on to the next order by clicking “Next” at
the top of the Order Summary screen

~ Transactions and History

If you have issues capturing

H [13
payment, click “Escalate to PAYMENT TRANSACTIONS
Finance” and contact your CS Visa Last 4 Digits:1902 Exp: 1212023 Avs: F Cw: Txn# :5C924693EC...
03/20/2019 07:56 AM MDT Authorization $1.00 USD
partner, comments are always 03/20/2019 07:57 AM MDT Void $1.00 USD
Visa Last 4 Digits:1902 Exp: 12/2023 Avs: F Txn# :5C925372C1...
heloful! 03/20/2019 08:51 AM MDT Auithos $55.97 USD
1 03/25/2019 10:59 AM MDT Capture Approved $55.97 USD
M Escalate to Finance -

(4



Order Summary Emails

Have your CS partner assign the appropriate team members to
the Order Summary Email list. Order Summary Emails are sent
daily (check your spam folder). This is a useful tool for order
fulfillment management.

There are 5 sections in the summary:

1.
2.

An Overview Summary of order statuses

Orders that have shipped but have not completed payment
processing. These orders need payment collected and marked as
Escalate to Finance.

Orders that have expired authorizations need to be

€ ExpertVoice

This is yout order summary for June 4, 2019.
Order Status # of Orders

New 8

Processing 172

Payment Failure 1

Expired Authorization 23
Exceptioned 4
Cancelation Pending 4

1 order groups have been shipped but have not payment pr
payment information may need to be collected from the customer.

Order ID Group ID Vendor id Date Placed Order Total
4628621 9336907 15 051319 259.70

23 order groups have expired authorizations, or authorizations that will expire soon. These orders
MUST NOT be fulfilled after the expiration date unless a new is secured
Ideally, these orders should be canceled in both the Experticity system and your internal ERP.

Order ID Group ID Date Placed Order Total Auth Expires
4653127 9489414 0529119 248.00 06/05/19 - TOMORROW
4653206 9489828 05729119 20298 06/05/19 - TOMORROW

4654645 9499137 053019 16320 06/06/19

4 orders have been flagged with an exception. Please handle the following orders and clear the
exception

Order ID Group ID Date Placed Order Total Message

4628621 9336907 05/13/19 259.70 Payment was declined for $259.70 USD.

shipped unless the customer is notified and a new authorization secured

reaUthorized in Admln' DO nOt re_aUthorize a Credit Card until the 44 orders groups are pending automatic cancelation by the system. These orders should NOT be

authorization is expired and order is ready to ship.
Orders flagged as Exceptions

Ordering pending cancelation

Order ID Group ID Date Placed Order Total Cancelation Eligible as of
3712538 5668036 10/06/17 63.19 0171118 - EXPIRED
4583167 9216602 04/14/19 9694 06/08/19

5

(4



How to Renew an Expired Credit
Card Authorization



How to Renew an Expired Credit Card Authorization

Follow these steps

@) ExpertVoice + _

.
1 ° o rd e rS to rea uth o rl Ze : n Profile v Members v Site Content » Pro Programs v Stores v External Conter’ A ==
Orders < Approve Members
Approve Orders @ ~  ACTION

The Daily Order Email will identify which orders have et i J Members
expired authorizations and need to be renewed_ USERNAME 3 LAST NAME : FIRST NAME <  TEAM NAME < ATTACHMEN

No items found.

*Reminder that you should NOT renew an authorization

until the original auth has expired. Renewing a ORDERS TO FULFILL

non-expired auth will lead to the credit card being Search and manage orders placed for Sanuk products

double-authed & may get declined if there aren’t sufficient SEARCH ORDERS

funds to cover both auths. You should also NOT renew an S >

Order Group Id:

authorization until you know that the order will be
ready to ship. A member can see each time their credit
card is authorized.

Email:

Username:

First Name:

From the home screen, click the “Orders”

dropdown, select “Orders to Fulfill” .
Date: & &

In the “Orders to Fulfill” screen: . T

® Search for the Order ID that needs to be
reauthorized. Click Submit at the bottom

. er
® Order will appear below &
'ORDER ID DATE 3 ORDER TYPE s BUYING COMPANY $ MEMBER : ORDER STATUS s
05/05/2020 | ProMotive Andy Cox

Y Se le Ct t h eo rd er The American Alpine Club Processing

Exportas: CSV EXCEL ()




How to Renew an Expired Credit Card Authorization

Follow these steps

2. Reauthorizing an Order:

From the order summary screen
Click “Renew Authorization” under

the fulfillment order group

Click “Authorize” which will restart
the 7-day window to capture
payment

To confirm if the reauthorization was

successful, refer to the “Navigating Admin”

steps (included in next slide as well)

@) ExpertVoice # experTvoicE -

BACK « Prev

ORDER SUMMARY

GENERAL
Orderld 4535821
Order Date 03/20/2019

Status Processing
Sold By Experticity

Order Type  Drbntiin
Store
Vendor Program ID

Profile Name  Broform
Commission 12.5% of Merchandise

LT ORDER GROUP

Shipping Method ~ Ground
PRODUCTCODE sy UPC

Not Shipped

1102941D069.090
190340463105

Shipped By Brooks Running
Name Nick Grooms

PN Renew Authorization | &8 Ship

Groy@ e I0Sare
offreated 03202019
Rgleted

#  Organizations ~ Members ~ Site Content ~ External Content ~ MVGEERA Reports » Preferences » Marketing ~  Integration v

Order4 01500 Next »

Order Information
E3 Change Payment A SetException | # Txn Profile W Escalate to Finance

PAYMENT SHIPPING ADDRESS

Fulfilliment Outlet 100 Nicholaus Grooms Nick Grooms
isa 1031 Domelby CT
Currency USD XXOOCKXKXXXXXII99 Silt, CO 81652
0172020 us
7194313939

1031 D

Silt, CC

us

Email _nickgrooms@msn.com

Team Fire and Rescue

Payment Autnorize
Payment Service Fee N/A

% Cancel

Payment Status  Authorized
Integration Status Submitted
Expiration Date 03/27/2019

DESCRIPTION

Adrenaline GTS 19

Color: 069 Black/Blue/Nightife ~ Size: 9.0 Width: R

PO Number 4535821G9103476

e

@) ExpertVoice + exermvoce -

#  Organizations v Members v Site Content v  External Content + Reports ~  Prefer

| [ Back to Order Summary ]
RENEW AUTHORIZATION ORDER ACTION

Please confirm the new authorization amount and payment method:

Name: KEVIN R WATSON
] Credit Card:
Amount:
Note: Authorizations are only valid for 7 days. This authorization will expire on 04/30/2020.

Please complete processing of this group prior to the expiration.

\ AUTHORIZE CANCEL

. s




How to Renew an Expired Credit Card Authorization

Follow these steps

Double check your work from the

Order Summary Screen, scroll down to PAYMENT TRANSACTIONS
. . Mastercard Last 4 Digits:6317 Exp: 12/2023 Avs: B Cvv: Txn# :5C9A57DAG0...
Transactions and Histo ry 03/26/2019 10:48 AM MDT Authorization Approved $1.00 USD
03/26/2019 10:49 AM MDT Void Approved
Mastercard Last 4 Digits:6317 Exp: 12/2023 /(f Cwv: Txn# :5C9A583E9F...
. . 03/26/2019 10:50 AM MDT — Authorization Approved $208.93 USD
To confirm card authorized look here 0372612015 04 44 PM MDT {__ Capture Approved $208.93 USD
To confirm payment was captured look SRS FISTORY
here UPDATED UPDATED BY STATUS COMMENT
03/26/2019 10:49:21 AM System Admin New Order ready for processing
0372612019 10:49:22 AM System Admin Processing Processed for submittal to manufacturer
H e re yo u ca n see CO m m e nts’ O rd e r et ing Payment was authorized for $208.93 USD.
03/26/2019 10:50:10 AM System Admin Processing | Order submitted to manufacturer by system process
Sta t u Se S' pay m e n t 03/26/2019 03:12:32 PM System Admin Processing Order acknowledged by manufacturer. Shipment currently scheduled for 03/26/2019

03/26/2019 04:39:24 PM System Admin Processing Shipped Date: 03/26/2019

PO Number: 4547158G9146626
Shipped To

1650 Gemini Pl

COLUMBUS, OH 43240-7000 US

approvals/denials, etc.

Tracking Number: 481406230984
Quantity: 1 UPC:753759157739 SKU.753759157739

When in dou bt’ contact your CS pa rtner! 03/26/2019 04:39:24 PM System Admin Shipping complete
03/26/2019 04:44:24 PM System Admin Py ing R thorize pay succeeded
03/26/2019 04:44:25 PM System Admin Processed Authorization was captured for $208.93 USD
03/26/2019 04:44:25 PM System Admin Processed Group: 9146626 All shipped email sent. Authorization was captured for $208.93 USD.
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How to Cancel Orders
& Process Returns



How to Cancel Orders & Process Returns

Follow these steps @) ExpertVoice +

Analytics ~

if
embers‘ < Approve Members

Approve Orders @ ~  ACTION

n Profile v Members v Site Content v+ Pro Programs v Stores v External Conter

Member Approve

USERNAME % LAST NAME +  FIRST NAME +  TEAM NAME < ATTACHMEN

1. Orders to Cancel or Refund:

KORDERS TO FULFILL

Fro m th e h o m e SC ree n s C l i C k th e Search and manage orders placed for Sanuk products
SEARCH ORDERS

“Orders” dropdown, select “Orders _
to Fulfill” — —

In the “Orders to Fulfill” screen: -
e Search for the Order ID that o :
needs to be reauthorized. Click - EE .

Submit at the bottom =
® Order will appear below
. SeleCt the order Orders ORDER ID - DATE s ORDER TYPE 3 BUYING COMPANY 3 MEMBER 3 ORDER STATUS

“ @ 05/05/2020 | ProMotive The American Alpine Club Andy Cox Processing
Exportas: csv EXCW




How to Cancel Orders & Process Returns

FO"OW these Steps @ ExpertVoice + expernvoce - =e
#  Ogenizations ~ Members + Site Content ~ mw-wmmv Preferences - Merketing - Integration ~
BACK « Prev Orderd4of500 Next »
H ORDER SUMMARY (2)
2. Cancelling an Order:

From th eO rd er Summa ry screen: GENERAL PAYMENT SHIPPING ADDRESS

orderta 4535821 Fulfiment Outiet 100 WerolausGrooms ek crooms
Order Date 03202019 Currency USD n ameloy
o

10 @) ExpertVoice + experTvoicE -
St
b

* Click “Cancel”
« Select the items to be cancelled,
* Select “Cancel Items”

« Inputacommentif desired
FULFILLMENT ORDER GROUP Select ltems: ~ Cancelgg
ik« i [ o x s
* Click “Submit sl
GroupID 9103476 P -
el e Mo g0 are cancelled then the group will be removed.
Date Completed Expirationf@ate 03/27/2019
Siatus JFposssng RO MmN 533210813478 This group has DPEN ransmittdo the ERP system. Removal of items from this group will result n the system not being able to receive automated
Shipping Method Ground

ship notices from the ERP system for those items
wsgp

#  Organizations » Members v Site Content ~ Extamalcamnntvw Reports v Preferences » Marketing v  Integration v

[ Back to Order Summary ]

CANCEL GROUP ORDER ACTION

Description Unit

PRODUCTCODE sy PG DESCRIPTION
.
Can,

“Make note public” means the o
member can see the comment in

their profile

——
Make note public: ¥/

“Email Member” will email the s

C o) m m e nt to t h e m e m b e r * Removal of items from this group will result in the payment authorization being voided

Both unchecked means only ExpertVoice and your employees . O
with admin rights can see the comment ()




How to Cancel Orders & Process Returns

Follow these steps

3. Refund/Return:

From the order summary screen
Click “Return”

Select the items to be returned
Adjust shipping if applicable

Click “Recalculate” and confirm the
total
Input a comment if desired

“Make note public” means the
member can see the comment!

-€ @) ExpertVoice =0
# bofies Nerbes - SteCorierc - Pobrgans - Sores = ExeralCorers - [N wvocs -
onder 1ot 1
ORDER SUMMARY (7]

Order Information
(5 oot | 7 oo ] & setemton ] = cessewrmees & 7o ]

GENERAL SHIPPING ADDRESS
Order 1a Fullitment Outet US John Doe
Order Date 030672010 Cumency USD 123 Main St
Sutus Processed Seattle, WA 11111
Sold By Expertcty
ok Shipping Method
Name John Doe .

Description Fres Shipping Over $50 (Lower 43)
Emant John.doe@gmail.com

Order Type  Proddtive
Store Experts-Only Pricng - Pro

LLMENLQR! [ Back 1o Order Summary |

RETURN ORDER

om0 SN Satus  CIO900 | 11,4 tolowing Rems wil be retumed

Date Created 011222019 Integration Status  Sutmited
Dato Completed 03152019 PO Number 4513496¢

Select tems:  ReturnQty
Shipping Method ~ Free Shpong Over $50 (Lower 48] 1
2

1

Subtotak:  $0.00USO
shipping: 0

Shipment #1 03152019 Edst Soles Tax . UT 6.85%:  $0.00USO

PRODUCT CODE. sy UPC DESCRIPTION

US Postal Service - Standard Service A ‘

Tracking # 9261290203513001057451 L B

GRANDVIEW_KACHULA  GRANDVIEW_KACHULA KACHULA Totat: 50
Color: Grandy

raw
Return Comment:

*» Transactions and History

Unchecked means only ExpertVoice and your : e e g ¢ ’
employees with Admin rights can see the
comment. NOTE: We recommend adding the
RA# or RMA# here.

Description
v ICON 5C Bive 799

Team Coxatres Employees . @) ExpertVoice + experTvoicE - [ 'mﬁ s e Vs

Unit

v lcon soft-Brown Stripe13 98
v lcon soft Black/Green 1398

v Inkd Ofiver-RedWhite7 98
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