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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
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Navigating Admin

@) ExpertVoice 4 EXPERIVOCE -

', nm- Mempers » SesComert « ProProgams « Siores = ExternalContert = Orders = Anaytics =

1. Customers place orders on ExpertVoice.com " P‘&W\\ g

WOLE DESCRIPTION
WP Erasa Mansger - Aearyics

FEAM | LOCATION

( Oegetvoice Y

WP Erang Manager - Conters

MP Eran Manager - Prosects

Outdoor Research Rapert Viewar
Experts. Only Priceg - Fro

OR Graphic Dry Sack 10L
’ Moonshine s 1o . $12.30

Your Carts

#  Pofie~ Members  StaContent + ProProgams = Stores + mvaW.

ORDERS TO FULFILL Moy Oy (2]

Search and manage orders placed for Nuun products Aoprov Odes:

SEARCH ORDERS
e

N Y, R
2. Order fulfillment manager exports new order batches from .
admin.expertvoice.com e
We call this portal the “Admin.” This is where you’ll manage orders, reports,
members, etc. g

Outddooe Resaaech

Your Subtotal: $12.30

H

3. Brand processes orders
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i
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4. Order fulfillment manager captures payment and inputs tracking number —
in “Admin” .

5. Customer leaves awesome review E ? l ()



Navigating Admin

A Profile v Members v Site Content » Pro Programs v Stores v  External Content + Analytics +
Ovdevs to Fulfill
ORDERS TO FULFILL Wemoers Orders
Search and manage orders placed for Nuun products Approve Onders
SEARCH ORDERS
Order Id(s):
Order Group Id:
° Email:
Admin Home Screen Drop Downs -
. . . « 2 First Name:
You will spend most of your time in “Orders -
Last Name:
Fulfillment Outlet: -all- v
€) ExpertVoice # ExPeRTVOICE ~ stre | -3 - 5
Date: @ o
n Profile » Members  BEEAVLICHE ProPrograms »  Stores »  External Content Exception; - all-
: Escalate: -all- v
Orders to Fulfill
...... Order Type: -all- v
Approve Orders @ Order Status: - all - ~
Admin Roles - ™
ROLE DESCRIPTION ROLE TYPE TEAM / LOCATION Pt el - ol - o
MP Brand Manager - Analytics Organization Role
MP Brand Manager - Content Organization Role el °'- e
MP Brand Manager - Products Organization Role Vendor Order Number:
Order Fulfiliment Manager Organization Role
Organization Administrator Organization Role Vendor Invoice Number:
Report Viewer Organization Role Tracking Number:

Product SKU:

SUBMIT CLEAR

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.



Navigating Admin

Click on an order to view the Order Summary screen

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

¢ Edit

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.

« Renew Authorization

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 + ExpernvocE - =e

o |
ORDER SUMMARY e

] ) I I e A Pl

GENERAL

« Prev Order60(500 Next »

PAYMENT SHIPPING ADDRESS
Order i
Order Date
Status.
Sold By
Shipped By
Name
Email

Order Type
Store
Vendor Program 1D 600653
Team US. Ammy - Miltary

Profile Name  Broform
Commission 12 5% of Merchandise

Payment Authorze
Payment Service Fee  N/A

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

oup 3 o Subtotal $90.00 USD
Date Created 03262019 Integration Status  Submitied Shipping $6.95USD
Date Completed Expiration Date 04022019 Sales Tax - KS 8.96% $8.68USD
Status Processing PO Number 4547877G9147225 KBak Transaction Fee $200 USD
Shipping Method  Ground Total $107.63USD
PROOUCT CODE gy s UPC DESCRIPTION MSRP  WWOLESALE  UNIT  QIY  EXTENDED
Not Shipped
110288 11028310003.115 Ghost 11 12000 6500 9000 1 9000
190340380976 | Color: EbonylGreyiSiver Size: 115 Width: Reg

* Transactions and History

Visa Last 4 Digits:1360 Exp: 112021 Avs:B Cwv: Txn® :5COAAMAZBS...
032622019 04.16 PM MOT Authoraton Approved $100USD
032622019 0416 PM MOT Void Approved $100USD

Visa Last 4 Digits:1360 Exp: 112021 Avs: B Cww: Tan# :5CIAAS027T...
032672019 04:17 PM MOT Authorzaton Approved $107 63 USD

ATUS HISTORY
UPDATED UPDATED BY STATUS COMMENT

032672019 04.16 58 PM System Agmin New Order ready for processing

.
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N aVi gati n g Ad m i n ¢) ExpertVoice + EXPERTVOICE -

m « Prev Order6of500 Next »

From the Order Summary screen: ORDER SUMMARY e
Order Information
Click Comment to add notes to an order. L ] ) b pryp—
e  “Make note public” means the member will see the '
comment you input in their ExpertVoice profile GENERAL PAYMENT SHIPPING ADDRESS
e  “Email member” means the member will receive an Orderld 4547877 Fulfilment Outet 100
email with the comment you input. b ity cumener 2
Uncheck both and only your employees with admin rights oty St
Name PPk M

and ExpertVoice employees will see the comment. Description Ground

Carrier FedEx Ground

Email

Service Ground
NOTE: If a brand wants an Expert to get directly in-touch with them, then an email mw;f,:
address/phone number in the order note must included. . o B 6 s
_ Profile Name Broform Payment Authorize Integration Automatic
F Esca|ate to FlnanCe Commission 12.5% of Merchandise Payment Service Fee N/A ion Fee  0.0% of ise [52.00 Min]
. ) ) FULFILLMENT ORDER GROUP
Ship No Capture means the item shipped and payment was not 7 B x Conce |
captured. Remember to finalize the order before shipping! GroupID 9147225 Payment Status Authorized Subtotal 590,00 USD
Date Created 03/26/2019 Integration Status Submitted Shipping $6.95 USD
Partial Refunds Click Escalate to Finance, leave a comment and e e i e R o
contact your CS partner for further instructions. ikt B Tolsl:  (5107.63USO
PRODUCTCODE  sxy; PG DESCRIPTION MSRP  WHOLESALE UNIT  QTY  EXTENDED

A Set EXCeption Click Set Exception to ﬂag atroubled order. :‘:::2:;9900 1102881D003.415 | Ghost 11 12000 | 66.00 9000 | 1 90.00
190340380976 Color: Ebony/Grey/Silver  Size: 11.5 Width: Reg

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 PAYMENT TRANSACTIONS
exception when an error occurs, typically with a credit card issue

\7 4



Navigating Admin

From the Order Summary Screen,

scroll down to Transactions and History, click

. PAYMENT TRANSACTIONS
o n D ro pd OW n fo r m o re o rd e r d eta I ls Mastercard Last 4 Digits:6317 Exp: 12/2023 Avs: B Cwv: Txn# :5C9A57DAG0...
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 /K Cvv: Txn# :5CIA583E9F...
. . 03/26/2019 10:50 AM MDT ey Authorizati Approved $208.93 USD
To confirm card aUthOrlzed, look here 372612010 0444 PM NDT {5 copture Apsroved $208 93 USD
To confirm payment was captured, look here

STATUS HISTORY

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.
Here Yyou Can see comments, order statuses, e P e e
payment approva ls/denials) etC. 03/26/2019 10:50:10 AM | System Admin | P ing | Order submitted to i by system process.
03/26/2019 03:12:32 PM System Admin Pr ing Order acknowledged by facturer. Ship tly 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

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

.
When in doubt , CO ntact your CS pa rtner! 0372612019 04:39:24 PM System Admin Shipping complete

03/26/2019 04:44:24 PM System Admin Py ing R: horize 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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Navigating Admin

*Only If Shipping Across Deals is enabled*

From the Order Summary Screen, some orders may have a
“Related Orders” section.

ExpertVoice’s Shipping Across Deals feature allows
orders made across multiple deals or stores from your
brand to be combined into one order, and therefore
packaged and shipped as one shipment. This will reduce
the expense of shipping by reducing the number of
packages, as well as the time to pack and ship orders
separately. Experts will only need to pay one shipping
fee for these orders, making it even easier for them to
order more products from your brand.

Click on Dropdown to see orders from the same Expert
that can be shipped with a combined shipment. When
possible strive to process and ship these related orders
together.

When in doubt, contact your CS partner!

ORDER SUMMARY

e

Order Information
B3 Change Payment A SetException | ¢ Adjustment | M Escalate to Finance

GENERAL PAYMENT SHIPPING ADDRESS
Orderld 7791647 Fulfillment Outlet US R e
Order Date  08/08/2024 Currency USD APT 30

Status Processed

Sold By Experticity
Shipped By Garmin

Name =iwmmeimmten

Email s —

Order Type Retail EPP
Store Experts-Only Pricing - Standard
Guidelines Version 43909
Buyer Recreational Equipment Inc - REI
Location DC - Washington
Team Recreational Equipment Inc - REI Retail Employees

Profile Name ~Retail EPP Payment Authorize
Commission 8.0% of Merchandise Payment Service Fee N/A
Drop files here to upload

FULFILLMENT ORDER GROUP
2 e
GroupID 17788138 Payment Status  Charged
Date Created 08/09/2024 Integration Status Shipped
Date Completed 08/09/2024 Vendor Invoice # 242028543
Status Processed PO Number 7791647G17788138

Shipping Method  Free Shipping

PRODUCTCODE gy UPC DESCRIPTION
Shipment #1 08/09/2024 Edit
Tracking # 1266527X0348471190

010-02562-00 010-02562-00 Forerunner® 55 Black
763759279608 Wrist Size: 126-203 mm

4
College Park, MD 20740
us

Shipping Method
Description Free Shipping
Carrier FedEx Ground

Service Ground
Shipping Shown  $0.00 USD

Integration Automatic garmin

Fee 1.5% of ise [$5.00 Max]
Subtotal $129.99 USD
Shipping =
Transaction Fee $1.95 USD
Coupon Applied $0.00 USD
Sales Tax - MD 6.0% $7.80 USD
Total $139.74 USD
Payment $139.74 USD
Payment Fee =
Commission ** $10.40 USD
Due Vendor $119.59 USD
**8.0% of Merchandise
MSRP  WHOLESALE UNIT QTY  EXTENDED
199.99 199.99 129.99 1 129.99

* Transactions and History

~ Related Orders

ORDER ID ~  MANUFACTURER ¢  ORDER STATUS

——————p 7791648 Garmin PROCESSED

< TRANSACTION AMOUNT

193.49
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Processing Orders 101

Follow these steps

1. Login:

ExpertVoice.com

(

\

QBgertVoice o o d

All Categories Jordan Kelch

NEW — Extra 10% off "Tees for All" -~
Through 2/23 )

Administrator

2

.
N G
ol b .-
2 | ‘-
A =

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

or

Admin.expertvoice.com

@) ExpertVoice + BXPERIVOCE -

SIGN IN

Username: ™ jon smith|@expertvoice.com
Password:”  sessssssene

| Remember Lost Your Password?

@




Processing Orders 101

Follow these steps

2. Orders to Fulfill:

From the home screen,

click the “Orders” dropdown,
select “Orders to Fulfill,”

In the “Order Status” section,
select the “New” drop down
Submit

Orders will appear at the bottom of the
screen
Click on the order

@) ExpertVoice + BXPERIVOCE -

A Profie- Members > SmeComent - ProPrograms » Stores » External Con

ORDERS TO FULFILL

Search and manage orders placed for

SEARCH ORDERS

Order I{s):
Order Group
Emait
Usetname:
Flrst Name:

Last Name:

-
.

Order Status:

Nea

fem Status:

Payment Status:

Integration Status:

oo JRE8

Orders
ORDER ID

4553457

Exportas oV oem

~ DATE ¢ ORDERTYPE

¢ BUYING COMPANY

03292019  Retall EPP

2 MEMBER *  ORDER STATUS

@



Processing Orders 101

Follow these steps =3 P
ORDER SUMMARY (2)

Order Information

o] e
GENERAI SHIPPING ADDRESS
3. Process Order: ’ AR

Order Id 4553457 Fulfilment Outlet US
Order Date  03/2972019 Currency USD
Status  New

Sold By Experticity

Clicking on the order will take you to the Wt
Order Summary screen, ! PROCESS ORDER

Order Type
Store Individual items can be cancelled in later processing steps.
Buyer

Click “Process,’ s

Items:
Team Lt QTY  DESCRIPTION UNIT

INDRAPEQRER 1 Kodiak Molded Reel Case 8.98
UNPROCESSED

*Individual items can be cancelled or

PROOUCT CODE sKu ) UP

moved to a new order group in later P e B
processing steps” O st

Sales Tax-UT 7.75%:  $0.70 USD

Subtotal:  $8.98 USD

Select Shipping method, Rm——

Total:  $23.63 USD

RECALCULATE
Process Note, Reference Order #, Vendor

Invoice # are all optional,

Processing Note:

Make note public: ¢/

Submit

Vendor Invoice #:

System Cancel Date: & Automatically cancel all unshipped items in the

group on this date.



Processing Orders 101

Follow these steps

4. Ship Order:

From the Order Summary screen, Click
“Ship”

Select Items: All items will automatically be
selected, deselect items that are out of stock
or for any reason will not be shipped

Select Shipping method

Reference Order # and Vendor Invoice # are
optional

Input tracking number (if no tracking
number input N/A)

Select “Finalize Group,’ this captures
payment!

Click Submit

SHIP ITEMS

Please select the items to ship:

Select Items:  FulfillQty
” 1

ORDER SUMMARY (2}

Order Information
& oo | o oo
GENERAL SHIPPING ADDRESS
Orderld 4550145 Fulfiliment Outlet US
Order Date 032822019 Currency USD
Status Processing
Sold By Expartcity
Shipped By
Name Shipping Method
Email Description Standard Shipping
Carrler UPS
Order Type Service Ground
Store
Buyer
Location ON - Ottawa
Toam Cabela's - CAN Retad Empll
LFILLMENT ORDER GROUF
4 Edt | v Rorow Aithorizat 1
GroupID 5153034 Payment Status  Authorized Subtotal $22.49 USD
Date Created 03282019 Expiration Date  04/0472019 Shipping $5.00USD
fer# 1134125 Transaction Fee $200USD
Total $2849USD
MSRP  WHOLESALE  UNIT  QIY  EXTENDED
Description s | 24 24 |1 249

v Piranta EDGE
Color: Blaze Orange GRIP COLOR: Black

Shipping:~ - $5.00 USD Assigned Amount

® $5.00 USD Standard Shipping

RECALCULATE

/" Amount for this shipment

Shipment Date:~  03/29/2019

Reference Order #: 1134125

Vendor Invoice #:

Tracking#:~  INPUT TRACKING NUMBER HERE|

Shipping Carrier: UPS
Shipping Carrier Service: Ground

Finalize Group: ¥
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Processing Orders 101

Follow these steps

5. 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

If you have issues capturing payment, click = reneactions end Hstory

“Escalate to Finance” and contact your CS

PAYMENT TRANSACTIONS
partner, comments are always helpful!
Visa Last 4 Digits:1902 Exp: 12/2023
03/20/2019 07:56 AM MDT
v 03/20/2019 07:57 AM MDT
M Escalate to Finance | ¢ Comment Visa Last 4 Digits:1902 Exp: 12/2023
03/20/2019 08:51 AM MDT

03/25/2019 10:59 AM MDT

GroupiD $10078 Payment Statn Crarges
Oate Croated 3202015 Irowgraton St Somtes

Cate Competed 03382018 PONumber 4202309100788
Bcesses

sl 4% U0
3500080

Tanasoafes RO

Towl 38837080

Popment 32557050

Comevsann neus0
OumVendor 34203030

MBS WOLLALE  MT GTY | EXTINGED

Avs: F
Authorization
Void

Avs: F

< Capture

Approved

Txn# :5C924693EC...
$1.00 USD

$1.00 USD

Txn# :5C925372C1...
$55.97 USD

$55.97 USD

7



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 reauthorized in
Admin. Do not re-authorize a credit card until the authorization is
expired and order is ready to ship.

Orders flagged as Exceptions

Ordering pending cancelation

g—h—wW N =

€) ExpertVoice

Formerty Expenticity

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 completed payment processing. Alternate
payment information may need to be collected from the customer.

Order 1D 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 authorization is secured beforehand
Ideally, these orders should be canceled in both the Experticity system and your internal ERP.

Order 1D Group ID Date Placed Order Total Auth Expires

4653127 9489414 052919 248.00 06/05/19 - TOMORROW
4653206 9489828 0529119 20298 06/05/19 - TOMORROW
4654645 9499137 053019 163.20 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 051319 259.70 Payment was declined for $259.70 USD.

4 orders groups are pending automatic cancelation by the system. These orders should NOT be
shipped unless the customer is notified and a new authorization secured

Order ID Group ID Date Placed Order Total Cancelation Eligible as of
3712538 5668036 10/06/17 63.19 01/11/18 - EXPIRED
4583167 9216602 04/14/19 9694 06/08/19
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How to Renew an Expired Credit
Card Authorization



How to Renew an Expired Credit Card Authorization

Follow these steps

1. Orders to reauthorize:

*Reminder that you should not renew an authorization
until the first one has expired. Renewing a non-expired
auth will lead to the member being double-authed and
may get declined if there aren’t sufficient funds to cover
both auths. You should also not renew an authorization
until you know that the order will be ready to ship. A
member can see each time their card is authorized.

From the home screen, click the “Orders”
dropdown, select “Orders to Fulfill”

In the “Orders to Fulfill” screen:
® Search for the Order ID that needs to
be reauthorized. Click Submit at the

@) ExpertVoice
n Profile ¥+ Members v Site Content v Pro Programs v Stores ~ Exter‘cs -

Member Approve 'l Tl 9 Approve Members
USERNAME $  LAST NAME +  FIRST NAME 4 TEAMNAME & ATTACHMENT  Approve Orders @ ~  ACTION
No items found.

( )
ORDERS TO FULFILL
Search and manage orders placed for Sanuk products
SEARCH ORDERS
Order Group Id:
Email:
Username:
First Name:
Last Name:
Fulfillment Outlet: - all - v
Store: -all- v
Date: ] )
Exception: -all- v
L J

bottom Orders

ORDER ID ~  DATE <  ORDERTYPE < BUYING COMPANY ¢ MEMBER s ORDER STATUS 2
@ 05/05/2020 | ProMotive The American Alpine Club Andy Cox
Export as: SV EXCEL ()

® Order will appear below
o Select the order




How to Renew an Expired Credit Card Authorization

Fo"ow these Steps @) ExpertVoice + exerTvoicE - =0
« izations ~ Members ~ - External Content ~ JOXCRA Reports ~ Preferences ~ Marketing ~  Integration ~
BACK « Prev  Order4of500 Next »

ORDER SUMMARY (2]

Order Information

2. Reauthorizing an Order:

B3 Change Payment A Set Exception | # Tin Profile W Escalate to Finance

GENERAL PAYMENT SHIPPING ADDRESS

Fro m th e O rd e r S u m m a ry SC ree n OrderId 4535821 Fulfiliment Outlet 100

Order Date  03/20/2019 Currency USD
Status Processing
Sold By Experticity

Shipped By  Brooks Running

e Click “Renew Authorization”
under the fulfillment order e e
group

Vendor Program D 600688
Team Fire and Rescue

file Name ~ Broform Payment  Authorize Integration  Automatic

Payment Service Fee N/A oo oo o0
@) ExpertVoice + EexeerTvoIcE ~

A  Organizations v Members v Site Content v External Content v Reports v  Prefert

mmission 12.5% of Merchandise

Payment Status  Authorized
Date Created 03/20/2019 Integration Status Submitted

o Click “Authorize” which will
Date Completed Expiration Date 03/27/2019 [ Back to Order Summary ]

resta rt th e 7_d ay Wi n d OW to . Status Processing PO Number 4535821G9103476 N
RENEW AUTHORIZATION ORDER ACTION
capture payment

PRODUCTCODE  sky s LUPC DESCRIPTION

Not Shipped Please confirm the new authorization amount and payment method:

110294 1102941D069.090 Adrenaline GTS 19

190340463105 | Color: 069 Black/Blue/Nightiife ~ Size: 9.0 Width: Re Name:

Credit Card:
Amount:  $91.90 USD

Note: Authorizations are only valid for 7 days. This authorization will expire on 04/30/2020.

To confirm if the reauthorization was
successful, refer to the “Navigating Admin”
steps (included in next slide as well)

Please complete processing of this group prior to the expiration.

AUTHORIZE CANCEL

@



How to Renew an Expired Credit Card Authorization

Follow these steps

Double check your work from the Order

Summary Screen, scroll down to
Transactions and History

To confirm card authorized look here
To confirm payment was captured look
here

Here you can see comments, order
statuses, payment
approvals/denials, etc.

When in doubt, contact your CS partner!

~ Transactions and History

PAYMENT TRANSACTIONS

Mastercard Last 4 Digits:6317 Exp: 12/2023 Avs: B Cvv: Txn# :5C9A57DAG0...
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 wep Authorization Approved $208.93 USD
0312612019 04.44 PM MDT ey Caplure Approved $208.93 USD

STATUS HISTORY

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

reteTriir— D i Payment was authorized for $208.93 USD.

03/26/2019 10:50:10 AM System Admin Processing Order submitted to manufacturer by system process.

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

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

System Admin
System Admin
System Admin
System Admin

PO Number: 4547158G9146626
Shipped To

1650 Gemini Pl

COLUMBUS, OH 43240-7000 US

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

Shipping complete
Pr g R horize pay succeeded
Processed Authorization was captured for $208.93 USD.
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

n Profile ¥+ Members v Site Content v Pro Programs v Stores ~ Exter‘ (0] CIER g Analytics v
LNy

Member Approve e e—eTTors = Approve Members
1 ° o rd e rs to C a n Ce l o r Refu n d : USERNAME < LAST NAME < FIRST NAME <  TEAMNAME < ATTACHMEI Approve Orders @& ~  ACTION

No items found.

From the home screen, click the (SRDhERfmTOQFUIQFILﬁdek L )
“Orders” dropdown, select “Orders to SEARCH ORDERS
Fulfill” (< —>
In the “Orders to Fulfill” screen:
® Search for the Order ID that needs mm
to be reauthorized. Click Submit at e
the bottom Furiment it -al- v
® Order will appear below - _ :
® Select the order \ e . |

Orders
ORDER ID ~  DATE <  ORDERTYPE < BUYING COMPANY ¢ MEMBER <  ORDER STATUS 2
@ 05/05/2020 | ProMotive The American Alpine Club Andy Cox Proce
Export as: SV EXCEL ()




How to Cancel Orders & Process Returns

Follow these steps

2. Cancelling an Order:
From the Order Summary screen

Click “Cancel”

Select the items to be cancelled,
Select “Cancel Items”

Input a comment if desired
Click “Submit”

“Make note public” means the
member can see the commentin
their profile

[ —

@) ExpertVoice + BXPERIVOCE -
#  Organizations v Members ~ Site Content » External Content ~ i{TERd

BACK « | Prev | Order4of500 Next »
ORDER SUMMARY

Order Information

B3 Change Payment A SetException | # TxnProfile | & Adjustment | w Escalate to Finance

GENERAL PAYMENT

Orderld 4535821
Order Date  03/20/2019
Status  Processing

Fulfiliment Outlet 100
Currency USD

Sold By Experticity
Shipped By

Name

Email

Order Type  ProMotive
Store  Experts-Only Pricing - Pro - Men's
Vendor Program ID 600688,
Team Fire and Rescue

Profile Name Broform
Commission 12.5% of Merchandise.

Payment Authorize

ment Service Fee N/A
FULFILLMENT ORDER GROUP

GroupID 9103476 Payment ¥ e}
Date Created 0312012019 Integration Status Submitted
Date Completed Expiration Date 03/27/2019
Status Processing PO Number 4535821G9103476
Shipping Method ~ Ground

PRODUCTCODE  sky/ JPC DESCRIPTION
Not Shipped
110294 1102941D069.090 | Adrenaline GTS 1

e GTS 19
190340463105 | Color: 069 Black/Blue/Nightife Size: 9.0 Width: R

“Email Member” will email the
comment to the member

e

Reports ~ Preferences » Marketing ~  Integration ~

(2]

SHIPPING ADDRESS

@) ExpertVoice + EXPERTVOICE - =0

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

[ Back to Order Summary ]

CANCEL GROUP ORDER ACTION

Please select the items to cancel
Select Items; Description Unit
v Adrenaline GTS 19 78.00
Color: 069 Black/Blue/Nightiife  Size: 9.0 Width: Reg
If all of the items in the group are cancelled then the group will be removed.

This group has been transmittd to the ERP system. Removal of items from this group will resuit in the system not being able to receive automated
ship notices from the ERP system fo -

* Cancel ltems

Both unchecked means only ExpertVoice and your employees

with admin rights can see the comment

Make note public: ¥/

Email Member: |

Removal of items from this group will result in the payment authorization being voided.




How to Cancel Orders & Process Returns

Follow these steps @) ExpertVoice + EXPERIVOCE -
®  Pofie~ Mebes~ StContente PoPogamse Stwes e mm-mm-

Order 1 0f 1
3. Refund/Return: ORDER SUMMARY %}

Order Information

From the order summary screen

GENERAL SHIPPING ADDRESS
H Order Id Fultillment Outiet  US John Do
Click “Return” s e piir S o
Status  Processed Seattle, WA 11111
Sold By Experboty
Shipped By Shipping Method
Name John Doe Description Free Shipping Over $50 (Lower 48)
Emait John.doe@gmail.com
Order Type Proiotve @) ExpertVoice + EXPERTVOICE - =e
Store Experts-Only Pricng - Pro - - -
Yoan, Coslaree Employess M Orgeiaations - Members - Ste Content + mm.m e R
. ILFILLMENT G [ Back 1o Order Summary |
Select the items to be returned RETURN ORDER
Adjust shipping if applicable e S St oo | 1 it vl o rebanad

Date Completed 03152019 PO Number 4513496¢C
S Select tems:  ReturnQty Description Unit
T . Shipping Method  Free ing Over (Lower 457 1 v ICON SC Blve 799
Click “Recalculate” and confirm the total =an S - oy (AT

Input a comment if desired " lon soBlackceeen 1398

v Ink'd Ofiver-Red/Wnite 7 98

Subtotat:  $0.00USO

“Make note public” means the member = = . swopng: 0
PRODUCT © =®u/ RIPTION
can see the comment! Shomen 1 15291 £ Soln Tax T 6350 S000USO ’

US Postal Service - Standard Service —
Tracking ¥ 9261290200513001057451 Transaction Fee:
GRANDVIEW_KACHULA  GRANDVIEW_KACHULA ~ KACHULA Totak: SD
Color: Grandvaw
Return Comment:

Unchecked means only ExpertVoice and

* Transactions and History

your employees with admin rights can see [— ’

the comment. @







