Miva
merchant“4

HOW TO
Administer Order
Processing

Revision 1.2



V4% /AY - S

High Velocity E-Commerce™

Miva Corporation
5060 Santa Fe Street
San Diego, CA 92109

Telephone: 858-490-2570
Telefax: 858-731-4200

http://www.miva.com

info@miva.com

This document and the software described by this document are copyright 2001 by Miva
Corporation. All rights reserved. Use of the software described herein may only be done in
accordance with the License Agreement provided with the software. This document may not be
reproduced in full or partial form except for the purpose of using the software described herein
in accordance with the License Agreement provided with the software. Information in this
document is subject to change without notice. Companies, names and data used in the
examples herein are fictitious unless otherwise noted.

Miva is s registered trademark of Miva Corporation. Miva Order, Miva Merchant, Miva Mia,
Miva Empresa, the Miva “blades” logo, and the Miva Engine are trademarks of Miva
Corporation. Windows is the registered trademark of Microsoft Corporation. All other
trademarks are the property of their respective owners. This document was developed and
produced in San Diego, CA, USA.

MIVA CORPORATION WILL NOT BE LIABLE FOR (A) ANY BUG, ERROR, OMISSION,
DEFECT, DEFICIENCY, OR NONCONFORMITY IN MERCHANT OR THIS
DOCUMENTATION; (B) IMPLIED MERCHANTIBILITY OF FITNESS FOR A PARTICULAR
PURPOSE; (C) IMPLIED WARRANTY RELATING TO COURSE OF DEALING, OR USAGE
OF TRADE OR ANY OTHER IMPLIED WARRANTY WHATSOEVER; (D) CLAIM OF
INFRINGEMENT; (E) CLAIM IN TORT, WHETHER OR NOT ARISING IN WHOLE OR PART
FROM MIVA CORPORATION'S FAULT, NEGLIGENCE, STRICT LIABILITY, OR PRODUCT
LIABILITY, OR (F) CLAIM FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, OR
CONSEQUENTIAL DAMAGES, OR LOSS OF DATA, REVENUE, LICENSEES GOODWILL,
OR USE. IN NO CASE SHALL MIVA CORPORATION'S LIABILITY EXCEED THE PRICE
THAT LICENSEE PAID FOR MERCHANT.

MM1053-03



HOW TO
Administer Order Processing

Introduction

Processing Orders

Customer orders should be processed on a regular basis. You can create batches
of orders and then download them for tracking and accounting purposes. How
often you will create a batch of orders to be downloaded depends on the volume
of your store. It could be weekly for a small, low-volume store, or it may be daily
for a higher volume store. This decision should be made after careful
consideration of your order volume and should be checked regularly.

All orders go into the Un-batched Orders list. Use the following procedure to
create a batch of orders.

1.

a s wDn

Click the triangle next to Stores.

Click the triangle next to your store name.

Click the triangle next to Order Processing.

Click the triangle next to Un-batched Orders list that appears.
Select an order to view or edit information.

1 W Stores
2 ® Add Store
¥ Tool Crib

P iiizards
» Groups
® Courtries

P stribute Templates
» Up=ale
® |nyertony
B ffiliate Configuration
® Shipping Configuration
® Payment Configuration
® Order Fulfillment Configuration
® | ogging Configuration
® Systemn Extension Configuration
P Customers
P fuvailability Groups
P Frice Groups
33— > Order Processing
® Cregte Baich
P 0425/2001: Batchl
A4 1P ¥ Un.batched Orders
® 004 04252001 Dot Comley: $707.00 <@—— 5
® 1005 04252001; Lisa Rachal: $542.25
® 1006 ; 0425/2001: Anna hichelson: $221.50
P Ltilities
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The Edit Order form has the following links:

1. Customer Information

View the customer information and verify that the data entered is valid. You

may edit the information if needed.

2. Order Information

View what products or services the customer has ordered. You can also verify

that the tax, shipping information and the total are correct.

3. Payment Information

View the credit card or check information. Click the payment type link to

display the payment information.

4. Printable

Click the Printable button to view the order in a layout designed for printing.

5. Edit Customer

Click the Edit Customer button to view the Edit Customer form.

1

First Marme: |Li5a

Last Mame: |Hachal

Email - _
Address: IEl'SE@mIVE.EDm
Phaone

Nurnber: IBEB'?31-4EDD

Fax Mumber: |

Cormpany: |

Address: |5DEEI Sante Fe Strest
Ll |San Diego

State: |CA

FipfPostal

Code: IE'Z1 09

Country: ILJS

Edit Order: #1005 ‘2 3 ]
|
y y 4
CCustomer Information  Order Information  Check Payment +
0 Bill To =3 e

First Marme: |Li5a

Last Mame: |Hachal

Ermail - _
address: |ellse@mwa.cnm
Phane

Murnber: IBEB'?31-4EDD

Fax Mumber: |

Company: |

Address: |5EIEI] Sante Fe Street
5 |San Diego

State: |C.A

ZipiPostal

Code: 92109

Country; |L_JS
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Create Batch

Use the following procedure to make a batch of orders from the Un-batched list.

¥ Order Processing
® Create Baich <@—— 1
B 11/072000: 11-7-2000
¥ Un-batched Orders

P Liilitias

1. Select the Create Batch link.

&

Create Batch: 8 new orders

Batch Hame: | A

2
2. Enter the name of the batch in the Batch Name field.

Once you have named your new batch you will be able to run a report on the
batch of orders and begin processing them.

Run Batch Report: 11-7.2000 (#]

R M Stand ard Batch Beporly S tmie

Batch 11-7-2000' created 4 — | Run Feport | Feset |

3. Click the drop-down list and select Standard Batch Report.
4. Click Run Report.
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The Standard Batch Report shows the order information. Each order has
similar information, as shown in Order #1007 below.

Standard Batch Report

Order #1007

Ship To: Bill To:

Hame: Gerorge Zenith Hame: Geaorge Zenith

Email Address: walter@miva.com Email Address: wiglter@miva.com

Phone Humber: 480-2570 Phone Humber: 490-2470

Fax Number: Fax Number:

Compams Company:

Address: 2629 Ariane Dr Address: 2624 Ariane Dr
San Diego, CA 92117 San Diego, CA92117
s s

Shipping Information: Payment Information:
Shipping Method: Base Charge CyberCash

Code Product Quantity Price/Ea. Total
LI Limoges Inkwell 1 £225.00 $225.00

F45.00 45.00
$60.00 §60.00
000 §0.00

CGl Cut Glass Inkwell

WP WWood Pens

KBLC koala Bear Letter Opener (Special Offer)
Caolar: Dark Brown

A

Shipping: Base Chatge: F3.00
SaglesTax  F0.00
Total: $333.00

M

Order #1023

Ship To: Bill To:
Hame: Wiralter Squik Hame: Wialter Squib

=l alofoalal Li o P Pl . Li et

When you create the new batch of orders, those orders are cleared out of the
Un-batched Orders list. The new batch name is displayed below the Create
Batch link.
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After the Batch has been created you can perform certain tasks.
1. Click the triangle next to the batch name.
2. Select the Run Report link to create a Batch Report. Then:
- Select Standard Batch Report.
- Click the Run Report button.

W Order Processing
® Croate Batch
I L 11072000; 11-F-2000
® Fun Report
® Process Orders <@—— 3

® Delete Batch @——— 4
5 % P Orders

¥ Un-batched Orders
P Lhilities

3. Select Process Orders and a form similar to the one below displays
information about an order.

Process Orders: 09/19/2000: 9/19/2000 {E]

Order #1000
coD Frocess |

kMark as Processed |

Next to each of the order listings are Process and Mark as Processed buttons.
Depending on which payment module(s) your store is using, the system will
do different things with the information in each order that it processes for you.
If your store does not use any of the third-party payment processing services
but you do use one or both of the Credit Card Payment With Simple Validation
or Check Payment modules, there is no difference between what happens by
clicking either button. The system is only making a mark on the order and not
actually billing a credit card account.

The payment processing modules that interface with remote processing
servers do credit card validation at the point of entry at the time the order is
placed (mer chant . mv).

Payment processing does not actually bill the credit card until the order is
processed in the stores administration interface (admi n. mv) . After
processing (or marking as processed) a given order in a batch, the order
disappears from the Un-batched Orders list. The “Process” and “Mark as
Processed” buttons will not appear on the form once the order has been made
part of the batch.

The only case where clicking the Process button results in any transfer of
funds is when the CyberSource Payment Services or CyberCash module is in
use.
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Caution: Before deleting your batched orders, you may want to archive the orders you want
to retain. Refer to HOW TO Export Data to an Outside File. You can also print

your orders for a hard copy.

4. Click Delete Batch to remove the batch with all of its orders completely from
the system. You can also view or edit orders in the batch by clicking on any
order listing in the Orders section of the batch menu.

Delete Batch: 11.7-2000 (5

Delete batch 11-7-2000 and all associated orders?

Delete Cancel

5. Click the triangle next to Orders to display a list of the orders in the batch.
You can click the link for any order and review the order data and change it if
necessary.
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