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Step 1: Navigate to your Magento sites admin page.
Step 2: Log in using your credentials.

Step 3: Navigate to System > Configuration.

- = Global Record Search Logged in as admin | Thursday, March 20, 2014 | Try Magento Go for Free | Log Out
Magento Admin Panel I - v Lonou

l Dashboard Sales Catalog Mobile Customers Promotions Newsletter CMS Reports System ® Get help for this page

@ “our web server is configured incorrectty. As a result, configuration files with sensitive information are accessible from the outside. Plea My Account

@ Latest Message: Reminder: Change Magento's default phone numbers and callouts before site “f'ou have 1 critical, 5 major, 19 mi  Motifications
launch
Tools 4
Web Senices 4
Dashboard :

| Design )
I Import/Export 4
Choose Store View: All Store Views ¥ | &) Manage Currency A

Transactional Emails

Orders Amounts

$0.00 | Permissions 4

Iagento Connect

Average Orders Cache Management

Mo Diata Found Index Management
$0.00

L
Ars ¥
I

lanage Stores

Last 5 Orders Order Statuses

Configuration

Customer Items Grand Total

Mo records found.

Last 5 Search Terms

Search Term Results Humber of Uses
clogs 1 3
nine west 1 22
sony 3 1092
rebel 1 2380

cleanmage.vanl1.collinsharper.com/index.php/admin/dashboard/index/key/c64538429bd85d 1119644 7h30625989/%

Step 4: Identify the Sales section, on the left side under customers.

Step 5: Click Shipping Methods.



Shipping Settings
| Shipping Methads
Google API

Moneybookers

Step 6: Expand Purolator Shipping.

‘
:

Shipping Methods

Flat Rate
Table Rates

!l

Free Shipping
Purolator Shipping

v
o
Q0

FedEx
DHL (Deprecated)
DHL

<

.ﬂ

Step 7: Identify “Access Key” data field and input Access Key of Purolator
account.

Step 8: Identify “Password” data field and input Password of Purolator account.

Step ?: Identify “Biling Account” data field and input Billing Account of
Purolator account.

Step 10: Identify “Registered Account” data field and input Registered Account

ECOMMERCE DEVELOPMENT AGENCY



of Purolator account.
*NOTE - Step 9 and Step 10 will have the same data input.

Step 11: Identify “Allowed Methods” option field, select preferred allowed
methods. Hold ctrl to select multiple.

Shipping Methods

Google Sitemap

RSS Feeds

Email to a Friend

» CUSTOMERS

Sales Emails

Fail over Rate Cost

Puralator Express Envelope 9AM
Puralator Express Envelope 10:30AM
Puralator Express Envelope
Purolator Express Pack 94M
Purolator Express Pack 10:30AM
Purolator Express Pack

Purolator Express Box 9AM

Newsletter Merchant VAT Number [STORE \
Customer Configuration Calculate Handling Fee Fixed EBSITE
Wishlist Shipment Options Origin Signature Mot Required
Promaotions .
International Signature Yes
Persistent Shopping Cart
Handling 0
> SALES Fail over Rate Title
Sales

General
Enabled Yes v
Web
Design Title Puralator
Currency Setup Access Key —_—
Store Email Addresses Password .
Contacts
Billing Account —
Reports
Content Management Registered Account —
Hide in frontend MNo v [STORE
» CATALOG
Allowed methods —= | Purolator Express [STORE VIEW]
Catalog Purolator Express 9AM
Inventory Puralator Express 10:304M

Days to add to estimated delivery
days

PDF Print-outs

Tax

Step 12: Identify “Enable Test Mode” option field, single click drop menu arrow.
located at the right end of option field, and, select preferred Test Mode.

Step 13: Identify “Enable Debug Mode” option field, single click drop menu
arrow. located at the right end of option field, and, select preferred Debug

Mode.

*Note — For testing purposes choose “Yes" for both step 12 and step 13.



Insurance Coverage Mo v [STORE VIEW]

Displayed Error Message This shipping methad is currently [STORE VIEW]
unavailable.
If you would like to ship using this
shipping
method, please contact us.
P
Enable Test Mode e | Mo v [STORE WIEW]
Use Test API
Enable Debug Mode — | Mo v [STORE WIEW]
Verbose logging to system.log to help developers
Sort order | [STORE VIEW]

Step 14: Click Save Config button on the top of the page.

Lo Save Config

Current Configuration Scope: Shipping Methods —

Default Config ML

Manage Stores Flat Rate i
.!‘.n I! !!."_ V.

Step 15: Identify the Sales section, on the left side under customers.

Step 16: Click Shipping Settings.

= SALES

Checkout

Shipping Settings

Shipping Methods

Moneybookers

ECOMMERCE DEVELOPMENT AGENCY



*Note - For the following steps, step 17 to step 21, the information is tied to the
Purolator Account. The address information needs to match the information
you created your Purolator Account with.

Step 17: Identify “Country” option field, single click drop menu arrow. located
at the right end of option field, and, select preferred Country option.

Step 18: Identify “Region/State” option field, single click drop menu arrow.
located at the right end of option field, and, select preferred Region/State
option.

Step 19: Identify “ZIP/Postal Code” data field and input ZIP/Postal Code.

Step 20: Identify “City” data field and input City.

Step 21: Identify “Street Address” data field and input Street Address.

Shipping Settings
loign 0

Country —# | --Please Select—- v [WEBSITE]

Region/State ——# | —-Pleaze select - v [WEBSITE]

ZIP/IPostal Code — [WEBSITE]

City —- [WEBSITE]

Street Address — [WEBSITE]

Street Address Line 2 [WEBSITE]

Step 22: Click Save Config.

Step 1: Navigate to System > Configuration.



Magento Admin Panel

Dashboard Sales Catalog Mobile = Customers Promotions Newsletter =~ CMS Reports

@’ our web server is configured incorrectly. As a result, configuration files with sensitive information are accessible from the ouiside. Pleal

Global Record Search Logged in as admin | Thursday, March 20, 2014

System

Try Magents or Free | Log Out

@ Get help for this page

My Account

@ Latest Meszage: Reminder: Change Magento's defautt phone numbers and callouts before site “You have 1 critical, 5 major, 19 mif

Matifications

launch
Tools 4l
Web Senices £
Dashboard :
| Design |
I Import/Export 4
Choose Store View: | All Store Views ¥ | &) Manage Currency A
Transactional Emails
Orders Amounts
$0.00 Permissions 4
b
Magento Connect s v
| |
Average Orders Cache Management
Mo Data Found Index Management
$0.00
Manage Stores
Last 5 Orders Order Statuses

Customer Items Grand Total

Configuration

Mo records found.

Last 5 Search Terms

Search Term Results Humber of Uses

clogs 1 391
nine west 1 22
sony 3 1092
rebal 1 280

cleanmage.van{1.collinsharper.com/index.php/admin/dashboard/index/key/c64538429bd85d 1119644 7b30625985/#

Step 2: Identify the Catalog section.

Step 3: Click Catalog.

+ CATALOG

Catalog

Inventory

Google Sitemap

Email to a Friend

Step 4: Expand Measure Units.



o
:
g
g

Measure Units

Product Reviews

Frontend

Sitemap

Product Alerts

Product Alerts Run Settings

Product Image Placeholders
Recently Viewed/Compared Products

Layered Navigation

Category Top Navigation
Catalog Search

Search Engine Optimizations
Downloadable Product Options
Date & Time Custom Options

<

Step 5: Identify “Weight” option field, single click drop menu arrow. located at
the right end of option field, and, select preferred Weight option.

Step 6: Identify “Length, Width, Height” option field, single click drop menu
arrow. located at the right end of option field, and, select preferred Length,
Width, Height option.

Catalog & Save Config

Measure Units (4}
Weight —= | kg v [STORE VIEW]
Length, Width, Height b | Centimeter A [STORE WIEW]

Step 7: Click Save Config.

ECOMMERCE DEVELOPMENT AGENCY



Step 1: Navigate to any product details page.

Search entire store here...

(M Magento*

Furniture  Electronics  Apparel

Home / Electronics / Cell Phones / Nokia 2610 Phone

& RELATED PRODUCTS

Nokia 2610 Phone Check items to add to the cart
or select all

Email to a Friend
ATST 8525 PDA

$199.99

3 Review(s) | Add Your Review
Availabilty: In stock Add to Wishlist

BlackBerry 8100

o=
%

$149.99
d to Wishlist

Qty: |1 Add to Cart (£
! ompare

Quick Overview

$349.99

Add to Wishlist

Sony Ericsson

The wards “entry level” no longer mean “low-end,” especially s
when it comes to the Mokia 2610 Offering advanced media $399.99
and calling features without breaking the bank Add to Wishlist
Double click on above image to view full picture |=| COMPARE PRODUCTS
- H + ou have no items to compare

MORE VIEWS
2 MY CART

b You have no items in your shopping
— [ cart
- b

RECENTLY VIEWED
PRODUCTS

Sony VA N-TXNZ7N/B 11.1
Notebook PC

Step 2: Click Add to Cart button.
Step 3: Navigate to your cart, if not already redirected there.
Step 4: Identify the “Estimate Shipping and Tax” section.

Step 5: Identify “Country” option field, single click drop menu arrow. located at
the right end of option field, and, select preferred country.

Step 6: Identify “State/Province” option field, single click drop menu arrow.
located at the right end of option field, and, select preferred State/Province.

Step 7: Identify “City” data field and input City of destination.

Step 8: Identify “ZIP/Postal Code” data field and input ZIP/Postal Code of
destination.



Step 9: Click Get a Quote.

& ESTIMATE SHIPPING AND TAX
Enter your destination to get a shipping
estimate.

Country *
| v

State/Province

- |
City *

™ |

Zip/iPostal Code *
| |

Get a Quote

Step 10: Choose one of the offered Purolator shipping methods.

ECOMMERCE DEVELOPMENT AGENCY



=0 ESTIMATE SHIPPING AND TAX

Enter your destination to get a shipping
estimate.

Country *
Canada v

State/Province *
British Columbia v

City *
vancouver

Zip/Postal Code *
vEb1rg

Get a Quote

Purolator

() Purolator Express Est. Delivery: 2014-03-
21 $15.10

() Purolator Express 10:30AM Est. Delivery:
2014-03-21 $31.86

() Purolator Express 9AM Est. Delivery: 2014-
03-21 $46.52

Flat Rate
() Fixed $5.00

Update Total

Step 11: Click Update Total.

*Note — The cost of the shipping should be added instantly to your carts total.

Purolator on Checkout

Step 1: Navigate to any product Details page.

Step 2: Click Add to Cart button.

ECOMMERCE DEVELOPMENT AGENCY
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Search entire store here...

m Magento Welcome

cart | Cf

Your Language: [

Furniture  Electronics  Apparel

Home / Electronics / Cell Phones / Nokia 2610 Phone

& RELATED PRODUCTS
Mokia 2610 Phone Check items to add to the cart

or select all
Email to a Friend

3 Review(s) | Add Your Review g | oees
¥
Avatability: In stock B | 0 o wishiist

$149.99 BlackBerry 8100

Pearl
an: [ [ 0% «

$349.99

Add to Wishlist

Quick Overview Sony Ericsson
The wards "entry level” no longer mean “low-end,” especially 0
when it comes to the Nokia 2610 Offering advanced media $399.99
and calling features without breaking the bank Add to Wishlist
Double click on above image to view full picture |=| COMPARE PRODUCTS
— H + ou have no tems to compare.

MORE VIEWS
o MY CART

ou have no tems in your shopping
| cart.

RECENTLY VIEWED
PRODUCTS

Sony \

Diosail Notebook PC

Step 3: Navigate to your cart, if not already redirected.

Shopping Cart R S
Product Name Move to Wishlist ~ Unit Price Qty Subtotal
i Hokia 2610 Phone Edit Move $149.99 1 $149.99 a1 |
Continue Shopping Clear Shopping Cart Update Shopping Cart
Based on your selection, you may be 3¢ DISCOUNT CODES Subtotal §140.99
interested in the following items: Enter your coupon code if you have one Grand Total $149.99

Acer Ferrari 3200 Notebook
Computer PC )
$1,799.99 Apply Coupon P ecko

Checkout with Multiple Addresses

&0 ESTIMATE SHIPPING AND TAX

Enter your destination to get a shipping
estimate

Step 4: Click Proceed to Checkout.
Step 5: Identify “Address” data field and input street address for billing.

Step 6: Identify “City” data field and input city for billing.



Step 7: Identify “State/Province” option field, single click drop menu arrow.
located at the right end of option field, and, select preferred state/province.

Step 8: Identify “ZIP/Postal Code” data field and input zip/postal code for
billing.

Step 9: Identify “Country” option field, single click drop menu arrow. located at
the right end of option field, and, select preferred country.

Step 10: Identify “Telephone” data field and input telephone number for billing.

Checkout
First Name * Last Name *
Company
Address *

—
City * State/Province *

— —| Fleasze select region, state or province v
Zip/Postal Code * Country *

- —=| United States r
Telephone * Fax

—-

# Ship to this address

Ship to different address

A
!
fe

Step 11: Click Continue.
Step 12: Identify the Purolator shipping method section.

Step 13: Choose one of the offered Purolator shipping methods.



Step 14: Click Continue.

Checkout

1 Billing Information

2 Shipping Information

H shipping Method

Purclator

O Purolator Express Est. Delivery: 2014-03-21 $15.10

O Purolator Express 10:30AM Est. Delivery: 2014-03-21 $31.26
O Purolator Express 9AM Est. Delivery: 2014-03-21 $46.52

Flat Rate
() Fixed $5.00

" s o

Step 15: Choose one of the Payment methods.

Step 16: Click Continue.
Checkout

1 Billing Information

2 Shipping Information

3 Shipping Method

B Payment Information

O Check | Money order

Q Credit Card (saved)

* Required Fields

s  Conime |

Step 17: Ensure that the Shipping cost and Subtotal are accurately added to
make the Grand Total.

ECOMMERCE DEVELOPMENT AGENCY



B Order Review

Product Hame Price Qty Subtotal
Nokia 2610 Phone $149.99 1 $149.99
Subtotal | 14999

Shipping & Handling (Purolatar - Purolatar Express Est. Delivery: 2014-03-21) 51510

Grand Total | $165.09

Forgot an ltem? Edit Your Cart Place Order I

“

Step 18: Click Place Order.

Step 1: Navigate to the back end of your site.

Step 2: Log info Magento admin using your credentials

Step 3: Navigate to Sales > Orders.
Magento‘ Admin Pa“EI Logged in as admin | Thursday, March 20, 2014 | Try Magento Go for Free | Log Out

l Dashboard Sales Catalog Mobile Customers Promotions Newsletter CMS Reporis System ® Get help for this page

& “our web ser [ Orders , configuration files with sensitive information are accessible from the outside. Please contact your hosting provider.

@ Latest Messa  Invoices Iau?t phone numbers and callouts before site “ou have 1 critical, 5 major, 19 minor and 64 notice unread message(s). Go to nofifications
FTIEL Shipments

Puralator Shipment

Dashboard Puralator Manifest |

Credit Memos I

Choose Storew S —

Recurring Profiles (beta)

W R Billing Agreements
Orders Amounts

Terms and conditions

Tax 4 Select Range: | Last24 Hours ¥

Average Orders

$0.00

Last 5 Orders

Customer Items Grand Total

Mo Data Found

Mo records found.

Last 5 Search Terms

Search Term Results Humber of Uses
clogs 1 391
nine west 1 22
sony 3 1002
rebel 1 280

..collinsharper.com/.../31e599e85fcdb4d2bc4537f42d 1bcaab/




Step 4: Click on order.

£5 Orders Create New Order

Page 1 of 1 pages | View |2p ¥  perpage | Total 1 records found Egme-m-omemssw Exportto: | csy r
Select Visible | Unsslect Visible | 0 items selected Actions v m

Order # Purchased From {Store) Purchased On 1 Bill to Name Ship to Name G.T. (Base) G.T. (Purchased) Status Action
[any v || v || From:[F] | | From: | From: | ‘ v
To: [ To: | To: |
a 100000001 Main Website Mar 20, 2014 9:55:47 s = L §165.09 $165.09 Pending  View
Wain Store Al
Enaglish

Step 5: Identify “Invoice” button, top right of page.

Step 6: Click Invoice button.

Order View = Order # 100000001 | Mar 20, 2014 9:53:47 AM
BN ca | canc Hol s
iformaion BRI ecit | cancer | e i
Invoices
N Order # 100000001 (the order confirmation email was Account Information
Credit Memos
sent)
Shipmenis Customer Name M
3 Order Date Mar 20, 2014
Comments History b -
9:59:47 AM E il ——
Transactions G |
Order Status Pending Customer Group oasS
Purchased From Main Website
Main Store
English
Placed from IP e - R L o
Billing Address Edit Shipping Address Edit
mEEmE | ] m mmw
1100 128 W pender 1100 128 W pender
vancouver, British Columbia, vib1rs vancouver, British Columbia, vBb1rg
Canada Canada
T: 0123458789 T. 0123456789

Payment Information Shipping & Handling Information

Check / Money order Purolator - Purolator Express Est. Delivery: 2014-03-21
Ordarwas nlacad nsina | IS0 L1510

Step 7: Ensure all information on invoice is correct.
Step 8: Identify “Submit Invoice” button, on bottom right of page.

Step 9: Click Submit Invoice button.

ECOMMERCE DEVELOPMENT AGENCY



items to Invoice

Product Price aty Qty to Invoice. Tax A it Di A it Row Total
Hokia 2610 Phone $149.99 Ordered 1 1 $149.99 $0.00 $0.00 £149.99
SKU: n2610
Update Qty"s
Paid Amount Refund Amount Shipping Amount Shipping Refund Order Grand Total
$0.00 $0.00 $0.00 $0.00 $165.09
Invoice History Invoice Totals
Invoice Comments Subtotal $149.99

Shipping & Handling $15.10
Grand Total  $165.09

Append Comments
Email Copy of Invoice [

P
@ Submit Invoice

Step 10: Identify “Ship” button, on top right of page.

Step 11: Click Ship button.

ECOMMERCE DEVELOPMENT AGENCY
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25 Order # 100000001 | Mar 20, 2014 9:59:47 AM

G car | sonsemai | credioma | i | st | 9 ordr

Order # 100000001 (the order confirmation email was
sent)

Order Date Mar 20, 2014
9:59:47 AN
COrder Status Processing
Purchased From Main Website
Main Store
English
Placed from IP R SRS |

Account Information

Customer Mame
Email g unm

Customer Group General

Billing Address Edit Shipping Address Edit
n

[ o2 P

1100 128 W pender

vancouver, British Columbia, vGb1ra
Canada

T: 0123456789

L Ol |
1100 128 W pender
vancouver, British Columbia, vGb1ra
Canada
T: 0123456789

Chinninn & Handlinn Infoarmatinn

*Note - The store owner can modify the “Qty to Ship” field to split the order into

multiple shipments.

Step 12: Ensure all information on shipment is correct.

Step 13: Identify “Submit Shipment” button, bottom right of page.

Step 14: Click Submit Shipment button.

Product
HTC Touch Diamond
SKU: HTC Touch Diamond

Shipment Comments

Shipment Comments

ECOMMERCE DEVELOPMENT AGENCY

aty Qty to Ship

Ordered 1 4

Append Comments
Email Copy of Shipment ]
© Submit Shipment

18



Step 15: Navigate to Sales > Purolator Shipment.
Magento‘ Admin Panel Logged in as admin | Thursday, March 20, 2014 | Try Magento Go for Free | Log Out

Catalog Mobile Customers Promotions Newsletter CMS Reports System @ Get help for this page
& Your web sery Orders It, configuration files with sensitive information are accessible from the outside. Please contact your hosting provider.
@ Latest Messq  Invoices autt phone numbers and callouts before site “ou have 1 critical, 5 major, 19 minor and 62 notice unread message(s). Go fo nofifications
faunch shipments

Puralatar Shipment

Dashboard Puralatar Manifest |

Credit Memos

Choose Store | Transactions

Recurring Profiles (beta)

Ry Billing Agreements

Orders Amounts
Terms and conditions
Tax “ Select Range:| Last 24 Hours ¥
Average Orders
it
$149.99
Last 5 Orders
Customer Hems Grand Total
chris 1 $165.09
harper ]
Last 5 Search Terms
Search Term Results Humber of Uses
clogs 1 3
nine west 1 22
s0ny 3 1092
rebel 1 280 N 1:00 PM 4:00 PM 7:00 PM 10:00 PM 1:00 AM 4:00 AM 7:00 AM 10:00 AM

..collinsharper.com/.../5876c219162 cecdffbeeBbBcf4aTlcse/

Step 16: Identify “Create Purolator Shipments”, top right of page.

Step 17: Click Create Purolator Shipments.

Purolator Shipments

Page 1 of 1 pages | View |20 v  perpage | Total 0 records found =4 Exportto:| csv v hau.li h«-_.--," -,i h--,-.l-i

Select All | UnselectAll | SelectVisible | UnselectVisible | 0 items selected Actions v m
Shipment # Purolator Shipment PI | Dafe Shipped | Order# Order Date Ordered By  Total Oty Action
Any ¥ From: ] From: || From:
To: [H To: [H To:

Mo records found

Step 18: Check box next to shipment to make Purolator shipment.
Step 19: Identify “Actions” data field, choose Create Purolator Shipments.

Step 20: Click Submit.



Purolator Shipments

Page 1 of 1 pages | View |20 v | perpage | Total 1 records found

Select All | Unselect Al | Select Visible | Unselect Visible | 1 items selected

Shipment # Date Shipped 1 Order#

<) Back Create Purolator Shipments Purolator Manifests

Acﬁﬂn5|0reate Puralator shipments ¥ m

Order Date Ordered g = Action
Create Purolator shipmenis

[Any ¥ | From: |7 | |
To: [

m 100000001 Mar 20, 2014 10:20:24 AWM 100000001

From: || ’— From:
To: [H To:

Mar 20, 2014 9:50:47 AN a'a Nt 1| View

‘ @ 10f 1 5hi has been

Purolater Shipments

Page 1 of 1pages | View |20 v perpage | Total 1 records found

Select Al | Unselect All | SelectVisible | Unselect Visible | 0 items selected

«) Back Create Purolator Shipments Purolator Manifests

Shipment # Purolator Shipment PIN Date Shipped | Order# Order Date Ordered By Total Qty Action
|Any v | From: | 5| | | From: 5] | | From: |
To: [H] To: [H To:
(] 100000001 329017355275 Mar 20, 2014 100000001 Mar 20, 2014 9:59:47  [oEs =g 1 View
10:20:24 AM Al

*Note — The message that is displayed when you create a Purolator shipment.

*Note — Shipment can be voided and recreated at any time, unless shipment

has be manifested.

Printing Labels

Step 1: Navigate to Sales > Purolator Shipment.

ECOMMERCE DEVELOPMENT AGENCY
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- = Global Record Search Logged in as admin | Thursday, March 20, 2014 | Try Magento Go for Free | Log Qut
Magento Admin Panel SR - v Loa ou

l Dashboard Sales Catalog Mobile Customers Promotions News|etter CMS Reporis System ® Get help for this page

& our web seny Orders It, configuration files with sensitive information are accessible from the outside. Please contact your hosting provider.

@ Latest Messa  Invoices .aurt phone numbers and callouts before site *ou have 1 critical, 5 major, 19 minor and 62 notice unread message(s). Go fo nofifications
ELIE Shipments

Purolator Shipment |
Dashhoard 1

Purolator Manifest |

Credit Memos I

Choose Storew E—— |

Recurring Profiles (beta)

TRy Billing Agreements

Orders Amounts
Terms and conditions
T 4 Select Range: | Last 24 Hours ¥
Average Orders
2.
$149.99
Last 5 Orders
Customer ltems Grand Total
chris 1 $166.09
harper .
Last 5 Search Terms:
Search Term Results Number of Uses
clogs 1 391
nine west 1 22
sony 3 1092
rebel 1 280 E 1:00 PM 4:00 PM 7:00 PM 10:00 PM 1:00 AM 4:00 AM 7:00 AM 10:00 AM

..collinsharper.com/.../5876c219162 cecdffbeeBblcf4ailcse/

Step 2: Check box next to Purolator shipment.
Step 3: Identify “Actions” data field, choose Print Purolator Labels.

Step 4: Click Submit.

Purolator Shipments

<) Back

er | Search |
Select All | Unselect Al | SelectVisible | Unselect Visible | 1 items selected Actions v m

Ship t# Purolator Ship it PIN Date Shipped 1 Order# Order Date Or:

Page 1 of 1 pages | View |20 v perpage | Total 1 records found = Exportto: | cgv v hamli Resel

Action

‘Void Purclator Shipment

Any ¥ From: 7] From: |5 Print Purolator labels
To: [4 To: @ To:
E 100000001 320017355275 Mar 20, 2014 100000001 Mar 20, 2014 9:59:47 Ball 1 Miew
10:20:24 AM AM

Step 5: If another window pops up, click Save to save labels.

*Note - If Labels are not configured, you will save a default template.



Step 1: Navigate to Sales > Purolator Shipment.

o = Global Record Search Logged in as admin | Thursday, March 20, 2014 | Try Magento G
Magento Admin Panel Gioval Recorosearch [ v

l Dashboard Sales Catalog Mobile Customers Promotions Newsletter CMS Reporis System ® Get help for this page

& our web sery Orders It, configuration files with sensitive information are accessible from the outside. Please contact your hosting provider.

@ Latest Messs Invoices auft phene numbers and callouts before site “ou have 1 critical, & major, 19 minor and 62 notice unread message(s). Go fo nofifications
IIREL Shipments

Puralatar Shipment |

1
Dashboard Puralator Manifest |

Credit Memos |

Choose Storew B — |

Recurring Profiles (bata)

TRy Billing Agreements

Orders Amounts

Terms and conditions

Tax

" Select Range: | Last 24 Hours ¥
Average Orders
2
$149.99
Last 5 Orders
Customer Hems Grand Total
chris 1 $165.09
harper ]
Last 5 Search Terms
Search Term Results Humber of Uses
clogs 1 3
nine west 1 22
sony 3 1092
a
rebel 1 280 N 1:00 PM 4:00 PM 7:00 PM 10:00 PM 1:00 AM 4:00 AM 7:00 AM 10:00 AM

...collinsharper.com/.../3876c219162 cecdffbeeBbBcfdaTlc5e/

Step 2: Click “view"” on order.

Purolator Shipments

Page 1 of 1 pages | View |20 ¥  perpage | Total 1records found = Exportto: | gy v hamli h-w—-:" ui h--,»--l-i

Select Al | Unselect All | SelectVisible | Unselect Visible | 0 items selected Actions v m
Shipment # Purolator Shipment FIN ’W Order # Order Date Ordered By Total Gty Action
Any ¥ From: | 5] From: 5| From:
To: [H To: [H To:
(] 100000001 329017355275 Mar 20, 2014 100000001 Mar 20, 2014 9:59:47 malmn
10:20:24 AM AN

Step 3: Identify “Send Tracking Information” button, top right of page.

Step 4: Click Send Tracking Information.



Shipment #100000001 | Mar 20, 2014 10:20:24 AM (the shipment email is not sent)

Order # 100000001 {the order confirmation email was sent)

<) Back @ Send Tracking Information

Account Information

Order Date Mar 20, 2014 9:59:47 AM

Customer Name
Order Status

Complete Email
Purchased From Main Website Customer Group
Main Store
English

Placed from IP fae B R R o

Billing Address

Edit Shipping Address

- " -u

1100 128 W pender 1100 128 W pender

vancouver, British Columbia, vBb1rs vancouver, British Columbia, vBb1re

Canada Canada

T: 0123456739 T: 0123456789
Payment Information Shipping and Tracking Information

Check / Money order Track this shipment
Order was placed using USD

Purolator - Purolator Express Est. Delivery: 2014-03-21 Total Shipping

Charges: $15.10
Carrier

Duicalat,

Step 5: Click “OK"” on the pop up window.

The page at cleanmage.van01.collinsharper.c...

Are you sure you want to send Shiprment email to custorner?

DK .| Cancel |

Step 6: Check email of customer.
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23



Hello, i foin Tl

Thank yau for your arder from The Shop. You can check the status of your order by logaing into your account. If you have
any questions about your arder please contact us at suppord@example.com or call us at 1234546789 Monday - Friday,
8am - 5pm P3T.

Your shipping confirmation is below. Thank you again for your business.

Your Shipment #100000001 for Order #100000001

Billing Information: Payment Method:
1100 128 W pender Check/Money order
vancouver, British Columbia, veb1rd

Canada

T 0123456789

Shipping Information: Shipping Method:

= Puraolator - Purolator Express Est. Delivery: 2014-03-21
1100 128 W pender
vancouver, Britizh Columbia, v6b1rd
Canada
T: 0123456789

Item Sku Qty
Hokia 2610 Phone n2610 1
Shipped By Tracking Number

Shipment PIMN # 329017355275

Thank you, The Shop

*Note - Tracking number is sent with this email.

Step 7: Navigate to the front end of your site.

Search entire store here

m Mage nto” Default welcome msgt

y Cart | t | Login

Your Language: QIR

Furniture Electronics Apparel

COMPARE PRODUCTS
Magento end of summer SALE!! .

You have no items to compare

3 MY CART

You have no items in your shopping
cart

BAck TO scHoor |
Keep your eyes open
for our special Back

to School items
and save BIG!

Buy Canon KEEEL Q:: § FREE SHIPPING on orders over $50.

a' o This offer is valid on all our store items
Starting at $499 Rk

&3 COMMUNITY POLL

Best Selling Products
What is your favorite Magento
feature?

Layered Navigation
Price Rules
Category Management

Compare Products

NOW ACCEPTING
. o

& POPULAR TAGS
ho SEXY 120

00l cool tshirt




Step 8: Log into customer's account.
S

Login or Create an Account

NEW CUSTOMERS REGISTERED CUSTOMERS

By creating an account with our store, you will be able to move through If you have an account with us, please log in.
the checkout process faster, store multiple shipping addresses, view

) Email Address *
and track your orders in your account and more.

T

Password *
—

* Required Fields

Create an Account Forgot Your Password? Login

Step 9: Navigate to Account Dashboard.

Search entire store here...

m Magento®

Welcome, 1=
hiist | My Cart | Checkout | Log Out

Your Language: E=Gb{EIEA

Furniture  Electronics Apparel

Step 10: Click “View Order” on completed order.
My Dashboard

Account Dashboard
Hello, il
From your My Account Dashboard you have the ability to view a snapshot of your recent account activity and

Account Information

Address Book update vour account information. Select a link below to view or edit information.
My Orders
SNREEEES | RECENT ORDERS View Al
Recurring Profiles
T Order # Date Ship To Order Total  Status
ly Product Reviews
: 100000002 372002014 $765.10 Pending View Order | Reorder

My Tags

g 100000001 372072014 $165.09 Compilete
My Wishlist

My Applications
*Note - If order not on Account Dashboard, click on “My Orders” on the left to
locate order. The Account Dashboard only displays recent orders.

Step 11: Identify “Track Your Order” link.

Step 12: Click Track Your Order.



Search entire store here...

m Magen Welcome

art | Ch Log Out

Your Language: [[SMEIIM

Furniture  Electronics  Apparel

| WP ACCOUNT Order #100000001 - Complele Reorder | Brint Order

Account Dashboard

Account Infarmation About This Order: Order Information |nvoices Shipments

RET R Order Date: March 20, 2014

My Orders
Billing Agreements Shipping Address Shipping Method

Recurring Profiles Purolator - Purolator Express Est. Delivery: 2014-03-21

1100 128 W pender

My Product Reviews vancouver, British Columbia, vBb1rs
T Canada
Wy Tags T: 0123456789
My Wishlist
My Applications
) Billing Address Payment Method
Mewsletter Subscriptions
Check/ Money arder
My Downloadable Products 1100 128 W pender
vancouver, British Columbia, vBb1r8
Canada

Did you know? T: 0123456739

Our customer service is

available 24/7 Items Ordered | Track your order

(555} 555-0123 Product Name SKU Price Qty Subtotal
Hold on, help is Nokia 2610 Phone n2610  $149.99 Ordersd:1  $149.99

on the way. Shipped: 1
Subtotal $149.99
‘ / Shipping & Handling $15.10

Step 13: Click Close Window.

Tracking Information Sloselimdow
Shipment #100000001
Tracking Number: 329017355275
Carrier: Purolator
Track: htips:feshiponline.purolator.comiShipOnline/PublicTrackiTrackingDetails. aspx?pin=329017 355275
Close Window

Step 1: Navigate to Sales > Purolator Manifest.



- = Global Record Search Logged in as admin | Friday, March 21, 2014 | Try Magento Go for Free | Log Out
Magento Admin Panel Glossl Recoro searcn [ v To iag Lo out

l Dashboard Sales Catalog Mobile Customers Promotions Newsletter CMS Reports System @ Gethelp for this page

& Your web sery Orders It, configuration files with sensitive information are accessible from the outside. Please contact your hosting provider.

@ Latest Messq Invoices ault phone numbers and callouts before site “fou have 1 critical, 5 major, 19 minor and 63 notice unread message(s). Go to nofifications
faunch Shipments

Purolator Shipment
Dashboard [

Furolator Manifest

Credit Memos

Choose Store | Transactions

Recurring Profiles (beta)

N Ry Billing Agreements

Orders Amounts
Terms and conditions
Tax “ Select Range: | Last24 Hours ¥
Average Orders
it
$149.99
Last 5 Orders
Customer ltems Grand Total
chris 1 $765.10
harper ]
chris 1 $165.09
harper
Last 5 Search Terms:
Search Term Results Number of Uses
clogs 1 391
nine west 1 2 1100 AM  2:00PM  500PM  800PM  1100PM  200AM  S00AM  8:00 AM

...collinsharper.com/.../0a0ed2c3f78f1d4c49f2047 d65caccab/

Step 2: Identify “Create New Purolator Manifest” button, top right of page.

Step 3: Click Create New Purolator Manifest button.

Purelator Manifests

Page 1 of 1 pages | View [20 v | perpage | Total 1records found

Purolator Manifest ID # Date Created Date Updated Document Type Description url

*Note — Once order is put into the manifest it may no longer be
voided/shipped. Purolator suggests running manifest at end of business day.
While in test mode admin will only be able to generate one manifest for the
duration of that test.

Step 4: Click link to view manifest.



Purolater Manifests

Page ,17

Purolator Manifest ID #

of 1 pages | View |20 ¥ | perpage | Total 1records found

Date Created Date Type

© Create New Purolator Manifest | @ Purolator Shipments
[search

url

3 21/03/2014 2110312014
12:00:00 AM 12:00:00 AM

Prepaidllanifest

-

hitps:iieshiponline purolator.com/ShipOnline/shipmentigetl abel.ashx?

TEMP TYPE=STUBEREPORT NAME=GenericDummyManifest pdf&REP(
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