The Shop function within the MySouthWest website alows merchants the ability to sell
goods online with the minimum of risk and the maximum amount of flexibility. The
overall concept alows a merchant to have up to 20 separate products available within
their online shopping trolley. Processing of online payments can be carried out by the
merchant directly or can be delegated to Connect South West (MySouthWest).

Thismanual is designed using a fictitious drama group who wish to sell tickets and some
souvenir items online.

Theinitial view of the shop allows potential customers to see the category listings of al
available products:
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From here they choose to view the arts and crafts category:
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A brief summary of productsis given against their photos and for more information the
customer clicks on the link (or the image). In this example they choose to view the lapel

pin:
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Here the customer will see the full description of theitem and alink to add it to their
shopping trolley. Once the customer has decided to add the item to their trolley they are
presented with the following screen:
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Having sel ected the number of products they wish to purchase they can then proceed to
the checkout process.
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If they are areturning customer they can login using a previously registered username
and password, otherwise they register their details as follows:
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Suburb: |Lorden
Postocods: | 1333
Starte-
Country: 4
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Password: sssasss

Confirm Password:  sesssss
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On selecting 'Secure Register' they are taken to step 2 where they enter their shipping
address:

CHECHKOUT

Stap 2 of 4 - Ragisier - Bhipping Address - Payment - Confimmason

Flease enter your shapping indemmaton Dedoe. When youre done. cick Te [Nexd] bution. Piease note at red headings inchcale mandatory helds. and biue headings incicate

opaonal helds
Shipping Acdress
Contact Name: Cu Tora
Address. prucy lane
Suburb;  Losdon
Postcode; 153
Stats;
Country:  Unsed Kingdem -
E
By 1s5ing our secwre server, the informason you enter will be encrypiid F youw neCeive an emor message whin you iry 10 use our Secure Sener, [egishe: v our standand
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Once shipping details are completed, their freight cost can be calculated and added to the
amount of the goods. From there they enter their payment details and confirm the order:

CHECKOUT
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At this stage a number of emailswill be generated depending on circumstances.

Firstly the customer gets an email confirming their order.

The next steps change depending upon who is processing the payment of the order.

If MySouthWest has been selected to process payment, then

An email isreceived by MySouthWest confirming the order.

MySouthWest will then process the payment. Once processed, they will change the order
statusto "Paid For" and an email is generated to the merchant to advise them of an order
that has been made and paid for.

It is then the responsibility of the merchant to process the order and ship out the goods.

If the merchant is handling payment, then

The merchant receives theinitial email that an order has been placed by a customer. Itis
then the responsibility of the merchant to process the payment and ship out the goods.

Once the merchant receives the email that an order has been placed the merchant goes to
their orders page in the MySouthWest Administration. By clicking on the appropriate
order they can change the status to shipped:

ADMINISTRATION

] Bes ] Wesie ]

Id Order Date Customer Purchase $ Shipping § Total § Status

43 Sun, 08 May 2005 0729
37 Thu 28 Apr 2005 1058
30 Mon, 25 Apr 2005 10017
16 Thu, 31 Mar 2005 10:09
14 Sat 26 Mar 2005 0651

$22 00 $8.10 $30.10 Shipped
3995 $8.10 318.05 Shipped
$0.95 $8.10 $18.05 Shipped
$51 .80 $8.10 35990 Shipped
$3850 $8.10 %4660 Shipped
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(Please note the names of actual customers have been removed in the above example to
maintain confidentiality).

At this point afinal email is sent to the customer saying that the product has been
shipped.

All of these notification emails are generated automatically as the order moves through
the status of being ordered (pending), "paid for" and shipped.

This provides maximum transparency with minimum user input.
Viewing your orders:

By clicking on the main Shop tab of your MySouthWest Administration console you will
see alist of all outstanding orders. You can also click to view al of your old orders.

Customer Contact:
There are anumber of screens within the MySouthWest system that will allow a

customer to email amerchant directly. All email addresses are kept confidential and
customers will only see an online form as follows:

MySouthWest Website Training Manual “r
© 2005 by Connect South West Association Inc. — Con rlﬁ,c't,




