At times, you may need to create an order on behalf of your customer. The instructions below guide you
through doing so for both existing customers and new customers.

Store Content Structure Appearance Config

Orders 3 \iew orders

Customers 3l Create order

8 Search for an existing custo

Create a new Customer account.

Mo customer account required.

CUSTOMER SEARCH e

Enter full or partial information in one

First name

Last name

E-mail

Username

Search e
Select customer e

® RYAN Quinn <ryan@bookweb.org= (rquinn)

Create order e
Ship To =T Tax-Exempl information, -
FIrst name [ —
Last marme

Cnaier Tan exempt nusmber:
Sireet address Sarwet addeass
Ciry
Stave/Province . none =
Country |nsed States. v o
Pastal coie o y
Phone number

Scane/Provimce:  Algbama r
Postal code

Fhomne nusmber:

el 4 Customer info ol &l Fayment o
First name

Customer number: Pq’mrm methosd
Last name Py ot Sicos .
Company Primary #-mall:  rpanfbookeeh oo

Street address

Products:

Add product

Thir Aavcdar camsaine



Search by name or model /SKU (* is the wi

9780679805274
Search / Close

Select

Book Products ——— i
Oh, the Places You'll Gol (Hardcover)
Custom Products

Search by name or model/SKU (* is the wildcs
9780679805274

Select b Search ¥ Close

Oh, the Places You'll Go!
1
_ Add to Drdeg _ Cancel
@Shipping quote:

Get shipping quotes e

) UPS Overnight Shipping: $35.95
() Pick up At Event: $0.00

() UPS 2-Day Shipping: $22.95

() UPS Ground Shipping

() Gift Card/Certificate: $0.00

() In-store pickup: $0.00

Apply to order o

Submit changes @

The order is now placed and can be processed as normal.




NEW CUSTOMER

) Search for an existing customer.
®) Create a new customer account.

) No customer account required.

NEW CUSTOMER DETAILS

Customer e-mail address
ryan@bookweb.org e

[#| E-mail account details 1o cuslomee

Create order a

o
:

Farst name

W3 Tax-Exempt |nl‘o|nm°
Organization name:

ILast name
Tax exempt number:
Street address Sareet addreis;
Ciry
State/Frovinee | pose . i
ity
Country United States.  +
Pastal code Cowiry: | Unlied Stabes
Pt nimibser
StareProvimce:  Alsbarma
Pasial code
Phone nusmber:
Eill to @i customer info:
First name Cusiomer number:
Last name
e Primary e-mail;  nan@bookeet oog

Street address

Products:

Add product ’

Thir merdae ~mmemim-

Search by name or model /SKU (* is the wi

9780679805274
Search/ Close .

. Select

-—--m—-- Book Products ——-————-- 7
Oh, the Places You'll Gol (Hardcover)
----—------ Custom Products

Search by name or model /SKU (* is the wildcz
9780679805274

Select _ Search _ Close

=1

Payment:
PFayment method
Fay at Stoee



Oh, the Places You'll Go!
%ﬂ * ’
1
Add to ordeg _ Cancel
&hipping quote:

Get shipping quotes e

() UPS Overnight Shipping: $35.95
) Pick up At Event: $0.00

i) UPS 2-Day Shipping: $22.95

() UPS Ground Shippinﬁ

() Gift Card/Certificate: $0.00

() In-stare pickup: $0.00

Apply to order o

Submit changes 9

The order is now placed and can be processed as normal.




