TIRAINING

GUDIE Setting Order Limits (Managers Only)

. MANAGE USER LOGINS Add User Logins

Manager logs into catalog and goes e en ——]

under Account Info > Users > Manage O — - T— Resuts per paes I

Users or Add Users. Under Manage saveg 1 SEESS Y

Users, they find the user and click on roning £ -2 o £ resce A

Edit or they go to Add User and simply

. . . . Name % Company % Email % Phone Actions

Set up a neW User Wlth Spendlng IImItS. szarbara A?C;D\"BDD Promo/World Emblem bazcuy@werldemblem.com 305-899-9006 Edit | Password | Disable
Manuel Fig‘uerca Promo/World Emblem mfigueroa@worldemblem.com 800-766-0448 Edit | Password | Disable
Username: mfigueroa ey
Erin Gallagher Promo/World Emblem egallagher@worldemblem.com 305-899-9006 Edit | Passwerd | Disable
Username: egallagher
Andres Miguilena Promeo/World Emblem  amiquilena@worldemblem.com 800-766-0448 Edit | Password | Disable
Username: amiquilena

T USER INFORMATION: MFIGUEROA

Under Order Approval Information, toggle enerat foryater =

Yes. Then set up either a Single Order Limit, s

Monthly Order Limit or both. When these Ik ol o

limits are exceeded by the Purchaser, the Fox s |

system will only let the Purchaser save the E—

orders as Pending. A Manager will then e il

need to log into the catalog and

Approve/Submit the orders to production. e - —

The user must also be set up with a e b Twn

Purchaser role for these limits to be set. o

User Rale - All Mznager User Role - All Furchaser
User Rele - 21l Sales Rep 2

: : Moo | [ e 0 B v il ¥

When the Purchaser logs into their catalog e s - 0
and submits and order, the system will check B o
their order limits. If the Purchaser exceeds the — sbios 59000
single or monthly order limit, the system will a s e
only allow the Purchaser to save the order as ™ e
Pending. Then the Purchaser will receive an Sy =
email with the order details. The Purchaser
needs to forward that email to the appropriate ! E
Manager so they can log into the system and e
Approve/Submit the order. ‘ You have reached your current spending limit. Please review your order. <\,:\

Place Order

[ @ Don't Place Order Now, Save As Pending _fickname = [DEMO12345¢]
The Manager will receive an email from the | 5o ornms warming on APPROVAL e
Purchaser notifying them that an order is§ | .. o =
Pending. Then the Manager must log into the | |- 1 I H Resuts par pose: [ ]
catalog and go under Waiting On Approval > Cssat | st T i
Pending Orders. All Pending Orders will be || |sheviner-screrens
displayed with their status. Click on || /EIEE e T
Edit/Approve to open the order and then : i j‘;;;—.;u;';';; .......... [Emblem | S —— |
simply click on Submit to send the order to | ... i T T TR
production. e igﬁg‘wé;ﬁi}.}"nrld‘ $278.00  Sent | Delete | Resend Emal ,
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