Customer Step By Step Instructions

Step 1: Login
Visit www.orthoney.com

Click “Customer Login” in the top right and enter your username and password

If you forgot your password, you can also use passwordless login or gmail login (this will
then prompt you to login with your gmail login and password)

Login To Your Customer Account

Email *
Password *

Keep me logged in

Click Here to Create an Account

t3 Login/Register with Google

E Passwordless Login

Step 2: Dashboard

e This is your home page where you have access to
o 1. Placing an order

o 2. Everything involving your orders through the tabs (Orders, Incomplete Orders,
Failed Receipts, Recipient Lists, Associated Organizations and My Profile)


http://www.orthoney.come
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m A limited breakdown of each tab is listed on the dashboard but to view the
full list you'll have to press the “see all” button
m If your window is not big enough across your screen, click on the 3 bars
next to the Admin Menu to see the various tabs
o NOTE: When some of the data was transferred from the old website to the new
website, they found it was corrupt with no way to retrieve it properly, so that data
was lost. This means you can view orders placed from previous years on your
dashboard but you can only complete reorder forms for orders placed in 2024
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Step 3: Orders
e Click on the Order tab

e This page gives access to all your orders placed
e Your list can be sorted by Order Number or Recipient Number
o There are drop down menus that will make it easier to help find a specific order -
if you know the information put as much in as you can
m Order Year - can set to all years if looking for past orders in general
m  Organization
m Status
= Quantity
o When using filters in the drop down menu make sure to push “filter” to apply it
and then if wish to look up another customer, push the purple “reset” button
e Every order will have the date it was placed, the organization code, and the quantity
o Specifically in “Order list by number” tab — you can find billing name
o Specifically in “Order list by recipient number” tab — you can find Recipient name
and Jar Tracking #
e There is also the option to download a PDF list of your orders in the “Order list by
number” tab
o You can select individual orders by clicking in the white box on the left side of the
order number (a check mark will fill the box when it is selected)
o If you would like to download all orders you can click on the white box next to the
heading “order number” in the grey background (same check mark will fill box)
o You must click on the drop down menu labeled PDF types and choose whether
you would like
m 2P = online & paper orders (print version)
m 2E = online & paper orders (email version)
m 4P = online & paper orders (print version)
m 4E = online & paper orders (email version)
o Then push export PDF and it should download to your computer
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Step 4: Incomplete Orders
e Click on the Incomplete Orders tab

e This page displays all orders that have yet to be placed and the information linked to
them (name, date, etc)
o Gives you the option to either resume the order from the step you were at or
completely delete the order from the system
o If all your orders are completed nothing will show up here

All Incomplete Orders

Taarth:

S Woh Hames Drdered By Currest Biep Mace ctiom

&0 Recipeern Lar b0 Z3 Enep & Fending Chechout AT 548 Pl

551 Recipens Lt 561 De=lilah Cohaen Shep d- Al Rewew Segipieroy LIRSS 12547 PR

Al Recksers Lt 518 ol Srep 3 Uipload Recpents LTINS 1208 PM

1] Retigeen Lat IT) i Srep 3 Upload Recipients DGPESTOTS Sl AL

Step 5: Failed Recipients
e Click on the Failed Recipients tab

e This page will present all orders that were placed with a system error
o EXAMPLE — A customer’s information (such as name or address) wasn’t

properly completed/recognized by the website. You decide to continue with the
failed recipient message and the system will still attempt to process the order

m All of those order scenarios will appear in this tab - ideally, there should

be no orders on this list
e They're at risk of being returned or not shipping at all so it is your
responsibility to review and understand the risk involved
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Step 6: Recipient Lists
e Click on Recipient List tab

e Here you will find all the information about the recipients of your orders
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Step 7: Associated Organization
e Click on Associated Organization tab

e The organization you are linked to will display on this page
o You are eligible to be connected to more than one organization but they all have
to be placed as different orders
m If you place an order, you are connected to the organization you selected
and support them. You will only be able to link to a different organization
when placing a new order

Al Orgariztions

Tobken &  Mama LLF T Action

ATL Atlanta Region ORT Approved BLOCK

o The “Block” button is a new feature for customers
m  You are able to disaffiliate from any organization and they can no longer
login to your account to fix any issues. The only way to get relinked is for
the organization to request you, you accept them (have to have your
approval) and then you become reconnected
m This page will pop up when you click on the button. You can either cancel
this action or proceed with blocking the organization

Are you sure you want to block this
organization?
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Step 8: My Profile
e Click on My profile tab

e Use this page to activate your account
o 1. Insert all the correct information in the profile section
o 2. Once everything is updated push the save button in the bottom right

My Profile BTURN 1O EACHITAED

o 3. Enter the correct billing address before you place an order, click edit and then
save changes once finished
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Billing address

e If you want to change your password, use the “Change Password” section and enter the
correct information

Change Password

fitrm e parciword



HOW TO PLACE AN ORDER

e Click “Order Now” button in top right of website, to the left of “Contact Us”

STEP 1 = Select an Organization
o Click on the drop down menu of organizations and scroll through to select the

correct one, then click on “select order method” to continue with order process
m For quickest find, type in the 3-digit code (EX: ATL) in search bar

ﬁ-ti.if-tnw Soep 2- Oroer Meshiod Spep ¥ Upiosd Redpienis Soep 4 A (Rewhes B (s SiEp 5 VerSy Addres

0

Select an Organization

To bagin yoma of dher. phesas 1ahen 5N organdeation yoi'd Hee to
uapper ]l s Bhem you can progees

Sl an Organirabon Beioea

I o nre |

[AAC] Agiickas Achien Cisngrefation SaserTad. Aktarnaria
W el

[AAE] Wioemsen of Adar, Valley Willage, Cokfomis

o If you aren't associated with an organization, push “click here” and it will have
you proceed onto step 2
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SELECT ORDER METHOD —

e STEP 2 = Order Method
o Option A = Select “Enter a new order”
m 1. Must type in the name of the recipient and click “proceed with order”




m 2. It will bring you to a pop up page where you must fill in all the
information with a red star next to it

Recipient Details

Full Marme =

Maling Address *

Eipde

Add a Greeting

100 characters remaining

Comparmy Name

SuRefARCE

atabe *

Please select 3 stale. ¥

CHaeTliny

m 3. Click “Add Recipient to Cart” to finalize
m 4. You will automatically skip “Upload Recipients” as its not needed and
then be taken to “Add/Review Recipients” tab where all the information

you inserted will be shown

Step T Sebeot an Qeganization Step I Order Method Step ¥ Uplosd Bedplents

Cugerization: Honey from the Heart
Becipiend List Mene honey 2038 recipiemta [

hidoe d Pecipdenish Mereialy (1)

Agdded Reciplentis] Manualby
Full Name &  Compasty Bams Address
o amith 181 hagepry 5, abiania, (pf, BJLIR

SAVE & CONTINUE LATER
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o Option B = Select “Reorder from a previous year”

m  ***This will only work for orders from 2024***
m 1. Scroll through the dropdown menu to find the one you would like to

reorder
i
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m 2. If you have more than one you would like to reorder, you must select
one at a time. After you click on an order it will show up in the white box
and then you can push down on the dropdown menu again to select the
next one. Every order selected will show up in grey instead of white

Organiracon: [ATL) Atlanta Region ORT America Atlenta, Georgla
How Would You Like to Enter Your Order?

@

%' Enter a new order
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SAVE & COMTINUE LATER

m 3. Press “proceed with order” and it will take you to the Add/Review
Recipients page where all recipients on those orders will be shown
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o Option C = Select “Upload from a previous list”

m 1. Click “proceed with order”

m 2. Download the sample file to understand and visualize how the list you
upload will need to be formatted

m 3. Click “choose file” button to upload your list into the website’s system

m 4. Name your recipient list something you remember to easily reference at
a later time or the following year

m 5. Press Add Recipients in bottom right to continue on with ordering
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STEP 3 = Add/Review Recipients

o After adding the main recipient(s) in the Order Method step (used Option A/B/C),
you will see all the recipients of your order
o On this page you have the option to add more recipients that were forgotten or

delete recipients you no longer want to have on your order - you can search their
name using the search icon above “Action”
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m Adding a new recipient is the same steps as using Option A of the Order
method step (pop up menu, enter in all information, save by clicking add
recipient to cart)

m  You delete a recipient by clicking on the trash can icon under the heading
“action” and then proceed by pressing the green button

Added Rediplentis) Manually 9 P

Full Hame &  Company Name Address Quantity Status

=
123 happy St atianta Added io m Are you sure?

obin smith i |

' G, 20338

Drdar o You are removing john smith

(ADD NEWRECIMENT |  vEmIFY RECIPIENT ADDRESSES  Yes, remaove the recipient
SAVE & CONTINUE LATER . ; m ___._,__ w m

o Once complete, click verify recipient address to move on

e STEP 4 = Verify Addresses
o This page displays all the addresses that were verified and rejected by the
system due to errors detected
o It's suggested if an address is rejected, you edit it based on the reason the
website provides (EX: not present in USPS data)
m To do this, click on the notepad icon displayed below and it will bring you
to the same pop up tab where you originally entered the recipient details,
must click update recipient details for the new information to save

ion Tiep 2 Orcher Method Step 3: Upload Recpients Step 4 AddiReview Recipients Srep B: Checkout

Organization: Honey from the Heart . n
Reciphent List Namie: homney 2025 recipients. &

Acjected Adoressies) |1}

Rejected Address{es}

Out of 1 Redpeentis), 1 are Aejected Addressies)
Full Mame &  Company Nams Addresi Cruantity Eeason Action
joiin smith 123 happy =, atlanta, GA, 30128 i Address not present in USPS data Fy

SANE & CONTIMUE LATER PRCCEED TO CHECEOUT
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Recipient Details ﬁ'
Addreis ret profsant in UEPRS data.
Fiul Bdaiva = Caanjarsy) Maime
b gimith
Maling Addreys * SuleApts
140 huppsy 25
City * Spats =
TR e (58]
Zipoode * Graantity
Az - | -

Akl Gresting

10 characters fermainrg

Uipdate Recipient Detall

o There is the option to override and proceed to checkout with a flawed recipient
address but we advise you to only do this if you are 100% confident the address
imputed is correct

m  The warning will look like this - to go back and fix click “I want to update”
and to override click “proceed with all”

All submitted address{es) Rejected

Some addresses are unverified. Please correct them befone proceeding. Honey From The Hieart cannot
Fuarardes delivery 1o wnverified adnesses

verifed Addressiesl

Anjectnd Addressios]

I'Want to Update/Fix Error{s) Procesd Wth A1)

o When you have finished changing or checking addresses, click on the button
“proceed to checkout”

o It will then prompt you to click “I want to update” if you realized you need to go
back or proceed with the addresses listed (it will have the number in parenthesis)

All submitted address(es) verified

verified Addressiesk

Rejectisd Address{es)
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e STEP 5 = Checkout
o The last step is to review everything in checkout
m 1. Your contact information
m 2. Your billing address
m 3. Order Summary
o Once that is completed you can enter in your credit card information and click
“place order” which indicates you have finished the process successfully

Checkout

Q- i
Contact Information Total Recipientis): i
Wil use this email 1 serd you Seails and updates about your order
Price per Jar: $18.00
Emai address
-
Admin Woucher -
Billing Address
Erder thi Billing adaness that masohes your payment fmethed Subtotsl #18.00
Dplnary FREE
... Free shipping
AR e Stanes (U5
) -
Total $18.0:D

Payment Options

| @ Credit cand

By proceeding with your purchase you agree bo-our i and
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p
% How to Generate Reorder Forms

Whether you’re getting ready for this year’s honey fundraiser or just want to
make reordering easy for your supporters, follow these simple steps to generate
and send reorder forms to your customers.

V| Step-by-Step Instructions
Step 1: Sign In

e Visit www.orthoney.com
e C(lick “Organization Login” and enter your admin username and password

Step 2: Go to the Orders Section

e Once signed in, you’ll be in the Organization Area
e C(lick the “Orders” tab from the navigation menu

Step 3: Adjust the Filter

e At the top of the Orders screen, locate the Year filter
e Seclect “All Years” to include all past orders (from 2021 onward)

Step 4: Apply the Filter

e C(lick the green “Filter” button
e A table with past customer orders will appear

Step 5: Select Orders

e On the left side of the table, you’ll see checkboxes
e Select:
o One customer (for testing)
o Multiple customers
o Or Select All if you’re ready to send to everyone


https://www.orthoney.com/
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Step 6: Choose PDF Format

® A drop-down menu labeled “PDF Format” will appear above the table
e Choose one of the following options:
o 2E — Send an individual email to each customer with their reorder
form attached
o 2P — Create one large PDF file containing all reorder forms, which
you can download and distribute manually

Step 7: Export

e After choosing 2E or 2P, click the “Export” button
o Ifyou selected 2E, emails will be automatically sent to each
customer
o Ifyou selected 2P, the PDF will be downloaded to your Downloads
folder

= Pro Tip: Test Before Sending to All

Before emailing all your customers, we highly recommend testing the 2E
function:

1. Use the filter to find your own or a trusted contact’s order from a previous
year
2. Select only that one order

(%)

Choose 2E and press Export
4. Confirm that the email and PDF are received correctly

If you have any questions or run into issues, feel free to reach out to our support
team at support(@orthoney.com.



