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HOW TO

Set Up and Administer Customers

Introduction

=

Miva Merchant allows you to build a customer list. With this list, you can maintain
customer shipping and billing data. You can also use this list to assign customers
to Availability Groups and Price Groups. For more information about Availability
and Price Groups refer to: HOW TO Set Up Availability Groups and HOW TO Set
Price Groups.

Use the following procedure to add and edit customer information.
1. Click the triangle next to the store name to open the menu.
2. To add a customer:
a. Click the triangle next to Customers.
b. Select the Add Customer link. See “Add New Customers” on page 6.
3. To edit the Customer List or a Customer form, select the Customer link.
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The Customers list form is displayed. The forms has the tabs: Customers and

Lost Password Email.
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HOW TO Set Up and Administer Customers

Customers Tab

1. Search for a customer.

a. Enter the search criteria into the text box, then click the Search H] button.
b. Those customers that meet the search criteria are displayed.

2. This form displays a set of options for each customer. Check the boxes for the
options you wish to have displayed on your customer list and click Update.
The checked items are then displayed as text in the customer list. In the
above screen, Login, Pass., Recovery Email.

3. Click the New Customer button to add a new customer. Refer to “Add
New Customers” on page 6 for additional information about this procedure.

4. Click the Edit Here button to change data in that row.

5. Click the Edit button to edit all information for an existing customer. See
“Edit Customer” on page 3.

6. Toremove a customer, check the box in the Remove column. Click + to check
all displayed customers, and — to uncheck all displayed customers.
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Edit Customer

Lost Password Email Tab

This is the form to set up your message to any customer that requests that his or
her forgotten password be sent via email.

1. Enter or change any of the following information.
e From Enter the email address that the customer can reply to if
they have additional inquiries.

e CC Enter any email address that you wish to receive a copy
of the email with the password.

» Subject Enter the subject to alert the customer so that they will
realize that this is the response to their request.

» Header Text Enter any header text that you want to appear at the
beginning of your email.

2. Click Update.

The following form is displayed. The form has the tabs: Identification and
Shipping/Billing Information.

Identification Tab

Edit Customer: george (]

ldentification Shipping/Billing Information

Login: |gen:|rge

Email Lost Passwords To: |geurge@miua.n:n:|m

Password: I

Confirm Password: I

a. Change any of the following Identification information:

* Login The name the customer will use as a login name.
e Email Lost The email address you will use to send the
Passwords To password if the customer notifies you that it is lost.
» Password The password.
e Confirm Confirm the password.
Password

b. Select the Shipping/Billing Information tab to change other customer data.
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Shipping/Billing Tab
1. Change any of the Ship To information.

2. Ifthe Billing address is different, change the “Bill To:” information.
3. Click Update.

Edit Customer: george @
Identification Shipping/Billing Information

First Name: |gen:|rge First Name: |

Last Mame: |bann::r|:|ﬂ Last Marne: |

Email , Etmail

Address: |geurge@mwa.c:n:|m Address: I

EE?nnhEer: IEEB_%D_EE?D Enﬁnnheer: I

Fax Mumber: | Fax Mumber: |

Company: |rv1iva Corporation Company: |

Address: |2529 Anane Drive Address: |

City: |San Diego City: |

State/Province: |Calif|:|rnia j State/Province: |Dutside LS j

Cther - I Cther - I

State/Province: State/Province:

A Zoposl |

Country: |United States j Country: |<Se|eu:t One» j
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Mailing Lists (new in 4.13)

The mailing lists to which this customer has subscribed are shown on this tab.
You can manually unassign a customer from lists here. And, although you can
also assign a customer to lists, you might want to let them sign up or subscribe for
themselves. (You should check the ramifications of sending unsolicited email in
your area.)

Edit Customer: jamesh @

Identification  Shippina/Billing Infarmation  Mailing Lists

Assigned o
S /- Available Code Prompt

~ + FHews1  Subscribe to Monthly Bewsl|etter
(inciuces Wpcoming saies specials, new procuct
Information, atticles on related inferests ancd
hobbies, and morel)

~ ¥ Salel  GetFeatured Products & Sales Info
Slgn wp to be informed about ol special safes
- + testcode You can use HTHL code in the prompt.

But, the HTML will not be validated.
vaiid HIL code may cause your store to

s piay npropery.
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Add New Customers

The Add Customer form has the tabs: Identification and Shipping/Billing
Information.

Identification Information

Add Customer )

Identification Shipping/Billing Infarmation

Login: I

Email Lost Passwords To: I

Password: I

Confirm Password: I

1. Enter the following Identification information:

* Login Enter the name the customer will use as a login
name.
* Email Lost Enter the email address you will use to send the
Passwords To password if the customer notifies you that it is lost.
» Password Enter the password.

» Confirm Password  Confirm the password.

2. Select the Shipping/Billing Information tab.

MM1050-04 6



HOW TO Set Up and Administer Customers

Shipping/Billing Information

3. Add the Ship To information.
4. |If the Billing address is different, enter the Bill To information.

Edit Customer: george &)
Identification Shipping/Billing Information

Ship To: Bill To:

First Mame: |gec|rge First Name: |

Last Mame: |l:|an|:r|:|ft Last Mame: |

el | eorge@miva.com Sl |

Address: geory ' Address:

Phone Fhaone

Mumber: IEEB_%D_EE?D Mumber: I

Fax Mumber: | Fax MNumber: |

Company: |Miva Corporation Company: |

Address: |2529 Ariane Drive Address: |

City: |San Diegao City: |

State/Province: |Calif|:|rnia j State/Province: |Dutside = j

Other I COther I

StatedProvince: State/Frovince:

Zip/Postal Zip/Fostal

Code: IEEH? Code: I

Country: IUnited otates j Country: |<Select Cnes j

Mailing Lists (new in 4.13)

The mailing lists assignments reflect the way the prompts are checked in the
Mailing List Settings. If you checked Subscribe Customer by Default, then all the
mailing lists here will be checked.

5. Be sure to uncheck each list to which you do not want to automatically
subscribe this new customer.

6. Click Add.
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