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These notes provide instructions on how to complete the payment and billing information
part of the checkout process using the GA Online Store application. It is intended for the use
of Geoscience Australia’s wholesale and retail distribution network. This includes the
Defence Imagery and Geospatial Organisation.

These notes assume you are logged onto GA Online Store. This is part of the ‘Checkout’
procedures. It is assumed that the preceding steps have been successfully completed.

[ Select ] (" Check ] [Shipping ]_[ Payment&]_[ Place ]
Productz [ atiachmerts fL Availability Infarmation Billing Info Ciroer
[Defence only)

Express Checkout

Select a shopping cart, click on ‘Checkout’, and complete the shipping information.

Payment Information
Checkout: Payment And Billing Information
. Sag Cart ) [ Sharg Cart ) | Continue Checkeu! )

FPayment Information

& Exigling Credit Cand
|K€rr\.-' Citizen, Cradit Card, xxxx xxxx xxxx 1234d

" Mew Credit Card

Card Holder Mama Type

| [visa =]
Mumber Expiration
[ [01 =] [2005 =]
Bl To

Customer. Aussie Maps

Comact. Eerry Cibzen
kerry@aussiemaps. com.au '-m) m)

Address \_Change )

Additional Information
Please fill in the following fields

* Indicates raquired fislds

Additinnal Infarrmation |

Click on the radio button next to the required Payment preference.

Optionally select an alternate Credit Card number from the dropdown list. Credit card
information is only available to retail and wholesale customers. (ie. Not Defence)

To create a ‘one-time’ Credit Card payment method, enter the ‘Card Holder Name’, select
the Card ‘Type’, enter the ‘Number’, and select the month and year ‘Expiration. When you
click ‘Continue Checkout’ validation is performed to make sure the credit card number is a
valid card number for the type of card chosen.
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For instructions on how to maintain the ‘Existing Credit Card’ dropdown list, see ‘Online Store
User Guide OMO03 - ‘Change your Profile Preferences’ titled ‘Maintain Credit Card
Information’.

Bill To and Additional Information
Bill To
Customer Aussie Maps

Contact: Kerry Crbizen B

] Change
kerry@aussiemaps.com.au \—.-'lI \—gj
Address ( Change )

To Remove a customer contact from the Bill To information, click on the ‘Remove’ button.
On the address label for the invoice there will be no ‘Contact’ details.
To change the default contact name, click on the ‘Change’ button.

Search and Select: Bill to Contact

Search
Contact Mame:  [vakert B0 )

Enter a contact name, or part contact name, or enter a percent sign (%) to show all the
contact names for the customer. Oracle wild cards (ie. ‘%’ and “_") can be used.
Click the ‘Go’ button.

Search and Select: Bill to Contact

. Select )
Search
Contact Namk [% B )
Results or
Select Confact Primary Phone Email
@ Ann Martens rmadensn@radrock netau
I n Ray Haskin 02 6249 9855 ray hoskingdga gov.au
[ Mika Pasfield 02 6248 5814 mitke. pasfieldidyga. gov.au
© Ray Hoskin 02 6248 BESS ray noskingdga gov.au
r Ria Marlens raafensn@oedrock nelay
F Rinl Martens ratansr@oadrock netau

@
Enter different selection criteria, and click ‘Go’, to show more or less contact es.

Click the radio button next to the required contact and click ‘Select’.
# A Contact name must be selected — there is no ‘cancel’ for this screen. If the
name is not in the list you can select a Contact name and then click the remove
button on the main screen.

To administer the contact list see the section at the end of this document titled ‘Maintain

Contact Names’.
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A biling address must be selected.

Bill Te

Custormer, Geoscience Australia

Contact: Mike Pasfield Remove ) ( Change )
026249 5514
mike. pashiald@Ega. gov.au

Address: Change J

Additional Information
Pleasea fill in tha following fialds

* Indicates required fields
Additional Information |

Click on the ‘Change’ button to show the list of shipping addresses.

Search and Select: Bill to Address

Search
Country: |Australia = Go)
Results
Select Customer Contact Address Primary Address Type

Mo search conducted.

Select the country and click ‘Go’.

Results
Wiew All Contacts )
Select Cusiomer Contact Address Primary Address Type
1 George Street Bl T
SYDNEY
Aussie Maps NSW
2000
AUSTRALLA Ehip To
1 Sydney Road
MELBOURNE P To
©  Aussie Maps - Melbourne VIC
3000
AUSTRALLA Stip To
1 Ann Street
BRISBANE
Aussie Maps - Brisbane QLD Ship To
4000
AUSTRALLA

Click the radio button next to the required billing address and scroll to the top or the bottom
of the page and click the ‘Select’ button.
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Bill To

Custormer. Geoscience Australia

Contacl: Mike Pasfield Remove ) | Change )

02-6249 3814
rnike_pasfield@ga. gov.au

Address: GPO Box 378 Change
CANBERRA \Lhange )
ACT
2601
AUSTRALLA

Additional Information
Plaase fill in the following figlds
* Indicates required fields
Additional Information |o|:;|'.:|:|na| addmons ongdsr |||‘|:|rrr.~ul'|0n

Sawe Canl ) [ Share Can (| [ Conlinue Eheckuutj

Enter optional ‘Additional Information’. This information is for reference only and not printed
on the order form.
The Payment and Bill To Information is complete. Choose one of the following:
e Click ‘Save Cart’ — shopping cart can be saved for later.
e Click ‘Share Cart’ - shopping cart is saved and can be shared with one or more
another customer contacts.
e Click ‘Continue Checkout’ — This progresses the pending order to the Review and
Place Order screen.

Minimum Spend Requirements

There are minimum spend agreements for Customers. For Retailers the minimum spend is
$100AUD. For Wholesalers the minimum spend is $100. An error message (example below)
will display on the ‘Payment and Biling Information’ screen if the minimum spend has not
been reached.
Checkout: Payment And Billing Information
( Save Cart ) ( Share Cart ) ( Continue Checkout )

Payment Information

Ta fulfil the reguirements of your Distributor's agreement you must place an arder with
a minimum value of 100 AUD (including GST). Please increase your order to meet this
FAIRIFTOT.

Return to the shopping cart screen and increase the items ordered so the amount reaches
the minimum spend requirement.
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Maintain Contact Names

To maintain Contact Name lists for the customer, click on the ‘Profile’ icon in the top right
hand corner, click on the ‘Administration’ link on the header bar, and click on the ‘Contact
Management’ link on the left hand side.

Tt Smsagrreian - S vl it Qspli s graersbed by e e bt ks i =
e [t je= Fpobes Jok  gen -
bopack = = - ) | Qe Gt Fveds 3]0 O S

e I g [ e e e — e / T\ =] P |

o e

o 3] q ko
/ Tategenes | Al Producs =] B manc) Seinn
A Py Contact Management

Sawech for yoor Company contacts, crsate contectn, regiater hem and mansge thil prsbsge
Search

N SRRIRTath Eawch By [l':l-lnd Flame

I Shiges gnily COMacty e

Contacts Summary

Caact Mamn led Hgp Email Addiems Approwd Sianm Slanm Updain
Aoy Myrtany MANTENES, e gk el b ApEOvRs Actey ¥
fay =uakan 1y heskin@an gov ey ] f
Fay =uskn BRI o hesianifga gov au Approred hrfen _..,.#"
a0 ERSTT ) iy hedhniBan gow By [T 2] ﬁf
C e RGOV M Ariey f T
Py Madiin Tt g hetienpa goviy  Apgroved Brtey f
Foa Mariens MARTENES EaAen S EF DL B ADRITYed Arie f
-
FiB [ Loial e

Enter a contact name, or part contact name, or enter a percent sign (%) to show all the
contact names for the customer. Oracle wild cards (ie. ‘%’ and “_’) can be used.
Click the ‘Go’ button.
The selection criteria can be modified to:

¢ Select by ‘Contact Name’ or ‘User Name’ - select from the dropdown list.

¢ Show only contacts that are not registered as users.
To add a new contact click on ‘Create Contact’.

Create Contact

* |ndicates required field

* First Mame: |New

Middle Marme: |

* Last Mame: |CDnta|:t

#* Email Address: |new_contam@address.com

Business Phane Number: (I )I Ext. I
Persanal Fhane Mumber: (I )I Ext. I
Fax Number. { I ) I Ext. I

D you want to register this contact as user?
© Yeg
% Mo

Enter the First Name, enter the last name, and enter the email address. Click on the Yes/No
radio buttons to indicate if this contact is also a shopping cart entry user.
Other optional information is:
¢ Middle Name
e Business Phone Number
e Personal Phone Number
e Fax Number
Click on ‘Apply’.
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Contacts Summary

. Create Contact )
@ Email Address Approval Status Update
Ann Martens MARTENSA marensr@redrocknelay Approved Aciive
Ray Hoskin ray hoskingga. gov.au Activa
Ray Hoskin HOSKING ray hoskingga.gov.au Approved Activa
Dianid Hoskin ray hoskinggga. gov.au Inactie
Wil Pasfiald mike pasfield@ga gov.au Active
Ray Hoskin HOSKINR ray hoskingga.gov.au Approved Acive
Ria Marans MARTENSR marnensr@redrockonelay Approved Aclive

To reorder the list of Contacts click on the heading links:
e Contact Name
e User Name
e Status
To update the contact’s information click on the ‘pencil’ icon, next to the contact name,
under the ‘Update’ heading.
Update Contact

_J Details [ Roles  Accounts

* Indicates required field

Contact Details

* First Name: IRia

Middle Mame: |

* Last Mame: |Martens

* Email Address: |martensr@redrock.net.au

Statu

Business Phane Mumber: (I ]I Ext. I
Pergonal Phone Mumber: (l ]l Ext. I
Fax Number: (| 1] Ext. |

User Information
User Name: MARTEMNSRE

* Passwond: I

#* Confirm Passward: I (atleast 6 characters long)

* Start Date: |16—FEEI—EUIJE
End Date: I

Make changes to the information and click ‘Apply’.

To cancel any changes, click ‘Revert’. This will take you back to the Contact list screen.

A Contact cannot be deleted. To remove the contact name from the list of active contacts
select ‘Inactive’ from the ‘Status’ dropdown list.

If the Contact is also a shopping cart entry user then the ‘User information’ will be displayed
for any changes required. Make the changes then click ‘Apply’.

Other information regarding ‘Roles’ and ‘Accounts’ can be maintained on the other two
tabs, for contacts who also use the Online Store system. See ‘Online Store User Guide OM11
- Create New Users’ for these instructions.

Update Contact
| Details RO >

* Indicates required field Revart ) | Apply )

Contact Details

* First Name: |Ria
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