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These notes provide instructions on maintenance of the setup options for the users and the
customer 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.

As a user you have permissions to change your personal details through the ‘Profile’ options.
To change profile settings click the ‘Profile’ icon on the top right hand side. The ‘My Profile’
and ‘Personal Information’ will be displayed.
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My Profile — Personal Information

Changes can be made to all the display information except the ‘User Name’. When the
changes are complete click on the ‘Apply’ button. To cancel any changes click on the
‘Revert’ button.

Personal Information

My Profile
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To change your contact information click on the ‘Contact Information’ link.

Contact Information

My Profile
Personal Information _J Email Addresses l Phone Book

» ContactInformation Create Email Address )
Payment Book
Accounts Email Delivery Format Primary Update Delete
Preferences fia.martens@oa.gov.au Text W f ﬁlTlJ‘

To update the existing email address click on the ‘pencil’ icon under the update heading.

_J Email Acdr [ Phone Book

* Indicates required fisld Revert )
S~————

Update Email Address

* Email Address: Iria.martens@ga.gov.m
Delivery Format:  © HTML & Text
Primary: &

Make the required changes and click ‘Apply’. To cancel any changes click on the ‘Revert
button.

My Profile — Contact Information
To create an additional email address, click on the ‘Create Email Address’ button.

Contact Information

My Profile
Fersonal Information J Email Addresses l Fhone Book
v Contact Information -
reate Email Address
Payment Book = >
Accounts Email Delivery Format Primary Update Delete
Preferences ria.manens@aa.gov.au Text W / T
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| Email Addresses | Phone Book

* Indicates required field .

Create Email Address

* Email Address: [newemailaddress @ga
Delivery Format: & HTML € Text
Primary: [~

Enter a new ‘Email Address’, click the radio button to indicate the ‘Delivery Format’, click
the ‘Primary’ checkbox to indicate if this new email address is to be the primary contact
email address. Click ‘Apply’. To cancel the new entry click on the ‘Cancel’ button.

To delete an email address from the list, click on the ‘trashcan’ icon under the ‘Delete’
heading.
Contact Information

My Profile
Personal Inforrmation _J Email Addresses { Phone Book
Awunts Email Delivery Format Primary Update Delete
Preferences ria.manens@oa.gov.au Text v f

newemailaddress@oa.gov.au HThL f @

¥ There must be at least one email contact address in the list. The ‘Delete’ option
will only be available if more than one email address is in the list. You cannot delete
a ‘Primary’ email address.

To change phone number information click on the ‘Phone Book’ tab. A phone number is not
required but is useful for contact information.

Contact Information

Email Addresses Phone Book l
Pavment Book

Accounts Phone Humber Phone Type Primany Update Delete

My Profile

( Create Phone Mumber

Preferences

( Create Phone Number )

To create a new phone number entry click on ‘Create Phone Number’.

Contact Information

Email Addresses | PhoneBook |

* Indicates required field .

Create Phone Number
* Type: Im
Country Code: |B1—
Ares Code: IDE—

* Phone Number: [62626262

Extension: |3456
Primary: [~

Select a phone type from the dropdown list. Enter the phone number.

Optional fields are the Country Code, Area Code and Extension.

Click on the ‘Primary’ checkbox to indicate this new entry is to be the primary phone
number for contact. If there are no other phone numbers in the list this new entry will
become the primary phone number.

Click ‘Apply’. To cancel the new entry click on the ‘Cancel’ button.
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My Profile Contact Information

Personal Information Email Addresses J Phone Book [
| v Cantact Information | Create Phaone Mumber )
Fayrment Book '

Accounts Phone Number Phone Type Primany pate Delete
Freferences 61-02-62626262x3456 Mobile v

To make changes to the phone number details click the ‘pencil icon under the ‘Update’
heading. To delete the phone number click the ‘trashcan’ icon under the ‘Delete’ heading.

My Profile — Payment Book

To manage credit card payment methods, click on the ‘Payment Book’ link.
My Profile Payment Book

Personal Information Add New Payment Method
ation

Card Holder Mame: Type:

j | Jwisa =]

- Mumber: Expiration:
Eref:
references | |D1j|2005j

(Add

» Payrment Book

To add a new credit card enter the ‘Card Holder Name’, select the Card ‘Type’, enter the
‘Number’, and select the month and year ‘Expiration.

Payment Book

Add New Payment Method
Card Halder Name: Type:

|new mastercard |MCA.RD j
Mumber: Expiration:

|05 =] |2005 =]

Click ‘Add’. Validation is performed to make sure the credit card number is a valid card
number for the type of card chosen.

Payment Method
Select a payment method and... | Update § ( Make Primary )
Select Payment Method Details Primary  Delete
) WISA MNumber: soeeeeeest 111
C Credit Card Hamartens Expiration: |__[U1 = I__IEDDEI = v 'ﬂ‘]]]]‘
) MCARD Mumber: wecomoccecTB25
@ Cediiect new mastercard Expiration; IDE vIIEDDE 'I m

To make the credit card the primary card for payment, click the radio button next to the
card and click the ‘Make Primary’ button.

Payment Method
Select a payment method and... @)) | Make F'rimary)
Select Payment Method Details Primary  Delete
; YVISA MU b B romaeetn0
@ Credit Card ria martens Expirati‘ |:|1 2009 v. v m
) MCARD MNurnber. soseocosoen? 625
o Ceditleod new mastercard Expiration: |E|5 v”2E|05 vl m

To update the credit card expiration details, click the radio button next to the card. Select
the new expiration month and year from the dropdown lists, and click the ‘Update’ button.
The Credit card type and numbers cannot be changed. If the credit card is no longer valid

or has been entered incorrectly the card must be deleted and the correct credit card
information entered.
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Payment Method

Select a payment method and... | Update ) | Make Primary )
Select Payment Method Details Primary  Delete
) VISA Mumber: wossssssccsd 111 m
CrailiEer ria martens Expiration: |E|1 vI |2|J[|9 vl ‘
) MCARD Number: woeeessecoy 625
O Crediiea new rastercard Expiration: IDE vI IEDDE vl i mm

To remove a credit card from the list of options, click the radio button next to the card
details and click on the ‘trashcan’ icon under the ‘Delete’ heading.

¥ For some customers this option is not available.

Payment Book
This site does not support credit cards as payment method. Please contact your system
Eersonalinformation | gdministrator
Contact Information
v Payment Book
Accounts
Freferences

My Profile

Email Addresses Phone Book

* Indicates required field .

Create Email Address

* Email Address: [newemailaddress @ga
Delivery Format: & HTML € Text
Primary: [~

Enter a new ‘Email Address’, click the radio button to indicate the ‘Delivery Format’, click
the ‘Primary’ checkbox to indicate if this new email address is to be the primary contact
email address. Click ‘Apply’. To cancel the new entry click on the ‘Cancel’ button.

My Profile — Accounts

To manage multiple accounts, click on the ‘Accounts’ link.
Accounts

My Profile . : —
The primary account will be used as default account at login time.

Persanal Information

Eontactinformation Select an account and ... \ Make Primary )
Select Account Number Account Name Primary
O 1042
O BEOG W

The accounts that have been assigned to you will be displayed. The only change you can
make in this screen is to determine which account is your primary account. To change the
primary account, click on the radio button next to the required Account Number, then click
on the ‘Make Primary’ button.
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When you next log in the primary account will be displayed as the default account in the
‘Welcome’ section of the Home page.

Welcome
Hilde Tfelt
Logout

Wiew Shopping Cart
Mo items

Yiew SavediShared
Carts

Account:
IEEDE 'l

To assign and remove accounts from a user see the section following in this document titled
‘Administration — Contact Management’. A user with the correct permissions will need to
assign accounts to you.

My Profile — Preferences

To maintain the default date, language and express checkout information, click on the
‘Preferences’ link.

My Profile Preferences
Personal Information _J General l Orders
Contact Information r——
T ( Revert Appl
E——— G EiD
P ——_— Date Format

¥ Prefarances | Preferred Format: |317DE(}1999 hd

Email Delivery Language

Preferred Language: IAmerlcan English 'l

Marketing

[T Please send me e-mail about special offers and products.

Select the preferred date format from the dropdown list
Select the preferred email language from the dropdown list. There is only one in the list.
Marketing emails are not enabled at present.

My Profile Preferences

Personal Information _J General l Oriers

Contact Infarmation
Payment Book ([ Revert ) ( Apply
Accounts Date Format

» Preferences Preferred Format:

Email Delivery Language

1999-DEC-31
199912/31

31.DEC14999
1999/DEC
311241999
12/31/1999

Preferred Language]

Marketing
[ Ple

about special offers and products.

(Revert ) (Apply )
Click on the ‘Apply’ button.
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To change the options for Express Checkout click on the ‘Orders’ tab.

My Profile Preferences
Personal Information General d/Orders\t
Contact Information -~ —
e ( Revert ) [ Appl
Payment Book \—) \ﬂ)
AR Order Preferences

= IErEEntES Preferred Shipping Method: | AU - Fioad Freight | 7| required when express checkoutis enabled)

Express Checkout Preferences
Select the checkbox and click ‘Apply' if you warnt to turn on the Express Checkout Preferences.

[T Enable Express Checkaout
Shipping Address

( Change )
For complete instructions on setting up ‘Express Checkout’ see ‘Online Store User Guide
OMO9 - Enable Express Checkout’.

Company Profile — Company Information

To view or maintain the Company Information, click on the ‘Company Profile’ heading, then
click the ‘Company Information’ link.
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If the user does not have administration permissions the Company Information will only be
displayed. The information will not be available for update.

The instructions below are for users who have Administration permissions only.

Organization Information

Campany Profile

Diexail

*® ledicales requined fiald .

* Cugammzalion Mime |.ﬂ|u55|e e ps

p -

Registry IDx 20861

Anniakl Reenus |- I:urrenu;yl-#u*slmllnnﬂl:llul?_l

Year Establishod
Total Employnes

Web Sae |

Enter the required changes to the information and click ‘Apply’. To cancel the changes
click ‘Revert’. The ‘Registry ID’ cannot be changed.

Page 7 of 9



Company Profile — Contact Information

The following information comes from the GA Financials application and is display only in

these screens. For changes to be made to this information contact the Sales Centre for
Geoscience Australia.

B P Contact Information
Cornpary | CEmail Addresses ) | Phone Book  Talex
DUCCE T
Adrninistrators Email

Delivery Format Primary Update Delete

Company Profile Contact Information

Caompany Email Addresses Phone Book l Telex
Infarmation

v Contact Information

Administrators Phone Number

Phone Type Primary Update Delete
Company Profile Contact Information
N
Company Ernail Addresses Phone Book w
Infarmation
} Contact Inforrnation
Adrministrators Telex Number Primary Update Delete

Company Profile — Administrators

Click on the ‘Administrators’ link to show the current users for this customer who have

Administration permissions. For instructions on how to set up users and administrators see the
following section titled ‘Administration — Contact Management’.

Administrators
Hama

Alex Cikzen

Charlie Otizen

Company Profile
LIl
Chris Citzen

Eerry Citzen
Heal Citzen

Email Addross
alexaussismaps.com. au
charlieZaussismaps, com. au
ChrESEaU S5 EMaps. com..au
kerry @ aussismaps. com. au
ekl S S emans. Cam. 2

Administration — Contact Management

To maintain the Company Contact and User Information, click on the ‘Administration’
heading, then click the ‘Contact Management’ link.

/J site: User Management - Microsoft Internet Explorer provided by Geoscience Australia

=101 ]

Eile  Edit wew Favorites Tools Help ﬁ
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Address |@ http:f/ofdev agso.gov.au: 200604 _HTML ibeCZzpGetTemplateFile, jsprtmp=STORE_LM_CONTACT_SUMMARY_D&ibempf=2:0 /\ j @G ‘L\nks

& & Auntratian Covornment -

oy
e L (&) ()
Retailers Stare =

My Profile | Company Profile | Administration
O

Categories: |AH Products jl

(G0 )  advenced Search

Administration Contact Management

P Search for your Company contacts, create contacts, register them and manage their privileges
onta
Mananerment Search

PendTAnaravals Search By: |Cnmav:1 Namejl Go )

" Show only contacts not registered as users

Contacts Summary

Create Contact
Contact Name User Hame Email Address Approval Status Status Update —
Mo search conducted
=
&] [T @8 ocalintranet 7
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If the user does not have administration permissions the ‘Administration’ heading will not be
displayed.

For detailed instructions on how to manage the list of Contacts and Users refer to the ‘Online
Store User Guide OM11 - Create New Users’.

Administration — Pending Approvals

This option is not used in the Geoscience Online Store application and information on this
screen is not relevant to the current method of processing of shopping carts or orders.

/3 site: Pending Approvals - Microsoft Internet Explorer provided by Geoscience Australia =3}
Fille Edit Wiew Favorites Tools Help Mazimize
dapack + = - @ 74 ‘ Qsearch (GFavorites {Media (4 ‘ E-SeE

Address I@ http:ffofdey. agso.gov. au:2006/0A_HTML/ibeCZzpGetTemplateFils jspPtmp=STORE_UM_PENDING_APPROWAL_SUMMARY _Dadbernpf=2:1
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A e IO
Retailers Stare g Logout  Help
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My Frofile | Company Profile | Administration
ategaries |AH Products jl (Go ) Advenced Search
Administration Pendmg Approvals
Ll Search
Manacerment
Pending Approvals, Search By, IRequesler jl Guo )
Request Summary
Select a request and ... Reject Approve )
Select R Date Req Approval Type Request Name
Mo requests pending approval
=l
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