Coventry Group Ltd

1IStore User
Guide

Introduction

The CGL iStore gives you the customer, the
opportunity to order from an extensive catalogue
of nearly 100,000 items 24hrs a day, 7 days a
week and all at the tips of your fingers.

This user guide was designed to enable you to
take full advantage of the tools the iStore offers.
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Getting Started

Once you have a trading account with CGL
getting started with the iStore is quick and easy

Apply for iStore Registration

To apply for iStore use, simply follow the steps below.
1. Contact your local CGL branch to obtain your Registry ID

This is a security check to ensure your business only has iStore users
you give permission to

2. Access the iStore online login page at
http://online.coventrys.com.au

Click the New User Registration link and complete the form with your
details

Register as a user of an existing company
* Indicates requirad field
Business Information

* Registry ID- 5555
Personal Information

* First Mame: |John
Middle MName:
* Last Name |Smith

* Email Address: || smith@myemail.com

Business Phone Mumber { 08 b 9555 555 Ext. [5555
Personal Phane Mumber: ( b Ext.
Fax Mumber { 0a i 95A5 RAES Ext. |5555

* User NameJOHNS

#* Password|esssssss

* Confirm Pagssword: evesesse

(atleast 8 characters long)
Please send me e-mail about special offers and products:

3. Click the Submit buttonwh e n y o u éandey oruedandty

4. Within short time you will receive an email notifying you that your
registration has been setup by our team and is ready to use

@ Port Hedland
@ Karratha

e Wanneroo

+Malaga

#Morley Midland
#0sborne Park

s« eBelmont

"\ skewdale
f #Welshpool

*Myaree
/ ey «Canning Vale,
@ Geraldton j eOtbiatacey eKel ott
“#Rockingham
® edin.l(algoodie
perth @ #Northam
.xaﬁndurag'l
arrogin
unbury )Emtfxnce
- 'Mf)'any

@Berri

#Edwardstown @ Mount Gambier

#Lonsdale

Branch Locator

CGL has over 30 branches across WA and SA, so
finding a branch near you is only a click away

http://www.coventrys.com.au/coventry/html/automotivefindbusiness.html


http://online.coventrys.com.au/

Login for the First Time 5. Repeat steps 3-4 for the Bill to address

Third Party Billing?
If your bill to address is a third party such as Capricorn then follow the
steps below for assigning your default Bill to address.

Once you receive your notification of a successful registration you can log in
and set your default ship and bill to addresses.

Setting these default addresses means you can proceed through checkout

without the need to enter this information every time you order on iStore. Search and Select: Bill to Customer
1. Access the iStore online login page and enter the User Name and Search
Password you chose during registration CustomerName: [ ]
@& Organization
Click the Login button to proceed to the main iStore page © Person
Customer Account Number:
2. Click (1) Profile > (2) Preferences > (3) Orders Go)
. . . Results
This page is where you will set your default addresses
Select Customer Name Account Number

Direct tem Ent s Profie Logout

Vehicle Application Guide ) Complete Product List )/ Truck & Trailer
My Profile | Company Profile

Categories | AllProducts ¥| [ G0) adanced seare Enter the bill to address as 57_690302 for Coventrys WA customers
OR 59_189602 for Motor Traders SA customers. Then click the Go

Mo search conducted

My Profile Preferences button.
erso ] ] General Orders e
co on Revert ) ( Apply : i
Payment Bon Order Proferences (Bomt) Cooely) 6. After setting your default addresses make sure you click the Apply
button otherwise your changes wont be saved (5)
Shipping Address

Billing Address

-0

Change )

Revert ) (Apply ) e

3. To set your default Shipping Address click the Change button next to
it (4)

Payment Option

4. Select the radio button with the address that has your User Name next
to it. Then click the Select button to confirm the change

Select Customer Contact Address Primary A#ﬂ;ss
Oaklands Rd

© [EwToLoerENE S v s
5048
AUSTRALIA



Using the iStore

Looking Around

The iStore catalogue is browsed through a number of navigation links designed
to allow you to hone in on specific items for specific vehicles.

Below shows you the different areas you can navigate the catalogue from

(shaded green). Any of the navigation areas can be used, whichever is most
comfortable for you.

Direct fem Entry Cart Orders Profie Logout

Vehicle YT XET N Product Category & Keywords Guids iswm.ey Product Catalogues: iTmck | Trailer Product Guide i

Categories| All Products “| G0)  Advanced Search
Vehicle Application Guide 2

Browse Welcome
Vehicle GORDONHO
Application Guide Logout

— + Audi * BV

Bl View Shopping Cart

Chrysler : Ing Noitems

Jeep + Chrysler - Incl Jeep « Dagwoo / SSangyong

View Saved/Shared
SSanu « Cireen p Jie Cato
Citroen
Sree * Eunosg Tord

View Shopping Lists

The example to the left shows you how using
Browse the navigation allows you to find specific items
o for specific vehicles easily and without the
w ] ) clutter of an entire catalogue to sift through.
Application Guide
Ford

Capri
SA . 7/80 - 2192
Accessories
incl Seat Belts
Bonnet

Protector

Supplier Catalogues

The top section of iStore as shown on the image below, allows you to browse
different catalogues including available supplier catalogues that can
conveniently be ordered through iStore.

VL TR NG T [T eI e Product Category & Keywords Guide |2 Supplier Product Catalogues

Your Shopping Cart i How to Create An Order

On iStore you have a Shopping Cart that you use to add all the items you want
to order.

1. Use the navigation to find an item you want to purchase

2. Tick the box found next to the items you want to purchase

LF3313
Filter Lube

Cummins Filtration is the industry leader in filtration technologies for the petrol, diesel and gas
markets. Cummins Filtration offers dependability and reliability beyond OEM specifications and
customer requirements.

3. When you have finished click the Add to Cart button. Your cart will
then display with the items you selected

Features of the Shopping Cart

Your Shopping Cart

Time Zone (GMT+10:00/+11:00) Sydney

Continue Shnppmg) ( Checknut)

[ tems | check svailznilty

Save Carl) Share Carl) Save To Llst)

@ vour Stare cart expiras an 23-07-2009. Please save this cartif you intend to use it beyond this date

Delete Part Number Item UomM Quantity Unit Price Total Price
M Lrasts Filter Lube Each Het 112 Het 1112
Met 9.80 MNet: 9.80
Delete Cart ) Sub-Total: 9.80
Shipping and Handling: 0.00
TAXABLE GST(Rate: 10%): 0.98

( Recalculate ) Total: 10.78

( Continue Shopping) ( Checkout)

A. You can change the quantity of items from the shopping cart

B. You can delete lines from the shopping cart by clicking the bin icon
next to it

C. The Recalculate button refreshes all the totals if you have made any
changes

D. Click the Continue Shopping button if you want to go back to the
catalogue for additional items



Using the iStore

Checkout i Placing the Order

Once you are satisfied with your order and wish to progress it to get picked and
despatched i you will need to proceed to check out.

The checkout process is a simple reviewal to ensure all the details are correct.
1. From your Shopping Cart click the Checkout button

2. If you require a Purchase Order (PO) Number to be entered for your
order you can do it at this screen (A)

3. If you are happy with all the details click the Place Order button found
at the top and bottom of the form. (B)

Checkout: Review and Place Order

Time Zone (GMT+10:00/+11:00)Sydney
Place Order
Part Number Item UoM Quantity Unit Price otal Price
List 75.04 List 75.04
-25 CON ROD BRG SET 1 X
2B8010-2 M RS Each Net 2415 et 2416
PO Number Sub-Total 2415
Shipping and Handling: 0.00
TAXABLE GST(Rate: 10%) 242

Recalculate ) Total: 26.58
Customer Information
Customer. CARBITZ WANGARA
Carbitz1 Carbitz1

93091992
howardc@carbitz com.au

Shipping Information Payment And Billing Information

Add or Modify information ) Add or Modify information )
Ship To: Carbitz1 Carbitz1 Bill To: Carbitz1 Carbitz1
CARBITZ WANGARA CARBITZ WANGARA
45 Princhville Dr 45 PRINDIVILLE DR
WANGARA VANGARA
WA
6065 6065
Australia Australia
Shipping Method: Payment Type: Invoice
Request Date Purchase Order No.

Shipping Instructions
Packing Instructions:

aplace Order )

Checkout i Change your Shipping Information

If you require a change in shipping details click the Add or Modify Information
button found in the Shipping Information space.

Checkout: Shipping Information
Time Zone (GMT+10:001+11:00) Sy dney

(_Save Cant ) [ Shara Carl } ([ Contmus Chackout )

Shipping Method

LIS AT Ajr i Bag Cwemight |
Ship To
Cusiamer. ADELAIDE 4%4 WRECKERS "11D0

Coace PAULTERE Click the Change button GELT
FEESHRRMBLELCOMALL 6 deliver the order to a
specific address Change )

Addiess. THIS IS ATEST
AARAS,
BESEBS

34
5000

Australia

Enter Shipping &
Packing instructions
as/if required

Shipping Instructions
Regues: Date | |

Shipping Instruclions

‘;/l

Facking Instructions

( Save Cant ) ( Shars Cart ) | Continue Checkout )

Click Continue

Wehicle A, on Gudn | Truck & Tater | Complete Product | i
Sars f Qrdor | Beafil o Checkout to continue




Using the iStore

Checkout i Change your Billing & Third Party
Information

If you require a change in billing details or wish to enter third party details click
the Add or Modify Information button found in the Billing Information space.

1. If you have a Third Party to delivery to, follow the instructions below
otherwise click the Continue Checkout button

Checkout: Payment And Billing Information

Payment Information

& Irvnice

THIRD PARTY
DELIVERY

IF you bave a purchaze arder, please emer Purchase Order Murnber

Bill To
Customar ADELAIDE 4X4 WRECKERS *01D If delivery toa third
party and unpriced

invoicesare required

Cantact: PALL TEST

P BEENHAMBSCGL COM AL

click theTorchbutton
Ad THIS 15 ATEST . .
vt in the Additional
i Information section.
G000
Australia
Additional Information . .
Plazsa il in the felinwing fislds Continue Checkout if
* Indicates required fiekds third party is not
Coraext Vahia & needed

Selac Corfed Value and dick 'Go' fo show relevant figlds

—
Save Cant ) [ Shars Can ) | Continue Checkout )

Select a Context Value Click the Unpriced

Invoice Details link

Value ; _‘!3

Display Dascriplion

Linpricad invpice Details mpnced branice Dalails

First Previows §-1lafll MNexr| Last

Additional Information
Pleaze fll in the fellewing fizlde
* Iadicates required felds
Caontext Vales |Unpriced Imoice Detailz

Select Conlest Walue and click VGo' bo shew relevand fields
Famber of Unpriced Invaices :i
Ship Ta Addmress Linel
Ship-To Address Line 2
Ehip-Te Addrass Line 3
Ship-To Subui |
Ehig-Ta Slale |¢{

Ship-To Postcode

Save Can ) ( Shars Can ) | Continue Checkaun )

2. Once these details have been confirmed, you will have a final time to
review the order. If you are happy with this then click the Place Order
button.

10



Using the iStore T Advanced

Saving Shopping Carts

Multiple shopping carts can be created and saved if the creation of the order builds over
days or weeks. This allows for a greater level of control over your orders.

1. Add an item to a shopping cart as hormal
2. Click the Save Cart button (A)

Your Shopping Cart
Time Zone (GMT+10:00/+11:00) Sydney

Continue Shnppmg) Checkout )

_J Items l Check Availability

e' Save Cart) ( Share Cart) ( Save To L\st)
& Your Store cart expires on 25-07-2009. Please save this cart if you intend to use it beyond this dal

Delete Part Number Item uom Quantity Unit Price Total Price
. List: 204.39 List 204.39
Klippan Seat Belt
i} K5304 Klippan Seat Belt Bach 1| Mot Beon et 5402
( Delete Cart ) Sub-Total 8482
Shipping and Handling: 0.00
TAXABLE GST(Rate: 10%): 8.48

{ Recalculate Total: 93.30

Continue Shopping ) ( Checkout )

3. Save the cart as whatever you find meaningful e.g. A purchase order
number, then click the Apply button

Save Cart
* Indicates required fisld (_Cancel ) ( AF’P‘Y)
You can save items to buy later. Please enter cart name and click "Apply’
. Cancel ) ( Apply )

4. Confirmation of your new saved cart will then display. Click the
Continue Shopping button to go back to the catalogue

11

Retrieve a Saved Shopping Cart

Now that you have saved a shopping cart you are free to come back and work on it days
or even weeks at a time i then place the order only when you are ready.

1. From the main navigation screen click on View

A

ME TS Saved / Shared Carts from the Welcome menu to
NXNNHK the right

Logout

view Shopping Cart 2. Click the cart name you want to view or update (B)

Total: 93.30
My Carts
View Saved/Shared Time Zene (GMT+10:00/+11:00) Sydney
Carts £Hindicates your current cart
Saved Carts
Click on a cart name to view the details
'-\,-'ie-v\,- S h s} DDI n g LIStS me Created Date Expiration Date
can1 &% 25-06-2009 23-00-2009
Account: Shared C;

Click on a cart name to view the details

A 00K Carts Shared With You

Cart Name Created Date Expiration Date Shared By Role
‘You do nothave carts shared with you.
Carts Shared By You

Cart Name Created Date Expiration Date
'You do not have carts shared by you

3. Click the Update Cart button to edit the order (C)

Saved Cart Details: Cart1
Time Zone (GMT+10:00/+11:00)Sydney

Delete Cart) ( Share Can) ( Checkout)

Cart Information

o Update Cart )

Part Number Item uom Quantity Unit Price Total Price
List: 204.39 List 204.32

Klippan seatBell

K&304 Klippan Seat Belt Each 1 Net 8482 Net 8482
Sub-Total: 8482
Shipping and Handling: 0.00
TAXABLE GST(Rate: 10%): g.48
Total: 93.30

4. You can then add to that cart as you normally would for any other order

12



Using the iStore T Advanced

Direct Item Entry

The Direct Item Entry is a tool that allows you to enter items and quantities directly into
your shopping cart, bypassing the need to navigate through the various catalogues to find
what you want.

1. Open the Direct Item Entry form found at the top right hand corner (A)

o Direct tem Entry Cart Orders Profile Logout

Quick Reference & Keyword Guide | Supplier Product Catalogues  Product By Category | Truck / Trailer Product Guide

2. Enter the items and quantities you wish to order

Direct Item Entry

@ Tip: If you want to know the primary ‘Unit of Measure’ and ltem Name' for the part numbers that you enter, please click Fill Details” button. \ m )
Select ltem(s) and... Delete ) Fill Details ) Add to Cant )
Select All | Select None
Inventory Part Number UOM Quantity Selectltem Name Branch Qty Avail  Unit Price Total Price
w

3. Click the Fill Details button when you are finished. This will validate
the item numbers

4.  Aline with a cross next to it means that the item number does not

exist in the system and must either be corrected or removed

¢ Ling 1: Invalid ltam number or tem not set up for purchase through this store.

& Tip: If you want to know the primary "Unit of Measure’ and ‘ltem Mame’ for the part number

Select ltem(s) and...

Select All | Select Mone
Inventory Part Number UOM Quantity Select ltem Name

®

13

After making any adjustments make sure you click the Fill Details
button again to ensure everything is correct

If you are happy with the items and quantities click the Add to Cart
button to transfer all the lines and quantities into the Shopping Cart

14



Upload Your Own Order Files to iStore

There are times when you might have a predefined list of items you need to purchase, but
dondét have the time to call a sales person or

With the Direct Entry Upload facility, you can take a file from your computer and upload it
into a shopping cart with a few simple clicks.

1. Open the Direct Item Entry form

2. Click the Upload button (A)

Direct bem Entry Cart Orders Profie Logout

Vahicle Application Guide }/ Truck & Trailer |/ Complete Product List

Shopping Cart | My Shopping Lists | My Carts | Direct ltem Entry

Categories{ All Products | | G0)  advanced sea

Direct Item Entry

@ Tip: f you want to know the primary ‘Unit of Measure’ and ‘ftem Mame' for the part numbers that you enter, please dlick Fill Details' button. Upload )
Select ltem(s) and... Delete )} Fill Det "Add to Cart )

3. Click the Browse button on the next screen

4. Locate and double click the file you want to upload from your
computer

5. Click the Apply button

6. iStore will then validate each line and place a cross next to each item
that is invalid. These items do not exist in the iStore catalogue.

7. These invalid lines must be corrected before proceeding

8. Once corrected click the Fill Details button, if all is valid then click the
Add to Cart button

15

IMPORTANT! READ BEFORE UPLOADING FILES

The upload file type must be in a comma de-limited (.CSV) format e.g. myfile.csv
and in the same order as the Direct Iltem Entry form. The maximum number of
rows should not exceed 100 items

The file format must be set out as follows, with the first column having the same
exact headings:

INV_NUM UOM QTY
CK283 Ea 1
DB388PF Ea 1

The UOM will always be Ea i the system will not accept EA, ea etc.

16



Using the iStore T Advanced

Tracking Your Order View Invoice Details
Once you have placed an order on iStore, you can track its progress throughout the day In addition to tracking your order, iStore also gives you the ability to view the details of the
from your order being sent to us to pick (Booked) to being shipped (Closed). invoice i and those historically created up to a period of 90 days.

. . . . 1. Click the Order link at the top right hand corner of the iStore webpage
1. Click the Order link at the top right hand corner of the iStore webpage
(A) 2. Click the Invoices link

) ) 3. You will then be presented with a criteria form, so you get better pin
Direct tem Entry Orders Profile Logout point your invoice i this works exactly the same as the Track Orders

form.

roduct Catalogues |¢ Product Category & Keywords Guide | Truck / Trailer Product Guide 4. Click the Go button when you are ready to begin the search

Invoices

) Advanced Search Time Zone (GMT+10:00/+11:00)Sydney

Please note that invoices for an order are generated only after fulfillment. To search invoices by dates. please use the
calendar to enter them or type in dates in the format: 31.12.1999.

2. You will then be presented with a criteria form, so you get better pin Imvoices in last. (Go)
point your order P
Invoices between: I:l And I:l ( Go )
E 9 | =)

Track Orders

Time Zone (GMT+10:00/+11:00)Sydney
Below is a list of your orders. Click on the order number to view the order details. To search orders by dates, please Results - ) ) -
Click the invoice link to
umber

use the calendar to enter them or type in dates in the format: 31.12.1999.
Invoice Invoice T view the details Applied Payment

Orders in last- Go ) Number Date Amount Details
ms 7.37
- 64155805 15.06.2008  Invoice Tax 0.74 8.11/31.07.2006
Search By: |Order Murnber V| |i5 v| | | [ Go)
Invoice Details for Invoice Number 64155865

Time Zone (GMT+10:00/+11:00) Sydney
Invice Number: 64155865
Invoice Date: 15.06.2006

You can fill in a date range or an order number. When you have pae
entered your search criteria click the Go button (B) Orginal Amount 811
54156119 15.06.20068  Invol Armount Due. 811
Due Date: 31.07 2006
PO Number:

Example: —
Search By |OrderNumher Vl |is Vl |12345l3| | &)e

Tip: When searching by date and time click the calendar button to select your
Criteria (C)

Line Number Description Quantity Selling Price Total Type
1 Filter Lube Spin-0n Ford Chr 1 7.37 7.37 Line
1 1 0.74 Tax

17 18



Using the iStore T Advanced

Reset Your Password

If you forget your password or user name iStore has the utilities that enable you retrieve
this information and send it to your email.

1. Atthe iStore login page click the Forgot your Username/Password
information? link

2. Enter your user name OR email address you registered with then click
the Email My Password button

Login and Password Assistance

To keep your information private, we will reset the password and send your Login information to the email address in your profile. Please enter the
user name ar email address below.

Ernail My Passward )

If you need additional help regarding your login information, feel free to send email to sericedesk@cgl.com.au. We will be happy to assist you

3. Enter your user name OR email address you registered with then click
the Email My Password button

4. The iStore Customer will be sent an email within minutes with User
Name and new password.

5. Customers once logon using the new Password can then change the
Password via iStore profile.

O
Confirmation

Thank youWe have reset your password and mailed your User Name and Password to:p.beenham@cgl.com.au
Once you have received your User Mame and Password, try logaing in again. In the mean time, feel free to shop for the products and
services you need - add them to your Shopping Cart, then Checkout after you login

( Continue Shopping )

19

ATTENTION: FORGOTTEN PASSWORDS
For privacy purposes, if you forget your password and use this utility; it will be
reset. Your username and reset password will then be sent to your profiles email
address.

Passwords will not be displayed on iStore.

20



