15600 NE 8TH  SUITE 1993
BELLEVUE, WA 98008

TEL: 206-547-1411
NETWORKS# FAX: 866-897-7572

Drop Shipper Order Processing

v050404

Purpose:
This document is for Feel Good Networks drop shipping clients. This document
will take you through all the steps to fulfill an order using the FGN Storefronts
web interface.
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Receiving E-Mail Order Alerts

When an order is placed you will receive this email below.

From: CollegeGear.com To:
Subject: CollegeGear,com ORDER ALERT!

You have recerved an order at your CollegeGear.com Store!

Company:
Store:
Order ID:
Total:

chck here to view order

= working Online

S

Click “click here to view order”
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Order Details Page

The Order Details page will appear like the one below. The Order Details page will have
Bill to and Ship to information along with an email and phone to contact the customer.

Please Note — On each invoice you will see that the customers credit card information is
displayed. Please DO NOT use this credit card information. Our Feel Goood Networks staff
will provide you with our company credit card in which you will be charging Feel Good
Networks the wholesale cost of the item(s) on a monthly or bi-monthly basis. Furthermore,
if your company offers UPS 3rd party shipping please contact info@FeelGoodNetworks.com
and they will provide you with our UPS account number.
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Printed Invoice

To print to the invoice go to the bottom of the Order Details page and select “Standard
Invoice” or “Gift Invoice”. After you print the invoice, you can use them as your pull and pack
ticket if you choose. (The difference between the two types of invoices is, the Gift Invoice
does not include credit card info and prices.)

Sample Standard Invoice:
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Order Inbox

All orders placed can be viewed in the Order Inbox, (below) to get to the order inbox click
“Order Inbox” under Manage Orders section.

An item highlighted in yellow (above) is new, once we have captured the payment we
change it from yellow to white by clicking the “X*“ under “N”, the result is what you see in the
image below.
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The Order Inbox is a good place to manage orders and keep track of all orders. Most drop
shippers like to click the red box “X” below the “P” which means printed to keep track of
orders that have been packaged and ready to ship.

Order Inbox Tools

Backorder Items: To place an item on backorder, click the blue “BO” button on the right.
An e-mail will be automatically sent to the customer notifying them of the backorder.

Cancel Items: To cancel an item (not order), click the Red “X” button on the left. An e-mail
will be automatically sent to the customer notifying them of the cancellation.

For example if they are 10 items and you only have 7 you can cancel or place the item(s)
on backorder individually.

Please use these tools we have created.
(These tools help keep the customers happily informed.)
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Shipping Information: Once the “flagged as shipped” button is pressed below it sends a
confirmation e-mail and tracking information, if you include it in the fields provided.

Again, please use these tools we have created.

(This will cut down on customer service e-mails and most importantly
keep your customers happily informed.)

Please Note: CollegeGear.com will supply you with CG Buyers Guides and free promotions
such as t-shirts, mousepads, etc. Please place one CG Buyers Guide and one promotion
in all outgoing shipments. These promotions are for your company and friends as well, so
feel free to pass them out at the office. If you run out of any promotions please send an e-
mail request to service@collegegear.com and we will send you more.

Order Notes: This is a good place to record information, for instance, if an item is canceled
and refunded. Simply fill in the fields and click on the “Add Note” button.
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Manage Orders

Search: A good way of looking up customers orders is by using the “Search” tool under
“Manage Orders”. You can select there last name, email address or Order Detail number.
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