the front of house organisation
online store

Online Ordering Help Guide

Revision 2 - 16/10/2009

We have noticed that a handful of customers have been having problems with the online ordering system.
This document aims to give a step-by-step guide to completing the ordering process successfully and in
particular, completing the transaction through the PayPal website.

All customers should be aware that you do not have to hold a PayPal account in order to pay for goods
and services from the PayPal website. Read this guide for more information.

The guide assumes that a customer has created an account on our website using the Sign Up option and

has successfully logged into their account. From here we have taken screen images of each step to
successfully complete the checkout procedure. In the example, a Rick Wakeman Programme has been
added to the customer s’ basket and we are begin
the link in the top right corner.

Click on a link below to jump to that section:-

We reconmend that any customers having trouble completing their order read this document in its
entirety.

Stage 1 ¢ Entering your delivery address and choosing shipping options.

Stage 2 ¢ Confirming your billing address and adding any additional comments.

Stage 3 ¢ Check and confirm order details before proceeding to PayPal.

Stage 4 ¢ How to make a payment if you do not hold a PayPal account.

Stage 5 ¢ Payment using an existing PayPal account.
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Stage 1 ¢ Entering your delivery address and choosing shipping options.

Delivery Information

Shipping Address

Please choose from your address book where you would like the items to be delivered to. Shipping Address:  Jonathan Garnham

B9E Wilmslow Road
@ Ghange Address ]\J> Manchester, Lancashire
M20 5PG

United Kingdom

Shipping Method - (***PLEASE CONTACT US AT OMLINE_STORE@FRONTOFHOUSEORG.CO.UK IF NO SHIPPING OPTIONS APPEAR BELOW. PLEASE STATE THE COUNTRY YOU ARE TRYING TO HAVE YOUR
GOODS DELIVERED TO.***)

This is currently the only shipping method available to use on this order.
UK Domestic Shipping (| Kgs)
Royal Mail 1st Class £2 86

Add Comments About Your Order

Continue Checkout Procedure

Payment will be processed by PayPal. ***IMPORTANT: All customers must pay using PayPal. It is 100% secure and you do not have to have a PayPal Account in m
order to complete payment. Please click Continue to proceed.

Delivery Information Fayment Information Confirmation Finished

The page above wildl be displayed once the cust ¢
site. The Checkout link is located in the top right corner within the thin grey horizontal bar.

From this page, the customer s’ default shipping
will be displayed in the top right hand corner (in the example the address is blurred) and selected by
default. You can change the delivery address simply by clicking the Change Address button and adding a

new address to your Address Book. When you return to this page you will then have the option to choose

from your original address or the new one just entered. You may have up to 5 addresses in your address

book. Once a new address is entered, it will remain available for any future orders.

If you are a UK customer then the delivery option will automatically select UK & Ireland shipping. Do not
select Worldwide Shipping if you are a UK customer. If you are an international customer, Worldwide
Shipping will automatically be selected and will be the only option.

Press Continue to proceed to your payment information.
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Stage 2 ¢ Confirming your billing address and adding any additional comments.

Payment Information

Billing Address
Please choose from your address book where you would like the invoice to be sent to. Billing Address:  lonathan Garnham
! 898 Wilmslow Road
@ Chanue Address Manchester, Lancashire

M20 5PG
United Kingdom

Payment Method

PayPal is the only payment method available. Once you confirm your arder, you will be forwarded to PayPal in order to complete payment. You do not need to already have or
create a PayPal account to pay but you still need to use the PayPal website. If you are unfamiliar with PayPal, click here for our step by step instructions to guide you through the
payment process.

PayPal (including Credit Cards and Debit Cards)

Add Comments About Your Order

Continue Checkout Procedure m
Please click the Continue button to review your order before submitting it and continuing to payment.

>

Delivery Information Payment Information Confirmation Finizhed

In Stage 2 please choose your billing address. Your default billing address will be the one you entered upon
registering for the site. If you wish to choose an alternative billing address, you can add one to your
address book by clicking “Change Address’ and e
as an option upon your return to this page.

Note: You must enter the billing address at which your card is registered. If you hold a PayPal account, you
must make sure your address matches your PayPal registered billing address.

The default payment method is PayPal. PayPal is the only payment method as users can pay via this
method whether or not they hold an actual PayPal account. See later for further instructions.

|l f you wish to add a comment to the order then

Unf ortunately we cannot action any hc ammmdn tdso orr € ¢
not in control of the postal services.

Click Continue to proceed to the order confirmation page.
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Stage 3 ¢ Check and confirm order details before proceeding to PayPal

Order Confirmation - Click Confirm Order below to be forwarded to PayPal.

Delivery Address Products Tax Info Total
lonathan Garnham 1x Elaine Paige Live CD 15% £12.00
RYSMily=Towjkoad 1x Rick Wakeman Six Wives of Henry Vi1 Official Programme 0% £10.00
Manchester, Lancashire

M20 5PG

United Kingdom

Shipping Method

UK Domestic Shipping | Kgs)Royal Mail 1st Class
Billing Information

Billing Address Sub-Total: £22.00
Jonathan Garnham UK Domestic Shipping [ Kgs)Royal Mail 1st Class: £2.86

898 Wilmslow Road

Manchester, Lancashire i
M20 5PG Total: £24.86

Tax included in product price.: £1.94

United Kingdom
Payment Method
PayPal (including Credit Cards and Debit Cards)

>

elivery Information Payment Information Confirmation Finizhed

At the order confirmation page (above) you may review your order and check details before you proceed
to final payment. Click edit on any of the sections in order to change the details. Please do not click edit on
the Payment Method as no other payment method is available.

Please note once again that you do not have to have a PayPal account in order to pay.

Once you click Confirm Order you will be forwar
powered by PayPal.
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Stage 4 ¢ How to make a payment if you do not hold a PayPal account.

Once you have clicked Confirm Order on the Order Confirmation page, you will be forwarded to the page
below.

The Front of House Organisation

Front of House Organisation Online Store Total with postage: £13.30 GBP
PayPal. Safer. Simpler. Smarter. PayPal {3 secure Payments

PayPal securely processes payments for The Front of House Organisation. You can finish paying in a
few clicks.

Why use PayPal?

- Pay without revealing your debit or credit card numbers, or your bank
account details. LOG INTO PAYPAL
- Speed through checkout, There’s no need to enter your address Email address:  |gnline Sto,e@fmmoﬂ,ouseo,g:
details. = =
Password:
Don't have a PayPal account?
Use your credit card or bank account (where available). Continue M
=
.m.g ----- VISA
\"SA = =E@ L:nm Forgotten your email address or
passweord?

Cancel and return to The Front of House Organisation.

If youdo notholdaPayPalaccount , ignore the *"LOG I N TO PAYP,
the “Continue’ | i orddit cprdilegds. THsls avhere pedple ssemvtcahave toouble and

it is because PayPal do not make the link very obvious. At this stage you can also cancel before payment

and return to the Order Confirmati on qgntaof lRousd y
Organi sation’ I i nk. I f you do t hi s —3agaéandnetorning c a n
to PayPal.

Please see the next page for details of how to enter your credit/debit card details and pay.
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The Front of House Organisation

Front of House Organisation Online Store Total with postage: £13.30 GBP
Pay with Credit Card or Log In PayPal ) secure Payments

Learn more about PayPal - the safer, easier way to pay.

Enter your billing information Already have a PayPal account?

Country: United Kingdom ¥

FirstName : Example ' Please log in

Last Name: [User ' Email address:

= 3 |online_store@frontofhouseorg.co

Payment Type Select Card = : = = =
Password:

Billing Address Line 1: 1898 Wilmslow Road ' L

Billing Address Line 2: j ' Loadn

{(optional) ' ) L]

TowniCity: ‘Manc-h.e_sFer

. Forgotten your email address or
County: hd password?
Postcode: M20 5PG

Home Telephone:

Email:

Review Order and Continue

Cancel and return to The Front of House Organisation.

The above page will appear once you choose continue from the previous PayPal page. From here, your
address details should automatically fill in. If there are any lines of your address missing, please fill them in
before Continuing.

From the Payment Type drop down menu, choose your card type and fill in the fields which will then
appear.

Once all details are complete and fully filled in, please click Review Order and Continue.

Please see the next page for the next step in confirming your order...
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The Front of House Organisation

Thank you for your payment

Congratulations - your payment was sent. You have successfully paid for this transaction.

Transaction ID:
The payment for your purchase from The Front of House Organisation has been completed.

Keep this Receipt ID and contact information in case you need to contact the merchant or PayPal.
PayPal has alsc emailed a receipt of this transaction to you.

The Front of House Organisation
online_store@frontofhouseorg.co.uk
01619282233

Go to PayPal Account Overview

Return to The Front of House Organisation

View Printable Receipt

PayPal. Safer. Simpler. Smarter
For mere information, see our Privacy Policy, User Agreement and Service Description

PayPal

Eﬁ Secure Payments

The page above confirms payment of your order. You can then click Return to The Front of House
Organisation to return to our site and see the final page below. This completes your order and the
payment process. You will then receive notification by email from PayPal and FOHO Store. We will also

notify you by email when your order is dispatched.

Your Order Has Been Processed!

Your order has been successfully processed! Your products will arrive at their destination within 2-5 working days.
Please notify me of updates to the products | have selected below:
[T Rick Wakeman Six Wives of Henry VIl Official Programme

Thanks for shopping with us online!

This completes the order process for non-PayPal account holders.

The next page concerns customers who already hold a PayPal account.

>

Finished!
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Stage 5 ¢ Payment using an existing PayPal account

The Front of House Organisation

' Front of House Organisation Online Store Total with postage: £13.30 GBP |
\ ~ |
PayPal. Safer. Simpler. Smarter. PayPal © secure Payments

PayPal securely processes payments for The Front of House Organisation. You can finish paying in a
few clicks.

Why use PayPal?

- Pay without revealing your debit or credit card numbers, or your bank

account details. LOG IN TO PAYPAL

- Speed through checkout. There’s no need to enter your address Email address: lonline store@frontofnouseorii
details. = =
Password: [
Don't have a PayPal account?
Use your credit card or bank account (where available). Continue _L‘M"_J
e ) i | VISA
V'SA = ﬂg l-gm Forgotten your email address or
password?

Cancel and return to The Front of House Organisation.

Having continued from the Front of House Organisation Order Confirmation page, you will see the page
above. Simply use your PayPal email address and password to login to PayPal and you will then see the
screen below. Simply click Pay Now to complete the payment. Ensure your address for PayPal matches the
address entered at FOHO Store as your billing address.

The Front of House Organisation

Review your payment PayPal () secure Payments

Ifthe information below is correct, please click Pay Now to complete your payment.

Learn more about how PayPal withdraws funds.

Description Unit Price Quantity Amount
Front of House Organisation Online Store £10.00 1 £10.00

Item total: £10.00
Postage and packing: £3.30

Total: £13.30 GBP
Enter qift voucher. reward. or discount

Pay Now

Switch/Maestro JOX-I0UX-0KX-0244 £13.30 GBP

Payment Method:;

his credit card transaction will appear on vour bill as "FOHC
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The Front of House Organisation

Thank you for your payment PayPal () secure Payments

Congratulations - your payment was sent. You have successfully paid for this transaction.

Transaction ID:
The payment for your purchase from The Front of House Organisation has been completed.

Keep this Receipt ID and contact information in case you need to contact the merchant or PayPal.
PayPal has alsc emailed a receipt of this transaction to you.

The Front of House Organisation
online_store@frontofhouseorg.co.uk
01619282233

Go to PayPal Account Overview

Return to The Front of House Organisation

View Printable Receipt

PayPal. Safer. Simpler. Smarter
For mere information, see our Privacy Policy, User Agreement and Service Description

The page above confirms payment of your order. You can then click Return to The Front of House
Organisation to return to our site and see the final page below. This completes your order and the
payment process. You will then receive notification by email from PayPal and FOHO Store. We will also
notify you by email when your order is dispatched.

Your Order Has Been Processed!

Your order has been successfully processed! Your products will arrive at their destination within 2-5 working days.
Piease notify me of updates to the products | have selected below:
B Rick Wakeman Six Wives of Henry VIII Official Programme

Thanks for shopping with us online!

>

Delivery Informatior Payment Informatior Confirmatio Finished!

This completes the order process for PayPal account holders.

Please note the information in this guide is accurate to the best of our knowledge but we cannot be he
responsible for any inaccuracies there may be.
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