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User Guide

1. Overview

As its name suggests, Magento 2 Sales Rep extension (https:/bsscommerce.com/magento-2-sales-rep-extension.html) allows creating a team of sales
representatives to keep in touch with specific customers in terms of orders and quotes.

Keep scrolling down to figure out how our solution works, especially for the B2B business.

2. How Does It Work?
General
Enable | .o ‘ . ‘
[global]
Version 1.0.0
Sales Rep Email Config
Email S,er?fie_f ‘ Sales Representative ‘ v
[store view] |

Send Email Copy to

e ‘ johndoe.salesrep@abc.com ‘

Separate multiple emails with a comma

Assign Sales Rep to Customer
[store V]

‘ Assign 5ales Rep to Customer (Default) ‘ v

Email template chosen based on theme fallback when "Default” option is selected.

Unassign Sales Rep to Customer

B ‘ Unassign Sales Rep to Customer (Default) ‘ s ‘

Email template chosen based on theme fallback when "Default” option is selected.

Enable Sales Rep and Set up email notifications
Please go to Stores => Configurations => Sales Rep.
First off, set Enable to Yes so that the store admin can start creating new sales representatives per customer.
In the Sales Rep Email Config:
¢ Email Sender: Pick up a sender you have created in advance.
¢ Send Email Copy to: Enter multiple emails separated by a comma. We suggest sending email copies of "Assign Sales Rep to Customer" and "Unassign Sales
Rep to Customer" emails to your sales rep so that they can get updated in real-time.

* Assign Sales Rep to Customer: Choose an available template, for example, our built-in "Assign Sales Rep to Customer (Default)" template.
¢ Unassign Sales Rep to Customer: Choose an available template, for example, our built-in "Unassign Sales Rep to Customer (Default)" template.

2.1. Create roles of Sales Rep
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ROIES Q ﬂ X admin ~

Add New Role
Reset Filter 20 ‘ v ‘ per page 4 of 1 >

D 1 | Role

1 Assistant Buyar

3 Senior Buyer
10 Sales Rep
11 Admin Sales Rep

Create the roles of sales rep

When this extension is installed completely, there are NO created roles of the admin sales rep and sales rep. Hence, the admin needs to create the new role first
before assigning a user as a sales rep.

Follow the below guide:
Navigate to Systems => Permissions => User Roles.

Simply put, choose Add New Role.
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Admin Sales Rep

ROLE INFORMATION

Role Info

Role Resources

Role Users

Add the new role of Sales rep

Under Role Information:

¢ Role Name: Enter a role for easy management

Print Article

Role Information

Q ﬂ A admin ~

Role Name = | Admin Sales Rep

Sales Rep Role Admin Sales Rep ‘ >,

Sales Rep

Admin Sales Rep

Current User Identity Verification

Your Password =+

¢ Sales Rep Role: Choose either Admin Sales Rep or Sales Rep

+ Sales Rep: Users with this role can access a tab in the admin panel to manage customers, orders, and quotes assigned to them.

+ Admin Sales Rep: Users with this role can manage customers, orders, and quotes assigned to all sales representatives.

¢ Your Password: Enter the login password to confirm the action

Under Role Resources:
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ROLE INFORMATION
Roles Resources

Role Info  #
Resource Access Custom

Role Resources 4[]} Dashboard
Resources 4 [/ Analytics
4 ][ API
4 []/|]Bss Store Credit
4 [][[] Transactions
4 [[][i]Report
r [C]l7 Sales
p [l Catalog
v []l] Customers
p [0 Carts
b [C] My Account
b [0 Marketing
- ] Content
b 11 Reports
v [l Stores
b [/ System
4 [][] Global search

4 [¥]//]Sales Rep

Assign resources to the role
Tick on Sales Rep resource, then users with the role can access the Customers, Orders, and Quotes grids assigned to them.

Notes:

extension.html).

+ We have developed the Sales Rep resources with all information required by a sales rep to manage their customers.

- Viewing information of assigned customers in
Customers, Orders, and Quotes grids - Creating a new customer

- Updating information of the assigned customers - Creating and updating a new email template
- Managing Orders and Quotes created by the customer |- Assigning the customer to a new sales rep

- Creating a new order for the customer

- Viewing information of customers assigned to all sales |- Creating a new customer, order, or sales rep
reps in Customers, Orders, and Quotes grids - Managing the customers, orders, and quotes

Sales Rep permissions

+ You can also assign Sales Rep users to other resources.

+ When a customer is assigned to another sales rep, orders and quotes assigned the former sales rep will remain under the control of that sales rep rather than of the
new one.

Save the new role and click back on the created role, the Role Users session will appear.

Under Role Users, choose available users or create a new one later.
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Role Users

m Reset Filter 20 ‘ ¥ | perpage < b

| ID User Name } | First Name Last Name Email Status

o] [ ] ] || ||| I | L

hd 1 admin admin admin dev@gmail.com Active
2 Staphanie Staphanie Greene staphanie.salesrep@abc.com Active
3 John John Doe john.dee.salesrep@abc.com Active
4 Tai Tai Chen tai.chen.salesrep@abc.com Active
5 Scarlette Scarletts Mguyen scarlette.ng.salesrep@abc.com | Active
B Rosie Rosie Hana rosie.admin.salesrep@abc.com | Active

Assign users to a role

2.2. Create users of Sales Rep roles

Users

Q a A admin ~

Add New User

m Reset Filter 20 |v per page < of 1 >
1D User Name + | First Name Last Name Email Role Status
L] ||| || | | || | [
1 admin admin admin dev@gmail.com Administrators | Active
2 Staphanie Staphanie Greene staphanie.salesrep@abc.com Sales Rep Active
3 John John Doe john.dos.salesrep@abc.com Sales Rep Active
4 Tai Tai Chen tai.chen.salesrep@abc.com Sales Rep Active
5 Scarlette Scarlette MEuyen scarlette.ng.salesrep@abc.com | Sales Active
B Rosie Rosie Hana rosie.admin.salesrep@abc.com | Admin Sales Active

Rep

Manage all users in the grid

Navigate to Systems => Permissions => All Uses. Choose Add New User.
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Stephanie Greene

USER INFORMATION Account Information

User Name = i

liserints ‘ Stephanie MNew Password

UserRole /' First Name = | Stephanie Password Confirmation

HETIIEL Last Name # ‘ Greene Interface Locale

Information :
Email = ‘ stephanie salesrep@abc.com This account is

Current User Identity Verification

Q ﬂ X =dmin ~

€ Back Delete User Reset Force Sign-In

srnsranes

English (United States) | >

Active >

Your Password + | sssseen

Create a new sales rep user

Under User Info, fill in the user's information and enter your password to confirm the action.

Stephanie Greene Q

€ Back Delete User Reset Force Sign-In

USER INFORMATION

User Info

Assigned Role

User Role ./

_ﬂ A admin ~

]t [

[y ] |

Additional Information (@) Assistant Buyer
@) Senior Buyer
. Sales Rep

Admin Sales Rep

Assign a role to the user
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Under User Role, pick up an available role, in this case, either Sales Rep or Admin Sales Rep.

Stephanie Greene Q M & =mn-

< Back Delete User Reset Force Sign-In m

Additional Information
USER INFORMATION

Additional L :
information Show / Hide Editor
User Info
Paragraph ~ B [ U =E = =
UserRole E-iEr P B O B e @

Name: Stephanie Greene

Additional Information
Email: stephanie.salesrep@abc.com

Phone: +12345xxxx

Stephanie has 5 years of experience in supporting and
resolving issues of customers when it comes to orders,
quotes, and transactions.

She is now of your service.

p POWERED EY TINY

Add information to the sales rep user

Under Additional Information, you can add information to the sales rep user in WYSIWYG editor. This information will be visible under My Account of the
customer.

2.3. Assign customers to sales rep users
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Customers Q M L mn-~
Add New Customer

‘ Search by keyword Q ‘ ‘ Actions ‘ - | @ - & ~ o
g3 o Name Email Group Sales Rep Action
] 2 Pattrick Lee partrick@gmail.com General Edit
] 36 Pham Huong huongtttptt@bsscommerce.com General Edit
= 13 Xiao Lin xiao.lin@gmail.com Ganeral Tai Edit
D 11 Halu Song hailuuphl@gmail.com General Scarlette Edit
] 19 Oswaldo Hirthe hskiles@horsestore.com  Whaolesale Tai Edit
[] i3 Brixton Fan fanie.brixton.321@gmail.com Wholesale Stephanie Edit
] 1 Weronica Costelle | roni_cost@example.com Whaolesale Stephanie Edit
D 45 Florian Marty florian@jokercorp.com Wholesale Stephanie Edit

Customers under the store admin's view

At first, all customers are recorded in the Customer grid and available under the admin store's view.

In this grid, the store admin can assign a customer to a specific Sales Rep user by going to the customer edit page.

Veronica Costello

<« Back

Customer View

Account Information

Addresses

Sales Representative

Store Credit

Delete Customer ...

Sales Representative I Stephanie | =

Tai
John
Scarlette

Stephanie

Q ﬂ A admin «

Force Sign-In Save and Continue Edit

CUSTOMER INFORMATION  Sales Representative

Infarmation Name: Stephanie Greene

Phone: +12345x0x

she is now of your service.

Email: stephanie.salesrep@abc.com

stephanie has 5 years of experien in supporting and resolving issues of
customers when it comes to orders, quotes, and transactions.

Edit |
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Scroll down to the Sales Rep tab to assign the Sales Rep user to the customer. The information of that user is shown accordingly.

2.4. Notify the customers

When a Sales Rep user is assigned or unassigned to a customer. The email notifications will be sent to the customers and the CC email (say, the sales rep users.)

Assign A New Sales Rep inbox x
B

Sales <testbsssmip2@agmail com= 16:48 (0min) Yy -

Hello Brixton Fan ! A sales rep has been assigned to
you

Sales Rep Information:

Name : Stephanie Greene
Email : stephanie.salesrep@abc.com

Thank you

and ...
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Unassign A Sales Rep inbox x
& B

Sales <testbsssmtp2@gmail.com= 16:48 (0 min) kg L

Hello Brixton Fan ! A sales rep has been unassigned
to you

Sales Rep Information:

Name : Stephanie Greene
Email : stephanie salesrep@abc.com

Thank you

2.5 My Account Dashboard, Sales Rep user's view, and Admin Sales Rep user's view

2.5.1 My Account Dashboard

O Luma

What's New Women ~ Men ~ Gear v~ Training ~ Sale

My Account Sales Rep

My Orders

Iy Downloadable Products Sales Rep Information
Iy Wish List

Address Book Name: Stephanie Greene

Email: stephanie.salesrep@abc.com
Phone: +12345xxx

Account Information

Stephanie has 5 years of experience in supporting and resolving issues of
customers when it comes to orders, quotes, and transactions.
Sales Rep She is now of your service.
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When a sales rep user is successfully assigned to a customer. She/He now can check the information of the sales rep user under My Account.

2.5.2. Sales Rep user's view

Print Article

As we mentioned, the Sales Rep user now can access the information of assigned customers and take actions accordingly.

In the Customers grid:

Customer

Search by keyword Q

ID

45

66

Name

Brixton Fan

Oversc Alsisa

Florian Marty

Corp Corpl

Veronica Costello

Customers under Sales Rep user's view

In the Orders grid:

20 ¥ | perpage

Email

fanie.brixton.321@gmail.com

oversc@alsisa.ga

florian@jokercorp.com

shaveabl@veinaha.gq

roni.costt@example.com

12

Y Filters

Group
Wholesale
General
Wholesale
General

Wholesale

ﬁ Columns

1 of 1

stephanie

Stephanie

Stephanie

Stephanie

Stephanie

L stephanie =

Sales Rep | Action

Edit
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Orders

Search by keyword Q ‘

‘ Y Filters o

Actions

‘ i ‘

Default View w

20

Print Article

ﬁ L stephanie =

Create New Order

¢ Columns

¥ | per page <

+

- o2, Export -

‘ 1 of 1 >

.ﬂ Bill-to Name Ship-to Name Grand Total (Base) | Status Sales Rep
] 00005 Jang Chou Test Developer $40.00 Complete | Stephanie View
] 00004 mark mcnatt mark mcnatt $27.40 Pending Stephanie View
[ 00003 ! ... Veronica Costello | Verenica Costello | $33.71 Panding Stephanie View
Il 00002 | ... Dav Nguyen Veronica Costello | $39.64 Closed Stephanie View
[E] 0o001 Veronica Costello | Veronica Costello | $36.39 Procassing . Stephanie View
Orders under Sales Rep user's view
In the Quotes grid:
Manage Quote D L seepane ~
Y Filters £ columns ~
E2 Customer Email Expiry Date Sales Rep
] ! Closed $119.00  juhamist@gmail.com May 8, 2020 7:00:00 AM stephanie Edit
] Ordered $40.00 sbtestdeveloper@gmail.com May &, 2020 7:00:00 AM Stephanie Edit
|:| Updated $177.00 | thanhnt@bsscommerce.com May 6, 2020 7:00:00 AM Stephanie Edit
] Updated $40.00 mark@gmail.com Jan 10, 2020 7:00:00 AM Stephanie Edit
[ Updated $383.88 | roni_cost@example.com May 6, 2020 7:00:00 AM Stephanie Edit
Ij Updated $297.28  roni_cost@example.com Jan &, 2020 7:00:00 AM stephanie Edit
|:| Resubmitted $394.70 | roni_cost@example.com Jan &, 2020 7:00:00 AM Stephanie Edit
|:| Closed $618.13  roni_cost@example.com Jan 8, 2020 7:00:00 AM Stephanie Edit

Quotes under Sales Rep user's view
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2.5.3 Admin Sales Rep user's view

The Admin Sales Rep user can also access the information of customers assigned to all sales reps. However, they can only view the information and can't take

further action.

Print Article

Please note that the Admin Sales Rep users can not create or view customers, orders, and quotes. When clicking on Create New Order or on action View/Edit, the

Admin Sales Rep users are redirected to an error page.

Magento Admin

Sorry, you need permissions to view this content.

MNext steps

+ If you think this is an error, try signing out and signing in again.

« Contact a system administrator or store owner to gain permissions.

»  Return to previous page.

Error page

In the Customers grid:

Customers

‘ Search by keyword Q ‘

] o Name Email
] 13 Xiao Lin xiao.lin@gmail.com
] 1 Halu Song hailuuphl@gmail.com

] 19 Oswaldo Hirthe hskiles@horsestore.com

] 3 Brixton Fan fanie.brixton.321@gmail.com
D 1 Veronica Costallo | roni_cost@eaxample.com
L[] ¥ 25 Florian Marty florian@jokercorp.com

Customers under Admin Sales Rep user's view

In the Orders grid:

12

[ ¥ Filters

Group Sales Rep

General Tai

General Scarlette
| Wholesale Tai

Whaolesale Stephanie
| Wholesale Stephanie

Wholesale Stephanie

& Rosie =

ﬁ Columns «

Action

Edit

Edit

Edit

Edit

Edit

Edit
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Orders

‘ Search by keyword

Q|

‘ Actions ‘ v ‘

[] | oooos
] 00004 ..
] | oooos:..
] | 00002 ..
[]  oooot

Bill-to Name

|ang Chou

mark mecnatt

Dav Mguyen

Orders under Admin Sales Rep user's view

In the Quotes grid:

Manage Quote

Pending

[] | Pending
[] ' updated
[ | uUpdated
[] ' updated
[ | Updated
[] ' Resubmitted

[] i closed

$115.00

$40.00

$177.00

$40.00

$383.88

$297.28

$394.70

Print Article

,_ﬂ L Rosia =

Create New Order

Y Filters

ﬁ Columns

ﬂ _l_ Rosie =

Ship-to Name nd Total (Base) | Status Sales Rep
Test Developer $40.00 Complete | John Doe
mark menatt $27.40 Pending Tai Chen
Veronica Costello © Veronica Costello  $53.71 Pending stephanie
Veronica Costello © $39.64 Clased Stephanie
Veronica Costello - Veronica Costello © $36.3% Pracessing . John Doe
. Y Filters
Custorner Email Expiry Date Sales Rep
hailuuphl@gmail.com May 8, 2020 7:00:00 AM Scarlette
xiao.lin@gmail.com May &, 2020 7:00:00 AM Tai
thanhnt@bsscommerce.com May 6, 2020 7:00:00 AM Stephanie
mark@gmail.com |an 10, 2020 7:00:00 AM Stephanie
roni_cost@example.com May 6, 2020 7:00:00 AM Stephanie
roni_cost@example.com Jan &, 2020 7:00:00 AM stephanie
roni_cost@exampla.com Jan 8, 2020 7:00:00 AM Stephanie
roni_cost@exampla.com |an 8, 2020 7:00:00 AM stephanie

$618.13

Quotes under The Admin Sales Rep user's view

View

View

View

View

View

'ﬁ' Columns -

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit
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3. API Support

BSS is now providing several API heads to help you use our extension better & faster!
3.1 GraphQL API

Documented by this sheet: https:/docs.google.com/spreadsheets/d/15A gdzkzZgVV GyxX81YpPad-CpClleW2VePfs7dTqVWg/edit#gid=1352792312
(https://docs.google.com/spreadsheets/d/1 5Ag4zkzZgVV GyxX81YpPad-CpClleW2VePfs7dTqVWe/edit#gid=1352792312)

3.2 RESTful API

Check out this document and learn how to run API for Magento 2 Sales Rep extension:
https://docs.google.com/spreadsheets/d/15A g4zkzZgVV GyxX81YpPa4-CpClleW2VePfs7dTqV We/edit#gid=634616155
(https://docs.google.com/spreadsheets/d/15AgdzkzZgVV GyxX81YpPad-CpClleW2VePfs7dTqVWe/edit#gid=634616155)

Updated on March 31, 2022
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