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How do | navigate the site?

To navigate MyVitality, there are two options:

1) Navigate to the menu at the top of the page and click one of the menu options.
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Figure 1

2) The administration site home page contains three icons that may be clicked to take you to a different section
of the site.

Hover over any of the light blue icons circled in red (see Figure 2) and when the icon changes to orange it may

be clicked.

Figure 2




How do | view management information reports?

To view management information reports, you must navigate to the Management Information System
reporting section of the system. To do that, you use the navigation bar at the top of the web page and click on
the menu option ‘MIS’ (marked in red, see Figure 3).

Once you are directed to the MIS dashboard you can

ol on ik e o st el o a MYVITALITY

For more information on the type of reports or the

structure of the MIS dashboard, refer to the section

tiled ‘How do I view management information Home Order Shipment Stock
reports?’.

Figure 3

What management information reports are available?

The MIS reports cover the following categories of information:
e TFinance (marked in red, see Figure 4)

o Total Profit (marked in red, see Figure 5)
e Inlast month
e Link to historical data

o Total Tax (marked in green, see Figure 5)
e Inlast month
e Link to historical data

o Total Sales (marked in blue, see Figure 5)
e Inlast month

e Link to historical data

o Average Order Amount (marked in orange, see Figure 5)
e Inlast month
e Link to historical data

e Orders (marked in green, see Figure 4)




o Number of orders (marked in red, see Figure 6)
e Inlast month

e Link to historical data
o Number of cancelled orders (marked in green, see Figure 6)
e Inlast month
e Link to historical data
o Number of pending orders (marked in blue, see Figure 6)
e Current orders that are pending approval
e Link to Invoice numbers pending approval
o Number of orders waiting to be shipped (marked in orange, see Figure 0)
e Current orders that are waiting to be shipped
e Link to Invoice numbers waiting to be shipped
Inventory (marked in orange, see Figure 4)
o Number of items that need to be re-ordered (marked in red, see Figure 7)
e Link to Supplement IDs
o Number of items that are within 10% of the re-order level (marked in green, see Figure 7)
e Link to Supplement IDs
o Number of items that were not ordered in the last month (marked in blue, see Figure 7)
e Link to Supplement IDs
o Number of items that were not ordered in the last year (marked in orange, see Figure 7)
e Link to Supplement IDs
Pricing (marked in purple, see Figure 4)
o The lowest profit margin placed on a Supplement (marked in red, see Figure 8)
e Link to Supplement IDs

o The highest profit margin placed on a supplement (marked in green, see Figure 8)




e Link to Supplement IDs
e Sales (marked in yellow, see Figure 4)
o Breakdown of sales made by supplier in the last month (marked in red, see Figure 9)
e Link to supplements sold by supplier, all time
o Breakdown of orders per region in the last month (marked in green, see Figure 9)
e Link to supplements sold by region, all time
o Alist of the top ten supplements sold in the last month (marked in blue, see Figure 10)

e Link to the top ten supplements sold, all time

o Breakdown of how customers were referred to the company in the last month (marked in
orange, see Figure 11)

e Link to how customers were referred to the company, all time
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How do | view pending transactions?

To view pending transactions, navigate to the
Orders section of the system. To do that, use the

navigation bar at the top of the web page and click a MYV ITA L ITY

on the menu option ‘Order’ (marked in red, see

Fi 12).
igure 12) Home MIS Shipment  Stock

Figure 12
You will be directed to the ‘Pending Orders’ page. A variety of information about pending transactions will be
displayed:

e Table headings (marked in brown, see Figure 13)

e Invoice ID (marked in orange, see Figure 13). The invoice ID is clickable. When clicked, the contents
of the invoice will appear in a pop-up box (marked in red, see Figure 14)

e Customer ID associated with a specific invoice (marked in dark red, see Figure 13)

e Date the invoice was generated (marked in green, see Figure 13)

e Total amount due by the customer (marked in light blue, see Figure 13)

e Amount that has been paid by the customer (marked in purple, see Figure 13)

e ‘ENTER PAYMENT button. The button can be clicked to open a pop-up box where the user can
enter a customer’s payment. See the section titled ‘How do I confirm a customer’s payment?” for more

information.

e The status of an order (marked in red, see Figure 13). For more information on status indicators, see
the section titled “What do the status indicators mean?’.

e REJECT button. The button can be clicked to reject an order (marked in brown, see Figure 13)

Invoice ID Customer ID Date Total Due Amount Paid Payment Amount Status Action
INVI546 9911090794121 2018-09-04 R150.48 R0.00
Figure 13
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Supplement ID Quantity Item Price Total Price

1D: 134 1 R261.16 R261.16

CLOSE

Figure 14

What do the status indicators mean?

A status indicator shows the user what stage the order is in the order fulfillment process. The status indicators
used are as follows:

= PENDING: The order has yet to be confirmed or rejected
=  APPROVED: The order has been approved for shipment
= REJECTED: The order has been rejected.

= SHIPPED: The order has been shipped to the customer

Status indicators are listed under the heading ‘Status’. An example is shown in Figure 15, circled in red.

Invoice ID Customer ID Date Total Due Amount Paid Payment Amount Action
INV1545 9911090794120 2018-09-04 R219.64 R0.00 PENDING
INVI546 9911000794121 2018-09-04 R150.48 R0.00 ENTER PAYMENT PENDING

Figure 15




How do | confirm a customer’s payment?

To confirm a customer’s payment, navigate to the ‘Pending Orders’ page, located in the Orders section of the
system. For more information on how to do this, see the section titled ‘How do I view pending transactions?’.

Invoice ID Customer ID Date Total Due Amount Paid Payment Amount Status Action
INV1545 9911090794120 2018-09-04 R219.64 R0.00 PENDING
INV1546 9911090794121 2018-09-04 R150.48 R0.00 PENDING

Figure 16

From here you click the ENTER PAYMENT’ button (marked in red, see Figure 16 above). A pop-up box
will appear (marked in red, see Figure 17 below).

Payment For: INV1546

Payment [0.00

(¢{e 4| ADD PAYMENT

Figure 17

Confirm that it is the correct invoice, by double
checking the invoice ID in the heading of the box
(marked in red, see figure 18) before entering a

X
(P..a'yment For: INV1 546) payment.

.‘ To enter a payment, click on the payment box and
Payment 10.00 *

enter the required payment (marked in green, see
figure 18).

(CLOSE | ADD PAYMENT To confirm the payment, press the ‘ADD
PAYMENT button (marked in blue, see figure 18).

To exit the payment box without confirming the
Figure 18 payment, press either the %’ in the top right corner




of the pop-up box (marked in yellow, see figure 18), or press the ‘CLOSE’ button in the footer of the pop-up
box (marked in purple, see figure 18)

Once the box has been closed, you can check the status of the order (marked in red, see figure 19).

Invoice ID Customer ID Date Total Due Amount Paid Payment Amount Status Action
INV1546 9911090794121 2018-09-04 R150.48 R150.48 'ENTER PAYMENT APPROVED REJECT
Figure 19

If you enter a payment by mistake, you can reset the amount by entering 0.00 into the payment box shown in
figure 18.

How do | reject an order?

To reject an order, navigate to the ‘Pending Orders’ page, located in the Orders section of the system. For
more information on how to do this, see the section titled ‘How do I view pending transactions?”.

Once you are at the ‘Pending Orders’ page, to reject an order, click the ‘REJECT’ button in the action column
(marked in green, see figure 20). Make sure that the button you click is in the row associated with the Invoice
ID (marked in red, see figure 20).

e )\
Invoice ID Customer ID Date Total Due Amount Paid Payment Amount Status Action
ENW 545 9911090794120 2018-09-04 R219.64 R0.00 REJECT ]
INV1546 9911090794121 2018-09-04 R150.48 R0.00 PENDING REJECT
N V4
Figure 20

If you reject an order by accident, you can re-enter a payment to override the reject operation. To do
this, follow the instructions in the section titled ‘How do I confirm a customer’s payment?’.




How do | view the status of an order?

To view the status of an order, navigate to the Orders section of the system. To do that, choose one of the
Order menu options located in the navigation bar at the top of the page (marked in red, see figure 21).

MYVITALITY

Shipment Stock

Canceled : WORK

Lorem ipsum dolor sit amet, consectetur adipisicing elit. Saepe ea temporibus, veniamic...__ _tlis, aspernatur consequatur dicta quaerat quo nihil nisi recusandae harum fugit reiciendis
debitis accusamus eaque error quidem corrupti aperiam maiores officiis unde, eius praese aecati quaerat sapiente numquam cum officiis, deleniti labore mollitia nesciunt hic facilis.
Perspiciatis?

APPROVE PAYMENTS CONFIRM SHIPMENT ADD STOCK

ost/my_vitality/admin/index.php?action=canceled-orders

Figure 21
To see pending transactions, chose ‘Order’;

To see approved transactions, choose ‘Approved’;
To see rejected transactions, choose ‘Cancelled’;
To see shipped orders, choose ‘Shipped’;

For more information on what the headings on the pages indicate, see the section titled ‘How do I view
pending transactions?’.

For more information on status indicators, see the section titled “What do the status indicators mean?’.
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How do | view orders that are ready to be shipped?

To view orders that are ready to be shipped, navigate to the ‘Shipment’ page, located in the Shipments section
of the system. To do that, use the navigation bar at the top of the page and choose the ‘Shipment’ option
(marked in red, see figure 22).

¥ MYVITALITY
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Figure 22

Once you have been directed to the Shipment page, you will be able to view the following information:
e Table headings (marked in brown, see Figure 23)

e Invoice ID (marked in orange, see Figure 23). The invoice ID is clickable. When clicked, the contents
of the invoice will appear in a pop-up box.

e Customer ID associated with a specific invoice (marked in dark red, see Figure 23)
e Customer’s delivery address (marked in green, see Figure 23)

e Courier used to ship the order. If the order is yet to be shipped, this section will be blank (marked in
purple, see Figure 23). If the order has been shipped, the coutier used will be displayed here.

e The status of an order (marked in blue, see Figure 23 and Figure 24). For more information on status
indicators, see the section titled “‘What do the status indicators mean?’.

e The ‘SHIP ORDER’ button (marked in yellow, see Figure 23). This button can be clicked to confirm
that the order has been shipped.

SHIPMENT

(Invoice ID Customer ID Address Courier Status Confirm ShipmenD

6 WOODLEA
FIRWOOD PARK

—
o
=~
IN

9911090794117 OLDHAM @

LANCS
0000

Figure 23




Invoice ID Customer ID Address Courier Status Confirm Shipment

6 WOODLEA
FIRWOOD PARK
1542 9911090794117 OLDHAM DHL EXPRESS
LANCS
0000

Figure 24

How do | record that an order has been shipped to the
customer?

To record that an order has been shipped to a customer, navigate to the ‘Shipment’ page, located in the
Shipments section of the system. To do that, use the navigation bar at the top of the page and choose the
‘Shipment’ option (marked in red, see figure 25).

¥ MYVITALITY
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Figure 25

Once you have been directed to the Shipment page, you can view the contents of the order by clicking on the
invoice number order (marked in red, see Figure 26). Press the ‘SHIP ORDER’ button (marked in green, see
Figure 26) and wait for the pop-up box to load. For more information on the data displayed on this page, see
the section titled ‘How do I view orders that are ready to be shipped?’.

SHIPMENT

Invoice ID Customer ID Address Courier Status Confirm Shipment

6 WOODLEA

FIRWOOD PARK
1542 9911090794117 OLDHAM

LANCS

0000

Figure 26




Now that the pop-up box has been loaded, you will be presented with the following:

a header that contains the invoice number (marked in orange, see Figure 27),

e adrop-down menu to select the coutrier that was used to ship the order (marked in red, see Figure 27),
and

e 2 ‘CONFIRM’ button (marked in purple, see Figure 27),
e atable that contains the information of the couriers (marked in blue, see Figure 27),

e 2 ‘CLOSE’ button (marked in green, see Figure 27), and a X’ in the top right corner of the pop-up

| INV1542: Select Courier

| POST OFFICE SOUTH AFRICA v |

Telephone Email

POST OFFICE SOUTH AFRICA (012)-(407)-(7000) customer.services@postoffice.co.za

POSTNET (011)-(207)-(2900) callcentre@postnetsa.co.za

EMS SOUTH AFRICA (011)-(961)-(6000) jimccustomerservices@postoffice.co.za

DHL EXPRESS (011)-921)(3600)  XX@XX.XXX

FEDEX EXPRESS SOUTH AFRICA (087)-(742)-(8000) XX@XX.XXX

TNT (086)-(012)-(2441) XX@XX.XXX

Figure 27
(marked in yellow, see Figure 27), to exit the pop-up without processing the request.

Once you have confirmed the shipment, check the status of the order (marked in blue, see Figure 28), and the
coutier selected (marked in purple, see Figure 28), is correct.

Invoice ID Customer ID Address Courier Status Confirm Shipment
6 WOODLEA
FIRWOOD PARK SHIPPED

1542 9911090794117 OLDHAM DHL EXPRESS SHIP ORDER

2018-09-14
LANCS
0000
Figure 28




How do | view orders that have been shipped?

To record that an order has been shipped to a customer, check that the status of an order has changed when
you record that an order has been shipped. For more information on how to do this, see the section titled
‘How do I record that an order has been shipped to the customer?”.

Alternatively, you can navigate to the ‘Sent’ page with is a dropdown menu option below ‘Shipment’. To do
that, use the navigation bar at the top of the page and hover over the ‘Shipment’ (marked in red, see figure 25)
option to reveal the dropdown menu and click ‘Sent’. From this page you can view the following information
that is associated with a shipment:

e table header (marked in yellow, see Figure 29),

e invoice number (marked in purple, see Figure 29),

o the invoice number can be clicked to open a window showing the contents of the shipment
e the customer ID (marked in blue, see Figure 29),
e customers delivery address (marked in green, see Figure 29),
e courier used to ship the order (marked in red, see Figure 29),

e the status of the order and the date it was shipped (marked in orange, see Figure 29)

SENT

Invoice ID Customer ID Address Courier Status
p \
01 MIDDLE ROAD
LEWISHAM
SHIPPE
155 9911090794129 LUTON DHL EXPRESS 3;1; },;D,_‘ 3
BUCKS it
0000 |
. //
6 WOODLEA
NONE SHIPPEL
1551 9911090794126 OLDHAM POST OFFICE SOUTH AFRICA N
NONE 2018-09-19
0000

Figure 29
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How do | view stock levels?

To view stock levels, navigate to the ‘Stock’
page, located in the Inventory section of the
system. To do that, use the navigation bar at
the top of the page and choose the ‘Stock’

option (marked in red, see Figure 30). Home: MIS ‘Ordér ‘Shipment

Figure 30

¥ MYVITALITY

Once you have been directed to this page, you can view the stock levels of all the supplements that are stored
in the system. The following information is displayed:

e table header (marked in black, see Figure 31)

e Supplement ID (marked in light blue, see Figure 31). The supplement ID can be clicked to show the
details of how it can be purchased (marked in red, see Figure 32 two figures down).

e Supplier name (marked in red, see Figure 31)

e The total amount of stock in the system (marked in blue, see Figure 31)

e The amount of stock that is on hold, waiting for payment approval (marked in purple, see Figure 31)
e The amount of stock that is available for sale (marked in pink, see Figure 31)

e The amount at which stock needs to be re-ordered (marked in brown, see Figure 31)

e A status indicating the stock levels for each supplement

o A green IN STOCK’ indicator means that the total stock level is above the re-order level
(marked in green, see Figure 31)

o An orange IN STOCK’ indicator means that the total stock level is above the re-order level,
but that it is within 10% of the re-order level. This means that the stock is close to needing to
be re-ordered (marked in orange, see Figure 31)

o A red REPLENISH’ indicator means that the supplement is at or below the re-order level
and that it needs to be replenished (marked in dark red, see Figure 31)

When the supplement ID is clicked, a pop-up box will be displayed (marked in red, see Figure 32), showing
the following information:

e The supplier name and any comments about that supplier (marked in green, see Figure 32)

e The contact details for a specific person(s) at the supplier (marked in orange, see Figure 32)




e The banking details of the supplier (marked in blue, see Figure 32)

e Buttons to close the pop-up window (marked in yellow, see Figure 32)

Gupplement ID Supplier Total Stock On Hold For Sale Reorder Level Status Add Stock )
&l SUPPLIER A ( 56 ) ( 0 ) 56 IN STOCK ADD STOCK
2 SUPPLIER B 41 1 40 1 IN STOCK ADD STOCK

3 SUPPLIER C 22 1 21 1 IN STOCK ADD STOCK
SUPPLIER B 11 0 11 10 ADD STOCK
5 SUPPLIER B 6 0 6 8 REPLENISH ADD STOCK

>

Supplier Contact Details For Supp

”

Supplier Name Supplier Comments

SUPPLIER B NONE

-

Name Surname Email Phone

Mary Nkosi mary@webmail.com (011)-(894)-(9004) TEL

/

Bank Name Branch Code Account Number Account Type

STANDARD BANK 23460 420315985 CHEQUE

CLOSE

Figure 32
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How do | add new stock to the system?

To add stock to the system, navigate to the ‘Stock’ page, located in the Inventory section of the system. For

more information on how to do this, navigate to the section titled ‘How do I view stock levels?”.

Once you are at this page, click on the button titled ‘ADD STOCK’, (marked in red, see Figure 33) and a pop-

up window will appear (marked in red, see Figure 34).

Supplement ID Supplier Total Stock On Hold For Sale Reorder Level Status

|—

Figure 33

On the pop-up window you will find the following information:
e Supplement ID of the item you selected (marked in orange, see Figure 34)

e The date it is logged to the system (marked in purple, see Figure 34)

SUPPLIER A 56 0 56 10 IN STOCK

Add Stock

e A text box where you enter the cost price per item, excluding VAT (marked in green, see Figure 34)

e A text box where you enter the quantity of stock purchased (marked in brown, see Figure 34)

e Buttons that will exit the window without adding a transaction (marked in yellow, see Figure 34)

e A ‘ADD STOCK button that will add the details entered to the system. (marked in blue, see Figure

34)

In the pop-up window, enter the following details, and then press the ‘ADD STOCK’ button to complete the

transaction, or one of the close buttons to exit without completing the transaction.
e The cost price excluding VAT paid per item

e The quantity purchased

» The cost including VAT is calculated automatically at a rate of 14%

» If the cost entered is different than the current cost stored in the system, a new cost price will

automatically be generated.




> 'The client cost will automatically be generated by the system, to include VAT and markup costs.

Supplement ID: 1

Date |2018-09-22

Cost Exc VAT |lexc VAT

Quantity ||qty

Note: Cost Exc VAT is per item, NOT for the total order

(e8] ADD STOCK

Figure 34
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How do | view what stock has been added to the system?

To view the stock that was added to the system, navigate to the ‘Journal’ page, located in the dropdown menu
of the Stock’ page. For more information where the ‘Stock’ page menu option is located, navigate to the
section titled ‘How do I view stock levels?”.

Once you are directed to this page, you can view the following information:
e Table header (marked in black, see Figure 35)
e Date stock was purchased (marked in orange, see Figure 35)
e The cost of each item excluding VAT (marked in blue, see Figure 35)
e The cost of each item including VAT (marked in yellow, see Figure 35)
e The quantity purchased (marked in brown, see Figure 35)
e The supplier ID (marked in red, see Figure 35)

e The supplement ID (marked in green, see Figure 35)

PURCHASE JOURNAL

[ Date Cost Exc VAT Cost Inc VAT Quantity Supplier ID Supplement ID]
//—\.

(201 8-09-19 ] 195.86 223.28 ( 2 ) GUPPLIER ()
N

2018-08-25 201.00 229.14 5 SUPPLIER B 5

Figure 35
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How do | log into the system?

To start the administration system, enter the following URL into your browser http://myvitality.tk/admin/

When you start the administration system, you will be directed to the login screen (marked in blue, see Figure
30).

Enter your user name and password into the username (marked in yellow, see Figure 36) and password boxes
(marked in red, see Figure 36). Then press the LOGIN’ button (marked in orange, see Figure 36) to complete
the login process.

¥ MYVITALITY

USER LOGIN

Forgot Password

Figure 36

Your username and password will be provided by system administrator.

Usernames and passwords adhere to the following rules:
e Must be at least 8 characters in length
e Must be a maximum of 30 characters in length
e (Can contain uppercase letters
o (Can lowercase letters

e (Can contain numbers 0 through 9

24
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If there is an error logging into the system, see the error message in the login box (marked in red, see Figure
37)

USER LOGIN

USERNAME

PASSWORD

Forgot Password

Figure 37

How do | logout of the system?

To logout of the system, click on the icon or ‘Logout’ text in the upper right-hand corner of the screen (marked
in red, see Figure 38).

a MYVITALITY © Logout

Home Mis Order Shipment Stock

WELCOME TO WORK CASEY MILLAN

Figure 38




What do | do if | forget my password?

If you forget your password, on the login screen, click the link ‘Forgot Password” (marked in red, see Figure
39). A popup window will now appear (marked in red, see Figure 40) where you can enter your username
(marked in green, see Figure 40) and then press the REQUEST’ button to request your new password (marked
in purple, see Figure 40). You may close the window without requesting a new password by clicking on either
of the close buttons (marked in yellow, see Figure 40).

@B MYVITALITY

USER LOGIN

Figure 39

Enter Username

USERNAME

Figure 40

The system administer will contact you to provide you with a new password.
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How do | start the system?

To start the system, start your browser and enter the following URL into the search bar.
http://myvitality.tk/admin/  (marked in red, see Figure 41)

@ NewTsb X

Q http://myvitality.tk/admin/

G Search the Web

Figure 41
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