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1. Creation of order flags

Order Flags

Existing order labels can be seen in
Sales -> Order Flags -> Flags.

28 order flags, badges and symbols _
are supplied with the extension. Filters © DefautView » &

Feel free to replace them and/or add
28 reconds found new 0 | = | perpage 4 7 .
Click ‘Add New Flag’

(€] Priority T Name Mote Auto Apply on Order Status ~ Auto Apply on Org to create a new flag

- 1000 Red Orger is canceled Canceled

[ 900 Crange  Pending Payment Order Suspected Fraud

F 800 Green Order is complete Complete

F 700 Grey Suspected Fraud Pending

L 800 Yedlow Qrger (S processing Processing

- 500 Black The order 15 holding On Held

v 450 Ok The order has been conmected

’ 40 Edit Edit the order

+ 430 Plus MNeed 1o add some nformation

420 VI VIP order

User Guide: Order Notes for Magento 2

Support: http://amasty.com/contacts/



http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/
http://amasty.com/contacts/

1. Creation of order flags

Click ‘Save Flag’ once
you ‘ve entered all the

Order Flags Hzgekia

&« Back Delete Reset Save and Continue Edit

FLAG INFORMATION _
Flag Information

General Information

Mame + | REn:i
Automatic Apply lconImage | Choose file | 61191-bigjpg |

IPG, PG, GIF or SVE. 20w20 phiels strongly recommended, images of different siza will break desgn
Priority I 100
R — Orders can be sorted
S for St e based on flag priority
Cwﬂer is canceled
]

The comments are visible
on order grid, hover over
flag to see them
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1. Creation of order flags

Automatical Om Order Status Cha And Selected Shipping Method
FLAG INFORMATION hy Apply an PR

cieaaie- Fessmte B Select the appropriate flag
Glrskea W e : column. Learn how to
o z ﬁ;ie;teaﬂzg columns on the
Automatye Apply o pag

Complete
Sistpented Fraud
Qin Higid

FayFal Reversed

Fending
At the ‘Automatic Apply’ tab Penuting Piyymere =
you can select order S -+:v ...\ Thisflag (red) will be applied
parameters, to which the flag i ~ | automatically to orders, which get
should apply automatically Order Shpprg et - | ‘o ‘Canceled’ status

] CLsiomeT SErvites

jod] Expregs aasy

[drd] Exprass wotidwicks
[ jesiine

o] Express 500

o] Freight woridwice

*

] Exonamy seect

Specify additional e —_— E: W
arameters for automatic rifag the order used oo of selecied shoong methods Lach Bpgenp Tarthad can be seeced for oy one Mg
IE)Iag apply, such as GOrder Payment Method | 1o Payment Information Required
shipping and payment substituticn
methods. itk Marssy grder
Bsnic Trarsfer Payment
Cash On Delivery
FayyFal Express Checiogat
PayPal Credt

-
FariPal Express Chegiout Payfiow Edinan

F

St g i Thit OO0 LS G0 O BB [T Mathoos. B Dy mahod an b selecned Tor ooiy ong Nag
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2. Creation of flag columns

You can add new flag columns to the

Order Flag Cﬂlurﬂ ns order grid. For this aim, please open: Q X admin-

Sales > Order Flags > Columns
Add New Column

Y Fitters ¢G> Oefaut| Click ‘Add New -
Column’ to create a
new flag column

3 records found 20 E per page
Position Applied Hags
I Flags ™ Red. 1 veliow i
2 Additional flags - Magenta Edit
3 Final flags g [ Edit

Each column has its
own flags
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2. Creation of flag columns

Order Flags Q A& amn-~

<« Back Delete Reset Save and Continue Edit m

COLUMMN INFORMATION )
Column Information

General Information  # Name + | Urgentflags

CHEGE RS Specify the column

purpose

Pasition 1
S

Mumeric value for internal use. \/
Columns can be

arranged on the order

] ] grid basing on the
Comments The orders requirg urgent execution. b’equired priority
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2. Creation of flag columns

Order Flags QA edmin~

4 Back Delete Reset Save and Continue Edit
Edit Column "Priority " F_/\

Apply Flags To Column Click ‘Save Column’
~] once you ‘ve entered
all the column data

COLUMN INFORMATION Flags

General Infarmation

Apply Flags

+ Plus
@ 0On Hold
@ onHod
° Busy
@ Edit

# Edit

W Ok

0 Lock
H Block
-

Star

Assign the
appropriate flags
to the column

Sat flags to column
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3. Order flags on order grid

Priority T | Applied status Purchase Point
0000002 ) Main Website
» | v Main Website Store
Default Store View
00000 00E Main Website
» - # Main Website Store

Default Store View

Edit the arder lt:

(00000005 site
L Y = Main Website Store
Default Store View
Hover over flag to see the flag
000000003 comments. Click on the flag Main Website
field to set a flag for an order - -
— I Main Website Store

Default Store View
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4. Assign order flags to orders

Flag For Order #000000002 (Column: Priority )

Enter/modify note for the flag wou want to assign, and dick ~5et” button.

NO FLAG

‘ |Irﬂmediatea::l:icun is required |
|

Press ‘Set’ button next to the
appropriate flag to assign it to
the order. If necessary, edit the
flag comment, the custom

L™ |T|-,E order requires your attention comment will be saved only for
this order.

® [The order has low priority | To remove a flag from an
order, choose ‘NO FLAG’

option

‘ |The order has medium priority |
* [
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5. Apply flags to multiple orders

Orders

Searcht by keyword Q |
Actions - & records found
Cance
Hold Purchase Point
Pending Mdain Website
Lnhald
3 ’ Main Wehsite Ste
o ) Default Store V
Print Imvoices
i Pending Mdain Website
Print Packing Slips & - Main Website Stc
Default Store V
Print Credit Memos AU e
- Pending Mdain Website
Print Al [ & Main Wehsite Ste
Print Shipping Labels You can also apply flagsto |**" ¥
multiple orders by using ebrite
Assign Flags To "Applied status" Column the ‘Actions’ on the order Website St
_ grid ault Store V
Assign Flags To "Priority " Column
. . Complete Mdain Website
Assign Flags To "Notes™ Column [ v Main Website St
Default Store V
Unassign Flags -
T DO - Processing Mdain Website
| » B Main Website Ste
Default Store V
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Thank you!

Should you have any guestions or feature suggestions, please contact us at:
http.//amasty.com/support.html

Your feedback is absolutely welcome!
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