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1. Extension settings

If ‘Collapsed by default’ option is set to
‘Yes’, the block with the additional fields
will be folded on the order view page by
default (of course, you can unfold it.

@ Ssave Config

Current Configuration Scope: Order Memos And Attachments

Default Config |E|

Manage Stores SeLEnl Sl I

Collapsed by default | Yes ! |E| [GLOBAL]

Cnnﬂguratlnn 4 This sets how to show memos and attachments block

» GEMERAL on the order view page
General Update "updated_at" order field | Yes [=] [GLOBAL]
...... WED  festio “ves". the “updated st order Teld willbe set

to the current dateftime when order memo or
attachment field value added or updated for particular
order

If this option is set to ‘Yes’, date in

‘updated_ at’ field for orders gets

*  AMASTY EXTENSIONS updated each time, when you modify
General an order memo or attachment.

Order Memos And Attachments

Extension settings are in
admin panel -> System ->
Configuration -> Order

Memos And Attachments
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2. How to create fields

To create a field for order
memos/attachments (or some
other purpose) please press
‘Add New Field’ button.

Dashhoard Sales Catalog Mohile Customers Promaotions Mewsletter cMs Fepors

Manage Fields Motifications vField
r Tools AI
Fane |1_ of 1 pages | View |20 ~ perpage | TotalSrecordsfound Webaemces ............................. .4
| Field Alias _ Field Label Field Type L
| | v [ meoEwot .. 4~
actual_date Actual Shipping date Diate l ..... M anageCurreanates .............
id id Single File Upload | Transactional Emalls
mema Mermo Text Area I Custarn Variables |
sales_person Sales person TedField P ermlssmns .............................. A
SCIERNS Screens Multiple Files Upload I Wagenta Connect A|

Order Statuses

Please go to admin panel ->
System -> Order Memos And
Attachments

Crder Memos And
Attachments

Configuratian
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2. How to create fields

Field Configuration Mew Field OB Reset | © SaveField
General Information H
Order Status Visibility B Attachment Field Details

. . . Alias *
You can indicate any alias | actual_date
(it is used only in the code) & Please use lowercase letters a-z and _ symbols only.

Label *  Actual Shipping Date
Field Type Text Fieid =]
Text Field |
Default Value Text Area
Single File Upload There are six field types \

available: text field, text
area, dropdown, date, single
file upload, multiple files
upload (it will be possible to
Enabled | es upload as many files as you
need for one field). j

Multiple Files Upload

Display To Customer

Show On Order Grid Yes
4 Does not work for “file™ attribute types.
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Field Configuration Mew Field

General Information E

Crder Status Visibility B

Alias *

You can specify default value
for ‘text field’, ‘text area’, and Label*
‘dropdown’ field types. This
value will be assigned to all
orders by default.

Field Type

Diefault Value

&)u have full control of display of
the fields to customers:

. S Display To Customer
1. ‘Do Not Display’ option — the

field will not be displayed to Enabled
customers.
2. ‘View Only’ — customers will be Show On Order Grid

able only to see the field.

3. ‘Allow To Edit’ — customers
will be both able to see and to edit
%e field values.

Attachment Field Details

2. How to create fields

TR s | 0 swverion

| mema

4 Please use lowercase letters a-z and _ symbols only.

|Drdermemn

| Text Fild ]

|F'ut invoice inside the package
& Will be automatically assigned to any new order
placed.

Do Mot Display v

Do Mot Display
Wiew Only

 Does not work for “file™ attribute types.
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2. How to create fields

Field Configuration New Field Ol Reset | @ SaveField |
General Information =

Drder Stotus Visibiity B Attachment Field Details

Alias * |rr|err|[|

& Please use lowercase letters a-z and _ symbols onhy.

Label * |Drdermemn
Field Type | Text Field (]
Default Value |F'ut invoice inside the package
& Wil be automatically azs=signed to any new order
placed.
Display To Customer |"u"iE'||I'H' Cnly |E|
[It is possible to enable ]> Enabled Yes 3
and disable the fields. Show On Order Grid | Ves E

4 Does not work for "file” attribute types.

You can show the fields on order
list page. This will work only for
‘text field’, ‘text area’, ‘date’ and
‘dropdown’ field types.
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3. Select order statuses for fields display
Field Configuration New Field D] Reset |

General Information Order Status Visibility
Order Status Visibiity B

Order Status For Backend All

Canceled
At the ‘Order Status Visibility’ tab you Closed
can select order statuses. The fields
will be displayed only for orders with Suspected Fraud

the statuses you select here.

On Hold

m

Payment Review

.

Pending Payment

Pending PayPal

-

4 Display field only if order status iz one of the selected

Order Status For Frontend All

Canceled
Closed

You can have a separate selection of Complete

statuses for frontend (customer) and Suspected Fraud
backend (admin) order displays. On Hold

m

Payment Review
Pending

Pending Payment B
Pending PayPal

-

4 Display field only if order status is one of the selected
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4. Fill in fields on order page

5 Order # 100000004 | Apr 21, 2011 9:01:01 AM

Order # 100000004 (the order confirmation email was sent) Account Infformation

Crder Date Apr 21, 2011 9:01:01 AM Customer Bame Nancy Hilarison
Oy Statiis Pending Ermail nan example.com

On the order page you will find a
block called ‘Order Attachments. All
the fields that you have created will
be displayed in this block.

Main Webhsite Customer Group General
Main Store
English

You can also fold
and unfold the
attachments block.

Flaced fram B7.252.227.56

Order Attachments

Screens address.png
actions.pni

Memo What a great customer

Sales person Jack Black

id .~

Actual Shipping date | =]

To upload a file or fill in a field
please click the ‘pencil’ icon.
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5. Fields on order grid

You can display the fields (except [l i Ry
upload types) on order grid. Also
you can filter and sort orders by

these fields. W
.ﬂu:tiu:-\

sfound | BY Mew Order RESS L BExporttbl
Bill to Hame Ship to Hame G.T. (Base) G.T. (Purchased) Status (g;lles persnn\/ﬂt:tuﬂl Shipping date E Action

= L 4

From: Frnm:l | w |Ja|:kEIIack From: | | 05/3/11
To: To: | To: | 0812411

aet Filter

Flancy Mancy Hilarison F739.93 73093 Closed Jack Black May 11, 2011 e
Hilarison
Mlancy MHancy Hilarison F$321.04 £321.94 Pending | JackBlack My 10, 2011 Wiy
Hilarison

\ /
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6. Fields in customer’s account

Billing Address Payment Method

festtest Check / Money order
test

test, Alaska, test

Lnited States

T test
Here’s an example of how
the fields are displayed in Order Attachments
customer’s account. Pa »
yment Order Browse. .
Customers can edit the field i L]
values if allowed by admin. J/ Upload m
Comments order comments here.
Motification Date & Feb 21, 2012
Items Ordered
Product Hame SKU Price Qty Subtotal
Orange o1 54000 Ordered: 1 540.00

Subtotal 540.00
Shipping & Handling $5.00

Grand Total $45.00
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7. Add the extension data to email templates

You can also include the extension data in email templates. For this please add
variables of the kind to the templates:

{{var order.memo('some_ field")}}

Replace some_ field with the alias of the field which you will use in emails.
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Thank you!

Should you have any questions or feature suggestions, please contact us at:

http://amasty.com/support.html

Your feedback is absolutely welcome!

A User Guide: Order Memos and Attachments
M=

Support: http://amasty.com/support.html



