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The new website is up and running! You will now be able to browse, search for products, and submit orders all
from our website. All you need to do is create an account on our Home page. Here is a quick tutorial to help
you get started. This tutorial will work best if you have the website open and work through the steps as you go.

        To create your account click on the Log In link at
the top right hand corner of the screen. On the
next screen you will have two options; Log In  or
               Create an Account. Click on Create an Account. 
                    

         On the next page you will be required to
enter your personal information including your
name, email address, and a password of your own

your business name so we can identify you
easily when we receive your orders. Click the
Submit
email containing your Log In details and a message
informing you that your account will be activated
shortly.  

        Once your
account is
activated, you  can
log in by clicking the
Log In link again and
entering your log in
details from the

 
Welcome Email. Now that you are logged in you should be looking at your Account page and your Dashboard.
Here you can do things like edit your account information such as Billing and Shipping Addresses. From this
page you will also be able to look at your previous orders, access and edit your product reviews, and manage
your Tags and Wishlist. 
Go ahead and update your address details.
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          There are two ways to build your order. You can use one way or a combination of the two. The �rst is to
browse our products by brand by clicking on the Brands link. The Brands link is displayed on every page
of our website and is in the top left hand corner of the screen under the Full Moon logo. Click the Brands
link and choose a brand from the list by        clicking on it. You will then see a page like this.  

        Scroll through 
the products, �nd
the product you
want and click the
Add to Cart bu�on.
This will add the 
product to your
Shopping Cart
and also take you
to the Shopping
Cart page

           Click on the Move link and that
product will be moved out of your
Shopping Cart and into your Wishlist.
This can save you time if you decide
you would like to save purchasing
that product till your next order.
Next time you Log On, click on the
Wishlist link in the menu bar along
the top of the website to view your
Wishlist. To move a product
back to your shopping cart, click the
Add to Cart bu�on.  

      Clicking on the Edit link on your
Shopping Cart page will open a
page with a picture of the product
and a number of di�erent options
to choose from. Right now we are
only interested in the Product
Tags �eld at the bo�om of the
page. Here you are able to  

create identifying tags for your products ( e.g. Oils, Co�ee, Pasta, Herbs, etc. ). Once you have tagged a product
you can view those tags and all the products you have assigned tags to and add them to your shopping cart.
This means you don’t have to go searching for products, that you purchase on a regular basis, every time you make
an order. To view your Tags and their corresponding products click on the My Tags Link on your Account Page. 

          On the Shopping Cart page you will
be able to adjust the quantities of the
products you wish to order. Simply
change the number in the  Qty  collum
and click the Update Shopping Cart
bu�on. There are two other links,
Edit and Move, next to the product
on this page.

Full Moon Web Tutorial



FULL MOON NEWS JANUARY 2014

The other way to order is using the Quick Order page. The Quick Order link can be found in the menu bar at
the top of any page on the site. Alternatively, there is also a link at the top of your Account page. Using 
Quick Order is most e�ective when using our in-house product codes. However, you can search using key
words if you like.

         If you enter a code in the search �eld and Click the Find Product bu�on it will display that product in the
Search Result Area to the right of the search �eld. If you search using a Key Word all products containing
that word will be displayed by the brand of the product in alphabetical order.     

        I have searched for Chips. In the Search Result
Area, there is a list of all our products containing
the word “Chips” ( note: other key words such as
Oil, Sauce, or Shampoo will result in many more
search results and be a li�le more time consuming
�nding the product you want ). Click on a product
in the Search Result Area and a Qty �eld will
appear along with a description of the product
you have clicked on. Adjust the quantity and click
the Add to selection bu�on.

         The Mung Bean Chips I have selected now
appear in the Selected Products Area on the left.
You can continue to select products from the list
or you can search for new product on the
Quick Order page and you will start to build a list
of products in the Selected products are.    

This next part is IMPORTANT
        In order to save your list of products you must
click the Add all to cart bu�on at the bo�om of the
Selected Products Area. If you leave this page
before clicking this bu�on all the products you have
added to the list will be lost and you will have to
start again. Once you have added the list to your
Shopping Cart, you can continue shopping using
which ever ordering method you choose.   

When you are happy with your order go to your Shopping Cart page and click on the big Proceed to Checkout
bu�on. You will be asked to select a shipping address (the one you entered at the beginning of the tutorial).
From here you will be prompted to continue with placing your order. Just follow the prompts until your order
has been placed. Please wait until we have picked your order and sent you an invoice before making a payment.
There may be out of stocks or freight charges which will make the total of your �nal purchase di�erent to
the total on your order. If you have any further questions do not hesitate to contact us using the contact
details on the �rst page of the tutorial. 

Full Moon Web Tutorial



Re-Ordering - MY ORDERS

Full Moon Web Tutorial

Once you have submi�ed your initial order you can re-order using it as a template.  

1        Click the My Orders link on the left of your dashboard page and you will see a list of your previous
orders. To the right of each order are two links; View Order and Reorder.  

2          When you’ve chosen the order you want, Click the Reorder link and
this will move the whole order into your Shopping Cart. From here all you
need to do is change quantities where applicable and make any other minor
adjustments to products. Delete any you don’t need or add any others 
by clicking the Brands or Quick Order links at the top of the page.
 
If you have any further questions do not hesitate to contact us using the
details on the �rst page of the tutorial.


