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Items Management

Exigo Office allows you to quickly add, view, and edit Product Items. You may access ltem records from the
Accounting menu.

Note: Each function and section of Exigo requires security access. Only users with access to the menu will be able to
see its functions.

ADDING OR EDITING A NEW ITEM

*  You may add a new Item from the Product List screen.
Product Items Page

e Click on the “Items” button under the Accounting Menu.
Product List Screen

*  The Product List Screen will open.

oM cooe orscawron

e  Click on the “ADD ITEM” button on the Product Search toolbar to add a new product to the list.
*  The New Product Screen will open to the General Tab.
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Edit Product: 1006

General Pricing Availability Bill of Materials | Subs/Points

Description  PureCare Celebrate - Super Strength [2=]
Item Code 1006 Weight 1.4000
Notes
@ Available in all Countries / Regions Triggers when order is accepted:
8 Txablejnall Counties/ Realons () Advance Subscription(s) (detail under Subs tab)
& :AllowforBecurring Order () Increment Point Account(s) (detail under Points tab)
() Allow Partial Amounts
) Print BOM on Invoice Create Payment Card [ - Not Selected-- v
) Hide from Search Create Gift Card [} Referral Points v
() Virtual item Upgrade Customer Type O Distributor v
item Type  Standard . Create Recurring Order (]  Monthly .
Stop Increment v
User-defined Settings
[J 5% Promotion Metal Type v
@ East BackOrder AutoShipitem
) West BackOrder Discount %
) Activity Pack Tax Classification v
GL Code
Auto 1 Weekly v KR Description
Category v

[\ [eS B SAVE CHANGES

GENERAL TAB

* The General Tab is the control center of the New Product Screen. The boxes that are checked will affect the

rest of the tabs in the screen.
Inputting Information to Add a New Product
To add a Product or Item you need to:

*  Name the Product (Description)

* Input the Item Code

* Input the weight

* Input any notes about the Item or Product

CHOOSING ITEM SPECIFICATION TO ADD OR EDIT A NEW PRODUCT

* Toadd an item, you need to choose the specifications by clicking into the box next to the desired
specifications in the General Tab.
*  Remember: these specifications will affect the rest of the tabs in this screen!

*  The User Defined Settings are Custom Settings that will be created by specification.
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AVAILABILITY

*  You can make your product available in all countries and regions, by clicking the box next to this specification
in the General Tab.

*  Available in all Countries/Regions:

* Ifthereis a check mark in this box, the Availability Tab will show that the item is available in all countries and
regions.

Edit Product: 1006

General | Warehouse | Pricing | Availability | Taxation | Bill of Materials | Subs/Points | KitCategories

This Item has been made available in all Countries / Regions. See General Settings for details.

[\ eI SAVE CHANGES

CHOOSING A SPECIFIC LOCATION FOR PRODUCT AVAILABILITY
(] Available in all Countries / Regions

* Ifthereis not a check mark in this box, the Availability Tab will allow you to choose the exact locations where
the product will be available around the world.

Edit Product: 1006

General | Warehouse | Pricing | Availability | Taxation | Bill of Materials | Subs/Points | Kit Categories

Country United States v

3 SelectAll

United States
) Alabama

[ Arkansas Canada

8 be Albania

Hawaii

Alderne:

J Indiana e

Louisiana Afghanistan, Islamic State of
Michigan

U 9aN  Ageria

) Montana

| NewHam American Samoa

([ North Dak Andorra, Principality of

Oregon

Angola
J South Dal
) Vermont _Argentina_ e N - e
) West Virginia [£) Wisconsin @) wyoming ] AAMilitary
() AE Military [ AP Military [0} Puerto Rico [ Virgin Islands

3 us

[ oI SAVE CHANGES

e Choose a country by clicking the arrow next to the word Country and select and Highlight the desired
country.

*  The Availability Tab will change for any country that is selected.

4
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The locations with the check marks will be the places the Product will be available.
Click SAVE CHANGES

TAXATION

You can input the taxation of a product in all countries and regions, by clicking the box next to this
specification in the General Tab.

@ Taxable in all Countries / Regions

Edit Product: 1006

General Warehouse Pricing Availability Taxation Bill of Materials Subs/Points

This Item has been made taxable in all Countries / Regions. See General Settings for details.

CANCEL ESTAU e LU=

If there is a check mark in this box, the Taxation Tab will show that the item will be taxed in all countries and
regions.

Choosing a Specific Location for Product Taxation

() Taxable in all Countries / Regions

If there is not a check mark in this box, the Taxation Tab will allow you to choose the exact locations where
the product will be taxed around the world.

Edit Product: 1006

General | Warehouse | Pricing | Availability | Taxation | Bill of Materials | Subs/Points | Kit Categories

Country  United States ¥_ O select All For All Countries

3 Select All
United States

canada
Albania
Aldemey

o Alghanistan, islamic State of
Algeria
American Samoa

.4 Andorra, Principality of

Angola

|
Argentina
Vg ) U s Minor Outlying Islands

Wisconsir

Military
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Choose a country by clicking the arrow next to the word Country and select and Highlight the desired
country. The Taxation Tab will change for any country that is selected.

The locations with the check marks will be the places the product will be taxed.

Click SAVE CHANGES

The tax is connected to the Ship to: Address.

All locations checked marked will be taxed according to Domestic Tax Tables or International tax rules found
in your Order Calculation Engine.

SELECTING A WAREHOUSE

You can select the warehouse or warehouses a product can be shipped from by clicking the box next to this
specification in the General Tab.

@ Available in all Warehouses

If there is a check mark in this box, the Warehouse Tab will show that the item ships from all the warehouses.

Manage a warehouse by clicking the arrow under the Managed By section and select and Highlight the
Management style for the product in the particular warehouse.

Edit Product: 1006

Warehouse icil Availability
O Available in all Warehouses
WAREHOUSE MANAGED BY MAX QUANTITY ON ORDER

w 0 Not Managed v

w o Not Managed v

W @ Australia Not Managed v 1000000000
W @ canada I 1000000000
W @ conferences Not Managed 1000000000
W& @ crossroads Main Managed By Inventory 1000000000
W @ pow-Anarez Discontinued 1000000000
& @ Eastwarehouse On BackOrder 1000000000
W @ Empy Managed by Inventory 1000000000
W @ sl Auto Backorder 1000000000
W @ krMan Not Managed v 1000000000
W @ man Not Managed v 1000000000
W @ ManTestwarehouse Not Managed v 1000000000
¥ @ Modere Test Warehouse Not Managed v 1000000000

The ReOrder Level can also be inputted in the ReOrder Level Box next to the desired warehouses.

Click SAVE CHANGES

If there is not a check mark in this box, the Warehouse Tab will show no warehouses selected. The warehouse
must be selected by clicking in the box next to the desired warehouse.

6
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ALLOWING FOR CUSTOMER UPGRADE

*  You can allow different customer type upgrades by clicking the box next to this specification in the General
Tab of the New Product Screen.

Create Payment Card a -- Not Selected-- v
Create Gift Card O Referral Points v
Upgrade Customer Type v Distributor v
Create Recurring Order O |
Stop Increment =
Distributor
Metal Type CustomerTypel
AutoShipitem s
IL Distributor
Discount %
Tax Classification Brand Ambassador
GL Code .
) Retail Customer
KR Description
Category CA Distributor
| AU Distributor
SG Distributor m
Preferred Customer

Employee
ALLOWING FOR RECURRING ORDER

*  You can allow for a Recurring Order by clicking the box next to this specification in the General Tab of the
New Product Screen.
*  When there is a checkmark in this box the product can be sent to a customer on a periodic schedule.

[« Allow for Recurring Order
UPDATES SUBSCRIPTIONS EXPIRATION
*  You can allow for Updates of subscriptions Expiration by clicking the box next to this specification in the
General Tab of the New Product Screen.

(] Advance Subscription(s) (detail under Subs tab)

* Ifthereis not a check mark in this box, the Sub/Points Tab will not allow you to update subscriptions
expirations.
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Edit Product: 1006

General | Warehouse | Pricing | Availability | Taxation | Bill of Materials | Subs/Points | Kit Categories

You must flag "Updates. to use the feature

‘You must flag “Increments Point Account” to use the Point Account feature.

CANCEL BT Ze P e 2

[«#) Advance Subscription(s) (detail under Subs tab)

e Ifthereis a check mark in this box in the General Tab, the top half of the Sub/Point Tab will allow you to
select each subscription that this product will adjust the expirations date for. The time increment here will be
multiplied by the quantity ordered (click the arrows to expand the top half options for time adjustment)

General Warehouse Pricing Availability | Taxation Bill of Materials

Please select each subscription that this product will adjust the expiration
the quantity ordered.

SUBSCRIPTION TIME ADJUSTMENT

You must flag "Increments Point Account” to use the Point Account feature.

Edit Product: 1006

General | Warehouse | Pricing | Awailability | Taxation | Billof Materials | Subs/Points | Kit Categories

Please select each subscription that this product will adjust the expiration date for. The time increment here will be multiplied
by the quantity ordered.
¥ O packotrice Features 0
days
¥ O renewal 0
days
¥ © repiicated site 0
days
¥ © Accum Test o
days
fe Pay Forward Test 0
days
¥ O resetvest 0
days
¥ © cleanings 0
days
¥ Orest 0
days
¥ ©soss 0
days
¥ O testror Ryte o

davs

(U8 SAVE CHANGES

e Click SAVE CHANGES
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INCREMENTS POINTS ACCOUNTS

*  You can allow for increments on a points account by clicking the box next to this specification in the General
Tab of the New Product Screen.

() Increment Point Account(s) (detail under Points tab)

* Ifthereis not a check mark in this box in the General Tab page, the Sub/Points Tab will not allow you to
Increment Point Accounts.

Edit Product: 1006

Availability | Taxation Bill of Materials Subs/Points

You must flag "Updates Subscription Expiration” to use the Subscription feature.

You must flag "Increments Point Account” to use the Point Account feature.

CANCEL VY Hes g P (3

Increment Point Account(s) (detail under Points tab)

e Ifthereis a check mark in this box in the General Tab page, the Sub/Points Tab will allow you to Increment
Point Accounts. (click the arrows to expand the point increment option)

Availability Bill of Materials

Please select each subscription that this product will adjust the expiration dati
the quantity ordered.

SUBSCRIPTION TIME ADJUSTMENT

You must flag “Increments Point Account” to use the Point Account feature.
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Edit Product: 1006

General Warehouse | Pricing | Availability | Taxation | Bill of Materials Subs/Points Kit Categories

‘You must flag "Updates to use the

POINT ACCOUNT POINT INCREMENT

B © referral Points

B O Rewards Program
B O wallet Account us
B © wallet Account Pesos
Bo Party Plan Credits
B O vinual Bank

B © cleanings

B O credit Account

B O o2 credit

feature.

0.0000
Point(s)

0.0000
Point(s)

0.0000
Point(s)

0.0000
Point(s)
0.0000
Point(s)
0.0000
Point(s)

0.0000
Point(s)

0.0000
Point(s)

0.0000
Point(s)

o

Click in the box next to the Point Account that is going to have point increments.

Next specify the amount of points that will be incremented per purchase of the product. ¢ Click OK

ALLOWING PARTIAL AMOUNTS

If you plan to allow for decimal quantities, you will need to check mark this.

For example, if | can order 2.5 units of a product, this feature needs to be checked.

10
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ITEM IS AKIT

*  You can create Items as kits or group products that are sold together as one by clicking the box next to this
specification in the General Tab of the New Product Screen.

Item Type Standard v

e Ifthereis not a check mark in this box in the General Tab page, the Bill of Material Tab will show that the
Item is not a Kit.

Edit Product: 1006

Pricing | Availability Bill of Materials | Subs/Points

This Item is not a Kit

[\ [eSBE SAVE CHANGES

Item Type Static Kit v

e Ifthereis a check mark in this box in the General Tab page, the Bill of Material Tab will allow you to create
the Kit.

Edit Product: 1006

General Warehouse Availability Bill of Materials Subs/Points Kit Categories

ADD ITEM

ITEM CODE DESCRIPTION

* ADD YOUR FIRST ITEM *

Calculate Tax on Kit Detail

Calculate Shipping on Kit Detail

CANCEL @ETAY e P (el 3]

*  You can Add, Remove, or Edit an Item in a Kit by clicking on the specific Buttons on the top of the Bill of
Material Tab Screen.

*  When all of the Items and Quantities have been selected, your Kit will be created.
e Click OK

11
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ADDING A PRODUCT TO AKIT

*  You can add a product to a kit by clicking on the Add Item Button in the Bill of Materials Tab Screen. The Add
Product Screen will appear.

Item Kit Setup

Item Code SEARCH ITEMS

Quantity 0

*  Enter the Item Code and the Quantity.
* Click Add Item
* The ltem will appear on the Bill of Materials Tab Screen as part of the Kit.

REMOVING A PRODUCT FROM A KIT

*  You can remove a product from a kit in the Bill of Materials Tab.
*  You can remove a product from a kit by clicking on the Delete Button,

Edit Product: 10122

Warehouse Pricing | Availability | Taxation Bill of Materials Subs/Points Kit Categories

ADD CATEGORY

D KIT CATEGORY QUANTITY

4 Cannister 2 DELETE
= 6 Shake 2 DELETE

() Calculate Tax on Kit Detail

[J Calculate Shipping on Kit Detail

(\\[e SAVE CHANGES

*  Click Save Changes when the screen prompts you and the Item will be removed from the kit.

12
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Confirm Delete

Are you sure you want to delete Cannister

EDITING A PRODUCT IN AKIT

*  You can Edit a product from a kit in the Bill of Materials Tab.
*  You can edit a product from a kit by highlighting the product then clicking on the Edit Button, in the Bill of
Materials Tab Screen

Item Kit Setup

item LeVox White/Red BURN Sm
Item Code BURN-LeV0x-2920

Quantity 2

CANCEL @ B SAVE CHANGES

e  The Edit Product Screen will open. Adjust the Quantity. Then
e Click OK

*  The Product will be Edited in the Kit.

*  This edit will show on the Bill of Materials Tab Screen.

13
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PRICING TAB

e The Pricing Tab allows you to set the price of an Item at different levels for different customer Types.

Edit Product: 1006

Pricing | Availability Bill of Materials
Currency  Dollars (US) v EXTENDED PRICING
PRICE TAX ON PRICE SHIP ON PRICE PCV cev
4 Retail 249500.0000 249500.0000 249500.0000 250000.0000 250000.0000
4 Preferred 219500.0000 219500.0000 219500.0000 220000.0000 220000.0000
4 Wholesale 169500.0000 169500.0000 169500.0000 170000.0000 170000.0000
4 Employee 0.0000 0.0000 0.0000 0.0000 0.0000
4 SS-DH 0.0000 0.0000 0.0000 0.0000 0.0000
4 ILWholesale 0.0000 0.0000 0.0000 0.0000 0.0000
4 SG Wholesale 0.0000 0.0000 0.0000 0.0000 0.0000
(N6 SAVE CHANGES

*  You must first select the Currency your product will be sold in. This can be done by clicking the arrow next to
where it says Currency and highlighting the selected currency.

e The BV and CV Prices can be set.

*  You can set the TOP or Tax on Product.

*  The SOP or Ship on Price can also be set in the Pricing Tab Screen.

EXTENDED PRICING

*  You can access Extended Pricing by clicking on the Extend Pricing Button in the Pricing Tab.
You can define up to 5 additional extended price types.

*  The Extended Pricing Screen will open.

Extended pricing for 'Dollars (US)'

PERFORMANCEPACK RETAIL PROFIT SALESVOLUME 15% RETAILTIER CHECKMATCH% DRIVENQUALIFIERLEVEL1 3URFREECREDIT OTHERS OTHER9 OTHER10
Retail 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
Preferred 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
Wholesale 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
Employee 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
SS-DH 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
IL Wholesale  0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000

SG Wholesale 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000

CANCEL  SAVE CHANGES

*  Enter the Retail Difference and Bonus Pricing for the selected customer types.
*  Click Save Changes

14
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KIT CATEGORIES TAB

e This tab allows you to associate the item to any of your dynamic kit categories so that the item will appear in
any dynamic kit drop down selection.

Edit Product: 1006

Warehouse | Pricing | Availability | Taxation | Bill of Materials | Subs/Points | Kit Categories

Select All

| Drinks Sprays Transformation Cannister

] 24 Packs Shake ] Widgets Suppliments
Facial Cream Breakfast Beverage - Tea Beverage - Coffee
Pro Tanks Batteries Case (J Wicks
Widgets Test Drinks ] Eyes ] lips
Cheeks Lashes TEST Category testtesttest

CANCEL YU e, PLel 3

WEB CATEGORIES

*  Once an item has been created, you can then make this item available for the web by adding it to the
applicable Web Categories.
* Inthe top right tool bar, click on Web Categories and the popup screen will appear.

Web Categories

Leclll  ADD CATEGORY

T

~ @ Binary Backoffice (1)
17 - (1. 134)
e - (1, 137)
> [ (7] - Al Products (1, 32)
> (4 (6] - Body Contouring (1, 44)
> |4 (15] - Canada (1, 96)
> (5] - Energy (1, 45)
> 3] - Envoliments (1, 34)
[3(11] - Enroliments (1, 69)
[ [12] - Enroliments (1, 74)
[ (13] - Enrollments (1. 79)
> (4 [4] - Health & Nutrition (1, 43)
> (8] - test (1, 66)
((19) - test (1, 140)
[20] - test (1, 142)
> 9] - test 2 (1. 67)
Wi21] - test 2 (1, 142)
{5 (16] - TestCategory (1. 132)
[ (10] - testesd (1. 68)
> [1(14] - United States (1, 95)
> 2] - US Autoships (1, 33)
> [[1] - US Public Shopping (1, 31)
@ Matrix Backoffice (2)
@ Unilevel Backaffice (3)
@ Backoffice - Binary (4)
@ Starting Replicated Site (5)
@ Independent Shopping Cart (6)
@ Backoffice - Matrix (7)
@ Backoffice - Unilevel (8)
@ AP Feature Demos (9)
@ Open Source Web Categories (10)
@ Test (11)
@ Tesi2 (12)
@ JTsite (13)
@ Crossioads (14)
@ Newcatagory (15)
@ NickTestweb (16)
@ NickTestweb2 (17)

15
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e Select the category you need to add the item to highlight it and then click on Add Product button. A search
screen will appear.

Pick ltem

Search

Search By Item Code

*  Find the item you want to add and double click on the item. It will then appear on the list under the
category.

*  You can do this as many times as you need if the item belongs to more than one category.

*  Please keep in mind that the moment you add the item to the category, it will now appear on your website if
other filter criteria is met (warehouse, price type, etc).

ITEM TRANSLATION

*  You can create translations by going to Accounting tab and then clicking on Items.
*  Find the item you want to make changes to and click on the vertical ellipsis on the righthand side.
* Inthe drop-down menu click on View Item Summary

WELCOM
WELCON

O\ ;
ENGLISH, (UTC-08:00) PACIFIC TIME (US & CANADA) 2018.12.19.1
Home i Iltems m. SHOWALL | MANAGE GROUPS | WEB CATEGORIES 1
Test Item

{6 000001 Test item o i

& A123 Create from Model Test ltem1

A / Edit ltem

{ testcode test item

/ Edit Web Info

© View ltem Summary

¥ Delete

* In the Item Summary scroll down till you see the Web Panel, this shows you all the languages the item
can be translated to.

16
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MODIFY DEFAULT ENGLISH SETTTINGS

Then click on the desired language the item needs to be translated to.
This will open the Item Descriptions in

ENGLISH TRANSLATION
SPANISH TRANSLATION
GERMAN TRANSLATION
KOREAN TRANSLATION
BELORUSSIAN TRANSLATION
JAPANESE TRANSLATION
FRENCH TRANSLATION
MANDARIN TRANSLATION

CHINESE-TAIWAN TRANSLATION

THAI TRANSLATION

TAGALEC-PHILLIPINO TRANSLATION

HUNGARIAN TRANSLATION
FINNISH TRANSLATION
NORSK TRANSLATION
MALAY TRANSLATION
INDONESIAN TRANSLATION
PORTUGUESE TRANSLATION
ITALIAN TRANSLATION
DUTCH TRANSLATION
RUSSIAN TRANSLATION
SLOVAKIA TRANSLATION
CYRILLIC TRANSLATION
ESTONIAN TRANSLATION

CZECH REPUBLIC TRANSLATION

item in a different language.

Item Descriptions in Spanish

Short Descriptions | Long Description | Long Description2 | Long Description3 | Long Deseription 4

Spanish:

Item Name:

Short Description

Short Description

2

Short Description

3

Short Description

4

English:

Test item

CANCEL SAVE CHANGES

page where you adjust the name and descriptions of the



