
©2001-2010 TRACKER SOFTWARE PRODUCTS 

 
Reseller Guide 

 
Tracker Software 

Online Ordering System 
 

© 2010 Tracker Software Products Ltd 
 

North/South America, Australia, Asia Office: 
Tracker Software Products (Canada) Ltd., 

3 - 466 Trans Canada Highway 
Duncan. BC 

V9L 3R6, Canada 
  

Sales & Admin 
Tel: Canada (+00) 1-250-597-1621 
Fax: Canada (+00) 1-250-597-1623 

 
European Office:  
7 Beech Gardens 

Crawley Down., RH10 4JB 
Sussex, United Kingdom 

 
Sales 

 Tel: +44 (0) 20 8555 1122 
Fax: +001 250 -597-1623 

 
sales@tracker-software.com 

 
Website: 

http://www.tracker-software.com 
 

Support: 
support@tracker-software.com 

 
Support Forums: 

http://www.tracker-software.com/forum/ 

mailto:sales@tracker-software.com
http://www.tracker-software.com/
mailto:support@tracker-software.com
http://www.tracker-software.com/forum/


2                Reseller Guide 

©2010 TRACKER SOFTWARE PRODUCTS 

Table of Contents 
1. Introduction ................................................................................................................................... 4 

2. Purchasing Overview...................................................................................................................... 4 
2.1. Product Pricing and Reseller Discounts............................................................................................................. 5 

Product Upgrades................................................................................................................................................................................5 
Product Maintenance ..........................................................................................................................................................................5 

2.2. Quick Guide to Purchasing................................................................................................................................ 6 

3. Reseller Ordering System ............................................................................................................... 7 
3.1. New Features ................................................................................................................................................... 7 

Automated Invoicing (Offline Orders)...................................................................................................................................................7 
Reseller Client Management ................................................................................................................................................................7 
Reseller Agent Management................................................................................................................................................................7 
Client Product Registration ..................................................................................................................................................................7 

4. My Account .................................................................................................................................... 8 
4.1. My Account Login............................................................................................................................................. 8 

Forgotten Passwords ...........................................................................................................................................................................9 
4.2. My Account Page ............................................................................................................................................. 9 

1. Master Contact Designation...........................................................................................................................................................10 
Update Company Information ........................................................................................................................................................10 

2. Account Holder Information...........................................................................................................................................................11 
Update Your Account Information ..................................................................................................................................................11 
Modify your Password....................................................................................................................................................................11 

3. Communication Preferences ..........................................................................................................................................................11 
4. Your Products and Serial Numbers Tab...........................................................................................................................................12 

Filtering and Sorting .......................................................................................................................................................................12 
Product Name & Version Column ...................................................................................................................................................12 
Client Name Column....................................................................................................................................................................... 13 
Adding a Client to a Serial Key.........................................................................................................................................................13 
Additional Information Column.......................................................................................................................................................16 
Available Discounted Upgrades Column..........................................................................................................................................16 
Action Column................................................................................................................................................................................ 16 

5. Your Clients Tab.............................................................................................................................................................................18 
Filtering and Sorting .......................................................................................................................................................................18 
Add New Client...............................................................................................................................................................................18 
Edit Client.......................................................................................................................................................................................19 
Manage Contacts............................................................................................................................................................................19 
Add New Contact ...........................................................................................................................................................................19 
Action Column................................................................................................................................................................................ 20 

6. Your Contacts Tab..........................................................................................................................................................................21 
Add New Contact ...........................................................................................................................................................................21 
Action Column................................................................................................................................................................................ 21 

7. Other Discounts Available to You and Your Clients Tab...................................................................................................................22 
Filtering and Sorting .......................................................................................................................................................................22 
Special Notes on Product Discounts................................................................................................................................................22 



Online Ordering System               3 

©2001-2010 TRACKER SOFTWARE PRODUCTS 

5. Buying Walkthrough..................................................................................................................... 24 
5.1. Obtaining Pricing and Creating the Order ....................................................................................................... 24 

Pricing to Charge Clients ....................................................................................................................................................................24 
Reseller Pricing (Your Cost) ................................................................................................................................................................27 
Modifying the Client Name on the Order............................................................................................................................................28 

5.2. Select Checkout Method ................................................................................................................................ 32 
Payment Methods Explained..............................................................................................................................................................32 
Pay Online with a Credit Card.............................................................................................................................................................33 

Where is my CVV2 number? ...........................................................................................................................................................34 
Pay Online by PayPal Credit Card/Account .........................................................................................................................................35 

Where is my CVV2 number? ...........................................................................................................................................................36 
Pay Offline via Credit Card .................................................................................................................................................................37 

Pro-forma Invoice...........................................................................................................................................................................39 
Offline Credit Card Payment Options ..............................................................................................................................................39 

Pay Offline via Check..........................................................................................................................................................................40 
Pro-forma Invoice...........................................................................................................................................................................42 
Offline Check Payment Details........................................................................................................................................................42 

Pay Offline via Wire Transfer.............................................................................................................................................................. 43 
Pro-forma Invoice...........................................................................................................................................................................45 
Offline Wire Transfer Payment Details ............................................................................................................................................ 45 

5.3. Receiving Your Paid Invoice ............................................................................................................................ 46 
 



4                Reseller Guide 

©2010 TRACKER SOFTWARE PRODUCTS 

1. Introduction 
Incorporated in 1997 to develop Imaging and PDF format related software, Tracker Software have sales offices in Canada and 
the UK, with additional development offices in the USA and Ukraine. The main thrust of our products are Document / Imaging 
related applications and developer toolkits. 

From  the  release  of  our  very  first  products  we  have  welcomed  resellers  and  distributor  partners  of  all  sizes  world  wide  and  
continue to  do so.  Our  experience proves  to  us  that  both larger  general  resellers  and smaller  specialist  companies  all  offer  a  
unique and valuable route to market for our quality products and we welcome enquiries from resellers of all sizes.  

In return for your enthusiasm and knowledge we offer excellent reseller discounts, quality products and a close working 
relationship with all of our team - many of the best ideas for enhancing our products have come from our loyal and dedicated 
resellers and we look forward to continuing to build our relationships with our existing resellers and every new reseller joining 
us. 

At Tracker Software our goal is to continuously improve our sales and support services to both our end-user clients as well as 
our resellers. Over the years due an ever expanding user base and the evolution of our product offering, upgrades and 
discounts, and our newly introduced extended maintenance plans, client/customer management has become an issue that is 
quickly pushing its way to the forefront. 

As  well,  with  a  growing list  of  resellers  worldwide,  we have introduced a  better  system for  managing our  resellers  and their  
purchases. In turn, we have found it necessary to implement a similar strategy to simplify the ordering and client management 
processes for our resellers. This has resulted in a more streamline and robust system that allows resellers to quickly obtain 
pricing, upgrade and maintenance extension options, as well as manage their agents, clients, client contacts in relation to 
products and licenses purchased through our online website. 
 
This guide will introduce our resellers to the many benefits, features of the new system and provide instruction on the new 
processes put in place to simply and expedite reseller ordering procedures. 
 

2. Purchasing Overview 
You can order products online via our secure resellers system and then your order is placed online in real time and the license is 
sent out by email immediately payment is made (via visa, PayPal, etc) - no delays and your user can download and start to use 
immediately. See Ordering Online. 

If you choose for us to invoice you and the payment is made offline by Credit Card, Cheque, Money Order, or Bank Transfer - 
this does slow the processes down, depending on the method of payment chosen as we have to await payment confirmation 
from our bankers and only then is the license info emailed to you. See Ordering Offline 

To Login to your account please go here: http://www.tracker-software.com/login 
 
When you are logged in all prices are displayed at your discounted cost - so if you wish to view retail pricing - be sure to logout. 
To see product prices you’ll need to click “select a client” first and either create/select a client or choose “unspecified company” 
if you are just browsing pricing. The full procedure will be clarified later in the guide. 
 
To view Net reseller prices or purchase - please login and buy here: http://www.tracker-software.com/buy-now 
 
Once payment is made licenses are sent out by email to you and the user can download the product and use immediately - 
please  note  you  can  choose  if  we  send  an  email  to  you  -  not  to  your  client,  so  you  must  forward  the  license  info  to  them  
directly, or whether you would like us to send a preformatted standard email on your behalf. 
 
All products can be downloaded from this page: http://www.tracker-software.com/product/downloads 
 

http://www.tracker-software.com/login
http://www.tracker-software.com/buy-now
http://www.tracker-software.com/product/downloads
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And the evaluation versions of our products can all be made 'live' by simply reinstalling using a serial number from the 
license/receipt info sent out. 
 
New Features and functionality have been recently added to this system to improve both the performance of the system as well 
as the scope of tools related to reseller purchases and the management of their clients. We will  look at these features in the 
next section. 

2.1. Product Pricing and Reseller Discounts 
The standard reseller pricing discounts for our product line is set out as follows: 
 

Product Line Reseller Discount 
End-user Products including: 

PDF-XChange/Tiff/Raster-XChange 
 

*30% 
Developer SDK Products 

(Software Development Kits) 
 

*20% 
End-user/Developer Product 

Maintenance Packages 
 

*20% 
*Reseller Discounts may vary and are subject to change based on volume sold and 

purchase frequency, details will be communicated to you directly.  

When logged into your account pricing is automatically recalculated to discounted reseller prices, whether you are viewing the 
Buy Now page, or viewing Product Upgrade, Extended Maintenance Packages, or other promotions.  

Product Upgrades 
You will  find some clients will  start with an entry level product or a smaller volume of licenses of a given product for testing 
purposes,  to  see  if  it  meets  their  PDF/Imaging  related  requirements.  Well  some  clients  have  no  problem  testing  with  trial  
version software, often the use of a Trial version, which watermarks the documents, presents your client with having to work 
on  test  documents  and  not  really  be  able  to  get  a  true  sense  of  how  the  software  will  integrate  with  their  day  to  day  live  
processes. As new major versions come to market some clients may also be interested into moving to the latest revision. In any 
of these cases upgrade discounts may be available to your clients depending on the product or type of license they currently 
own. The same reseller discount percentages are in place for these product or license volume upgrades, so you’ll see the same 
margin on upgrades as you would on full retail purchases. 

If your client’s purchases and product registration stays up to date in our system, you are guaranteed to quickly find and be able 
to offer your client the most cost effective way to acquire the software they want. 

Product Maintenance 
All  licensed  users  receive  a  minimum  of  12  months  free  product  maintenance  from  the  date  of  purchase.  You  can  also  
optionally choose to extend this at the time of purchase from 12 months to 24-36 months. The cost is based on the published 
retail price for the product in question and is 15% for a 12 month extension or 25% for a 24 month extension. So as a reseller 
you’d receive a 30% discount on the product purchased and a 20% of any maintenance on that product. 

Existing License owners  
If your client did not choose to do so at the time of purchase, you may extend your client’s maintenance at any time during the 
first 13 months of ownership. Once again - The cost is based on the published retail price for the product in question at the time 
you wish to extend your maintenance plan - 17.5% for a 12 month extension or 30% for a 24 month extension. Please log into 
your reseller account to view the available maintenance options for your clients. 

To add maintenance to your client’s existing license - they must own the currently available version of the product in question - 
if they did not purchase a maintenance plan at the time of purchase and their license was purchased in excess of 13 months ago 
- you will need to upgrade their license to the latest release from your reseller account (you will be offered a discount from the 
full retail price!) and should you wish to do so - you will at that time be offered the option of a maintenance plan to remove the 
need to pay for future upgrades as an additional cost to their license. See Extending Product Maintenance. 
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2.2. Quick Guide to Purchasing 
This section provides a quick guide to making a purchase with links to the appropriate sections in this manual for further 
reference. If you know what you want to purchase and you have you reseller account login id and password here are the quick 
guide steps for purchasing from our website. For the full step by step instructions see section 5. Buying Walkthrough (pg 24). 
 

1) Get retail pricing to present your customer – Goto http://www.tracker-software.com/buy-now make sure you 
are not logged into your reseller account (see section Pricing to Charge Clients pg 24). 

2) Choose Product, license volume and maintenance package options and add product to cart (pg.26). 

3) Your order details and total including taxes are now shown in the shopping cart. 

4) Get your reseller pricing – Log into your reseller account using MyAccount Login (pg 27).  
Review shopping cart.(pg 28) and all the pricing in the order is now shown at discounted reseller prices. 

5) At this step the order will default to being purchased for your company internally, you need to modify the 
client name (pg 28) that the order is being purchased for or select unspecified company and associate your 
order to a client (pg 13) later. 

6) Select Checkout Method (pg 32) 

7) Process Transaction. 

8) Receive Final Paid Invoice (pg. 46), including serial keys and product download links. 

 

http://www.tracker-software.com/buy-now
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3. Reseller Ordering System  
As stated in the introduction, many new features and functionality have been introduced to the system focusing on reseller 
purchases and client license management the following list describes these new features: 

3.1. New Features 
Automated Invoicing (Offline Orders) 
The new system allows resellers to either purchase their products online via credit card and a newly added PayPal option, or if 
orders are $250.00 USD or greater your shopping cart will  give you 3 offline methods of payment as well,  Offline credit card, 
cheque/money order, or bank transfer. 
Creating an offline order will automatically send you an invoice of your order, including payment instructions for the method of 
payment chosen. Serial keys are released upon our notification that the funds have been received. 
Any questions regarding payment methods can be sent to sales@tracker-software.com. 
 

Reseller Client Management 
Due to the different upgrade options and product maintenance packages introduced by Tracker Software, knowing what is 
available to your client can become confusing. Now you have the ability to associated purchases with new, or existing clients as 
you purchase. Or you can make purchases for an “unspecified company” and then add your clients and associate them with 
their serial keys purchased at a later time.  
 
Note: A lot of times we will require that a serial be registered in order to ascertain what upgrades, discounts and maintenance 
options are available to your clients. Keeping your clients and their serials up to date in your account in our system will provide 
you with easy access to the pricing and purchase option information you require to serve you clients more efficiently. This as 
well helps us to serve you faster should you have questions regarding a specific client or order. 
 

Reseller Agent Management 
Many of our resellers have multiple purchasing agents in varied locations and require multiple accounts on our website or all 
agents using one generic account. Both approaches are fine as any agent account for your firm will have access to any of your 
clients and purchases for made for your clients, reducing the time required to inquire about this information from our staff. 
 
In the inevitability that agents come and go within your organization, we have instituted Master Contact designation for up to 2 
of your accounts. Master Contacts have the ability to add, remove and edit contacts for your organization and keep a master 
record of your main office, company information up to date. Master contacts also have the ability to designate a second 
account or remove master contact designation from a second account as required. 
 

Client Product Registration 
When making a purchase for a new or existing client, the new system will allow you to have the purchased serial keys registered 
automatically to your clients with a notification email of their license registration delivered on your behalf. Or if you would like 
to control the communications between you and clients without communication from Tracker Software Products, options are 
available to register the serial and not send your client notification, or you can deliver the serial keys to your clients and have 
them create an account and register their serial on their own. If clients have lost their serial keys due to hardware failure or the 
like you can quickly have registered serial sent to you or your client directly via the system. 
 
 
 

mailto:sales@tracker-software.com
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4. My Account 
4.1. My Account Login 
When you reseller application was approved, you received a notification email including a login id and password for access to 
your account on the ordering system. Use these credentials to login into the system here: 
http://www.tracker-software.com/login 
 

 
 
Or go to our website, http://www.tracker-software.com and click the My Account Login link shown below, underlined in red. 

 

http://www.tracker-software.com/login
http://www.tracker-software.com/


Online Ordering System               9 

©2001-2010 TRACKER SOFTWARE PRODUCTS 

Forgotten Passwords 
If at any time you cannot login because of a forgotten password, or the password you chose doesn’t work you can retrieve the 
password for you account here: http://www.tracker-software.com/forgot.html.  Or  click  Forgot  Your  Password?  You  will  be  
asked for your email address you used to create your account and click Send. 
 
The system will then send password recovery instruction to your email address. Please ensure that the email address 
noreply@tracker-software.com is allowed through your spam filters or you will not get the recovery instructions email. 
 
Click the link in the email and you will be taken back to our website and prompted for a new password. Once you enter a new 
password, you will be returned to the login screen to login with your login id and new password. If you experience any 
problems or find you cannot reset your account password, please contact us at: 
support@tracker-software.com. 
 
Once you have successfully logged into your account you will directed to your My Account Page. 
 

4.2. My Account Page 
Here  you  can  see  updates  and  promotions  that  apply  specifically  to  you  and  your  clients.  On  top  of  that,  this  site  acts  as  a  
repository of your and your clients serial numbers so that you can maintain the appropriate software licenses for all Tracker 
Software products purchased.  
 

 
 
Recently we have added the ability for you to manage your organizations contacts and purchasing agents as well as your clients 
and their contacts. Maintaining your purchases and client associations to those purchases allow you to easily find out what 
upgrade options your clients have as well extend maintenance subscriptions for them and see other offers that are available to 
each specific client including pricing. Please use the tools available on this page and do not hesitate to contact us with any 
questions. 

http://www.tracker-software.com/forgot.html
mailto:support@tracker-software.com
http://www.tracker-software.com/contact
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1. Master Contact Designation 
Each Reseller is allowed up to 2 contacts they can designate as “Master Contacts”. Master Contacts are the only contacts within 
an organization that can: 
¶ Edit your  Main or Head Office Company Information 
¶ Add/Edit/Remove contact accounts for agents within your organization (see 6. Reseller Agent Management)  
¶ Add/Remove “Master Contact” designation of a second account within company (see 6. Reseller Agent Management) 

Update Company Information 
In section (2) Account Holder Information, Master Contacts have an “Update Company Information” button visible. Click this to 
update your organization’s Main or Head Office Information. The main record is separate from your agents account contact 
information should you have agents in different geographical locations. 
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2. Account Holder Information 
This section shows your personal account contact information and you can edit it at any time by clicking “Update Your Account 
Information”. As well you can change your password for your account by clicking “Modify Your Password”. 

Update Your Account Information 
 

 
 
Note: If your contact information is the same as your company’s main information leave the checkbox unchecked that says 
“Tick here…” and your record will be auto-populated with data from your organization’s main record. Check the box if your 
location or contact information is different from your head office. 

Modify your Password 
To change you account password enter your new password, and click “Save”. 
 

 
 
Note: If you are having any difficulties with logging in and modifying your password, please don’t hesitate to contact us at 
sales@tracker-software.com. 

3. Communication Preferences 
If you would like to receive support notifications or notifications regarding new product availability please check the 
notifications you want to receive and click “Save Preferences”. This will add you account to the Tracker Software mailing list for 
the selected notifications.  

mailto:sales@tracker-software.com
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4. Your Products and Serial Numbers Tab 
This section contains the most powerful tools we’ve implemented to assist resellers in managing their clients, serial numbers, 
product upgrades and product registration. Whenever you make a purchase logged into your reseller account you must specify 
whether you are purchasing for your company, an existing client, a new client, or an unspecified company, any of these orders 
purchased through the order system will appear in the list below. Besides order and product Information, this tab also allows 
you to see & purchase product version upgrades, extend your clients product maintenance plan, have the serial for a client sent 
to you via email and register or associate a purchased product to a client. 
 

 
Filtering and Sorting 
You can filter your product list by product name, client, and partial or full serial key using the search field right below the tab. As 
well clicking the column headings for product name or client name will sort your list alphabetically ascending or descending by 
the column data chosen.  

Product Name & Version Column 
This column contains the product name and version number, license volume, and serial keys, and/or developer code for any 
particular order you’ve made since February 2010. You can add serial numbers purchased previous to that date using the add a 
serial# to your account here field, located at the bottom of the list.  
 

 
 
Note: Once you enter a serial and click “+ Add”, the serial key will show up in the list as associated to an unspecified company, 
and you can then use the “add a client” link in the Client Name Column to associate the serial to an existing or new end user. 
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Client Name Column 
The Client Name Column displays the client that you have associated or registered to a specific serial key. Clients records can be 
created during the initial purchase, using the add a client link in this column, or by the Your Clients management tab if the 
original purchase was made for an unspecified company, (see Your Clients Tab). The choice whether to create your client’s 
record during the initial purchase or after purchasing for an unspecified company is up to your preference as both use the same 
process. 

Adding a Client to a Serial Key 
Clicking the add a client link in this column will initiate a light box wizard to add an end-user client to a specific serial key in your 
list of purchased serials. 

Note: Adding a client to a serial key will associate the serial to a client but not register the software. Once the client has been 
added to the serial you must either, use the Send serial to client action or send the serial to your client and have them 
register the software on our website themselves.  

 
 

 
1) Unspecified Company - Leaves the serial in your list but does not associated it to a client, same as Cancel. 
 
2) Specific Company - If you have already created a client record using the My Clients Tab or the client exists in the system from 
previous purchases, click the check box beside Specific Company and start to type the client’s company name into the field. As 
you type the system will auto-complete the field based on what you typed and an existing client record.  
 

 
 

Once you see the client name you want in the drop down list, select it, and click Ok. 
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Now that the Client has been identified, you can select whether you want the serial # sent to just the end-user, to you and the 
end-user, or you only. And if there are more then one contacts for an organization, which contact the serial should be sent to 
and registered to. 

 
 

Once you select the email option and contact you want click Ok to continue. 
 

Upon clicking Ok, you will be given notification of the action(s) you’ve taken at the top of your Account screen. 
 

 
 

Note: If the contact for the organization does not exist you’ll need to add them to the client record first and then restart this 
process once their contact has been entered into the system (see 5. Your Clients Tab).  
 
*Single user licenses can only be registered to a single user, multiple user licenses can be registered to as many users as the 
license entitles. But only one is necessary to access upgrade discounts and maintenance extensions for a given license. Any 
attempt to register a user in excess of the license’s allotted volume will  result in the blocking of that account and we will  be 
notified of the excess registration.  
 
Any concerns regarding registration issues can be resolved by contacting us at sales@tracker-software.com. 
 
3) New Company - Selecting new company assumes that the client company does not have an entry in the system. Choosing 
this process will  create both a client and a contact record for the company and register the software to them. First click New 
Company and enter the company name, or individual user’s full name (First Name Last Name) if it’s for an individual, and click 
Next. 

 

mailto:sales@tracker-software.com
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Enter all the company and contact information for your client and click Next. 
 

 
 
You will then be prompted as to whether or not you would like the system to notify the client on your behalf about the 
registration. You can review the email and check the box beside, check to send email notification to client if  you  want  the  
system to send the notification and Click Ok.  
 

 
 
Again you will be given notification of the action(s) taken at the top of your Account screen. 
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4) For Personal Use Only - Will designate that serial key as being used by your organization internally and associate it with your 
account. Check For Personal Use Only, and click Ok. 
 

 
 
You will be notified of the action(s) taken at the top of your Account screen. 
 

 
 

Additional Information Column 
This column lists the following information: 
¶ Purchase Date of product 
¶ An Order/Invoice Number (if purchased after Feb 2010, or SWREG order number for sales prior to Feb 2010 if available) 
¶ Maintenance Plan Expiration Date of license 
¶ If the serial has been registered to a client. 

 

Available Discounted Upgrades Column 
This column displays a major version upgrade path and pricing if applicable. Meaning that if our latest version of a product is 
version 4, and the serial key is a version 3 serial key, the upgrade path to the latest release of the same products are shown 
with retail price, upgrade discounted price, your reseller cost and a button to add the product upgrade to the shopping cart.  

 
Action Column 
The Action Column, allows you to send yourself or your client the serial number for the product(s) that have been associated to 
a specific company, as well as extend the software maintenance subscription (see Product Maintenance).  
 
Send serial  to  me -If  the product  is  still  listed as  for  an Unspecified Company,  you can send the serial  to  yourself.  Or  if  you 
would  like  to  send  the  client  the  serial  yourself  via  your  own  email,  and  have  them  register  the  license  on  the  website  
themselves. Once the client registers their serial key the status in the Additional Information Column will change to registered. 
 
Send serial to client - If the serial has associated to a client but has not been registered to the client contact yet you can send 
the serial to the client with a formatted email on your behalf. This action will change the association to the client’s software as 
now being registered to the client. Otherwise provide your client with the serial and instructions on registering it themselves, by 
logging into their account with the login id and password you created their account with and entering the serial key in the Add 
serial field at the bottom of their Products and Serials Tab of their MyAccount page.  
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Extending Product Maintenance -If a product is older version then the current major version of the product, or has been 
purchased for more then 13 months, there will be no option(s) to extend the maintenance subscription for that product. The 
product may have discounted upgrade options available as described in the Available Upgrades Column, which if purchased will 
include a new 12 month maintenance subscription with the upgrade. Once the upgrade is completed you would receive a new 
version serial key in your list and this would display options to extend the maintenance subscription if no extended 
maintenance was purchased with the upgrade. 
 
Note: Any given product can only hold up to 3 years extended maintenance at any given time. And as long as maintenance has 
not expired it can be extended perpetually. 
 
Extend Maintenance for 1 Year – This action will add a 1 year maintenance extension for that product at 17.5% of the current 
retail price of the product to your shopping cart. Once purchased you will see the maintenance expiry date has changed for that 
product in the Additional Information Column. 
 
Extend Maintenance for 2 Years – This action will add a 2 year maintenance extension for that product at 30% of the current 
retail price of the product to your shopping cart. Once purchased you will see the maintenance expiry date has changed for that 
product in the Additional Information Column. 
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5. Your Clients Tab 
This tab displays all of your clients created in the system either during the purchasing of an order or created by adding a client 
to a serial key in your list. On this tab you can: 
¶ Create new clients 
¶ Edit Information for existing clients 
¶ Add/Edit contacts of those clients 

Note: This tab will only be displayed to a user with “Master Contact” designation (see Master Contact Designation). 

 

Filtering and Sorting 
You can filter your client list for a specific client using the complete or partial company/client name in the Filter by Client Name 
search bar above the list. As well the client names can be sorted alphabetically ascending or descending by clicking the column 
title, Client Name. 

Add New Client 
Above the Filter bar is a link to add a new client to your list. Click it to open the following screen. Simply complete the form and 
click Save. This will create both the client record and the first contact record of that client. All but fax and url are required fields. 
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