
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Barter Software 
User Manual 

Version Three 
AUGUST 2007 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Published in New Zealand in 2007 by 

 
XO Limited 

PO Box 8663 
Symonds Street 

Auckland 
New Zealand 

 
www.xolimited.com 

 
Drafted By: 

2007: Tim Gordon 
 
 

Copyright © 2007 XO Limited 
 

All rights reserved. No part of this publication may be reproduced, stored in a 
retrieval system or transmitted in any form or by any means electronic, mechanical, 

photocopying, recording or otherwise without the prior written permission of the 
publishers.  

http://www.xolimited.com


 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Barter Software 
User Manual

Version Three 
AUGUST 2007 



Contents 
 

 

iii 

Contents 
 

Barter Software User Manual..........................................ii 
Contents ............................................................................ iii 
Preface ............................................................................. vii 

Why do some pages look different?................................................................... viii 
Conventions ....................................................................................................... viii 
Differences in wording ...................................................................................... viii 
What will I see? ....................................................................................................ix 

Exchange Setup ..........................................................x 

Logging In .......................................................................... 11 
Administration Site ..............................................................................................12 

Exchange Setup Guide .......................................................... 13 
Checklist ..............................................................................................................14 

Administration Site in Detail ........................................ 20 

Search .............................................................................. 21 
Advanced Search .................................................................................................22 
Transactions .........................................................................................................28 
Plastic Transaction Cards.....................................................................................31 

Member ............................................................................ 34 
Cheque Books ......................................................................................................35 
CRM.....................................................................................................................38 

Adding CRM Events: .................................................................................................. 40 
Members ..............................................................................................................43 
Member Details....................................................................................................45 

Access:........................................................................................................................ 46 
Rating: ........................................................................................................................ 46 
Cards:......................................................................................................................... 47 
Telephone Banking:.................................................................................................... 47 
Quick Tasks: ............................................................................................................... 47 
Documents:................................................................................................................. 48 
Accounts: .................................................................................................................... 50 
Contact: ...................................................................................................................... 51 
Notes:.......................................................................................................................... 53 

Payments ..............................................................................................................54 
View Cash Receipts: ................................................................................................... 54 
View Auto Payments:.................................................................................................. 56 
Add New Cash Receipts: ............................................................................................ 57 
Add New Auto Payment:............................................................................................. 60 
Process Auto Payments: ............................................................................................. 62 

Rating & Trade Status..........................................................................................63 
Trade Status Setup: .................................................................................................... 63 
Manage Trade Status & Rating:................................................................................. 64 



Contents 
 

 

iv 

Delete Rating:............................................................................................................. 66 
New Plastic Transaction Card..............................................................................67 
Saved Searches.....................................................................................................68 

Transactions....................................................................... 69 
Add Batch Adjustment.........................................................................................70 
Add Transaction...................................................................................................73 

Add New Manual Transaction: .................................................................................. 73 
Add New Card Transaction:....................................................................................... 79 

Recent Transactions .............................................................................................81 
Online Transactions .............................................................................................82 
Disputed Transactions..........................................................................................83 

Pay Anyone ........................................................................ 85 
Set Default Pricing Plan.......................................................................................86 
View.....................................................................................................................88 

Exchange........................................................................... 89 
Checklist ..............................................................................................................90 
Contact Details.....................................................................................................92 
Default Settings....................................................................................................93 
Feature Settings....................................................................................................94 

Phone Banking ........................................................................................................... 95 
Maximum Credit Balance........................................................................................... 96 

Payment Methods.................................................................................................97 
Credit Card: ............................................................................................................... 97 
Direct Debit................................................................................................................ 98 
Cheque/Posted Payment:............................................................................................ 98 

Sales Team Commission Settings ......................................................................101 
Pricing ............................................................................ 102 

Account Adjustment Type .................................................................................103 
Fees & Rates ......................................................................................................105 
Pricing Plan........................................................................................................107 
Members by Pricing Plan...................................................................................109 

Staff............................................................................... 110 
Clients List .........................................................................................................111 
Exchange Staff ...................................................................................................112 
Re-Assign Accounts...........................................................................................115 
Sales Team .........................................................................................................116 
Broker ................................................................................................................119 
Associate Broker................................................................................................120 
Staff Permissions ...............................................................................................121 

Reports ........................................................................... 122 
Reports ...............................................................................................................123 

Common Information Reports:................................................................................. 124 
Advanced Reports: ................................................................................................... 124 

Statements ..........................................................................................................127 
Communication ................................................................. 129 

E-Mail ................................................................................................................130 
Newsletter ..........................................................................................................131 



Contents 
 

 

v 

SMS....................................................................................................................134 
Directory......................................................................... 135 

Directory Alert Activation .................................................................................136 
Directory Listing Print .......................................................................................137 
Directory Listing Reset ......................................................................................138 
Edit Alert Message.............................................................................................139 
View/Hide Categories ........................................................................................140 

Content........................................................................... 141 
Content Text.......................................................................................................142 

Contact Us................................................................................................................ 142 
FAQ .......................................................................................................................... 143 
Welcome Message .................................................................................................... 144 
Help .......................................................................................................................... 145 
Privacy Policy .......................................................................................................... 146 
Registration Details.................................................................................................. 147 
Registration Message ............................................................................................... 150 
Security & Compatibility.......................................................................................... 151 
Terms & Conditions ................................................................................................. 152 

Currency.............................................................................................................153 
Direct Debit........................................................................................................154 
E-Mail Templates...............................................................................................155 

E-Mail Templates - Description ............................................................................... 156 
IVR E-Mail Templates.......................................................................................161 
Front End Customisation ...................................................................................162 

Main Menu Panel ..................................................................................................... 163 
Main Menu Opening Image...................................................................................... 163 
Search Panel Opening Image................................................................................... 164 
Login Panel .............................................................................................................. 164 
Registration Panel.................................................................................................... 166 
Bookmark Panel ....................................................................................................... 167 
Category Panel......................................................................................................... 168 
Side Panel................................................................................................................. 170 
New Listings, Statistics and Browse-by Panel ......................................................... 172 
Footer Links Panel ................................................................................................... 173 

Front End Images...............................................................................................174 
Required Contact Details ...................................................................................175 
Show Empty Category .......................................................................................176 
Statement Settings..............................................................................................177 
Supplier Settings ................................................................................................179 

Item............................................................................... 180 
Item Settings ......................................................................................................181 
Products..............................................................................................................182 
Service................................................................................................................183 
Listings...............................................................................................................184 
Approving Items ................................................................................................185 

Logs ............................................................................... 186 
Merchant Members ............................................................................................187 
Office Staff.........................................................................................................188 



Contents 
 

 

vi 

Translation ...................................................................... 189 
Default Language...............................................................................................190 
Pending Translations..........................................................................................191 
Translate a Page .................................................................................................192 
Translate SMS....................................................................................................194 
Translate Category .............................................................................................195 

 



Preface 
 

 

vii 

Preface 
 

Congratulations on becoming a member of the fastest growing barter-
exchange network in the world! This document is intended to ease your 
introduction into our software. We do this by providing you with a 
checklist of tasks to complete that will result in your exchange being 
active, and your business online.  
 
Following completion of this checklist we recommend that you explore the 
software and familiarize yourself with its functionality.  This User Manual 
provides detailed instructions on how to use our software, and is designed 
to enhance your understanding of the functions available.   
 
For a checklist of tasks that need completion before your exchange 
becomes active please see the Exchange Setup Guide. 
 
For any questions or queries you feel are not addressed by this manual 
please contact tim.gordon@barter-software.com. 

 

mailto:tim.gordon@barter-software.com
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Preface 
 
 
Why do some pages look different? 
 

As with any piece of software, the XO system is constantly being updated 
with new features and user interface enhancements. Because of this there 
may be functions available in the software that are not detailed in this 
manual, or look slightly different. We frequently update this user manual 
as new features and changes are made. Contact XO to obtain the latest 
version of this manual. 
 
 

Conventions 
 

Term Description 
Front End The B2B trading site 
Back End The XO Administration site 

 
 

Icon Description 

$ Example 

F Important 

? Note 

C Tip 

 
 
Differences in wording 
 

Because the XO system allows you to translate virtually every aspect of 
the system into your own language or modify existing languages, some 
terms, directions, instructions and screenshots may appear different in your 
system to this user manual. If you find your self stuck, please contact your 
project manager for more information. 
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Preface 
 
What will I see? 

 
Throughout the application there are a number of interface features that 
you should become familiar with before preceding with this guide. Taking 
note of these visual cues will help you navigate and use the software 
productively and efficiently. 
 
There are three main areas to the software interface. 
 

 
 

1. Main Menu 
This is located on the left-hand side of the screen. This is the main tool 
for navigating around the software. When the term Main Menu is used 
later in the document, it will be referring to this part of the interface. 

 
2. Content Area 

This dominates the majority of the page and is where your requested 
information is displayed. At the top of this area is a bar called the 
breadcrumbs bar. This shows the user where about in the application 
they currently are. 
 

3. Banner 
This is the upper part of the interface. It displays the username and 
name of the user currently logged in. It also gives the user an option to 
change their details and view their login history. 
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C H A P T E R  O N E  
 
 
 
 
 
 

Logging In 
 
 
 
 
 

Until you have setup your own website i.e. 
www.myexchange.com and integrated it 
with our barter-exchange network you can 
log in to the generic home page by going to 
http://myexchange.xolimited.com/xoadmin. 
You will be presented with your 
administration log in page 
 
Contents: 
Administration Site 

http://www.myexchange.com
http://myexchange.xolimited.com/xoadmin
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Logging In 
 
Administration Site 
 
 

To login to the Administration Site: 
 

NOTE: Please ensure that your computer is connected to the Internet. 

 
1. Start your web browser such as Internet Explorer or Firefox. 

 

 
 

2. Enter the URL in the browser’s address bar.  This could be your 
exchange’s URL such as (www.myexchange.com) or the default 
http://myexchange.xolimited.com/xoadmin. 

 

TIP: Create a bookmark of the site for easy future access. 

 
3. Use the username and password you signed up with to log in to the 

Administration Site. 
 

 

? 

C 

http://www.myexchange.com)
http://myexchange.xolimited.com/xoadmin
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C H A P T E R  T W O  
 
 
 
 
 
 

Exchange Setup Guide 
 
 
 
 
 

This section provides a list of tasks to 
complete that will result in your exchange 
being active and online. The setup process is 
detailed fully in the Software Training 
Manual which can be requested from XO 
Software. 
 
A short explanation of each task is provided.  
For further instructions on how to complete 
each task, refer to the contents or the index 
to continue reading on that specific topic. 
 
Contents 
 
Checklist: 
Logging in to the Administration Site 
Exchange Contact Details 
Payment Methods 
Sales People 
Members Fees & Rates 
Registration Fees 
Terms, Conditions & Policies 
Customizing the Front End 
Using your own domain name 
Setup a test account 
Import your members into the system 
Other Features 
Registering and Verifying Users 
Statement Set Generation 
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Exchange Setup Guide 
 
Checklist 
 
 

Logging in to the Administration Site: 
 

Until you have setup your own website (www.myexchange.com) and 
integrated with our barter-exchange network you can log in to the generic 
home page by going to http://myexchange.xolimited.com/xoadmin. Once 
you have logged in you can access the full set of functionality. 
 
For more details on how to start and logon to our site see Chapter One. 
 
 

Exchange Contact Details: 
 
You should double check to make sure your exchanges details have been 
entered correctly. Exchange details are used by customers to contact your 
exchange. Exchange Contact Details are located under Exchange on page 
92. 

 
 

Payment Methods: 
 
You need to make sure that you can receive commission payments in the 
forms that you need to (Credit card, direct credit, and post 
payment/Cheque). See page 97 for more information. 

 

Important: Your bank account details need to be entered into the system 
if you want to be able to receive payments via direct credit. Accepted 
Payment Methods is located under Exchange in the Main Menu. 

 
 

Sales Staff: 
 
Each business that signs up to your exchange must have an assigned 
Salesperson before they can use their account. A Salesperson is a staff 
member that the client will deal with when they have problems or queries. 
 
Upon exchange creation there are no salespersons created or assigned. You 
must create a Salesperson out of Admin members, and then assign a 
Salesperson to your members. There are several steps you must go through 
in order to achieve this. See page 112 for more information. 
 

F 

http://www.myexchange.com)
http://myexchange.xolimited.com/xoadmin
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Exchange Setup Guide 
 

Checklist continued 
 
 
1. Sales Commission Rates:  

Sales commission rates determine the amount that a salesperson will 
make when their clients buy or sell anything online. You must create 
sales commission rates. There are different rates depending on whether 
the client buys or sells, and whether the deal completed in cash or 
barter. Sales Commission Rates are located under Staff Mgmt in the 
main menu. 

 
2. Create a Salesperson:  

You must assign “salesperson status” to your staff members. In order 
to do this you need to select the appropriate staff member from the list, 
and select a commission rate (that you created in step 1). 

 
3. Assign a Salesperson to a member:  

Once you have successfully created some sales persons, you can assign 
them to the clients/members of your exchange (although there are other 
steps to go through before this, so an explanation is given later in this 
document).  

 
 

Members Fees & Rates: 
 

In order to make money through commission, you must assign fees and 
commission rates to your clients (member mgmt/Members Fees & Rates). 
This must be done before any clients start using the online system.  Fees 
and Rates are located under Pricing on page 102. 

 
 

Registration Fees: 
 

If you wish to charge registration fees you need to assign them using the 
Edit Registration Details page. See Edit Registration Details under Content 
on page 141 for more information. 

 
 

Terms, Conditions & Policies: 
 
You must check the Terms & Conditions, and the Privacy Policy and 
change them if need be. Terms & Conditions and Privacy Policy are 
located under Content Mgmt in the main menu. 
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Exchange Setup Guide 
 

Checklist continued 
 
 

Customizing the Front End: 
 

You can completely change the look and feel of your exchange web site. 
Initially when your online exchange is created, it will look like our 
example site ‘Green Dollars’ however it is easy to change the look and feel 
to images and colour schemes you want. Just replace the existing pictures 
with ones of the same exact dimensions (width and height). See page  

 
 

Using your own domain name: 
 

When you first start using our system you can access your exchange 
through our default domain name (www.xolimited.com) however it is 
likely will want to change that domain name to one of your own. In order 
to do this you must register your domain name and then make it point or 
refer to our server. 
 
To do this you have two options: 
 
Option One:  
You can transfer your domain to the XO Limited registrar. 
 
o This option also will allow your domain name to appear in the user’s 

browser i.e. www.myexchange.com and your customized graphics will 
appear on the homepage. 
 

EXAMPLE: See http://www.greendollars.co.nz 

 
o We can also make a customized homepage which will appear only for 

your exchange if you wish to. 
 

o This option has the added benefit that you will no longer have to pay 
fees to the company which you bought your domain from (domain 
registrar). 

 

$

http://www.xolimited.com)
http://www.myexchange.com
http://www.greendollars.co.nz
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Exchange Setup Guide 
 

Checklist continued 
 
 
Option Two:  
You can use the XO domain name server. 
 
You can change the domain name server (DNS) to use our especially 
designed domain name server capable of handling multiple domains from 
various exchanges 
 
o This option is best if you wish to keep your domain with your existing 

domain name registrar. 
 

o This option also allows your domain name to appear in the user’s 
browser for example http://www.myexchange.com and your 
customized graphics will appear on the homepage. 

 
 
Procedure for Option One: 
1. We will lodge a request to transfer your domain to our registrar, once 

this is done we will email you and you must logon or call your domain 
registrar and authorize this request. 
 

2. Emails for your domain name such as info@myexchange.com will 
now come to our server. To ensure you receive all emails related to 
your domain we can: 

a. Setup a web mail account for you which will all emails will be 
directed to. For example <anything>@myexchange.com will be 
directed to this mailbox 

b. Redirect certain email addresses to specific email addresses. 
For Example info@myexchange.com redirect to 
info@gmail.com and bob@myexchange.com to 
bob@gmail.com. 

 
 
Procedure for Option Two: 
1. Tell us your domain name which you wish to add to our name server. 
2. Emails for your domain name such as info@myexchange.com will 

now come to our server. To ensure you receive all emails related to 
your domain we can: 

a. Setup web mail account for you which will all emails will be 
directed to. For example <anything>@myexchange.com will be 
directed to this mailbox 

b. Redirect certain email addresses to specific email addresses for 
example, info@myexchange.com redirect to info@gmail.com 
and bob@myexchange.com to bob@gmail.com 

http://www.myexchange.com
mailto:info@myexchange.com
mailto:@myexchange.com
mailto:info@myexchange.com
mailto:info@gmail.com
mailto:bob@myexchange.com
mailto:bob@gmail.com
mailto:info@myexchange.com
mailto:@myexchange.com
mailto:info@myexchange.com
mailto:info@gmail.com
mailto:bob@myexchange.com
mailto:bob@gmail.com
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Exchange Setup Guide 
 

Checklist continued 
 
 
3. Once we have received these details from you we will setup your 

account on our name server. We will send you an email once this is 
done 

 
 

NOTE: Please do not change the DNS with your registrar before you have 
been informed of the change. 

 
 
4. Contact the company which you bought your domain from (domain 

registrar) and set the name servers to: 
 
Name Server One: ns1.orcon.net.nz 
Name Server Two: ns2.orcon.net.nz 

 
 

IMPORTANT: Changes to a domain's name servers can take up to 24 - 48 
hours to propagate, this means your hosting or other domain features will 
not work during this propagation time. 

 
 

Setup a test account for prospective members: 
 

If you want people to be able to view products or services and generally 
want people to be able to explore the software through your exchange 
website, then you will need to setup a test account. The test username and 
password commonly used are ‘test drive’ for both the username and 
password. This account should obviously not have buy/sell permission. 

 
 

Import your members into the system: 
 

If you have existing members in your exchange, you may want to import 
them into the software system. If you want to do this, you must send us a 
CSV file with their details. The file must be in a specific format. There is a 
sample CSV file available so that you have a guide when creating your 
own file. If you haven’t received the files, please contact us on 
support@barter-software.com and we will forward them to you. 

? 

F 

mailto:support@barter-software.com
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Exchange Setup Guide 
 

Checklist continued 
 
 

Other Features: 
 

If you want to receive Cheque books, use SMS banking, telephone banking 
or have any other features enabled for your exchange, please contact your 
project manager. 

 
 

NOTE: Some parts of the system require ongoing attention from your 
exchange staff. 

 
 

Registering and Verifying Users: 
 

As members sign up to your exchange through the web site, they will need 
to have their details verified and their accounts activated by your staff.  
The Member page allows the ability to change members’ details such as 
setting member’s accounts to “valid”.  This can be found under Members 
in the Main Menu. 
 
Accessing the Member page will display a list of members. Select a 
member and you will see their account details. You need to assign a “sales 
rep” who will take care of this member.  Assigning a commission rate to 
the account as well as monthly and annual fees do not need to be set.  To 
activate this account set the account to ‘valid’.

? 
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C H A P T E R  T H R E E  
 
 
 
 
 
 

Search 
 
 
 
 
 

From Search an admin user can search for a 
specific company and access company 
details.  
 
This feature also allows a user to view 
member Directory Listings. Once a search is 
complete the user can then select various 
businesses and generate a customized report 
containing information about each selected 
business. This report can then be printed or 
directly emailed to any member.  
 
This generated report shows the business 
name, contact details and business details as 
per the Directory Listing text entered by the 
business.  
 
The creation of customized trading reports 
for each member of the barter exchange is a 
function designed to be used by the Sales 
Team help increase trade by their clients. 
 
Contents 
Advanced Search .......................................22 
Transactions ...............................................28 
Plastic Transaction Cards...........................31 
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Search 
 
Advanced Search 

 
The creation of customized trading reports is an important function and is 
designed to be used by Account Managers to help increase trade by their 
clients.  By searching using Barter Balance, a sales person can enter a 
minimum balance of -$10,000 and a maximum balance of $00.00.  This 
will search for all members that are in debt to -$10,000.  These members 
can then be promoted to other members who are in credit.   
 
You can narrow down your search by using this function in conjunction 
with other search components such as Directory Listing and after finding 
the right member, add them to a customized trading report. 

 

EXAMPLE: If one of your members calls their account manager and 
explains they are going on a trip, but need their car serviced first, and need 
a place to stay when they get there, as well as a few good restaurants at 
which they can have a family dinner, and any other entertainment venues 
you can think of, then a sales person might do the following. 

 
1. Search for a few car mechanics that are in debt in the local area so that 

your member can choose one to visit and do a check-up their car before 
the trip. 
 

2. Search for a few hotels that are in debt at the location your member 
wanted to stay. 
 

3. Search for some restaurants that are in debt, or in need of more trade. 
 

4. Search for Entertainment Venues that are in debt.  
 

5. Email the report to your member and check up on them in a few days.  
They may have additional requests. 

$
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Search 
 

Advanced Search continued 
 
 

To Access Advanced Search: 
 

1. To access the Advanced Search feature click on Search in the Main 
menu and select the members link.  This will load the Advanced 
Search page shown below. 

 

 
 
 

To Search for a member: 
 

There are various ways a search can be performed.  Filling more than one 
field will narrow down the search. You can fill in as little or as much 
information as you wish to refine the search. Leaving all fields blank and 
clicking the Search button will produce the entire list of companies. 

 

Example:  Filling in the word bike under Directory Listing will show all 
businesses that have something to do with bikes in their directory listings.  
However if you also enter New Zealand in the Country box, your search 
will be narrowed down to include only businesses within New Zealand 
An explanation of each search field is provided on the next page. 

 

$
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 Search 
 

Advanced Search continued 
 
 

To Search by Account Number: 
The Account Number is a unique number that identifies a business.   
 
Some businesses may not know their account number so you may wish to 
search by the Business Name or the Contact Person instead.  
 

To Search by Business: 
Enter the name of the business you would like to find.  
  

To Search by Contact Person: 
This function produces results based on the contact people recorded for a 
business. 
 

To Search by Suburb, City, State/Region, or Country: 
This enables you to search for all members in the selected Suburb, City, 
State or Country. Used in conjunction with other search fields it can help 
narrow down your search to a specific location.  
 

 

EXAMPLE: Contact Person: Mike 
   City:   Auckland 

 
 
This will produce a list of all people named Mike in the city of Auckland.  
 

To Search by Directory Listing: 
This allows you to search through all company and directory listings, and 
find businesses based on a specific key word.  For example typing “health” 
in the field would generate results regarding companies associated with 
health or health products. 
 

To Search by Email: 
This feature allows you to find companies based on an email address.  This 
is often useful if emails bounce due to spelling errors or if that member 
changed their email address and you require a different way to contact this 
member.  Searching by their email will bring up other contact details 
allowing you to get in touch and update their email address with a correct 
one. 

 

$
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 Search 
 

Advanced Search continued 
 
 

Working with search results: 
 

After entering the relevant information in the chosen fields, click on the 
Search button.  The results from your search will be displayed below. 
 

 
 
 

To navigate through search results: 
 

You will have various options available for moving through your search 
depending on the number of results. If the results fill up more than your 
onscreen space scrollbars will appear on side of your screen. You can use 
these to scroll through results. If there are more than a page of results a 
numbered navigation tool will be shown at the bottom left hand side of the 
page.  Simply click on the number for the list of records on that page. 
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 Search 
 

Advanced Search continued 
 
 

To select search results: 
 

Search results must be added to a report in order to be emailed to 
members.  Once you find the company records you were looking for you 
can select them by clicking on the checkbox beside each one.  This will 
highlight the company record as shown below. 
 

 
 
 

To add a selection to report: 
 

After selecting all required company records as outlined above, click on 
the Add to Report button.  This will take you to a report summary page 
that shows a list of all companies in the current report.  Note that you can 
perform multiple searches and add results from those searches to the same 
report before proceeding further. 
 
 

Working with results added to a report: 
 

When you are finished searching and adding companies to a report you can 
review the selections. A summarized list of companies and their directory 
listings is shown below. There are a range of options available. 

 

NOTE: Most commonly the reports generated are emailed to customers. 

 

 

? 
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 Search 
 

Advanced Search continued 
 
 

To E-Mail the report: 
 

The selection can be emailed directly by typing an email address in the 
field and clicking on the Email button.  Emails sent to the client will have 
each business’ contact information, Directory Listing text etc added to 
them. 

 
To generate a report: 

 
A report can be generated by clicking the Generate Report button.  The 
report is now displayed inside a new browser window as shown below. 
 

 
 

 
To generate a CSV file: 

 
An Excel CSV file containing related company and contact information for 
each record selected can be generated by clicking on the CSV button.  
Click Save and choose a location where you’d like this file to be stored. 
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Search 
 
Transactions 

 
The Transaction Search can help you find previously processed 
transactions. It allows the user to see transaction notes, details and can be 
used to reverse transactions. 

 
 

To view the Transactions search page: 
 

1. To access the Transactions Search feature click on Search in the Main 
menu and select the Transactions link.  This will load the Transaction 
Search page shown below. 
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Search 
 

Transactions continued 
 
 

Viewing all transactions: 
 
Select ‘All’ as the Credit To member and ‘All’ as the Debit From member 
and press ‘Show Results’. 

 
 
Using the Transaction Search feature: 

 
By changing the Debit To and Credit To dropdown lists to specific 
companies we can examine their transaction history 
 

 
 

If you select ‘All’ for the Debit From member, and a company name for 
Credit To, we can see all the transactions where this company has received 
credit from others 

 
Or, you could do the reverse and select ‘All’ for the Credit To member and 
a company name for the Debit From member. From this we can see where 
a company has debited another account. 
 
 

Limiting by transaction type: 
 

By defining a transaction type from the dropdown box you can limit your 
search results to the type of transaction. Selecting 'All' will show you all 
transaction types, you can limit by: POS Terminal, Online Debit Card, 
Online Bill Pay and by Cheque.  
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Search 
 

Transactions continued 
 
 

Limiting by amount: 
 
By entering a Minimum Amount and/or a Maximum Amount you can 
limit your search to transactions above, below or in the range of certain 
amounts. 
 

 
 
 

Limiting by date range: 
 
By entering a 'From' date and/or a 'To' date you can limit your search to 
transactions from, to or in the range of certain dates. 
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Plastic Transaction Cards 

 
The POS Card page is used to manage and maintain Plastic Transaction 
Cards.  From here you can change card details or issue a new card to a 
member.  
 
You can also display a list of all members and their POS card information.  
You can also search for cards by their card numbers or alternatively 
display a list of cards based on a date range. 
 
 

To view the Plastic Transaction Cards search page: 
 

1. To access the Plastic Transaction Cards page click Search in the Main 
Menu and select the Plastic Transaction Cards link.  This will load the 
Plastic Transaction Cards page shown below. 

 

 
 

To search by Member: 
 

A member’s account could have many staff members.  It is possible to 
have more than one POS card registered for the same account so cards to 
be distributed to different staff members. 
 
1. Select a Member from the 'Search by Member' drop down box. 

Selecting 'All' will display a list of all Plastic Transaction Cards. 
 

2. Select a 'Sort by' option. 
 

3. Click the 'Show Results' button or Download CSV/XLS to download 
an editable file 
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Plastic Transaction Cards continued 
 
 

Searching by specific card number: 
 
1. Enter all or part of a card number to display cards with the closest 

match. 
 

2. Click the 'Show Results' button. 
 

 
 

To search by date range: 
 

1. Select a 'From' date. 
 

2. Select a 'To' date. 
 

3. Click the 'Show Results' button or Download CSV/XLS to download 
an editable file 

 

 
 
 

To change POS Card information: 
 

1. After searching for desired members select the 'Change' link next to the 
card you would like to change.  
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Plastic Transaction Cards continued 
 
 

2. After selecting the 'Change' link the Edit POS Card page will be 
displayed. 

 

 
 
 
3. This is a detailed record for a specific POS Card.  From here you can 

change the expiry date, change the PIN number (and email the new one 
directly to the customers email address), as well as changing the status 
between Requested, Valid or Disabled. 

 
 

Add a new POS Card: 
 

The Plastic Transaction Cards page can also be used to add a new POS 
Card; however this will be covered later in the manual. See Member → 
New Plastic Transaction Card on page 67. 
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Member 
 
 
 
 
 

When a company wishes to become a 
member, information about them must be 
stored in the system.   
 
This section of the application relates to 
managing member details such as contact 
information and financial position. 
Processing automatic payments such as 
monthly or annual registration fees, and 
dealing with commission payments. 
 
It also includes managing member’s Cheque 
books and outlines the member registration 
process. 
 
Contents 
Cheque Books ............................................35 
CRM...........................................................38 
Members ....................................................43 
Member Details..........................................45 
Payments....................................................54 
Rating & Trade Status................................63 
New Plastic Transaction Card....................67 
Saved Searches ..........................................68 
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Cheque Books 

 
The Cheque Books page is used to manage and maintain Cheque Books 
issued to members. From here you can change book details or issue a new 
Cheque Book to a member.  
 
You can also display a list of all members and their Cheque Book 
information.  You can also search for cards by their card numbers or 
alternatively display a list of cards based on the date issued. 

 
 

To view the Cheque Books page: 
 

1. To access the Cheque Books page click Member in the Main Menu and 
select the Cheque Books link. This will load the Cheque Books page 
shown below. 

 

 
 
 

To search for Cheque Books: 
 

1. Under ‘Search Cheque Books’ select the company whose cheque book 
details you would like to view. A record showing the Book ID, Issue 
Date, and Status of this company’s cheque book will show up in the 
results. 
 

2. Alternatively you can select all under the company dropdown list.  
This will return a list of cheque book details for all companies that 
have a cheque book. 
 

3. An example of this is shown below. The selection can be sorted 
according to Business Name, Status, Issue Date or Book ID. 
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Cheque Books continued 
 
 

 
 
 

Edit Cheque Book details: 
 

1. After searching for desired members select the 'Change' link next to the 
card you would like to change. This will load the Edit Cheque Book 
page shown below. 

 

 
 
2. To remove a Cheque Book from circulation, change the desired book 

to 'Disabled' and press 'Confirm'. 
 

3. To reassign a Cheque Book to another member, select the member 
name from the dropdown list and press 'Confirm' 

 
 

Add a new Cheque Book: 
 

1. Under 'New Cheque Book' select the company that the new Cheque 
Book will be assigned to. 

 

 
 



Member 
 

 

37 

Member 
 

Cheque Books continued 
 
 

2. Enter a unique Cheque Book ID and press the 'Add' button. 
 
 

NOTE: This number can not be the same as any other Cheque Book ID in 
the system 

 
 

3. If the process is successful, you will be notified with 'Insert 
Succeeded', if there is an error the insert will be declined.  

? 
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CRM 

 
CRM or Customer Relations Management is an important part of the 
software allowing exchange staff to track interaction with exchange 
members. From the CRM page, staff can have fast access to important 
information. 
 

 
 
Search all members: 
This is a quick link to Members Search. See Search → Members on page 
22. 
 
Pending Accounts: 
Pending accounts shows the user the number of new members who have 
joined and are awaiting account approval and activation.  
 
Pending Listings: 
Pending Listings shows the number of directory listings that are waiting to 
be approved by the exchange. See Item → Listing on page 185 for 
instructions on approving listings. 
 
Pending Products: 
Pending Products shows the number of Products that are waiting to be 
approved by the exchange. See Item → Listing on page 185 for 
instructions on approving listings. 
 
Pending Services: 
Pending Services shows the number of Services that are waiting to be 
approved by the exchange. See Item → Listing on page 185 for 
instructions on approving listings. 
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CRM continued 
 

 

NOTE: Pending Listings, Products and Services are only shown if you 
have enabled Item Approval. See Exchange → Feature Settings on page 94 
for more information. 

 
Disputed Transactions: 
The number of transactions that have been reported to the exchange for 
investigation. See Transactions → Disputed Transactions on page 83. 
 
Pending Pay Anyone transactions: 
The number of Pay Anyone transactions that are pending. From here 
exchange staff can approve, decline or edit Pay Anyone transactions. See 
Pay Anyone → View on page 88. 
 
Pending and Validated Orders: 
The number of pending and un-validated orders. See Reports → Pending 
Orders Report on page  
 
Scheduled Broadcasts: 
This section shows current Newsletters and SMS messages that are 
scheduled to be sent. To edit the current schedules, press 'Edit'.  
See Communication → Newsletter on page 131 and Communication → 
SMS on page 134 for further information on these features. 
 
Events: 
This section details current events and notes. From here staff can add, edit, 
delete, and search events. 
 

 
 
 
 

? 
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CRM continued 
 

Adding CRM Events: 
 

1. To add a new CRM Event, click on the [Add new event] link. This will 
load the Add New CRM Event page shown below. 

 
 

 
 
 

2. Start by selecting the name of the member you would like to assign the 
note to from the 'Customer' dropdown box. 
 

3. Select both the name of the person entering the new event and staff 
involved from the ‘Recorded by’ and ‘Staff Involved’ dropdown 
boxes. 
 

4. Enter the note into the notes box. 
 

5. Select both the recorded and due date by clicking the calendar icon. 
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CRM continued 
 
 

 
 
 
6. Select the priority of the message. (High, Medium, Low). 

 
7. Select the type of event. Additional event types can be added by the 

user. See Adding Event Types below. 
 

8. Select the source of the event; this is usually the form of contact that 
was initially made with/by the member. 
 

9. Finally, select the status of the event. (Open, In Progress, Pending, 
Closed). 
 

10. Press 'Insert New Request' to add the new event. 
 
 

Editing a CRM Event: 
 

 
 
1. Select 'Edit' next to the event you would like to edit on the CRM page. 
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CRM continued 
 
 

Adding a new CRM Event Type: 
 

1. To add a new CRM Event Type, click on the [Add new event] link. 
This will load the Add New CRM Event page, under 'Type' click 
Add/Edit CRM Type. This will display the page shown below. 

 

 
 
2. In the 'Add new CRM Type' box, enter the name of the type you would 

like to use and press 'Add'. 
 

3. To remove a type, select the type in the right-hand list and press 
remove. 
 

4. To finalize changes click 'Back' to take you to the Add CRM Event 
page. 
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Members 

 
The Members page allows you to quickly find a members account 
information by filtering a list of all members in your exchange. 
 

To view the Members page: 
 

1. To access the Members page click on Member in the Main Menu and 
select the Members link.  This will load the Members page shown 
below. 

 

 
 
 

Filtering member information: 
 

1. If you know the name of the business you are looking for then enter 
this into the search box. This box supports wildcard search. 
 

2. Select a category from the list if require and how you would like to sort 
the results. Sort by: Account Number, Reference, Business Name, 
Permission, Cash Balance, Barter Balance, and Overdraft Limit. 
 

3. Choose whether you want to display the Account Number or Reference 
and click on the ‘Show Results’ button. 
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Members continued 
 

To view specific member information: 
 

1. Click on the Business name of the member you would like to see 
details for. 
 

2. You will be taken to the ‘Member Details’ page for that member. See 
Member → Member Details on page 45. 
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Member Details 
 

The Member Details section contains all information relating to a 
particular member. It includes Access, Ratings, Cards, Telephone Banking, 
Quick Tasks, Documents, Account, Contact, Online Details and Notes. 
 
Each of these will be covered in more detail as we go through this section. 
Initially when accessing the Account Details, all information is locked in 
view mode. Clicking the spanner icon on the right hand side of the page 
unlocks the page and allows users to add, update or delete member 
information. 
 
Different functions are shown by these icons. These can be found at the 
top right of the merchants panel. 
 

 Edit  Accept  Cancel  Delete 

 
When the Member Details page first loads, we can see the Member Details 
link bar. These links are the different sections of the Member Details page. 
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Member Details continued 
 

Access: 
 
The Access section controls the different account privileges the member 
has for each staff account under the member. Clicking on the edit icon 
allows you to change the permissions for each account login. 
 

  
 

Rating: 
 
The Rating section shows other members who have rated the selected 
account and what rating they gave them. The exchange can also edit and 
delete ratings. 
 

 
 

Editing/Deleting a Rating: 
 
To edit a rating press the ‘Edit’ link. This allows you to modify the 
comment that was made with the rating. Press ‘Update’ to enter, or 
‘Cancel’ to go back. To delete the rating all together, press ‘Delete’. 
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Member Details continued 
 

Cards: 
 
The Cards section lists all plastic transaction cards that are currently issued 
against the member account. More information on requesting a new card 
and editing current card information can be found at Member → New 
Plastic Transaction Card on page 67. 
 

 
 
 

Telephone Banking: 
 

The Telephone Banking section lists all telephone banking logins that the 
member has listed under their account. Clicking on the edit button allows 
you to disable the login and change their PIN number. 
 

 
 
 

Quick Tasks: 
 

The Quick Tasks tab gives you access to common tasks such as: 
 
o Send Welcome Email and Password reminder. 
o Statements: Gives you quick access to account balances and allows the 

user to quickly generate a statement. 
o Member Fee Details: If you have chosen to charge new members a 

membership fee, clicking on Pay Now will record the payment in the 
system. 
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Member Details continued 
 
 

 
 
 

Documents: 
 

The Documents page allows you to upload Membership Agreements, 
Identification and Personal Guarantee documents. 
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Member Details continued 
 
 

Viewing/Uploading a document: 
 
1. To upload or view documents press the ‘Upload/view’ link next to the 

document you require.  
 

2. You will be shown the page below. Start by setting the documents 
default status either: Approved, Needs Approved or Not Approved. 
 

3. Click on Browse to locate the document you would like to upload. This 
can be in .jpg .gif .png .bmp .tif or PDF format.  
 

4. Add any comments you would like to add to the document. 
 

5. Press ‘Submit’ to upload the document. To go back without uploading.  
 

6. To view a document, press ‘View file’ next to the file you would like 
to view under ‘previous versions’ 
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Members continued 
 

Accounts: 
 

The Accounts tab is where important member information such as their 
addresses, account balances and advanced options. 
 
To change any of the details click on the spanner icon on the left. This will 
allow you to edit the details. When you have finished making the changes, 
click the 'accept' icon to save your changes. 
 

 
 

IMPORTANT: You must click on the 'tick' icon if you wish to have your 
changes saved. 

 
If you want to cancel any changes and return the information to its original 
state, press the 'cancel' arrow. 
 
If there is a member that has been accidentally setup or you would like to 
remove, there is the 'delete' option. This can only be used if the member 
has not begun trading with any other members. 

F 
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Members continued 
 

Contact: 
 
The Contact tab contains member contact information such as their contact 
phone numbers, email addresses and postal addresses. 
 

 
 
To change any of the details click on the spanner icon on the left. This will 
allow you to edit the details. When you have finished making the changes, 
click the 'accept' icon to save your changes. 
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Members continued 
 
 

Online Details: 
 
The Online Details section lists all the front end login, directory listing and 
products and services information that is under the company. 
 

 
 
To change any of the details click on the spanner icon on the left. This will 
allow you to edit the details. When you have finished making the changes, 
click the 'accept' icon to save your changes. 
 
To quickly login to the front end as a specific member, click on the sign in 
button on the title bar. 
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Members continued 
 

Notes: 
 

The Notes section provides quick access to the CRM feature and allows 
you to create events for that member.  
 
For further information see Member → CRM on page 38. 
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Payments 

 
The Payments page is used to view and make member cash payments as 
well as setup of automatic payments and credit card processing.  
 

 
 
 

View Cash Receipts: 
 

1. To View Cash Receipts click on Member in the Main Menu and select 
the Payments link.  This will load the Payments page shown above. 
Click on View Cash Receipts to load the page. This is shown below. 

 

 
 

This View Cash Receipts page allows you to search and view member 
commission payments.  It provides a complete record of all commission 
payments a company has made since it joined the exchange. 



Member 
 

 

55 

Member 
 

Payments continued 
 

To view all cash payments: 
 

1. Select 'All' from the Company dropdown list. 
2. Select a date range. 
3. Press the 'View' button. 
 
 

To view specific company cash payments: 
 

1. Choose the name of the company you would like to view cash 
payments for from the Company dropdown box or enter their account 
number. 

2. Select a date range 
3. Press the 'View' button. 

 
 

To view payment details: 
 

1. Click on the ‘Details’ link next to the payment you require. 
2. The payment details are displayed 
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Payments continued 
 

View Auto Payments: 
 

1. To view the Auto Payments page click on Member in the Main Menu 
and select the Payments link.  This will load the Payments page shown 
above. Click on View Auto Payments to load the page. This is shown 
below. 

 

 
 
 

Search for Auto Payments: 
 
The search allows listing of all Approved members and all members 
Waiting for Approval.  These categories are further broken up into Direct 
Debit and Credit Card payments. The list of members is updated relative to 
your selection 
 
Once you’ve found the appropriate member, you can click on the Details 
link on the right hand side of the record. This will take you to the details 
for that automatic payment. 
 
The example below shows the Automatic Payment Details page for an 
approved credit card. 
 

 
 

 



Member 
 

 

57 

Member 
 

Payments continued 
 
This example shows the details of an approved direct debit payment. These 
details are able to be edited by clicking the 'Edit' button. 
 

 
 
 

Add New Cash Receipts: 
 

1. To view the New Cash Receipts page click on Member in the Main 
Menu and select the Payments link. This will load the Payments page 
shown above. Click on New Cash Receipts to load the page.  

 
Entering a new Cash Payment: 

 
1. Select the company that the cash payment had been made from. 
2. Choose cash from the Payment Method drop down box. 
3. Enter the amount that is to be paid. 

 

NOTE: If you want to refund money to a member, enter the amount as a 
negative value -$15.00. This will be entered into the system as an account 
credit. 

 

 
 

? 
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Payments continued 
 
 

4. Select a processing date by pressing the calendar icon button and 
choosing a date from the calendar. 

5. Fill in the details. 
6. If desired add notes to the transaction. 
7. Press 'Confirm' to process this payment. 

 
 

Entering a new Cheque Payment: 
 

1. Select the company that the cash payment had been made from. 
2. Choose cheque from the Payment Method drop down box. 
3. Enter the amount that is to be paid. 
 

 
 
4. Select a processing date by pressing the calendar icon button and 

choosing a date from the calendar. 
5. Fill in the details that were on the cheque. 
6. If desired add notes to the transaction. 
7. Press 'Confirm' to process this payment. 
 

 
Entering a new Credit Card Payment: 

 
1. Select the company that the cash payment had been made from. 
2. Choose cheque from the Payment Method drop down box. 
3. Enter the amount that is to be paid. 
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Payments continued 
 
 

 
 
4. Select a processing date by pressing the calendar icon and choosing a 

date from the calendar. 
5. Fill in the credit card details. 
6. If desired add notes to the transaction. 
7. Press 'Confirm' to process this payment. 

 

NOTE: The information required on this page may be different depending 
on whether you have decided to collect billing address information with 
the card. See Exchange → Payment Methods on page 97 for more details. 

 
 

Entering a new Auto Payment: 
 

1. If the member has a credit card registered for automatic payment then 
you can use this option to automatically enter their credit card 
information to make a one off payment. 

2. Select ‘Auto Payment’ from the payment method drop down box and 
follow the ‘Entering a new Credit Card Payment’ instructions from 
step 3. 

? 
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Payments continued 
 

Add New Auto Payment: 
 

1. To view the New Auto Payments page click on Member in the Main 
Menu and select the Payments link. This will load the Payments page 
shown above. Click on Add New Auto Payments to load the page. This 
is shown below. 

 
 

New Credit Card Auto Payment: 
 

 
 
1. Select a business from the dropdown list or enter their account number. 
2. Fill in all relevant details such as account numbers and expiry date. 
3. Click on 'Waiting' or 'Approved' to change the status of the auto 

payment. 
4. Press ‘Confirm’ to enter the card into the system. 

 

NOTE: The information required on this page may be different depending 
on whether you have decided to collect billing address information with 
the card. See Exchange → Payment Methods on page 97 for more details. 

 
 

New Direct Debit Auto Payment: 
 
1. Select a business from the dropdown list or enter their account number. 
2. Fill in all relevant details such as account numbers and expiry date. 
3. Click on 'Waiting' or 'Approved' to change the status of the auto 

payment. 
4. Press ‘Confirm’ to enter the card into the system. 

? 
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Payments continued 
 
 

 
 

 

TIP: After entering the information it is a good idea to scan and upload the 
form to the members detail page as a PDF. See Member → Member 
Details: Documents on page 48 for more details. 

 

C 
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Payments continued 
 

Process Auto Payments: 
 

1. To view Process Auto Payments page click on Member in the Main 
Menu and select the Payments link. This will load the Payments page 
shown above. Click on Process Auto Payments to load the page. This 
is shown below. 
 
This page is used for processing many auto payments at once. This 
feature will save you a lot of time. 

 

 
 
2. Select the Fees Owing to date. 
3. Select the Payment Processing date. 
4. Click on ‘View’. This will show you all valid automatic payment credit 

card and direct debit accounts and the amount that is to be paid. 
5. If you need to change the amount or the processing date, press ‘Edit’ 
6. To process the payments, press ‘Process Selected’. 

 

NOTE: This Processing Auto Payments page only allows you to quickly 
enter many payments into the system at once. The payment is not 
processed through the XO system and should only be performed after the 
funds are showing in your business bank account.  
 
If you are using the PayPal option offered by XO please contact your 
project manager for more information using this feature. 

 

? 
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Rating & Trade Status 

 
The Rating & Trade Status page is used to set the values that define an 
account as either "Trade Needed" or "Trade Urgently Needed". From here 
you can also view and manage member ratings. 
 
 

To view the Rating & Trade Status page: 
 

1. To access the Rating & Trade Status page click on Member in the 
Main Menu and select the Members link.  This will load the Members 
page shown below. 

 

 
 
 

Trade Status Setup: 
 

1. To modify trade status options, click on the 'Trade Status Setup' radio 
button. This will load the Trade Status Setup page shown below. 

 

 
 

2. Enter the upper boundary for both 'Trade Needed' and 'Trade Urgently 
Needed'. Values must be a negative number. 

3. Press 'Update' to save your changes. 
 
 

EXAMPLE: If you enter -$1,000.00 for 'Trade Needed', all members with 
more than $1,000 dollars in debt will be marked as 'Trade Needed' 

 

$
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Rating & Trade Status continued 
 
 

To view the Manage Trade Status & Rating page: 
 

1. To access the Manage Trade Status & Rating page click on Member in 
the Main Menu and select the Members link.  This will load the 
Members page shown below. 

 

 
 
 

Manage Trade Status & Rating: 
 

1. To modify trade status options, click on the 'Trade Status Setup' radio 
button. This will load the Trade Status Setup page shown below. 

 

 
 

2. Select a member name from the dropdown box or enter their name in 
the Search box and press 'Show Results' 
 

3. This will display a list of results similar to the list below. 
 

 
 
 

To change a members Trade Status: 
 

1. Click on 'Change Status' next to the name of the member you would 
like to change the status for. This will load the page below. 
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Rating & Trade Status continued 
 
 
2. Select the status you would like to change the member to (Trade: 

Unknown, Urgently Needed, Needed or On-hold. 
 

3. Press 'Update' to make the change. 
 
 

Rating a member: 
 

1. To rate a member and write a short comment about them, select Rate 
next to the member you would like to rate. This will load the page 
shown below. 

 

 
 
2. Select the rating you would like to give the member. 10 being the 

highest [Very Happy] to -10 being the worst [Very Angry] from the 
'Select Value' dropdown list, also provide a short comment explaining 
why you gave them the rating. 
 

3. Press 'Rate' to provide your rating. 
 
 

To view the Delete Rating page: 
 

1. To access the Delete Rating page click on Member in the Main Menu 
and select the Members link.  This will load the Members page shown 
below. 
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Rating & Trade Status continued 
 
 

Delete Rating: 
 

1. To modify trade status options, click on the 'Delete Rating' radio 
button. This will load the Delete Rating page shown below. 

 

 
 

2. Ratings may need to be deleted if the person who placed the rating 
used obscene language or an incorrect rating was given, due to input 
error, or because the cause of the bad rating was resolved. 
 
To delete a rating, select the 'Delete' link next to the rating you would 
like to delete. 
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New Plastic Transaction Card 

 
The New Plastic Transaction Card page is used to assign a member a new 
transaction card that they can then use to pay other members using point-
of-sale swipe machines or by using the debit a card method. 
 
 

To view the New Plastic Transaction Card page: 
 

1. To access the New Plastic Transaction Card page click on Member in 
the Main Menu and select the New Plastic Transaction Card link.  This 
will load the page shown below. 

 

 
 

To create a new card: 
 

1. Select the Business Name of the business you would like to create a 
new card for from the drop down box. This will load the 'New Card 
Details' page shown below. 

 

 
 
2. Enter a first and last name. This is the name that will appear on the 

transaction card. 
 

3. Input the desired PIN number and Expiry Date. 
 

4. Press 'Confirm' to enter the changes into the system. 
 
 

NOTE: See Search → Plastic Transaction Cards on page 31 for details on 
how to modify card information and changing card status. 

? 
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Saved Searches 

 
The New Plastic Transaction Card page is used to assign a member a new 
transaction card that they can then use to pay other members using point-
of-sale swipe machines or by using the debit a card method. 
 
 

To view the New Plastic Transaction Card page: 
 

2. To access the New Plastic Transaction Card page click on Member in 
the Main Menu and select the New Plastic Transaction Card link.  This 
will load the page shown below. 
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Transactions 
 
 
 
 
 

Chapter Five details member transactions. 
The Transactions menu provides access to 
the functions used to add new transactions 
and view transaction details. 
 
As an exchange administrator you can view 
a list of recent transactions as well as search 
functionality allowing you to find specific 
transactions. 
 
Disputed Transactions provides control over 
transactions which a member has deemed to 
be unsatisfactory. 
 
Contents 
Add Batch Adjustment...............................70 
Add Transaction.........................................73 
Recent Transactions...................................81 
Online Transactions ...................................82 
Disputed Transactions................................83 
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Add Batch Adjustment 

 
This function is used to process batch account adjustments.  
 
Account Adjustments allow to you credit or debit cash or barter amounts 
to a members account. This can be used for sundry charges such as fee for 
having a cheque bounce, or giving a member a 10% discount for paying 
their fees promptly. No commission is charged on these transactions 

 

NOTE: To use this function you must first create Account Adjustment 
Types. See Pricing → Account Adjustment Type on page 103. 

 
To view the Add Batch Adjustment page: 

 
1. To access the Add Batch Adjustment click Transactions in the main 

menu and select the Add Batch Adjustment link. This will load the 
Add Batch Adjustment page shown below. 

 

 
 
 

To process batch adjustments: 
 

1. To process an adjustment on many accounts, begin by selecting the 
adjustment type from the drop down list. 

 

 

? 
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Add Batch Adjustment continued 
 
 

2. Once you have selected the adjustment type you can now select how 
you would like to get a group of members to apply the adjustment to.  
 
You can search by defining which balance you would like to use, their 
cash balance, or their barter balance and whether the member is in 
credit or debit. Enter an amount and select either Billed at/Older than 
or Due Date. 
 

3. Press ‘Preview Transaction’ to proceed. 
 

  
 
4. The results of your filter will then be displayed in a table like the 

image above. All members displayed will be processed unless the 
check box at the end of the line is unchecked. Once you have selected 
the members you would like to apply the adjustment press ‘Process 
Ticked Transactions’. This may take a few moments; a confirmation 
message will be displayed when complete. 
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Add Batch Adjustment continued 
 
 

5. If you want to change your member selection simply change the values 
and/or dates and press ‘Preview Transaction’. 
 

6. The results are also downloadable as an Microsoft Excel spreadsheet 
that can be merged into a letter. 
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Add Transaction 

 
This function is used to process transactions for someone who can’t do it 
themselves.  For example, their internet connection is not working or they 
are away from the office. 
 
This function can be used to process any transaction, not just Cheque. If 
you are processing a non-Cheque transaction then filling in the Book ID 
and Cheque number is optional. 

 
 

Add New Manual Transaction: 
 

1. To access the Add New Cheque Transactions click Transactions in the 
main menu and select the Add Transaction link.  This will load the 
Add Transaction page shown below. 

 

 
 
2. Select Manual Transaction from the dropdown list. 

 
 

NOTE: This page can be used to reverse incorrect transactions.  If you 
want to reverse a transaction completely (return the total amount of barter 
dollars as well as reversing the Ozone Fees) then you should use the 
reverse link under transaction summary.   
 
IMPORTANT: Only use the reverse feature on this page if you would like 
to do a partial reversal. 
 
EXAMPLE: If a member did a transaction of $1000 barter dollars to 
another member’s account. Later the two parties renegotiated a 50/50 split 
between barter dollars and cash. A complete reversal would not be useful 
in this case so a partial reversal using the following page will have to be 
done. 

 

? 

F 

$
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Add Transaction continued 
 
 

To Process a Manual Transaction: 
 

1. Enter a Book ID in the text field.  This will be a unique number 
recorded against this transaction for tracking and identification. 
Remember that a Book ID is optional. 

 
2. Enter a Cheque Number. This is the number that appears on the 

Cheque. A Cheque number is optional. 
 

 
 
3. Select a Buyer member account. This is where the money will be taken 

out of. You will only be able to select members from your own 
exchange. You can also enter their account number. 
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Add Transaction continued 
 
 

4. If the member who is receiving the barter dollars is in a different 
Exchange then click on the dropdown list and select the correct 
Exchange for that member. 

 
 

EXAMPLE: If the member who we are debiting is in the New Zealand 
Exchange, but the member who we are crediting is in Australia, we would 
use the dropdown list to select Australia. This will populate the Seller 
dropdown list with members from the Australian exchange. 

 
 

5. The dropdown list for the Seller member will be automatically updated 
with members from that exchange. 
 

6. Select the Member whom you wish to credit either from the drop down 
box or by entering their account number 
 

7. Enter the transfer amount in barter dollars. Selecting ‘Force Over Limit 
Transaction’ will process a transfer even if the transfer will put the 
member over their available funds. 
 

8. Select a Transaction Date by clicking on the relevant Select Date 
button. 
 

9. Select a Deposit Date by clicking on the relevant Select Date button. 
Enter the reason for processing this transaction along with any 
additional notes relevant to this case under the Notes textbox. 
 

10. Make sure the Transaction Type is set to ‘Transaction’. 
 

11. Click on the Confirm button to process this transaction. 
 
 

$
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Add Transaction continued 
 
 

To process a Reversal Transaction: 
 

1. Enter a Book ID in the text field.  This will be a unique number 
recorded against this transaction for tracking and identification. 
Remember that a Book ID is optional. 
 

2. Enter a Cheque Number.  This is the number that appears on the 
Cheque. Remember that a Book ID is optional. 

 

 
 
3. Select Buyer member account. 
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Add Transaction continued 
 
 

IMPORTANT: This will be the account money will go back into. (This 
account will not be debited). You will only be able to select members from 
the exchange you are currently administering. 

 
 

4. If the member who previously received the barter dollars is in a 
different Exchange then click on the dropdown list and select the 
correct Exchange for that member. 

 
5. The dropdown list for the Seller member will be automatically updated 

with members from that exchange. 
 
 

IMPORTANT: This account will be debited for the amount we want to put 
back into the other member’s account. Barter dollars will be taken out of 
this account. 

 
 

6. Enter the transfer amount in barter dollars. 
 
 

IMPORTANT: The transaction Date must match the exact date when the 
transaction occurred.  Select a Transaction Date by clicking on the relevant 
Select Date button. 

 
 

7. Select a Deposit Date by clicking on the relevant Select Date button. 
 

8. Make sure the Transaction Type is set to ‘Reverse’. 
 

9. Enter the reason for processing a reversal of this transaction along with 
any additional notes relevant to this case under the Notes textbox. 
 

10. Click on the Confirm button to process this transaction. 

F 

F 

F 
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Add Transaction continued 
 
 

To perform a complete reversal of a transaction: 
 

If a member accidentally processes through two identical transactions or if 
they made a mistake and transferred barter dollars to the wrong account we 
can use the ‘Reverse’ link located beside each transaction record. This is 
an easy and quick way to reverse incorrect member transactions. You can 
perform a detailed transaction search which is covered under Search → 
Transactions on page 28. 
 
 
1. To access the Member Transactions page click Transactions in the 

main menu and select the Recent Transactions link.  This will load the 
Recent Transactions page shown below. 
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Add Transaction continued 
 

Add New Card Transaction: 
 

1. To access the Add New Card Transactions click Transactions in the 
main menu and select the Add Transaction link.  This will load the 
Add Transaction page shown below. 

 

 
 
2. Select Card Transaction from the dropdown list. 

 

 
 

To process a card transaction: 
 

1. Enter the POS card number from which the funds will be debited. 
 

2. If you don’t know the exact card details enter a few of the digits and 
click on the Search button. 

 
3. The page will now show a list of possible Plastic Transaction Cards 

with matching digits.  The following is an example with search input 
11. 
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Card Transactions continued 
 
 

 
 
4. Click on the Select link next to the desired POS Card.  The screen will 

now return to normal.  Note that the card owner’s name will now be 
showing next to the Search button.  The name we have selected in the 
above example is Plenty. 
 

5. Select the Exchange that the 'Credit To' member belongs to. 
 

6. Select the Member from the dropdown list. 
 

7. Enter the amount in barter dollars. 
 

8. Click on the Select Date button and select a transaction date.  
 

9. Enter the reason for processing this transaction along with any 
additional notes relevant to this case under the Notes textbox. 
 

10. Click on the Confirm button to process this transaction. 
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Recent Transactions 

 
The Recent Transactions page will give you quick access to the ten most 
recent manually entered transactions that have made. 

 
 

To view Recent Transactions: 
 

1. To access the Recent Transactions page click Transactions in the main 
menu and select the Recent Transactions link.  This will load the 
Recent Transactions page shown below. 

 

 
 

 

NOTE: For further information on transactions including detailed search, 
see Search → Transactions on page 28. 
 
For information on Reversing transactions, see Add Transaction → 
Reversing Transactions on page 76. 

? 
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Transactions 
 
Online Transactions 

 
The Online Transactions page displays information regarding online sales 
and purchases. It shows the flow of money from one account to another, 
from the purchaser through the Escrow account and to the seller  

 
 

To view Online Transactions: 
 

1. To access the Online Transactions page click Transactions in the main 
menu and select the Online Transactions link. This will load the Online 
Transactions page shown below. 

 

 
 
You can display results by selecting a 'Credit To' and 'Debit From' account. 
Using the account 'All' will show you a list of all online transaction details. 
 
Search can also be performed by entering the account number of each 
party. 
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Disputed Transactions 

 
If a member is unsatisfied with another member while buying or selling 
online, the member can complain about the transaction and ask that the 
exchange offer advice in settling the issue. 

 
To view Disputed Transactions: 

 
1. To access the Disputed Transactions page click Transactions in the 

main menu and select the Disputed Transactions link. This will load 
the Disputed Transactions page shown below. 

 

 
 

 
Completing disputed transactions: 

 
1. If a member disputes a sale or purchase, then these show up under 

either the Product or Services list. Clicking on the 'Details' link will 
show you further information about that transaction. A sample is 
shown below. 
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Disputed Transactions continued 
 
 

2. This page will show you necessary details for resolving the dispute, 
such as the a note by the person who made the complaint, 
 

3. Once you have revolved the dispute, exchange staff should add a note 
explaining the actions taken, and press 'Complete'. 

 
 

IMPORTANT: Funds will be held in escrow account until the transaction 
disputed has been resolved. 

F 
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Pay Anyone 
 
 
 
 
 

Pay Anyone gives exchange members the 
ability to pay non-members with their money 
using email or an SMS enabled mobile 
telephone. 
 
In this chapter we detail setting pricing plans 
plus viewing and managing Pay Anyone 
transactions. 
 
Contents 
Set Default Pricing Plan.............................86 
View...........................................................88 
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Set Default Pricing Plan 

 
Setting a default pricing plan defines that fees that exchange members and 
their Pay Anyone partner will pay. 

 
 

To view Set Default Pricing Plan: 
 

1. To access the Set Default Pricing Plan page click Pay Anyone in the 
main menu and select the Set Default Pricing Plan link.  This will load 
the Set Default Pricing Plan page shown below. 

 
To set default pricing plan: 

 
1. To set a default pricing plan, click on 'Make Default' next to the pricing 

plan you would like to set. To remove a selected pricing plan, click on 
'Unselect' 

 

 
 

To view plan properties: 
 

1. By clicking on the 'Properties' link, you can view the details of the 
pricing plan. Details include fees incurred. 
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Set Default Pricing Plan continued 
 
 

Setting additional Pay Anyone Information: 
 

1. You can also define notification and charge settings from this page. By 
modifying the values you can define how many days a user has to 
accept a Pay Anyone transaction and how much it will cost them to 
submit a payment using Pay Anyone. 

 

 
 
2. To change, simply change the number of days to a number that will 

suit your exchange and press 'Save Changes'. 
 
 

NOTE: To add or modify Pay Anyone pricing plans, see Pricing → Pricing 
Plan on page 107. 

? 
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View 

 
From View, exchange staff can see all Pay Anyone transactions that have 
been made in the system.  

 
To view Pay Anyone View: 

 
1. To access the Pay Anyone View page click Pay Anyone in the main 

menu and select the Pay Anyone View link. This will load the Pay 
Anyone View page shown below. 

 

 
 
From here you can reverse a Pay Anyone transaction by clicking on the 
'Reverse' button to the right of the transaction. 
 
The list can be sorted by Pending, Accepted, Declined, Cancelled and 
Exchange Reversed. You can also define a date range to view by. The 
number of results per page can also be modified. 
 
You are also able to export the Pay Anyone data as a XLS or CSV file. 
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Exchange 
 
 
 
 
 
 

There are several sections of Exchange 
Management that must be fully setup prior to 
your members being able to register and 
trade online. 
 
We begin with the Exchange Setup Checklist 
which outlines the most important steps in 
setting up your exchange. From there we 
move onto Accepted Payment Methods for 
your exchange. Credit Card, Direct Debit, 
and Cheque are covered as methods for 
collecting Fees from your members. 
 
Contents 
Checklist ....................................................90 
Contact Details...........................................92 
Default Settings..........................................93 
Feature Settings..........................................94 
Payment Methods ......................................97 
Sales Team Commission Settings............101 
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Exchange 
 
Checklist 
 

The purpose of this page is to indicate to XO Software the parts of the 
system you have investigated and setup.  
 
By ticking the relevant boxes (or not ticking) your Project Manager can 
see where you are at with setting up your exchange. Once you have 
selected completed items, press ‘Save / Sign’ to complete the list. 
 
If you have any questions about any of the items on the checklist please 
contact your designated project manager, or if you are not aware of who 
that is, please contact XO Software at support@barter-software.com 

 
To view Checklist: 

 
1. To access the Checklist page click Exchange in the main menu and 

select the Checklist link.  This will load the Checklist page shown on 
the following page. 

 

mailto:support@barter-software.com
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Checklist continued 
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Contact Details 

 
Details from this page are used throughout the entire application.  Please 
make sure these are filled correctly as your members will see them on a 
regular basis while using the system. 
 
There is a further section on how these values are used coming up under 
Communication in the training manual. 
 

To view Exchange Details: 
 
1. To access the Exchange Details page click Exchange in the main menu 

and select Exchange Details link.  This will load the Exchange Details 
page shown below. 

 

 
 

To edit Exchange Details: 
 

1. To edit the exchange details click on the Edit button. This will make all 
fields on the page editable.  An example is shown on the next page. 
Once you’ve finished editing the information, click on the Update 
button to save your changes. 
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Default Settings 
 

This page allows you to control what settings your members are allowed to 
select for themselves. 

 
To view Default Settings: 

 
1. To access the Default Settings page click Exchange in the main menu 

and select the Default Settings link. This will load the Default Settings 
page shown on the following page. 

 

 
To edit Default Settings: 

 
1. To edit which settings you wish your members to be able to choose, 

tick or un-tick the check box next to the option. When finished press 
‘Confirm’. 
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Feature Settings 
 

The Feature Settings page is where you can control the more advanced 
features of the software. You may have all or only some of these features 
available to you depending on  

 
To view Feature Settings: 

 
1. To access the Feature Settings page click Exchange in the main menu 

and select the Feature Settings link. This will load the Feature Settings 
page shown on the following page. 

 

 
To enable/disable Feature Settings: 

 
1. To edit which settings you wish to be enabled or disabled click on the 

Enable / Disable button to toggle the status.  
 

More Details: 
 

Clicking on the ‘More Details’ link next to an enabled item will take you 
to the relevant settings page. The table below gives you a page number for 
this manual where you will find details on the feature settings. 
 

Feature Location: Page 
Item Approval Item > Item Settings 181 
Pay Anyone Pay Anyone > Default Pricing Plan 86 
IVR (Phone Banking) Feature Settings > Phone Banking 95 
Plastic Transaction Card Search > Plastic Transaction Cards 31 
Front End Customization Content > Front End Customization 162 
Google Maps No settings −− 
Maximum Credit Balance Feature Settings > Registration   
1099-B Report Reports > 1099-B Report  
PayPal Exchange > Payment Methods 86 
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Feature Settings continued 
 

Phone Banking 
 

The Phone Banking settings page allows you to control how your 
telephone numbers are presented to your members.  
 

To view the Phone Banking page: 
 
1. To access the Telephone Banking page click Exchange in the main 

menu and select the Feature Settings link. From here, click on the 
‘more details’ link next to IVR (Phone Banking). This will load the 
Telephone Banking page shown below. 

 

 
 

To edit service numbers: 
 
1. Entering information onto this page is just like creating an email 

template. You can customize how and what numbers are displayed to 
your members. After entering, press the ‘Update’ button to apply the 
changes. 

 

NOTE: You will have to contact your project manager for your telephone 
banking numbers which have been assigned to your exchange. Also note 
that this number is for an automated calling service, not for your call 
centre number. 

? 
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Feature Settings continued 
 

Maximum Credit Balance 
 

Maximum Credit Balance works like an over draft except in reverse. Using 
this feature you can control how much a member can be in credit before 
their products and services become temporarily hidden and are also 
suspended from selling until their account balance is lower than their 
Maximum Credit Balance. 
 

To view the Maximum Credit Balance page: 
 
1. To access the Maximum Credit Balance page click Exchange in the 

main menu and select the Feature Settings link. From here, click on the 
‘more details’ link next to Maximum Credit Balance. This will load the 
Maximum Credit Balance page shown below. 

 

 
To edit Maximum Credit Balance: 

 
1. Entering information onto this page is like creating overdraft limits. 

See Content → Content Text → Registration Details. You can add new 
values by entering them and pressing ‘Add’. You can also change 
whether you want to allow members to change their own Maximum 
Credit Balance. Once you have finished your changes, press ‘Update’. 
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Payment Methods 
 

This page allows you to specify which methods your exchange deems as 
acceptable for members to pay their cash fees.  Note if you have Trade 
Dollar/Barter Dollar fees setup in your pricing plan, then these are charged 
automatically from a members’ account and transferred into the main 
exchange account (the first account that was created for you when your 
exchange was activated by XO Software).  The Trade Dollar/Barter Dollar 
fees are not discussed further in Accepted Payment Methods. 
 
Credit Card, Direct Debit, and Posted Payment by Cheque are covered in 
this section. 
 

To view Payment Methods: 
 

1. To access the Payment Methods page click Exchange in the main menu 
and select the Payment Methods link.  This will load the Payment 
Methods page shown below. 

 

 
 
 

Credit Card: 
 
If you enable Credit Card as a payment option from this page, this will 
allow your members to register their Credit Card details on the B2B 
trading site.  
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Payment Methods continued 
 
 

To register a credit card from the B2B site you must be a member of the 
exchange and you must be logged in to the B2B site with the username and 
password. 
 
If you are a member logged in to the B2B site you can access the credit 
card registration page by clicking on MY ACCOUNT → Pay My Cash 
Fees, and then clicking on Payment Registration.  This will take the 
member to a new page where they can register a credit card. Once the 
credit card is registered, a record of it is kept in the system. 
 
Once a month or at a time interval set by the exchange, administration staff 
can run a report, and extract ALL necessary details, such as credit card 
number, expiry date, CASH DUE, etc. into a CSV report.  This CSV report 
can then be processed by your local bank. 
  
If you disable this as a payment option, then your members will not be able 
to enter their credit card details and they will not be able to register their 
credit cards on the B2B site. 
 
 

Direct Debit: 
 

Enabling this feature allows your members to download a Direct Debit 
form from the B2B trading website. 
 
If you are a member logged in to the B2B site you can access the Direct 
Debit form by clicking on MY ACCOUNT → Pay My Cash Fees, and 
then clicking on Payment Registration.  This will take the member to a 
new page where they can download the Direct Debit form.  Once 
downloaded this form can be printed and mailed back to the exchange. 
 
If you disable this feature, members will not be able to print Direct Debit 
Forms from the B2B site.  You can disable this feature and allow members 
to only register for Direct Debit by contacting the exchange directly. 
 
 

Cheque/Posted Payment: 
 

This option is for Exchange records only. It lets your staff members know 
whether your exchange accepts Cheque or not.  If it is enabled then your 
staff will know to accept a Cheque sent in by your members.  If it is 
disabled, then this can be used to indicate you don’t want to accept 
payments in the form of Cheque.  It is normal to contact members once 
you’ve processed their Cheque transaction, and inform them of this. 
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Payment Methods continued 
 

To edit Accepted Payment methods: 
 

1. Click on the Edit button located on the right hand side of the page. 
2. The screen will now change to an editable version as shown below. 

 

 
 
3. Select the checkbox of the payment method that you’d like to activate 

for this exchange, or alternatively de-select the payment method that 
you’d like to remove. 
 

4. When an option is checked it expands to allow you to enter the 
necessary information.  An example with all options checked is shown 
above. 
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Payment Methods continued 
 
 
Let’s use the Credit Card option as an example. At the moment it’s empty. 
To enter a new accepted Credit Card into the system the administrator 
would type VISA into the first text box and click the Add button. 
 
You would then enter MasterCard and click on the Add button again.  This 
can be repeated as many times as necessary.  Once entered these options 
are immediately made available to all your members.  Members can now 
register Credit Cards for their payment method from the B2B trading 
website. 
 
Different Exchanges have preference to different cards.  Depending on the 
merchant account and bank you use, you can choose to enter as many 
different card types as you wish.  Different countries have different types 
of credit cards.  The XO Software platform is designed to support and 
accept payment from any credit card.  
 
5. After adding the required information you will have a page similar to 

the one above.  Note, to add Credit Card Types, simply type them in 
the text field and click the Add button adjacent to it. 
 

6. Click on the Update button to save the information.  The Accepted 
Payment Methods page should now reflect the changes you’ve 
introduced.  An example is shown below. 
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Sales Team Commission Settings 

 
From this page you can control when members of the sales team are paid 
their commission payments. 
 

To view the Sales Team Commission Settings page: 
 
1. To access the Sales Team Commission Settings page click Exchange in 

the main menu and select Sales Team Commission Settings link. This 
will load the Sales Team Commission Settings page shown below. 

 

  
Editing Sales Team Commission Settings: 

 
1. To edit the settings, press the ‘Edit’ button. Selecting payment means 

that the broker assigned to a member will not be paid his or her 
commission on a transaction until that member pays their cash fees 
owing. 
 

2. Selecting ‘Transaction’ will mean that a broker assigned to a member 
will be paid as soon as the transaction is made. 
 

3. Press ‘OK’ to confirm your changes. 
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Pricing 
 
 
 
 
 
 

For trade to occur each member requires that 
a pricing plan is applied to their account.  
Members will be allowed to choose among a 
variety of plans, provided that these are 
offered by the exchange administration.  The 
“make this plan available online” feature 
must be enabled by XO Software otherwise 
members will not be able to choose a pricing 
plan online.  Without enabling this feature 
our system only supports 1 pricing plan per 
member.  This pricing plan must be assigned 
by an authorized exchange staff member 
from the backend.  You can change members 
from one pricing plan to another at any time. 
 
Contents 
Account Adjustment Type.......................103 
Fees & Rates ............................................105 
Pricing Plan..............................................107 
Members by Pricing Plan.........................109 
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Pricing 
 
Account Adjustment Type 

 
Account Adjustment Types allow to you credit or debit cash or barter 
amounts to a members account. This can be used for sundry charges such 
as fee for having a cheque bounce, or giving a member a 10% discount for 
paying their fees promptly.   
 
 

To view Account Adjustment Type: 
 

1. To access the Account Adjustment Type page click Pricing in the Main 
menu and select the Account Adjustment Type link. This will load the 
Account Adjustment Type page shown below. 

 

 
 

Creating a new Account Adjustment Type: 
 

1. Start by entering a name for the adjustment type, this will be displayed 
on the members statement so make sure that it is easily identifiable. 
For example this could be Bounced Cheque fee, or Reimbursement of 
Cash Fees. 
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Account Adjustment Type continued 
 

2. Enter a fixed amount for the cash and barter adjustment amounts. If 
there is no fixed amount then enter zero. 
 

3. You can also enter a percentage adjustment for both the cash and 
barter. This can be used later to calculate a percentage amount of 
another value, such as amount owed. If you do not want to use 
percentage, then enter zero. 
 

4. Once you are finished, press ‘Add’. The Adjustment Type will be 
added to the system. 

 
Deleting and Editing Account Adjustment Types: 

 
1. To delete or edit adjustment types, press the ‘Delete’ or ‘Edit’ link next 

to the name of the desired type. 
 
 

NOTE: No cash or barter commission is generated on account adjustments. 

 
 
To use Account Adjustment types see Chapter Five, ‘Transactions’ on 
page 69. 

 

? 
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Pricing 
 
Fees & Rates 

 
Transaction Fees also known as Commission Rates, Monthly and Annual 
Fees are assigned to every member in the system.  Once these are created, 
you can make a Pricing Plan that uses any combination of the Fees and 
Rates currently in the system.   
 
 

To view Fees & Rates: 
 

2. To access the Fees & Rates page click Pricing in the Main menu and 
select the Fees & Rates link. This will load the Fees & Rates page.  

 

 
 
 

To edit Fees & Rates: 
 

3. To add a new commission rate enter a percentage rate in each of the 4 
fields and click the Add button. 
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Pricing 
 

Fees & Rates continued 
 

4. To edit commission rates click on the Edit link, change the values 
required, then click Update. 

 

 
 
5. To Delete a commission rate click on the Edit link, and then click on 

the Delete button. 
 

 
 
6. For Monthly and Annual Fees simply repeat the process described 

above regarding the commission rates. 
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Pricing Plan 

 
The Pricing Plan page provides a summary of all plans kept on record in 
the system.   
 
You can use this page to check on the Pricing Plans you’ve created at any 
time.  These can be renamed, edited, and deleted. You can also use our 
system to view all members that belong to a particular Pricing Plan, and to 
do bulk re-assign of members from one pricing plan to another. 
 
 

To view Pricing Plan: 
 

1. To access the Pricing Plan page click Pricing in the Main menu and 
select the Pricing Plan link. This will load the Pricing Plan page.  

 

 
 
 

IMPORTANT: Members will be charged their joining fees based on the 
details you’ve setup in Exchange → Edit Registration Details and NOT 
based on the Default plan joining fee. This will change if you ask XO 
Software to disable the basic joining fee under Exchange Mgmt. 

 
You can edit a plan by clicking on the plan’s name. This will take you to a 
page similar to the New Pricing Plan page in the previous section of this 
training manual. 

F 
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Pricing Plan continued 
 

To create a new pricing plan: 
 

Members are charged based on an assigned pricing plan. From the New 
Pricing Plan page you can create custom pricing plans to cater for various 
member requirements.  Once created these pricing plans can be viewed 
and edited from the Pricing Plan page under Pricing. 
 
1. To access the New Pricing Plan page click Pricing in the Main menu 

and select the Pricing Plan. This will load the Pricing Plan page. Select 
the Add New Pricing Plan link. 

 

 
 
 

NOTE: The Fees and Rates shown on this page will depend on the 
previous step we just completed by creating Fees and Rates in our 
backend.  For example if you created only one set of Fees and Rates for 
the Transaction Fee section, then you will only see that one set shown on 
screen when and you will only be able to create Pricing Plans from those 
options that you previously added to Fees and Rates. 

? 
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Pricing 
 
Members by Pricing Plan 

 
The Members by Pricing Plan page allows you to view all members on a 
specific pricing plan while also allowing you to reassign members to 
another pricing plan if needed. 

 
 

To view members by pricing plan: 
 

1. To access the Members by Pricing Plan page click Pricing in the main 
menu and select the Members by Pricing Plan link. This will load the 
Members by Pricing Plan page shown below. 

 

 
 
 

View specific Pricing Plan: 
 

1. Select a Pricing Plan from the dropdown box. A list will be displayed 
of all the Businesses on that Pricing Plan. 

 
To change a member’s Pricing Plan: 

 
1.  After choosing a Pricing Plan from the drop down box, check the 

checkbox next to the member you would like to change plans. 
(Selecting the checkbox on the top right will select all members in the 
table). 

2. Choose the plan you would like to move the members to from the 
‘shift to’ dropdown box 

3. Press Shift To to make the changes. 
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Staff 
 
 
 
 
 
 

Your customers will need an Account 
Representative / Trade Broker / Sales Person 
to take care of your customer’s needs, such 
as finding products or services and 
promoting them to other members.  
 
Assigning an Account Representative also 
helps with managing supply and demand for 
that member’s services to keep their 
earning/spending in balance.   
 
Usually, this person is also responsible for 
registering the new member and will spend 
time with them educating them about barter, 
and how to use the system. 
 
Contents 
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Clients List 

 
The Clients List page can produce a list of all exchange members that are 
assigned to a selected Sales Person. 
 

To view Clients List: 
 

To access the Clients List page click Staff in the Main menu and select the 
Clients List link.  This will load the first page of the Clients List shown 
below.   
 

 
 

To view specific clients: 
 

1. To view a list of all members associated with a specific Sales Person, 
select the name of the Sales Person from the dropdown list and press 
Show Results. 
 
Clicking on the name of a member will take you to the Member → 
Member Information page. 

 
To reassign members: 

 
This page also allows to you reassign all members of one Sales Person to 
another. After completing Step 1, select the Sales Person you would like to 
transfer the members to from the lower dropdown box and press Confirm. 
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Exchange Staff 

 
The Exchange Staff Page is where you can view and modify and create 
people who have access to the Administration end of your exchange. 
 
 

To view Exchange Staff: 
 

1. To access the Exchange Staff page click Staff in the main menu and 
select the Staff link.  This will load the Exchange Staff page shown 
below. 

 

 
 
From here you can see the most common user information, such as their 
username, email and telephone numbers. 
 
 

To modify a user’s details: 
 

1. To modify a user’s details, select their username from the left-hand 
column. This will take you to the Modify User page. For more 
information see creating new exchange staff. 

 
 

To create New Exchange Staff: 
 

New staff member must have an account registered before they can 
interact with the system.  Information about them can be recorded using 
the New Exchange Staff page.  Details such as their, first name, surname, 
and username, phone numbers, department, and access privileges can be 
entered against their record, and later accessed and modified. 
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Exchange Staff continued 
 
 

1. To access the New Exchange Staff page click Staff Mgmt in the Main 
menu and select the New Exchange Staff link.  This will load the first 
page of the New Exchange Staff shown below.   
 

2. To create a new staff member simply fill in all the required fields 
marked with a ( * ) and any of the optional fields you choose to and 
press Next.. 

 

 
 
3. It is very important to place staff members in the correct department, as 

this determines the access privileges for that staff member.  
 

NOTE: See the appendix for a list of departments and their access 
privileges. 

 
4. When you’ve completed both pages of the form, click on the Confirm 

button to submit the information. 

? 
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Exchange Staff continued 
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Re-Assign Accounts 

 
The Re-Assign Accounts page is used to easily change many members 
Sales Person at once. From here you can assign all the Clients of one Sales 
Person to another (Valid) Sales Person. This feature is useful for example 
when a Sales Person leaves 
 
 

To view Re-Assign Accounts: 
 

1. To access the Re-Assign Accounts page click Staff in the main menu 
and select the Staff link. This will load the Re-Assign Accounts page 
shown below. 

 

 
 

To re-assign clients: 
 

1. Select the Sales Person whose Clients you would like to replace from 
the ‘All Salesperson’ dropdown box. Next, select the Sales Person you 
would like the Clients to be reassigned to from the upper right-hand 
‘Valid Salesperson’ dropdown box, and press Confirm. 
 

2. To re-assign all accounts that have a non-Valid Sales Person to 
another. Select the name of the Sales Person from the lower right-hand 
‘Valid Salesperson’ dropdown box and press Confirm. 
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Sales Team 

 
Each business that signs up to your exchange must have an assigned 
salesperson before they can use their account to trade. A salesperson is the 
staff member that the client will deal with when they have problems or 
queries. The wording of ‘Salesperson’ can be changed under Translation. 
 
Upon exchange creation there are no salespersons assigned. You must 
create salespersons out of admin members, and then assign these 
salespersons to your clients. 
 
 

To View Sales Team: 
 

1. To access the Sales Team page click Staff in the Main menu and select 
the Sales Team link.  This will load the Sales Team page shown below.  

 

 
 
This page displays a list of all salespeople in the exchange.  It will 
probably be empty for your exchange provided that no one has previously 
setup any salespeople. 
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Sales Team continued 
 
 
To add new sales person: 

 
1. Click on the Add New Salesperson link at the top right hand side of the 

page. The page will now change to the one shown in the screenshot 
below. 

 

 
 
2. Select the Admin staff member who you wish to assign Sales Person 

status to. 
 

3. Select a commission rate from the list provided. 
 

4. Click on the Confirm button.  
 

Once a salesperson has been created in the system you can assign them to 
a member’s account at any time by going to Member Mgmt → Member 
Details and clicking on a specific member.  This will bring up that 
member’s Account Details.  You can then edit these details and change the 
salesperson to any currently registered in the system. 
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Sales Team continued 
 
 
Adding, Deleting and Updating Sales Commission Rates: 

 
1. Click on the Add Sales Commission link at the top right hand side of 

the Salesperson page. The page will now change to the one shown in 
the screenshot below. 

 

 
 
2. To add a new rate, enter the percentage amounts in the Add New 

Commission Rates boxes and press the 'Add' button. 
 

3. To edit or delete an existing rate, click on the Edit button next to the 
rate you would like. 
 

4. Change the percentages to the desired values and select 'Update'. If you 
would like to delete the selection, press 'Delete'. 
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Broker 

 
Broker is the next level after a Salesperson. For example, the Salesperson 
can be the owner of the exchange and the Broker a sales manager and the 
Associate Broker a client manager 
 
Using this feature, you can create different commission rates to create a 
structure that suits your needs. The method for creating a Broker and 
assigning commission rates is the same as Sales Team. 
 
 

To view Broker: 
 

1. To access the Broker page click Staff in the Main menu and select the 
Broker link.  This will load the Broker page shown below.  
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Associate Broker 

 
Associate Broker is the next level after Salesperson and Broker. For 
example, the Salesperson can be the owner of the exchange and the Broker 
a sales manager and the Associate Broker a client manager 
 
Using this feature, you can create different commission rates to create a 
structure that suits your needs. The method for creating a Broker and 
assigning commission rates is the same as Sales Team. 
 
 

To view Associate Broker: 
 

1. To access the Associate Broker page click Staff in the Main menu and 
select the Associate Broker link.  This will load the Associate Broker 
page shown below.  
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Staff Permissions 

 
Associate Broker is the next level after Salesperson and Broker. For 
example, the Salesperson can be the owner of the exchange and the Broker 
a sales manager and the Associate Broker a client manager 
 
Using this feature, you can create different commission rates to create a 
structure that suits your needs. The method for creating a Broker and 
assigning commission rates is the same as Sales Team. 
 
 

To view Associate Broker: 
 

2. To access the Associate Broker page click Staff in the Main menu and 
select the Associate Broker link.  This will load the Associate Broker 
page shown below.  
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Reports 
 
 
 
 
 
 

The Reports function provides a formal 
account of the proceedings and transactions 
of the exchange and its members. 
 
From here you can also gain access to 
important marketing and sales information; 
so you can keep an eye on trading volumes, 
commission payments and more. 
 
Contents 
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Reports 

 
The Reports page is the starting point for accessing useful reporting 
features available in the software.  
 

To view Reports: 
 

To access the Reports page click Reports in the Main menu and select the 
Reports link.  This will load the Reports page shown below.   

 

 
 

NOTE: All reports can be downloaded as Microsoft Excel CSV of XLS 
files. 

 
The reports page is divided into two sections, common information such as 
member contact information and members with cash due. 
 

? 
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Reports continued 
 

Common Information Reports: 
 

Report Description 
All Members Information A table of all members contact 

information. Includes addresses and 
telephone numbers. 
 

All Members Emails A list of all valid members email 
addresses which can be used to send 
using an external email application. 

All Members Cash Due A table of all members with cash due to 
the exchange, including automatic 
payment details. 
 

All Members with no Plastic 
Transaction Card 

A list of all members who do not hold a 
valid transaction card. 
 

Directory Listings A table of all information contained in 
online directory listings that can be used 
to produce a printed Membership 
Directory. 
 

Outstanding Direct Debit 
Commission Fees 

A report of outstanding fees owed by 
members who pay by direct debit. 

 
Advanced Reports: 

 
The following section will deal with the more advanced reporting 
functions available to exchange staff and cover their real world uses. All 
reports are able to be viewed online and can be downloaded.  
 
Aged Cash Due Report: 
This page shows the aged cash due or overdue over a monthly period from 
the last due date until report date. 
 
Clients List with Trading: 
Produces a report of all members of a specified client with their trading 
history [in barter dollars]. 
 
Commission Accounts: 
Lists all members with commission fees owing in the selected date range 
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Reports continued 
 
Exchange Income 
Displays the income for the exchange over a specific date range 
 
Monthly Cash Balance: 
Allows a user to view detailed information on cash owing, such as ‘All 
members with more than $120 owing over 3 months ago’. 

 
Pending Orders Report: 
Shows a list of all orders made through the online trading site that are 
currently pending. The report can be made up of ordered, quoted, 
confirmed and complained status’.  
 
Referrals: 
Shows a report of all referral information that has been recorded in the 
system by brokers and new members. 
 
Sales Team Performance Report 
Measures the sales / purchases amount of the Sales Team over a period of 
time. Sales / purchases are member to member transactions that are 
completed (not pending). Reversal of this will decrease the sales / 
purchases amount. Pending Transactions (PayAnyone, Product and 
Service) and member to exchange transactions such as Fees and 
Commission are not included in this amount.  
 
The Sales Team members involved in transactions have only been 
recorded since 21 June 2007. Transactions before this date have "None 
Assigned" as the name of the Sales Team member. 
 
Sales Purchase Report: 
A report showing the combined trade amount of all members managed by 
a specific salesperson/broker.  

 
Sales Commission Report: 
Details commission payment amounts for sales people by date range. 
Entering of commission payments to brokers is also performed from here. 
 
Trade Volume by Salesperson, Broker and Associate Broker: 
A report showing a trade volume for certain Salesperson, Broker or 
Associate Broker. You can also select the dates if you want to see the 
transaction volume for a certain period. 
 
Transactions and Fees: 
Shows all transactions, fees and reversals made within a defined time 
period. 
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Reports continued 
 
Pay Anyone Report: 
See Pay Anyone → View on page 88. 
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Statements 

 
The Statements page is responsible for producing member account 
statements. From here you also have the option of preparing statements for 
bulk sending either by email or post. 
 

To view Statements: 
 

To access the Statements page click Reports in the Main menu and select 
the Statements link.  This will load the Statements page shown below.   

 

 
 

Producing a member’s account statement: 
 

1. To produce a member statement, start by selecting the name of the 
company from the dropdown list. 
 

2. Select whether you want to produce the statement by Statement Set or 
by Date Range. Select your desired option and then either the wanted 
statement set or ‘to’ and ‘from’ dates. 
 

3. Next, select how to would like to work with the transaction by 
selecting one of the following options:  
 
View: Will display the statement for the period defined in the window. 
 
E-mail: Will e-mail a copy of the statement to the member’s registered 
e-mail address. 
 
Print: Selecting print will load a popup windows with a version of the 
statement suitable for printing and posting to a member. 
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Statements continued 
 
 

NOTE: Make sure that your browser allows popup windows to load. 

 
CSV and XLS: Will allow you to download the information. Both these 
formats allow transaction data for be loaded into most popular financial 
packages. 

? 
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The XO Barter Software platform contains a 
highly integrated communications module 
and provides you with a variety of features 
to keep communication channels flowing 
freely between members and the exchange. 
 
For example members are able to subscribe 
to weekly newsletters, exchange 
administrators are able to send SMS Text 
messages to target members informing them 
of promotions or reminding them their fees 
are due and much more.  The system also 
generates a variety of automated 
communication by email and SMS text 
message triggered by key events such as 
funds being transferred into your account, or 
your POS card being debited. 
 
Contents 
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E-Mail 

 
The E-Mail page lets you easily send emails customers, exchange staff or 
the software development team at XO Software. 

 
 

To view E-Mail: 
 

1. To access the E-Mail page click Communication in the main menu and 
select the E-Mail link. This will load the E-Mail page shown below. 

 

 
 

 
To send an E-mail: 

 
1. Select the group you would like to send the email to from the Send To 

dropdown box. Add a subject and other details. 
2. Write the message. 
3. Press Send. 



Communication 
 

 

131 

Communication 
 
Newsletter 

 
The Newsletter page lets you dynamically create a newsletter that can be 
sent out to members containing featured products and services and 
directory listings. The layout can be customized by using the Email 
Templates feature and sending can be scheduled for anytime you like. 

 
To view Newsletter: 

 
1. To access the Newsletter page click Communication in the main menu 

and select the Newsletter link. This will load the Newsletter page. 
 
 

To use the Newsletter function: 
 

1. To create a newsletter, start by typing the number of random products 
you would like to be displayed on the newsletter and press >.  Once the 
list has loaded you can choose to remove an item, view further details 
or clear the list and start over. 

 

 
 
2. You can also choose specific items from the dropdown box or by 

searching using the available field. 
 

3. Repeat number 1 and 2 for services you would like to include the 
newsletter. 
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Newsletter continued 
 
 

4. To add Directory Listings to the Newsletter type the number of random 
listings you would like to add and press Add you can choose to remove 
listings as you want or clear the list and start again. 

 

 
 
5. You can also add a specific listing by selecting search from the ‘add 

specific listings’ section. 
 

6. Once you have chosen the listings you would like to insert into the 
newsletter, you can see how the newsletter will look by pressing 
Preview you can also choose to send it to an email for testing. 
Remember the layout of the newsletter can be changed in the Email 
Templates section. 

 

 
 
7. You can now choose when you would like to send the message. You 

can choose to send it right away, or schedule it to send once a week. 
You can also define a time period that the message will be sent within. 
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Newsletter continued 
 
 

 
 
8. Enter a subject line and newsletter name in the provided fields. 
9. To send, press Submit. 
 
From this page you can also cancel previously scheduled newsletters and 
change the header image. 

 

NOTE: See the Appendix for an example email newsletter. ? 
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SMS 

 
The SMS page lets you enable or disable the SMS service for your 
customers.  It shows your SMS Account Details and also allows for 
sending SMS according to many different conditions. 

 
 

To view SMS: 
 

1. To access the SMS page click Communication in the main menu and 
select the SMS link. This will load the SMS page. 

 

 
 

 

NOTE: For further information on using the SMS service, please contact 
your Project Manager. 

? 
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Directory allows exchange staff to control 
Directory Listing  
 
Contents 
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Directory Alert Activation 
 

Directory Alert Activation lets you activate and de-activate directory 
alerts. These are seen by a member who has not completed a directory 
listing when they login to the trading site. 

 
To view Directory Alert Activation: 

 
1. To access the Directory Alert Activation page click Directory in the 

main menu and select the the Directory Alert Activation link. This will 
load the the Directory Alert Activation page shown below. 

 

 
 
 

To set Directory Alert Activation: 
 

1. To activate the Directory Listing Alert press the ‘Activate’ button, to 
de-activate press ‘De-Activate’. 



Directory 
 

 

137 

Directory 
 
Directory Listing Print 
 

Directory Listing Print allows the exchange to produce a Microsoft Word 
document of directory listings that can be printed and easily modified. 

 
To view Directory Listing Print: 

 
1. To access the Directory Listing Print page click Directory in the main 

menu and select the the Directory Listing Print link. This will load the 
the Directory Listing Print page shown below. 

 

 
 

Video Tutorial: 
 

Clicking on the Video Tutorial will load an interactive tutorial guiding you 
through the steps to making a printable member directory. 

 
 

NOTE: You will need Microsoft Office Word and Excel to use this 
feature.  

 
 
 

Upload Completed Directory: 
 

Once you have finished the tutorial, you can upload a completed member 
directory in PDF or Word format for members to download. 

? 
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Directory Listing Reset 
 

Directory Alert Activation lets you activate and de-activate directory 
alerts. These a seen by a member who has not completed a directory listing 
when they login to the trading site. 

 
To view Directory Alert Activation: 

 
1. To access the Directory Alert Activation page click Directory in the 

main menu and select the the Directory Alert Activation link. This will 
load the the Directory Alert Activation page shown below. 

 

 
 
 

To set Directory Alert Activation: 
 

1. To activate the Directory Listing Alert press the ‘Activate’ button, to 
de-activate press ‘De-Activate’. 
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Edit Alert Message 
 

Edit Alert Message allows you to customise the alert page that is displayed 
to members if they do not have an active directory listing. 

 
To view Edit Alert Message: 

 
1. To access the Edit Alert Message page click Directory in the main 

menu and select the the Edit Alert Message link. This will load the the 
Edit Alert Message page shown below. 

 

 
 
 

To edit the Alert Message: 
 

1. To edit the alert message, enter the desired information into the edit 
box. When finished, press ‘Post’. 
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View/Hide Categories 
 

From here, you are able to control which Categories are displayed on the 
front end site. 

 
To view View/Hide Categories: 

 
1. To access the View/Hide Categories page click Directory in the main 

menu and select the the View/Hide Categories link. This will load the 
the View/Hide Categories page shown below. 

 

 
 

To View/Hide Categories: 
 

1. To select what categories you wish to view or hide, select the check 
box next to the category name. 

 
Term Description 
Active Category contains active products, 

services or directory listings 
Empty There are no items in this category 
Categories with * Category allows items to be added 
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Our system is highly customizable giving 
you the opportunity to change all graphics 
and text for every page of the Trading Site. 
 
You are in complete control of all 
information you choose to let your members 
see. 
 
It is important to check that all critical areas 
of the system are appropriately filled in and 
display only correct and up-to-date 
information to your members. 
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Content Text 
 

Contact Us 
 

This page is viewable from B2B when you click on the Contact Us link at 
the top right hand side of the screen.  When a member or a potential new 
member visits the B2B Trading site, they can click on this link to find the 
contact details for this exchange.   
 
Your contact details are customizable from the backend, and you can 
change them at any time.  For example if you change your phone system or 
move offices, and you have different numbers for incoming calls, you can 
update these details.  Or if you open a new office in a different area of your 
country then you can add the details for your new office here. 
 

To view Contact Us: 
 

1. To access the Contact Us page click Content in the main menu and 
select the Content Text link.   
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FAQ 
 

FAQ lets you post and edit Frequently Asked Questions. You can use it to 
answer people’s questions and avoid members calling your office.  
Members can click a link “FAQ” located at the footer and top right hand 
corner of every page.  When clicked, this link takes the user to a new page 
with tips you’ve posted.  If you leave this page blank, your members will 
see a blank page when they click on FAQ.  This page is similar to the Help 
page. 

 
To view FAQ: 

 
1. To access the FAQ page click Content in the main menu and select the 

Content Text link.  This will load the Content Text page. Select FAQ 
from the list displayed list. 
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Welcome Message 
 

Welcome Message lets you design the look and feel of your exchange’s 
front page.  Once you’ve designed it according to your liking, click on the 
Change button, and you will immediately see it displayed underneath.  
This page is viewable as the first page B2B. 
 

To view Welcome Message: 
 

1. To access the Welcome Message page click Content in the main menu 
and select the Content Text link.  This will load the Content Text page.  
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Content Text continued 
 

Help 
 

You can provide help by making it available online at the B2B trading site.  
The page allows for a simple Question Answer format. Members can click 
a link “Help” located at the footer and top right hand corner of every page.  
When clicked, this link takes the user to a new page with tips you’ve 
posted.  To add new help click on the Add New Help button.  If you leave 
it blank, your members will see a blank page when they click on Help. 
 

To view Help: 
 

1. To access the Help page click Content in the main menu and select the 
Content Text link.  This will load the Content Text page. Select Help 
from the list displayed list. 
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Content Text continued 
 

Privacy Policy 
 

Your Privacy Policy is displayed on the B2B trading site there is a link 
“Privacy” located at the footer of every page as well as in emails sent to 
your members which when clicked takes the user to a new page with 
Privacy Policy as outlined by the exchange. 
 
This privacy policy is customizable from the backend, and you can change 
it at any time. 
 
Privacy Policy lets you edit your exchange’s privacy policy.  Once you’ve 
designed it according to your liking, click on the Change button, and you 
will immediately see what it looks like underneath. 
 

To view Privacy Policy: 
 

1. To access the Privacy Policy page click Content in the main menu and 
select the Content Text link.  This will load the Content Text page. 
Select Privacy Policy from the list displayed list. 
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Registration Details 
 

This page is designed to be used in conjunction with the B2B Required 
Contact Details page that we covered earlier under Content Management.  
It allows the exchange administrator to customize other features in the 
registration process that are not included in Content Management. 
 
Before your members can register to use the system you must check and 
ensure that the registration process is setup the way you want it to be and 
collects all details that you require for a member to join the exchange. 
 

To view Registration Details: 
 

To access the Registration Details page click Content in the main menu 
and select the Content Text link.  This will load the Content Text page. 
Select Registration Detailed from the list displayed list. 
 

 
 

Understanding Registration Details: 
 

There are several features we must examine in more detail. 
 

1. Firstly we can change the name of the form you will present to your 
members when they try and register.  Changing this name will change 
the label displayed on the B2B Trading site when potential new 
members click on the Register link at the top left hand side of the 
screen.  It could be called “Registration Form” or anything you choose. 
 

2. Secondly, different countries call their Sales TAX different names.  
This can be changed to VAT, GST, SALES TAX, and TAX.  If it is 
referred to by a different name in your region, please let your Project 
Manager know and XO Software will add the extra option.  Once you  
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Registration Details continued 
 
3. Select a tax type for your country; it will be displayed under Step 1 

where new members enter their general registration information. 
 

 
 
4. The Have Business Members section of this page lets you choose 

whether to collect business details, or personal details only.  It is 
recommended that you collect business details, and leave this option as 
YES.  If you are running a community currency you might want to 
choose NO, and only collect personal information for your members.  
This option also affects the information displayed under Step 1 where 
new members enter their general registration information as well as 
many other pages in the system. 
 

5. Overdraft Limits - Your members can apply for an overdraft limit 
during the registration process.  Based on the information you collect 
from them, such as their Estimated Annual Turnover, Number of Staff, 
Year the business started trading, Type of business and other checks 
that you might want to do prior to approving their account, and you can 
choose to approve any overdraft limit you would like.  Approving 
overdraft limits is done from the backend of the system by an 
authorized exchange staff member and will be covered later in the 
exercise section of the training manual 
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Registration Details continued 

 

 
 
6. You will always be limited to selecting overdraft limits that are 

currently setup on your system.  If for example, $500 is the only option 
in the combo box then members will only be allowed to apply for an 
overdraft limit of $500 and once their membership is approved the 
administrator will only be allowed to set their overdraft limit to $500. 

 
7. It is important to get a flexible range of overdraft limits setup and 

thereby make it easy to maintain a good balance of credit limits 
amongst your members.  We recommend starting with $1000, $2000, 
$5000, $10 000, $20 000, $50 000, etc. 
 
You should offer overdraft limits similar to the amount of barter 
dollars that a member can earn in two months, and include ranges 
based on the types of businesses you are targeting.  For example if you 
are only targeting small businesses, and you will never have a member 
turning over $10,000,000 per annum in cash, then there is no point in 
setting up an overdraft limit of Trade $200,000. 

 
8. Maximum Credit Balance: Maximum Credit Balance means the 
maximum final balance a member would like to have. 
 
It gives members / exchange administrators to control how much credit 
they would like to have after trading. 
 
All the maximum final balances can be defined by exchange 
administrators from the back end, such as 5000, 8000, 10000 or not 
activate the maximum final balance for the member so the member has 
unlimited maximum final balance. 
 
For example, Clear Water Construction Limited has 8000 trade dollars. 
The company would like to trade maximum 10000 trade dollars. The 
maximum trade they would like to do is 2000 trade dollars. 
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Registration Message 

 
This is the message displayed to members when they click on the Register 
link at the top left hand side of the page.  Here you can list benefits for 
joining the exchange, as well as a brief explanation of the registration 
process and any other information you’d like to include.  Once a potential 
member has read the message they can click Continue to proceed to the 
next page and enter their details. 
 
 

To view Registration Message: 
 

1. To access the Registration Message page click Content in the main 
menu and select the Content Text link.  This will load the Content Text 
page. Select Registration Message from the list displayed list. 
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Security & Compatibility 
 

Security & Compatibility lets you edit your exchange’s security and 
compatibility disclaimer.  This page can be used to provide your members 
with useful information about website security, and also give tips on how 
members can keep their account information secure. 
 
A link for this page is provided under “Your Security” heading under the 
Welcome Page, the first page that members see.  Members or potential 
new members can access this page by clicking on the link “click here” and 
learning more about the website’s security as well as any specific security 
measure that the exchange has chosen to put in place, such as identifying 
yourself to the operator before any personal information is given out over 
the phone. 
 
An example of what goes on the security page follows. 
 
o Select a Password that is easily memorized, but which is difficult for 

others to guess. 
o Change your Password regularly, we recommend every 30 days. 
o Never divulge your Password to anyone (we will never ask you for 

this). 
 

To view Security & Compatibility: 
 

1. To access the Security & Compatibility page click Content in the main 
menu and select the Content Text link.  This will load the Content Text 
page. Select Security & Compatibility from the list displayed list. 
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Terms & Conditions 
 

Your terms and conditions are available online.  On the B2B trading site 
there is a link “Terms” located at the footer of every page as well as a link 
present in emails sent to your member which when clicked takes the user 
to a new page with the terms and conditions as outlined by the exchange. 
 
These terms and conditions are customizable from the backend, and you 
can change them at any time.  Normally these are uploaded during 
Exchange Setup. If at some time during the operation of your exchange 
you wish to change certain points in your terms and condition you can 
simply access them through the backend and change them as you see fit. 
 
Once you’ve designed the Terms and Conditions according to your liking, 
click on the Change button, and you will immediately see the updated 
version underneath. 
 

To view Terms & Conditions: 
 

1. To access the Terms & Conditions page click Content in the main 
menu and select the Content Text link.  This will load the Content Text 
page. Select Terms & Conditions from the list displayed list. 
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Currency 
 

The Currency page lets you define the look of monetary values (both Cash 
and Barter) in your exchange.  Once you’ve entered a currency symbol and 
delimiter, click on the Apply button. An example will be displayed on the 
page. These settings will apply to both Front-End and Back-End values. 

 
To view Currency: 

 
1. To access the Currency page click Content in the main menu and select 

the Currency link.  This will load the page shown below. 
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Direct Debit 
 

This feature allows an exchange to upload a direct debit form to the B2B 
Trading website.  Once you’ve uploaded the direct debit form as a PDF 
file, members can download and print this form. 
 
They can then fill in all their details, such as their bank account number, 
address, etc, and sign the form as acceptance that you may debit their 
account for the cash fees they incur. Members should hand the form over 
to the exchange directly, or post it back. Once it is processed the exchange 
can call the member, or post a confirmation letter back, confirming that the 
direct debit form has been received and will be applied to their account 
every month on a set date. 
 
This form is only available to members.  To download a copy you must 
login to the B2B Trading website with their username and password. Click 
on Online Banking → Fees Owing, and then click on manage Auto -
Payments Details. This will take the member to a new page where they can 
either register a credit card, or download the direct debit form. 
 
This form can be made available for pickup from your local exchange 
office. 

 
To view Direct Debit: 

 
1. To access the Direct Debit page click Content Management in the main 

menu and select the Direct Debit link.  This will load the Direct Debit 
page shown below. 
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E-Mail Templates  

 
Email Templates are used to customize the look and feel of automatically 
generated email messages your members will receive as they make use of 
the various features made available to them on the B2B Trading site. 
 
It is important to make sure that these email messages reflect the image 
your exchange is aiming to represent.  After modifying any of these email 
templates, you should always send yourself a test email to ensure you 
haven’t accidentally deleted any dynamically generated fields. 

 
To view E-Mail Templates: 

 
1. To access the E-Mail Templates page click Content in the main menu 

and select the E-Mail Templates link. This will load the E-Mail 
Templates page shown below. 
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E-Mail Templates - Description 
 
The following is a list of all email templates you are able to modify.  These 
messages will be sent to your members through normal use of the B2B 
Trading site and services provided by your exchange.  Feel free to look 
through each email template and get a better idea of the exact details for 
each. 

 
POS Card Order Confirmation 
When a member orders an POS card, an email gets sent to them 
confirming that their request has been processed and giving them their 
POS card number. 
 
POS Card Pin Reminder 
When a member clicks on the FORGTOTTEN PIN button for their POS 
card, this email gets sent to them with their pin number. 
 
POS Card Transaction 
When a member’s card is debited, the system sends the member an Email 
with the Transaction Record. 
 
Email Footer 
The footer that gets applied to every email going out of the system 
 
Email Header 
The header that gets applied to every single email that goes out of the 
system 

   
Internal Email 
The template for emails sent to the XO Software Development Team 
 
Item Question 
The email sent to the member that has a current listing, when a question is 
asked for their product/service listed online 
 
Item Response 
This is the email that gets sent through the system when a member is asked 
a question, and logs into the website to answer this question through the 
system. 

 
Members Trading Report 
 
This is the template that gets sent when a broker generates a member 
trading report and clicks the EMAIL button to email it to a specific 
member. 
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E-mail Templates – Description continued 
 
Newsletter 
The main part of the newsletter, like welcome message, this is editorial 
part of the newsletter, which stay until you changed it. In this part you can 
upload pictures and images.  

 
Online Order Cancellation/Buyer/Exchange Administrator 
When a member makes a purchase for a product/service online, the system 
debits their account and holds it in an escrow account.  It then sends an 
email to the Seller, asking them to COMPLETE the transaction, or 
CANCEL it.  This email gets sent if the SELLER clicks the Cancel button, 
rejecting the offer to buy the advertised product, and returning the FUNDS 
back to the Buyer, thereby emptying the escrow account. 
 
Online Order Confirmation 
When a member makes a purchase for a product/service online, the system 
debits their account and holds it in an escrow account.  It then sends an 
email to the Seller, asking them to COMPLETE the transaction, or 
CANCEL it. If the SELLER confirms the Sale of their product or service 
by clicking on the COMPLETE button the funds are transferred from the 
escrow account into their account.  An Online Order Confirmation is sent 
to the Buyer 
 
Online Order Confirmation Buyer/Exchange Administrator 
Order canceled online by the buyer, exchange administrator, seller. 
 
Online Order Complaint Buyer 
Email sent to the buyer if the seller has made a complaint against them 
during an Online Order. 
 
Online Order Complaint Seller 
Email sent to the seller if the buyer has made a complaint against them 
during an Online Order. 
 
Online Order Confirmation/Buyer/Exchange Administrator 
Online order confirmed by the seller/buyer/exchange administrator. 
 
Online Order Email 
Whenever a member buys a product or service the following email goes 
out to both parties informing them of the details of the transaction issued. 
 
Online Order Quote Accepted 
In some cases members will price a SERVICE as zero dollars or require a 
quote.  When a member buys this type of item the seller must IN 
ADDITION to ACCEPTING the offer, ENTER AN Amount for this offer.  
ANOTHER EMAIL is sent out to the BUYER with the AMOUNT that the  
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E-mail Templates – Description continued 
 
 
seller quoted.  The buyer now has the option to ACCEPT THIS OFFER.  
They must click on the link from that email, or go to their Order History 
from B2B, and ACCEPT THE QUOTE.  If they ACCEPT the quote, THIS 
EMAIL “Online Order Quote Accepted” gets send to the SELLER 
confirming that the buyer has accepted their quote and are happy to 
proceed. 

 
Online Order Quote Set 
In some cases members will price a SERVICE as (“0”) or QUOTE 
REQUIRED.  When a member buys this type of item the seller must IN 
ADDITION to ACCEPTING the offer, ENTER AN Amount for this offer.  
AN EMAIL is sent out to the BUYER informing them that a quote is 
available for them to view.  This is the “Online Order Quote Set” email. 
 
Online Transfer Email 
When funds are transferred online between 2 members using the CREDIT 
ANOTHER ACCOUNT function from B2B this email gets sent to both 
parties. 
 
Password Reminder 
Under Member Account Details, from the backend, there is an option to 
SEND PASSWORD REMINDER.  This email controls the way that 
password reminder works 
 
Password Update Email 
This email gets sent to the member when they update their password from 
the B2B site 
 
Pay Anyone Accepted, Notification to Recipient 
Email sent when a member accepts a Pay Anyone Payment. Notification 
that funds are able to be used. 
 
Pay Anyone Accepted, Notification to Sender 
Email sent when a member makes a Pay Anyone Payment. Notification 
that funds have been transferred from their account. 
 
Pay Anyone Awaiting Acceptance, Notification to Recipient 
Email sent to member being paid when another member makes a Pay 
Anyone Payment. Notification that funds have been transferred and ready 
to be accepted. 
 
Pay Anyone Expired, Notification to Recipient 
Email sent to the Recipient of a Pay Anyone transaction if it expires. 
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E-mail Templates – Description continued 
 

 
Pay Anyone Expired, Notification to Sender 
Email sent to the Sender of a Pay Anyone transaction if it expires. 
 
Pay Anyone Rejected, Notification to Recipient 
Email sent to the Recipient of a Pay Anyone transaction if they have 
rejected a transaction. 

 
Pay Anyone Rejected, Notification to Sender 
Email sent to the Recipient of a Pay Anyone transaction if it is rejected by 
the recipient. 
 
Pay Anyone Reversed, Notification to Recipient 
Email sent to the Recipient of a Pay Anyone transaction if it is reversed. 
 
Pay Anyone Reversed, Notification to Sender 
Email sent to the sender of a Pay Anyone transaction if it is reversed. 
 
Pay Anyone Sent, Notification to Recipient 
This template informs that Recipient received from Seller some amount of 
money. 
 
Pay Anyone Sent, Notification to Sender 
This template informs that Sender have paid to Recipient.  
 
Referral Email 
 
Registration Email 
This email gets sent to all users that have just completed registration, 
giving them their username and password, and letting them know the 
exchange will be in touch with them. 
 
SMS Transfer Email 
This email gets sent every time a transaction has happened over SMS.  It is 
sent to both parties. 
 
Suggestion Email 
Any suggestions from ………… to…….. 
 
Trading Report  
This is the template that is used when sending a trading report to a member 
via email. You send these under Search Members on the main menu.  
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E-mail Templates – Description continued 
 
 

Transaction Record Email (Buyer) 
In the backend under Transactions, once a particular transaction is open, 
the Administrator can email this transaction.  This is the email that goes  
out the BUYER party informing them of the details for this transaction, 
provided that me Administrator click on the EMAIL BUTTON 
 
Transaction Record Email (Seller) 
In the backend under Transactions, once a particular transaction is open, 
the Administrator can email this transaction.  This is the email that goes 
out to Seller party informing them of the details for this transaction, 
provided that me Administrator click on the EMAIL BUTTON 
 
Transaction Record Email (Both) 
In the backend under Transactions, once a particular transaction is open, 
the Administrator can email this transaction.  This is the email that goes 
out to BOTH parties informing them of the details for this transaction, 
provided that me Administrator click on the EMAIL BUTTON 

 
Transactions record email (User Specified) 
 
Welcome Email 
A Welcome Email can be emailed to members once their Account is 
approved. Click on Send Welcome E-Mail button to send this email. 
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IVR E-Mail Templates  

 
IVR Email Templates is used to customize the look and feel of 
automatically generated email messages your members will receive when 
they make transactions over the IVR telephone banking service (if 
enabled). 
 
It is important to make sure that these email messages reflect the image 
your exchange is aiming to represent.  After modifying any of these email 
templates, you should always send yourself a test email to ensure you 
haven’t accidentally deleted any dynamically generated fields. 

 
To view IVR E-Mail Templates: 

 
1. To access the E-Mail Templates page click Content in the main menu 

and select the IVR E-Mail Templates link. This will load the IVR E-
Mail Templates page shown below. 
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Front End Customisation 

 
The Front End Customisation page is used to customize the look and feel 
of the front end of your exchange. From here you can upload images, and 
choose different layout options to suit you and help your members trade 
more efficiently. 
 
The purpose of this feature is to introduce more design flexibility for the 
front-end user interface. To use the interface, click on the link above the 
section you would like to modify. These sections are detailed below. 

 
To view Front End Customisation: 

 
1. To access the Front End Customisation page click Content in the main 

menu and select the Front End Customisation link. This will load the 
Front End Customisation page shown below. 
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Main Menu Panel 
 
There are two layout options available for the front end main menu. The 
main menu is the top part of the screen with the main navigational links 

 
Option One:  
Exchange Logo on the left and navigation buttons on the right.  

 

 
 
 

Option Two:  
Exchange Logo on the left with navigation buttons in a row underneath. 
 

 
 
 

Main Menu Opening Image 
 

Main Menu Opening Image gives you the option to add an image directly 
below the main menu. Clicking on the Main Menu Opening Image link 
will take you to the Opening Images Settings page. To upload an image 
select Main Menu Opening Image from the drop down box. 

 

 
 

You are able to upload an image for both before and after login. Browse 
for the image and press ‘Upload’. For the image to show on the front end, 
make sure that you have ticked ‘Show Image?’. 
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Main Menu Opening Image continued 
 
Front End without Opening Image: 

 
 

Front End with Opening Image: 

 
 

 
Search Panel Opening Image 

 
Search Panel Opening Image operates in a similar way that the Main Menu 
Opening Image does. This setting gives you the option to add an image 
directly below the search panel. Clicking on the Search Panel Opening 
Image link will take you to the Search Panel Settings page. To upload an 
image select Search Panel Opening Image from the drop down box. 
Screenshots for this can be seen under Main Menu Opening Image. 

 
 

Login Panel 
 
Login Panel controls the appearance of the panel before and after login. 
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Login Panel continued 
 

Logged-in Panel Settings 
 
Show All Information:  
Selecting Show All Information will show useful customer information on 
the panel after login. 
 

 
 
Auto-hide Some Information:  
Selecting Auto-hide Some Information will compress information into a 
button that will display information when a user hovers over it with their 
cursor. This setting is useful when space for text may be limited by 
translation or other graphics. 
 

 
 

 
Log-in Panel Settings 

 
Option One:  
Login Panel Option One displays the username and password input fields 
on the left and the login button and options to the close right. 
 

 
 
Option Two:  
Login Panel Option Two displays the username and password input fields 
and the login button on the left and login options directly underneath. 
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Registration Panel 
 
The Registration Panel allows you to change how the member registration 
part of the login panel looks. You can choose to have the default button 
and text or define your own image and assign a hyperlink. When you’ve 
made your changes, press ‘Save Changes’. 
 

 
 
Button and Text:  
This is the default option. It displays translatable text and the customizable 
image. 
 
Image that links to registration page:  
This option allows you to use your own image which links to the B2B 
registration page. 
 
Image that links to specific page:  
This option allows you to use your own image which links to a page of 
your choice. 

 
 

TIP: To customize the image that is displayed go to Content → Front End 
Images and modify the ‘registrationlogo.gif’. 
C 
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Bookmark Panel 
 
The Bookmark Panel changes the appearance of the right most section of 
the front end main menu. There are four options available.  

 
Toolbox Button: 
This is the default option. When a user hovers over the image, a box is 
displayed with the ‘email’ and bookmark this page links. 
 

 
 
Image Panel: 
This will allow you to upload your own image to replace the end of the 
panel. 
 

 
 
To upload an image, select Browse to find your image then press the 
‘Update’ button. 
 

 
 
Bookmark Panel: 
This allows you to show the ‘Email’ and ‘Bookmark this page’ links 
without the drop down box. 
 

 
 
You can choose which of the links that you wish to display by selecting 
them from the portion that is shown below. 
 

 
 

Don’t show anything: 
As it says, selecting this will not display the Bookmark Panel. 
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Category Panel 
 
The Category Panel page allows you to change where the category panel is 
placed on the front end. There are three options available. 
 

 
 

Category Panel: 
This is the default option. This option makes the categories the central 
element of the front end. 
 

 
 
Category Products Panel: 
Setting the panel to Category Products will display the category panel to 
the left hand side and make Featured Products the focus of the front end. 
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Category Panel continued 
 

 
You can also define your own background image to be used behind the 
category panel. To add a background image, select ‘Browse’ to locate your 
image then press ‘Upload’ to apply the image. If you wish to remove it 
then press ‘Remove Image’. 
 

 
 

 

NOTE: For some browsers, you may need to force refresh to view the 
newly uploaded image. This can be done by pressing Ctrl + F5 on your 
keyboard. 

 
 

Image Panel: 
Setting the panel to Image Panel will remove the categories list and instead 
display an image of your choice. This will become the main focus of your 
page. 

 

 
 
To upload an image, press ‘Browse’ to locate it and then press the 
‘Upload’ button. 
 

 
 

 

TIP: Images uploaded under Image Panel will be resized to 519 pixels 
wide. To ensure the best quality, make sure that your image is this size. 

? 

C 
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Side Panel 
 
The Side Panel page allows you to change what is shown on the left of the 
front end. There are two options available. 
 

 
 

Option One: 
This is the default option. This will display the Welcome, FAQ and Help 
tabs plus display a panel of featured products. 

 

 
 

Option Two: 
This allows you to use the panel to display an image or images. This can 
be used to present advertising, current promotions or important 
announcements. 

 

 
 
You can add as many images as you like to the side panel. You also have 
the option of adding your own hyperlink to the image to link to outside 
advertisers or services. 
 
To add a new item to the panel click on the ‘Add New Item’ link. 



Content 
 

 

171 

Content  
 

Side Panel continued 
 

 

 
 
Select the image you would like to upload by selecting the ‘Browse’ 
button. Next select whether you would like to enable or disable the image. 
You can also define an on-click action to the image, by either entering 
your own address or by selecting one of the radio button options. 
 

 
 
Once you are finished press ‘Add Item’ to apply the image. 
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New Listings, Statistics and Browse-by Panel 
 
This section allows the exchange to select which of these panels should be 
visible on the front end.  
 

 
 

New Listings Panel: 
This panel is a showcase of new listings that have been added to the site. 

 
Statistics Panel: 
This panel displays information about the exchanges current trading and 
membership. This includes New Members, Last Logged In members, 
Wanted Items, Transaction Volumes and Local Market Value. 

 
Browse-by Panel: 
The Browse-by Panel contains convenient links to other areas of the B2B 
trading site. 
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Footer Links Panel 
 
Footer Links Panel options allow you to control how the lowest panel of 
the front end interface is displayed.  
 

 
 

Show Footer Links: 
This is the default option. It will display a row of links at the bottom of the 
page linking to specific pages. These include: Home, Help, Privacy Policy, 
Terms & Conditions, FAQ and Contact Us. 

 
 

 
Footer Image: 
You can also upload a footer image to display instead of the links. You are 
able to upload both a foreground and background image. To upload an 
image press ‘Edit’. 
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Front End Images 
 

The Front End Images page allows you to completely change the look and 
feel of your exchange user interface.   It is critical that you make sure all 
images on your website display correctly. 
 
This process is very similar to skinning an application. All images 
uploaded on the website must be the same size as the ones provided 
originally.  Your Project Manager can help you with any problems and 
image specifications for each image are included in your Project Plan. 

 
To view Front End Images: 

 
1. To access the Front End Images page click Content in the main menu 

and select the Front End Images link.  This will load the Images page. 
This page is displayed below. 

 

 



Content 
 

 

175 

Content 
 
Required Contact Details 
 

This page allows you to customize what information is required for New 
Member Registration and for the creation of Directory Listings. 
 
It is important to know you can customize this section.  It comes with a 
default configuration but you are free to change it at any time.  The fields 
displayed on forms affected by these settings can either be present or 
required.  If fields are only set to Present, then it is optional whether 
members fill these fields or not.  If fields are also set to required then a 
user will be required to fill in that field before they can submit the form 
they are filling in. 

 
To view Required Contact Details: 

 
2. To access the Required Contact Details page click Content in the main 

menu and select the the Required Contact Details link. This will load 
the the Required Contact Details page shown below. 
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Show Empty Category 
 

The Show Empty Category Page allows the exchange to choose whether 
categories on the front end with no products, services or listings on them 
should be displayed to members. 

 
To view Show Empty Category: 

 
1. To access the Show Empty Category page click Content in the main 

menu and select the Show Empty Category link.  This will load the 
Show Empty Category page. This page is displayed below. 

 
To modify the setting: 

 
1. Select whether you want to show or hide the empty categories and 

click ‘Update’. 
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Statement Settings 
 

The Statement Settings page allows the exchange to modify settings that 
can place restriction on how salespeople view member statements. From 
here you can also change the number of days after a statement is issued 
that the amount is due. 

 
To view Statement Settings: 

 
1. To access the Statement Settings page click Content in the main menu 

and select the Statement Settings link.  This will load the Statement 
Settings page. 

 
To apply statement restrictions: 

 
1. This section allows the exchange to set who account statements are 

managed by. This can be done by selecting the ‘Edit’ button under the 
Statement Management heading. 

 

 
 
2. You can choose to have statements managed by either the individual 

salesperson for a specific member, or you can appoint one person. 
 

3. To use the sales person of the individual account, select ‘Sales person 
of each individual account’. Alternatively, you can choose one sales 
person from the dropdown list. 
 

4. To confirm any changes make, press the ‘OK’ button. 
 

To set the payment due period: 
 

1. This option lets you change the number that notifies the member of the 
days until the owing amount on the statement is due. This is usually 7 
days, however can be set from 1 to 31 days. 
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Statement Settings continued 
 
 

2. To change the number of days, select the ‘Edit’ button under the 
Payment Due Period. 
 

3. Select the number you desire from the drop down box. Once you have 
the number you want, press ‘OK’ to update your changes. 
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Supplier Settings 
 

The Supplier Settings page allows the exchange to decide on information 
and options displayed to people on the front end concerning supplier 
information. 

 
To view Supplier Settings: 

 
1. To access the Supplier Settings page click Content in the main menu 

and select the Supplier Settings link.  This will load the Supplier 
Settings page. 

 
To apply supplier settings: 

 
1. Each setting on the Supplier Settings page can be changed by selecting 

the Yes or No radio button and pressing the ‘Update’ button. 
 

 
 

Description of Settings: 
 

Supplier Information: 
Supplier information is to be viewable if the user is not logged in: 

 
Supplier Detail Information: 
Company GST Number will be viewable for the other members: 

 
Shipment - Payment: 
Shipments can be paid using Barter Dollars: 
 
Trade Urgently Needing Highlighting: 
Highlight members with status: 'Trade Urgently Needed' on search and 
category browse results: 
 
New Listings: 
New Listings section will be display on homepage: 
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Item 
 
 
 
 
 
 

From here you are able to modify settings 
regarding members and their online listings. 
 
This includes searching products, services 
and listings from the administration site, and 
also approving items before they are visible 
on the website. 
 
Contents 
Item Settings ............................................181 
Products ...................................................182 
Service .....................................................183 
Listings.....................................................184 
Approving Items ......................................185 
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Item Settings 
 

The Item Settings page allows you to configure the thresholds which will 
show a product or service as ‘New!’ or ‘Hot!’ on the front end. From here 
you can also modify settings relating to the Item Approval feature [if 
enabled].  

 
To view Item Settings page: 

 
1. To access the Item Settings page click Item in the main menu and 

select the Item Settings link. This will load the Item Settings page. 
 

 
 

To change Item Settings: 
 

1. Hot Threshold Configuration allows the exchange to set the discount 
percentage that shows products as ‘hot!’ 
 

2. The exchange can also define how many days a product or service is 
considered as a new product or service. 
 

3. To modify, enter the desired numbers and press ‘Save’. 
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Products 
 

The Products page allows staff to perform searches of all products that are 
available on the trading site that have been uploaded by members 

 
To view Products page: 

 
1. To access the Products page click Item in the main menu and select the 

Products link. This will load the Products page shown below 
 

 
 

To search for a product: 
 

1. Select the category you would like to search in, or all categories. The 
search can be limited by one, or all suppliers. 
 

2. Choose other information such as Date Added, Price Range, Name  
 

3. Select search limits. Then press ‘Search’ 
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Service 
 

The Service page allows staff to perform searches of all services that are 
offered by members on the trading site. 

 
To view Services page: 

 
1. To access the Products page click Item in the main menu and select the 

Products link. This will load the Products page shown below 
 

 
 

To search for a product: 
 

1. Select the category you would like to search in, or all categories. The 
search can be limited by one, or all suppliers. 
 

2. Choose other information such as Date Added, Price Range, Name  
 

3. Select search limits. Then press ‘Search’ 
 



Item 
 

 

184 

Item 
 
Listings 
 

The Listings page allows staff to perform searches of all listings that are 
available on the trading site that have been uploaded by members 

 
To view Products page: 

 
1. To access the Listings page click Item in the main menu and select the 

Listings link. This will load the Listings page shown below 
 

 
 

To search for a directory listing: 
 

1. Select the company you would like to search for, or select all 
companies.  
 

2. Choose other information such as Date Added, Price Range, Name or 
whether the listing is approved, waiting for approval or disapproved. 
 

3. Select search limits. Then press ‘Search’ 
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Approving Items 
 

Item Approval allows the exchange to view and censor Product, Service 
and Directory Listings before they are allowed to be viewed on the front 
end. To enable or disable Item Approval see page 94. 

 
To approve items: 

 
1. To approve items, go to the Products, Services or Listings page under 

Item (see page 180) and do a search for all products waiting for 
approval. 
 

2. Next to the search results you will see that the status is set to ‘Awaiting 
Approval’. To view the listing click on the name of the item under 
trading name, if you are satisfied with the report check the ‘select’ box 
and press ‘Approve’ 
 

3. You have approved the item. 
 

 
 

To approve all items: 
 

1. To approve all items at once, see Item Settings on page 181. 
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Logs 
 
 
 
 
 
 

The logs functionality is a security function 
that allows exchange to keep track of who 
has been using the software system. This 
feature can not be disabled. 
 
Contents 
Merchant Members ..................................187 
Office Staff ..............................................188 
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Logs 
 
Merchant Members 
 

The Merchant Members logs page allows the exchange management to see 
when members have logged into the trading site. 

 
To view member logs: 

 
1. To access the Merchant Member logs page click Logs in the main 

menu and select the Merchant Member link. This will load the logs 
page shown below 

 

 
 

To search for specific information: 
 

1. Select whether you would like to view ‘all dates’ or whether you 
would like to search by a date range. 
 

2. Choose how you would like to view the information, by either pressing 
‘Show Results’ or downloading as CSV or XLS. 
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Logs 
 
Office Staff 
 

The Office Staff logs page allows the certain members of exchange 
management to see when other staff have logged into the administration 
site. 

 
To view member logs: 

 
1. To access the Office Staff logs page click Logs in the main menu and 

select the Office Staff link. This will load the logs page shown below. 
 

 
 

To search for specific information: 
 

3. Select the date range you would like to search within. 
 

4. Choose how you would like to view the information, by either pressing 
‘Show Results’ or downloading as CSV or XLS. 

 
 

TIP: Remember, staff access to logs can be restricted from the Staff 
Permissions page.  

C 
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Translation 
 
 
 
 
 

The ‘Translation’ feature allows you to 
adjust the language of the Administration 
Site as well as the User Site. 
 
To be able to do translations you need to get 
the translation rights first. These are 
assigned by XO Super User. Usually XO 
would assign the translation rights to one 
username and password.   
 
If you don’t have the translation rights 
assigned, after clicking Translation > Default 
Language you’ll see the information: ‘You 
do not have permission to access the 
requested page’. You won’t also see any 
other function in “Translation” feature 
 
Contents: 
Default Language.....................................190 
Pending Translations................................191 
Translate a Page .......................................192 
Translate SMS..........................................194 
Translate Category...................................195 
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Default Language 
 

The Default Language page allows the exchange to set the default 
language that both the front and back end will be displayed in. 

 
To view Default Language 

 
1. To access the Default Language page click Translation in the main 

menu and select the Default Language link. This will load the Default 
Language page shown below. 

 

 
 
2. Choose a language from the dropdown list and press ‘Apply’. 

 
3. If you would like to create a new translation, follow the instructions 

available by clicking the ‘instructions’ link. 
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Translation 
 
Pending Translations 
 

This page displays a list of pages with pending translations in your 
translatable languages. This will change from time to time as pages are 
changed and added to the system. 

 
To view Pending Translations: 

 
1. To access the Pending Translations page click Translation in the main 

menu and select the Pending Translations link. This will load the 
Pending Translations page shown below. 

 

 
 
2. Clicking on a page link will take you to the relevant ‘Translate a Page’ 

page.  
 

3. See Translate a Page from step 3 on page 192 for the next step. 
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Translate a Page 
 

This page will allow you to translate any part of the system using the 
online interface.  

 
To view Translate a Page: 

 
1. To access the Translate a Page page, click Translation in the main 

menu and select the Translate a Page link. This will load the Translate 
a Page page shown below. 

 

 
 
2. Select the language you would like to translate. This list will depend on 

which languages have been assigned to you by XO. This will show you 
the page below. 

 

 
 
3. Select the page you would like to translate from the drop down box. 

This will display a page similar to the one below.  
 

4. The ‘Default Text’ column is the original text in English. The text box 
under ‘Local Text’ is where the translation of your local language 
should be written. 
 

5. When you have finished the translation changes, press the ‘Update All’ 
button. 

 

IMPORTANT: You can only text into this box, entering HTML or 
JavaScript will not have any effect on the text displayed. 
 
If you do not require a phrase to be translated just leave the box with 
nothing entered in it.  

 

F 
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Translate a Page continued 
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Translate SMS 
 

This page displays a list of the SMS messages that can be sent to your 
members in SMS message. This page will let you translate these messages 
into a local language. 

 
To view Translate SMS: 

 
1. To access the Translate SMS page click Translation in the main menu 

and select the Translate SMS link. This will load the Translate SMS 
page shown below. 

 

 
 
2. Select the language you would like to translate. This list will depend on 

which languages have been assigned to you by XO. This will show you 
the page below. 

 

 
 
3. The ‘Default Text’ column is the original text in English. The text box 

under ‘Local Text’ is where the translation of your local language 
should be written.  
 

4. To edit the text, press the ‘Edit’ link next to the message you would 
like to translate. When you are satisfied with the message, press 
‘Update’. 

 

IMPORTANT: Make sure that you include the tags in your translated 
message, these are the information the member will be sent. The tags must 
not be translated and should be copied and pasted into the new message. 

F 



Translation 
 

 

195 

Translation 
 
Translate Category 
 

This page will allow you to translate the Product, Service and Listings 
categories that will be shown to members. For information on how to hide 
and show categories see View/Hide Categories on page 140.  

 
To view Translate Category: 

 
1. To access the Translate Category page click Translation in the main 

menu and select the Translate Category link. This will load the 
Translate Category page shown below. 

 

 
 
2. To translate a category name, click on the name of the category.  
3. A text box will be displayed, enter your translation in this box 
4. When finished, press ‘Translate’. 
 
 

 


