MANAGING YOUR E-STORE ALLOWANCE ACCOUNTS

Access the Allowance Account Management
feature by signing in to your account and
selecting the My Account link at the top of
the screen followed by the Allowance
Management link within the My Account
section of your eStore.
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There are two ways that you can add funds to each
user account. The first method of adding funds to a
user’s allowance account can be done onsite using the
data entry fields available to you. The second method
requires exporting the list of users associated with your
custom eStore’s account(s) and entering the data within
an Excel CSV file. Once the Excel CSV Account Setup File
has been completed, it can be imported back into your
Allowance Management feature.
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You can easily add to a
user’s allowance account or
adjust the expiration date

for the allowance by
selecting ADD $ under the
respective user (see below).
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To activate or manage a user’s allowance
account using the export/import feature,
select Export Active Users and then

EXPORT FILE when prompted. Open the
CSV file after it has been downloaded
and add the Amount and Expiration Date
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This information will
autogenerate once the
Allowance Account has been

set up for the user (see left).
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To import the allowance
account data, select Import
Acct Setup File (see right)
and then browse for the
modified CSV file and select
IMPORT FILE AND AUTO
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Once the allowance accounts have been
set-up the import/export feature can be
used to edit existing allowance accounts

or existing allowance accounts can also
be altered using the onsite options.
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To deactivate a user’s allowance
account, select InActive in the
drop down menu for that user

(see above right) and then
select UPDATE (see right).
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When using the Export/Import
feature to manage allowance
accounts, it is best practice to create
a working draft or duplicate version
of the most current export file to
update so that you always have a
copy of the existing information.
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Have any questions regarding how
to manage allowance accounts?

Call us at 866-822-4763 or contact us
at webstore@canadianlinen.com.




