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1. Introduction

Braiform has launched its new and improved online eBusiness ‘eBiz’ ordering system.  This manual explains the changes and provides step by step instructions for placing and managing your orders online.

If you have forgotten your user ID or password then please request a new one from your Braiform Customer Service contact.     If you are a new customer to Braiform you can find a full list of our global contact details on the Braiform website at www.braiform.com
2. Logging on to eBiz

There are two ways to log on to Braiform eBiz to place and manage your orders.  You can log on directly via http://ebiz.braitrim.com or you can access eBiz via the Braiform website http://www.braiform.com by clicking on the ‘eBiz’ section at the top right hand corner of the home page displayed below.
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Using either option to access eBiz will provide you with the login screen shown on the right hand side.  
Please enter your username and password as provided by the Braiform Customer Service team.  Please note that the login page is ‘case sensitive’.
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3. Your Home Screen

The home screen that you will see when you login has been updated as part of the many improvements we have made to the new Braiform eBiz site.  The home screen page you will see after login is outlined in the picture below.
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4. Placing Orders

To place new orders or view existing orders please click ‘Orders’ on your home screen. The ‘Orders’ screen has been enhanced and now provides multiple search options.  You now have the option to search for your orders by date or within a date range, or by status for example; ‘dispatched’ or ‘partial dispatch’ orders.  The picture below outlines order search and create new order page.
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Entering a New Order

Once you press the ‘Create New Order’ button you will be presented with the following screen.  Please note that any orders you place will remain in ‘shopping basket’ mode until the order is confirmed.  While the order is in shopping basket mode, you can continue to make changes until you are ready to confirm.  
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The New Order

Once you have clicked on the ‘Create New Order’ button you will be presented with the screen shown below.  The new eBiz now displays all information in ‘tab’ style.  At this point you can still change the ‘ship to’ address if needed.   We have also added a new ‘ship via’ tab for us when you need your goods delivered to a port or other transfer point where your shipping agent or courier service will take over.
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Raise/Edit Button
The ‘Raise/Edit’ button allows you to edit and save a provisional order.  If you have multiple logins for the same account this will lock the order while you are editing to stop anyone else from gaining access to that order and making changes.  
The Invoice Tab
The ‘Invoice’ tab confirms your invoice address.  This is where Braiform will send the sales invoice to.  If this address is incorrect please contact Braiform Customer Service to have the address amended before you proceed any further. 

The ‘Ship-To’ Tab
The ‘Ship-To’ tab is the delivery address you choose when creating the order.  This can be amended by clicking on the ‘Change Address’ button allowing you to alter the delivery destination for the order. 

The Ship-Via Tab

The ‘Ship-Via’ tab is for you to enter details relating to deliveries to a port or other transfer destination where your freight forwarder or courier service will take over.
The Detail Tab

The ‘Detail’ tab allows you to change your customer reference or your purchase order number.  This tab also allows you to select Customer Collection if you wish to collect the goods from our warehouse.  The delivery address field will then show your invoice address, but selecting ‘customer collection’ will notify Braiform that you will be collecting the goods from our warehouse.
The Freight Tab

The ‘Freight’ tab allows you to enter any additional details or special instructions in relation to your delivery.

The Retailer Tab

If the retailer you are placing this order for has any special notes or instructions for you to read they will appear here and you will be asked to tick a box saying that you have read the note before you will be able to continue.
The Diary Tab

The ‘Diary’ tab allows you to place diary ‘notes’ on the order header.  Braiform staff may add notes here to keep you updated on the progress of your order.  These will be marked with the username of the person who entered the note and also the date they were entered.  
The Reports Tab

When you are working on an order the ‘Reports’ tab will contain reports specific to that order only such as ‘order summary’.  This is different to the “reports’ option in the main menu which allows you to generate reports for all of your current orders.

Save Order Header

The ‘Save Order Header’ button allows you to save any changes you have made to the order header.  Please remember to click on save whenever you make a change or add lines to any order.  
Order Lines

Once you have clicked the ‘Save Order Header’ button the screen below appears.  This allows you to search for, and to enter products on to your order. 
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Product Search

The product search result will appear as shown below. When you have found your desired item please select the product code to add to the order.
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Adding the Order Line

Once you have selected a product from the list of products in the search list you will be presented with the summary of the product as shown below.
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Order Lines

Once a product has been added to an order you will now be able to see the pricing in the currency you have selected.  Our new eBiz allows you to create orders in your chosen currency as long as you have set this up in advance with Braiform Customer Services. 
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Finishing the Order and Order Status
When you have finished adding items to your order please remember that you can come back to it as many times as you wish and make as many changes as you like until you press the ‘Confirm’ button.  Pressing the ‘Confirm’ button will change the order status from ‘Provisional’ to ‘Unchecked’.  When confirming your order you will be asked to read and accept the Braiform Terms and Conditions (see below).  
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When you have pressed the confirm button to send the order to Braiform you will be presented with the acceptance screen shown below.  You will also receive an acknowledgement email within a few seconds with an electronic link to a summary of your order.
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After a short period of time Braiform Customer Service will review your order and at this point the order status will change from ‘Unchecked Order’ to ‘Confirmed Order’.

If a partial dispatch of your order is made the status will change to ‘Partially Dispatched’.  When all of the order is dispatched the status will change to ‘Fully Dispatched’.  You will receive a dispatch confirmation email to notify you that your goods have been prepared for delivery or collection.
Reports & Manuals
The reports section allows you to generate open order reports for all of your orders, or you can refine the reports to include orders within a particular date range.  Additional reports can be added on request – please speak to Braiform Customer Services.

The manuals section will contain retailer manuals allowing you to download the latest version from our website at any time. You will have access to the manuals for all retailers that you order product for.

Language

The new language section allows you to set the default language to your preferred choice.
At present, the Braiform eBiz site operates in English and Chinese.  We will be adding additional languages to the site shortly. If you have selected Chinese and you see a word in English with brackets such as [Language] this means it is a new word for the site and will be translated shortly to your chosen language.  An example of the site in Chinese is shown below.
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If you require any assistance with the new eBiz site, or have any queries, please contact Braiform Customer Service.  





















Place a new order








Search for orders by status








Search for orders in a date range with pop-up calendar
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Or enter a single date to search 





Search for orders by order number 





Search for orders by product code





Here you can select the retailer you are supplying garments to or you can select ‘multiple retailers’. 





This will show your company name








Enter YOUR purchase order reference number here.  This will make it easier for you to search for the order and also ensures that your reference is shown on all order documentation. 





All your previously used ‘ship to’ addresses will be available for you to select.  If you need to add a new ‘ship to’ address please contact Braiform Customer Service.   We will soon be adding a new feature which will allow you to add new ‘ship to’ addresses online.  Please note that the ‘ship-to’ address which is blank will have a delivery address that matches the invoice address.











Click on the ‘Raise/Edit’ button if you need to amend your orders. unlocking the order while you are amending it.








Please note that the Order number you are given here will remain unchanged for the complete order duration.  A provisional order is only a ‘shopping basket’ order until you have confirmed it.  There is no limit to the number of provisional orders you can raise.








Here you can enter the full product code or part of the code and if you are unsure you can enter the product type such as ‘clip hanger’ or ‘jacket hanger’ or ‘price ticket’.   





When you have entered your search text click on the search button and you will be provided with the search results.  If the result set is more than 100 products you will be prompted to refine your search and try again.  If you cannot locate the product code you need please contact Braiform Customer Service.





I selected JAYCL and it filtered all products starting JAYCL





Product Image





Product Description





Product Code





Each product has a lead time in working days from which an estimated dispatch date will be calculated taking into account the region you are ordering in.





The pack quantity will automatically round up to the nearest full pack if you are ordering in units.





Press confirm when you have entered the quantity you wish to order and the line will be added to your order.





You can change all lines and save all lines at the same time using this button.





This button allows you to set the date required on all order lines at once.





Add diary entries on a line add notes or copy a line using these icons.





Price in chosen or local currency





Quantity required in units





Your Home screen 





Place your orders or review current orders here
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Site Language 





Retailer Manuals 
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