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How to Sign Up & Sign into an account
on EKC E-commerce site

1 Navigate to https://ekc.store

https://ekc-ecommerce-dev.web.app/
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2 Click "Sign Up"

3 Click the "Username" field.
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4 Type in your preferred Username

Please follow these requirements:

• Cannot be an email address

• Cannot be a personal name

• No spaces allowed

• Minimum 3 characters

5 Click the "Business Email Address" field.

6 Type in your preferred Email Address
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7 Click the "Password" field.

8 Type in your preferred Password

Please follow these requirements:

• Minimum 12 characters

• At least one uppercase letter

• At least one lowercase letter

• At least one number

• At least one symbol: % # ^ ! ( @ * $ ) & , . –

• No spaces allowed
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9 Click the "Invite Code (Optional)" field.

10 Add your invite code (Demo purposes, "mohave" was used)

If you do not have an invitation code, your account will be sent for "approval" if an
admin for your organization exists. Once the admin approves your account, you
will be able to log in.

If you would like to receive an invitation code, please reach out to: mduff@ekccorp.com
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11 Click "Sign Up"

Once account is created, for futures uses you may "Sign In" from the same page.
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12 Click "Sign In" to navigate to sign in page.

13 Click and fill the "Username" field.
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14 Click and fill the "Password" field.

15 Click "Sign In" Button.
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Navigating Profile Dropdown Menu
(Account & Admin)

1 Click "Profile" icon.
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2 Click "Account" on dropdown menu.

3 Click "View Details" on desired order.
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4 View additional details of order.

If you are an Admin level profile, you will also have access to the Admin Panel.
(Shown below)
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5 Click "Profile"

6 Click "Admin Panel"
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7 Click "Create User" If you would like to create a new user for the site

8 In the new pop-up field:

Type in your preferred Username

Please follow these requirements:

• Cannot be an email address

• Cannot be a personal name

• No spaces allowed

• Minimum 3 characters
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9 Click the "Business Email Address" field.

10 Type in your preferred Email Address



7

11 Click the "Password" field.

12 Type in your preferred Password

Please follow these requirements:

• Minimum 12 characters

• At least one uppercase letter

• At least one lowercase letter

• At least one number

• At least one symbol: % # ^ ! ( @ * $ ) & , . –

• No spaces allowed
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13 Click "Role" field.

14 Select your preferred role for the new user.

You should copy and share their username & password with the user created.
Underneath the tab "Important"
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15 Click "Create User Account"

You will now have created a new user account!
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16 You may now view the new user underneath "Manage Users."

You may also approve or deny new users that have signed up and are awaiting
Admin approval.
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17 Click on "Pending Approvals."

18 View the new users who are awaiting approval for the site.
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19 You may click to "Approve" or "Deny" a new user.

As an admin, you may also pull reports of certain users, timeframes, etc. from the
site.
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20 Click "Reporting"

21 Click "Jan 01, 2025 - Sep 25, 2025" to open calendar feature.
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22 Navigate the calendar and set a "Start" & "End" date.

23 You may select "Generate Report" or continue editing the filters.
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24 Click "All Users (You & Members)" dropdown.

25 Select the appropriate filter for your needs. (To see reports for yourself only, other
users, and/or both)
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26 Click "YTD" as a quick filter for reports happening year-to-date.

27 Click "Last 30 Days" as a quick filter for reports happening in the last 30 days.
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28 Click "Generate Report" to receive your custom report.
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Searching and Filtering Products on
E-Commerce Site

Example product used is a Microphone named "PPA R38N"

1 Once logged in, you'll be navigated to products catalog.

1st method to search for a product.
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2 Click the "Search products..." field.

3 Type desired product name.
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4 Click search button here.

5 Click on product box.
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6 See additional details, then exit product pop-up.

7 Click "Reset All."
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2nd method to search for a product.

8 Click the "Search categories..." field.

9 Type in desired category.
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10 Click this button.

11 Click "Apply Filters."
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12 Click desired product box.

13 Click here.
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14 Click "Reset All."

3rd method to search for a product.
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15 Scroll filters and click appropriate amount of filter buttons. (up to 93)

16 Click "Apply Filters."
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17 Click desired product box.

18 Click here.
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How To View Additional Product Details
and Add to Cart

1 Navigate to the products catalog.
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2 Click this button.

3 Click "Williams AV"
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4 Click "Added"

5 Click this icon.
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6 Click "Reset All"
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How to Add Products to your Wishlist
and Cart

Process 1: How to add products to your wishlist.

1 Click heart icon on product box.
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2 Click "Wishlist items" (heart icon in top right corner)

3 Click "View Full Wishlist"
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4 See collection of wishlist items and click "Back" once finished.

Process 2: How to add products to your cart.
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5 Click "Add to Cart" at the bottom of the product card.

6 Click cart icon in top right corner.
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7 Click "Go to Cart."

8 Can view cost and play around with quantity of item in cart.
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How To Complete An Online Purchase
Step-By-Step

1 Navigate to cart to see your items.
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2 Click the "Quantity" field arrows or manually enter desired quantity of product.

If you aren't ready to buy, you can use the "Download Quote" button to get a
downloadable PDF of your Quote.
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3 Just click "Download Quote (PDF)"

4 Optional: Click & add Reference Number (if you would like to add internal
reference for tracking purposes)

To Proceed with Purchasing:



4

5 Click "Proceed to Secure Checkout"

6 View and fill out all necessary tabs for shipping information, starting with name.
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7 Next with Address.

8 And finally with payment details.
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9 Once complete, click the "Pay" button.
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