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quick start guide
accessing my account www.cdacp.com.au

To access your account details or history, view or reprint invoices/statements you need to log on to the
online portal.

BEFORE YOU CAN ACCESS THE PORTAL YOU NEED TO HAVE A REGISTERED
USERNAME AND PASSWORD. IF THEY HAVE NOT BEEN PREVIOUSLY SUPPLIED
TO YOU YOU MUST CONTACT US BEFORE TRYING TO ACCESS THE PORTAL

Logging on customer log-in

You need to click on the orange login
located on the home page.
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To experience all the features of the online portal

. . . . o CDA Constructi
you will need to have Microsofte Si | ver | i ght E RS
N The apptication you are trying to use requires that you update your
installed on your computer. If you do not have Web browser with Microsoft Stveright.
MicrosofteSi | ver Il i ght E installed. o C 0. MRl T8 Vet averiences across teasing news,
you will be asked to install it. Click on the sports, and entertainment sites.
UPDATE AND START button Sivertight brings Web experiences to life with:
| = Amazing 2D/3D animations and special effects
s Smooth, high-quali lec that includes HD video
= Enhanced security, fast performance, and a quick instal
Select Run n seconds
' File Download - Security Waming ] POWERED 8% WA ERUCHT @
Do you want to run or save this file?
F Name: silverlightplugin.exe
Type: Application, 4.70MB
From: online.micronet.com.au
|[ Run I[ Save | [ Cance |
While fles from the Intemet can be useful, this file type can
ﬂl potentially ham your computer. If you do not trust the source, do not
= run or save this software. \What's the risk?
Install SilverlightE When you have installed
will need to refresh your browser
(press F5 on your keyboard)
] [x]
Install Silverlight 3 Installation successful
N 3 By clicking Install now you accept u
Microsoft* the Silverlight license agreement. Microsoft* You may have to refresh (F5) the
S‘I |‘ h < Silverlight updates automatically; g - X Web page for these changes to take
I Ver lg t learn more. SI Ver Ig t effect.
[ cose

Allow Pop-ups B2 & - fer sy
In order to be able to use the features of i@ Diac SRR AR
the online portal (view account history, {5 Reopen Last Browsing Session
view and r_eprlnt invoices and statements Turn Off Pop-up Blocker 5 Poprup Blocker
etc) you will need to allow pop-ups from : —
. Pop-up Blocker Settings |4 Manage Add-ons
the portal. If you are using Internet ]
ExplorerE you campaccess pop @& Work Offline
blocker settings from your browser via, Bl Carmp
EEOOIS Block Compatibility View Seftings
EPOP'UP Blocker Setti A Full Screen F11
op-up Blocker Settings o8 i :
Explorer Bars 4
Then add *.cdacp.com.au P
. . <> Developer Tools F12
to your list of allowed sites
For browsers other than Internet Suggested Sites
Expl orerkE pl ease refer to their relevarg”tTh__W_d s
he|p menu og 15 1N indows Live Writer
Skype add-on for Internet Explorer
{71 Internet Options
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Entering user name
and password

Enter your user name and password
Customer Log In in then press the login button.

Welcome to CDA
Constructions Online Portal

—— =
Forgot your Passwors?

Customer Log In this indicates that you are
being logged in.

| User Name

| Password

| Login |
| Forgot your Password? |

YOU CAN LINK ADDITIONAL USERS TO YOUR ONLINE ACCOUNT
PLEASE CONTACT CDA EASTLAND FOR DETAILS

To help keep your information secure

ou will be asked to reset your :
Y , Y Userid |5YNEBUSI ‘
password when you first log on.
You will also be asked to provide an Name | SYNERGY BUSINESS SYSTEMS PTY LTD

email address so the system can send
you a temporary password in the event
that you forget yours.

Password |

Reenter Password |

Enter Email | ‘

Reenter Email |

Save

If you forget your password click on Forgot your Password?

3 c and a temporary system generated password will be emailed to you, You will be prompted to change
your password from the temporary issued password when you next log in.
note: you must have previously set up a valid email address in the online ordering portal to receive
the temporary password. If you have forgotten your password and do not have an email address set
up please contact CDA Eastland.

Customer Log In Customer Log In
User Name | |sYNEBUSI |
| [TTTTTY | | Password |
[ Login J l Login J
| Forgot your Password? | | Forgot your Password? |
Password is incorrect Your password has been reset and an email sent
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You are now logged on to the online ordering portal

Iﬂ Home é\/ Favourites ‘H View Orders t.' My Account &y Quick Add @i Admin v‘V‘ Checkout a Logout

\ | SYNERGY BUSINESS SYSTEMS PTY LTD Order Total $0.00

Corded Power Tools
Cordiess Power Toois
Outdoor /Garden / Cutting
Router / trimmer / Cufter

Welcome to CDA online.

You can now
- Print Invoices
- Print statements
- View Account Status and history

and shortly you will be able to
- Purchase online
- Make account payments

Important: )
- To use all the features of the website, you must allow pop-ups. This can be done by
going into the internet options in your web browser.

The portal menu bar
From the portal menu bar select the following/

@ Home {’\y/ Favourites H View Orders '-:," My Account &4 Quick Add ﬁ Admin ,.%‘ Checkout a Logout
ol | SYNERGY BUSINESS SYSTEMS Order Total $0.00

In my account you can access the following.
i: My Account note: you can sort columns by clicking on the column header.

History z Account f- Backorder g

Date Type Invoice Number  Order No Description Armount Balance  Web Paid

09/06/2009 | Invoice Nf248027 WEREBAL Sales Desk Inveoice $1,012.00 $0.00 Mo o
06/01/2010 Payment  PAY264498 D/D Pmt $1470.35 ($1,012.00) Mo

06/01/2010 Invoice /250062 VERBAL Sales Desk Invoice 924,00 $924.00 Mo

06/01/2010 Invoice N/252694 WVERBAL Sales Desk Invoice $968.00 $968.00 Mo

06/01/2010 Inwvoice Nf255326 WERBAL Sales Desk Invoice $968.00 $968.00 No ) |
06/01/2010 Invoice N/258204 WERBAL Sales Desk Invoice $068.00 $968.00 No

06/01/2010 Invoice N/258751 SIMON Sales Desk Invoice $19.80  $19.80 No

06/01/2010 Invoice Nf261526 WERBAL Sales Desk Invoice $968.00 $968.00 No L

S0+ Days 60 Days 30 Days Current Bzlance l Statement Now

| | | | | | | sa.0%e.78 | | $8.030.70 | lStatement Last Month

Histery & | View account history. Account &2 | View current account information
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Reprinting invoices and statements

To reprint an invoice double click anywhere on the invoice line, The reprinting invoice pop up box will appear.

Note: The invoice will appear in a new tab or browser window. You will have to click on the tab to

view the invoice \
L+

S5~ 48 CDA Construction Product... 48 Micronet Online Ordering €@ http//online.cdacp.co... % " ~ B ~ [ ®m v Pagev Ssfetyv Tools~ |

HE'_] [T Ix ) & & @ [wsx. @Colhbouu;/ﬁgn~ = e -

3 $) ABN 13083 181 159 Tax Invoice Number
L Branch CDA Broadmeadow
70-72 Broadmeadow Road Rt
Invoice No NI269854
Construction Supply Specialists Broadmeadow NSW 2292 DATE: 25/02/2010
< Phone 024969 2066 PR 1
Fax 024962 5212 Picking $8p
User Id Leisa Schmidt
Tax Invoice To DELVER 10 Customer ABN
SYNERGY BUSINESS SYSTEMS PTY LTD SYNERGY BUSINESS SYSTEMS PTY LTD
UNIT 4, 52 OVERLORD PLACE Order No: VERBAL
70-72 BROADMEADOW ROAD ACACIA RIDGE QLD Account Code SYNEBUSI
BROADMEADOW NSW 2292 4100 Sales Person c
J
Quantity Quantity Quantity Excluding GST
Line Item Number Description Ordered Backord Supplied Sales Unit Price Subtotal
1 SUNDRY 1.00 0.00 100 1 41668 41668
To print the invoice To save a copy of the To email a copy of the
click here invoice to your computer invoice click here.
click here.

To reprint a statement you can choose from the following options from the account tab

Istal:emenl: Last Hnnth] includes all outstanding balances up until the end of the previous month.

l Statement Now ] includes all outstanding balances.

Note: The statement will appear in a new tab or browser window. You will have to click on the tab

to view the statement
2= - 4 CDA Construction Product... ﬂmmwmm.edocp.cm, x L i v (% dm v Pagevw !

= E [T/ [k &) | | ® ® [100% - | g Colborate - A Sgn- | =f [ [[Fine 3

Statement To: To print the|' oh
SYNERGY BUSINESS SYSTEM: statement clic ere
70-72 BROADMEADOW ROAD

BROADMEADOW NSwW

70-72 Broadmeadow Rd To save a copy of the
Broadmeadow NSW 2292
P: 02 4969 2066 F: 02 4962 5212 statement to your
ABN: 13 083 181 159 H
70-72 Broadmeadow Rd computer click here.
Broadmeadow NSW 2292

Statement To
SYNERGY BUSINESS SYSTEMS PTY LTD

Account  SYNEBUSI To email a copy of the

70-72 BROADMEADOW ROAD Page: 1
SROADMEADOW, NEWY 292 statement click here.
Date: March 11, 2010
Account SYNEBUSI Date: March 11, 2010
Date Reference Debit Credit Balance ‘ [ Date Reference Balance ]
12/10/2009  N/258751 19.80 0.00 19.80 12/10/2009  N/258751 19.80

YOU CAN LINK ADDITIONAL USERS TO YOUR ONLINE ACCOUNT

PLEASE CONTACT US TO HAVE ADDITIONAL USERS LINKED TO YOUR ACCOUNT
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