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Enabling delivery options and configuring shipping fees

To provide a smoother merchandise delivery journey, boost merchandise revenue, and gain insights
into merchandise sales, event directors can enable the required shipping options for merchandise at
both the global merchandise level and the event merchandise level and set the shipping fees, so that
participants can select a required delivery option and complete their registration in the CUI.

To enable a shipping option for global merchandise:

Click the AUI > GLOBAL MERCHANDISE tab > select an item > Edit button.

On the Global merchandise page, click Advanced settings.

Turn on the Customize delivery options option (defaults to off, which equals Pickup only).
Set DELIVERY As to Shipping only, Pickup or shipping, or Pickup only.

a. Ifatleast one merchandise item has been set to Pickup or shipping, Label for pickup
and Label for shipping becomes mandatory, and event directors can customize the text
of label names for Label for pickup and Label for shipping.

b. If atleast one merchandise item has been set to Shipping only, or Pickup or Shipping,
Shipping cutoff date becomes mandatory, event directors must select a date from the
calendar and enter the time. After this date and time, shipping options for merchandise
items are hidden in the CUI.

5. Click Apply.

BN
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Customize delivery options L @

If shipping is required or selected during registration, a shipping address will be collected at checkout.

ITEM TO PURCHASE DELIVERY AS

Small Fickup or shipping v
Medium Shipping cnly v
Large Fickup or shipping W
Extra large Fickup only w

*Label for pickup
Pick up by myself

“Label for shipping

Ship to me
*Shipping cutoff date
972025 8 : 00 : 00
Cancel
Socks s & B
Apparel S B W
Back

To enable a shipping option for merchandise items under an event:

1. Click the AUI > select an event > Event setup > Additional purchases > Edit button.

2. On the Additional purchases page, click # > Advanced settings.
3. Turn on Customize delivery options (defaults to off, which equals to Pickup only).
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4. Set DELIVERY AS to Pickup only, Shipping only, or Pickup or shipping for each item.

a.

If at least one merchandise item has been set to Pickup or shipping, Label for pickup
and Label for shipping become mandatory, and event directors can customize the text of
label names for Label for pickup and Label for shipping.

If at least one merchandise item has been set to Shipping only, or Pickup or Shipping,
Shipping cutoff date becomes mandatory, event directors must select a date from the
calendar and enter the time. After this date and time, shipping options for merchandise
items are hidden in the CUL

5. Click Apply.

Note that if configured at the event level, delivery options override those set at the global level.

To set up shipping fees:

1. Click AUI > select an event > Tools > Custom fees.
2. Click Create or a Fee name.
3. Inthe Create a custom fee/ Edit custom fee window:

a.
b.
C.
d.
e.

Set the Fee type to Shipping fee for merchandise.

Enter the Fee name.

Enter the shipping fee Amount or Percentage.

Set the Refund option to Proportional refund or No refund.
(Optional) Enter the Report label.

4. Inthe Merchandise field, select One fee for each piece of merchandise or One fee for all

merchandise and select from the checkboxes of merchandise items for which the delivery

options have been set to Shipping only or Pickup or shipping.

Note:
o)
o)

One fee for all merchandise is enabled when the No refund option is selected.

The shipping fee does not apply to merchandise items added after the selection of Check
all. If any merchandise item is added after the selection of Check all, deselect and reselect
the checkbox.

5. Click Save.
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Edit custom fee
Fee type Shipping fee for merchandise v
Fee name * Shipping fee
Fee name displayed on receipts. 25 characters
maximum.
Amount * 300 USD amount v
Refund Proportional refund v
When transfarring or cancelfing an order with a refund,
the Custom Fee in the order will be refunded
proportionally (e.g. if the order price is $100 and the
Custom Fee is set to collect a 6% Sales Tax, and you
transfar/cancel this order and refund 50%, then S50 of
the order price and $3 of the Customn Fee (50% of 6%)
will be refunded).
Report label
What does this fee apply to?
Merchandise One fee for each piace of merchandise v 9
|| Check all

| Included t-shirt

Q/\Lage

- -

In the CUI > Complete form page > Merchandise section,

[f the delivery option for a merchandise item is set Shipping only in the AU]I, this section

displays Shipping only.
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e Ifthe delivery option for a merchandise item is set to Pickup only in the AU]I, this section does
not display the delivery option.

o Ifthe delivery option for a merchandise item is set to Pickup or Shipping in the AUI,
participants can select one delivery option from the two custom delivery labels.

e Merchandise
Included t-shirt *
& smat $2000
@ 9 Fickup by myses ® Ship to me
Medium = 5hip cely $2000
Large $2000
Extra large $2000
Socks
Small ssoov @ 1 @ §®
+ Add Another item
Apparel
Baseball cap Slo00 @ 1 ©
Q Pick up by myzelf @ Wstiptome
| Remove ) o
K

On the CUI > Check out page, if participants have selected any merchandise item with a shipping fee,
they can see a Shipping fee added to their Order total at checkout.

If participants have selected shipping for at least one merchandise item with or without a shipping fee,
they must enter the following shipping information in the Checkout page > Shipping section:

e First name
e Last name

e Country
e Address
e (ity

e State

ACTIVENetwork.com | Product Release



e Zip
e Phone number

Participants can tick the Save as default shipping address checkbox, and optionally edit the default
address during the next purchase.
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Check out

@ ‘Your cart may be split into multiple orders by seller. When you review your bank statement, you will see separate YOUR ORDER
ftransactions from each seller.

Subtotal $14500
I Shipping fee SE
Senvice fee a 5079
ACTIVE Advantage discount -5070
ORDER(S) TOTAL Order total $14300

Order review

1 Sl by 286064 Pay now

2025 Marathon Event - Marathon - Age $H0.00 7
group/open

Included t-shirt - Small 52000
Socks - Small 500
Apparel - Baseball cap Si0.00

Shipping fee $300
Saervice fee @ 5079

ACTIVE Advantage discount -S079
Order total $14800

Coupon Apply

Shipping *

ltems
Apparel - Baseball cap “1

Ship to

3rd Not d Ave, New York, New York 10 United States Default

o Add a new shipping address

First name * Last name *

Jone Doe

Country *

United States -

Address line 2

City * State * P+

Phone number

- a2 ]

Save as default shipping address

To change the shipping address for a participant, event directors can:

1. Go to the AUI:
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o Select an event, click the Participants tab and select a participant name link.
o Click the PEOPLE tab and select a participant name link > ¥ next to a revenue amount >
aregistration # link.
2. In the Shipping information section, click the # icon.
3. In the Edit shipping address popup, edit the required information.
4. Click Save.
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HOME PEDPLE VOLUNTEER FINANCIALS EMAIL GLOBAL MERCHANDISE

2025 Marathon Event

May 1, 2025

Dashboard Setup Participants Irwitations Teams Tooks Reports

k.com
120 | Female | 20
Confirmed - R-10PT44TRIX3
2025 Marathon Event - Running-Marathon - Individual Age group/open

Not on a team

View: All | CurentPurchases | Responses | Resufis

Current purchases

I0x C-76XBASNGBON

ITEMS PRICE GUANTITY SUBTOTAL

2025 Marathon Event - Running-Marathon - Individual Age Stooo 1 5000

groupyopen -

Socks - Small $500 1 $500

Inchuded t-shirt - Smal 52000 1 52000

Apparel - Baseball cap S000 1 S1000
TOTAL: $145.00

Registration information » Edt

Participant name
Gender Fernale
Date of birth ~ &/1/1096
Emall address Lcom
Day phone

Emergency contact
name

Emergency contact
phone

How did you hear about
this evant?

Bib number  Nobib # Edit
Chip number Mo chip number # Edit
Wave MNo wave # Edit

Diision Mo division # Edit

Shipping Information
ftems  Apparel - Baseball cap *1

Shipto  Jone Doe # Edit
3 orth 75 ord Ave
New York, NY
002
United States
+ S

Results

RACE PASS DOCUMENT

Exprass registrations Virtual race

.all Actions

==
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Edit shipping address
First name * Jone
Last name * Doe
Country * United States
Address * " INorth
Address line 2
City * Mew York
State * Mew York
ZIp 01
Phone number +14

rd Awve

10

oo

In the AUI > HOME tab > select an event > Reports tab, event directors can view the shipping options
(pickup or shipping) and shipping addresses in the Registrations report and Merchandise report.
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Displaying the ACTIVE Refund tag in the AUI

To let event directors be aware of customers who have purchased an ACTIVE Refund for their
registration, the AUI > select an event > Participants tab > select a participant > a user profile page

now displays an ACTIVE Refund tag next to the order number.

Ml@hotmail.com
| 41
Confirmed - R-168YZXLW

Not on a team

View: All | Current Purchases | Responses |

City of Lincoln 10K 2024 - Event Entry including Finisher's T-shirt - General Entry

Waivers | Results
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