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Full Update: 

Transmits any unsent 

transactions back to head 

office, and then uploads 

the entire database of 

products, customers and 

history. Use when iPad 

has not received data for 

more than 10 days or has 

never been loaded with 

data. 

Send Only: 

Transmits any unsent 

transactions back to head 

office without collecting 

new data. 

Reports: See pages 5-9 

Dashboard: 

Catalogues: See page 10. 
Customers: See page 20. 

Transactions: See page 26. 

Calendar: See page 4  
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Calendar 

Viewing the Calendar: 

The mSeller calendar works in conjunction with the standard 

iPad calendar, meaning that any events/appointments made 

in the calendar app will appear here and vice versa. The small 

dots contained under certain days indicate one or more 

events logged. 

Creating Appointment: 

Tap the + button in Fig.1.  

can create appointment, including a name, location and 

Fig.2. 

Fig.1 Fig.2 
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Reports: 

Transaction Summary (page 6) 

Product Sales (page 8) 

Customer History (page 9) 

Shortcuts e.g. 

transactions will 

direct user to 

transactions  (page 

26) and filter only 

sent . 

Targets (page X) 
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Back to statistics (page 5) 

Display transaction summary by month, 

quarter or covering a specific date range 

Tap to display a list of 

transaction details (page 7) 
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Back to 

transaction 

summary 

(page 6) 

Filter by order/quote/proforma call 

log. Quotes are excluded by 

default. 

Filter by All/Sent/Unsent/Held 

Transaction details displayed by month, quarter or 

specific date range. Date range view offers a period 

selection (defaulted to current month). 

Email/print 

 

Sort by most criteria, except 

 

Back to Statistics (page 5) 

Filter by Rep 
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s to product sales for current 

year. Select date range 

Back to Statistics 

(page 5) 

Display product sales by specific date range. 

Pie chart displaying all categories with sale values 

Pie chart displaying all sub-

categories with sale values 

Keyword search 
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all history will take time to load. 

Tap on search bar for customer selection. 

Tap anywhere outside of the drop-down 

y 

(fig.c) 

fig.c 

Key: 

Outstanding Orders 

Invoiced Transactions 

Display all customer history (invoices and 

outstanding orders). 

Email/print function. User can choose 

whether to email/print invoices and/or 

outstanding orders for displayed 

customer. 



 
 

10 | P a g e  
 

 
 
 

Please note: Sub-categories (where applicable), depending on 

company configuration.  

 

  

Catalogues: 

Product Categories: 

Tap on a category tile to view sub-categories (if applicable) belonging to selected 

category. If sub-categories do not exist, product screen (page 7) will be displayed.  

To view multiple categories, hold finger on category until  shows.  To exclude a 

category repeat action until   

Sub-Category: Category: 

All products: Displays 

entire product range. 
All products  Sub Category page. Displays all products 

belonging to selected category. 

Navigate back to catalogues screen 

Promotions: Displays products 

grouped by promotion/specific tag 
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Catalogues - Product Browsing: 

Back to previous category/sub-category 

Product record count (based on selected 

category/sub-category) 

Left hand view  
Right hand view  

Product search bar  

Refresh search bar  
Flip to product detail 

page (page 15)  

Expand to full screen product image  

Change views between 5 per page, 

10 per page, mosaic view  

Scroll down left sidebar 

(5 items at a time) 

Navigate to next 

product  

 

Stock Filter (see 

page 12)  

Status filter (see 

page 12)  

Product 

status 

key (see 

page 12) 

Open file attachments (where 

applicable)  

Variants of the product 

e.g. Different colours 

(Where applicable) 
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Catalogues - Product Filtering: 

Product status filter: 

again to exclude (X). Tap again to remove filter. For results to 

 

 

Ordered qty figure will appear in blue for these items. 

Product stock filter: 

Tap physical, free or available to filter items belonging to selected status on 

left sidebar. These filters will work in conjunction with any product search 

criteria currently displayed on left sidebar. Please note, user cannot 

 

 

Price range filter: 

d to enter a minimum value using the iPad 

Tap anywhere outside dropdown box for results to appear on 

the left sidebar. 
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Catalogues  Creating an Order  Choosing Customer: 

 

will always use custom customer screen  

 

Customers Page (Fig.3): 

addresses, a drop-down box will appear with all addresses 

listed (Fig.3). 

screen (page 10).is displayed for selection of product type. 

 

 

Catalogues Page (Fig.4): 

Tap in the {Tap here to add customer} search box, located 

above the left sidebar. A drop-down list of customers will 

appear. User can scroll down the list or alternatively search 

by customer code or name.  

Tap to select customer from retrieved results. Then when 

customer name is displayed in blue, tap outside search are to 

finalise selection. Please note that once a customer has 

been selected, it cannot be changed until the order has 

been cancelled or completed from transactions screen 

(see page 30). 
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For quick ordering from the sidebar, double tap a product to display a green 

tick. Tap once again to remove the green tick. 

If one or more items have been ticked on the sidebar, two buttons will 

appear on each side of the customer name,  and  

  will deselect all ticked items, with a pop-up message to confirm 

before proceeding. 

 

 

Catalogues: Order Taking 

will add default of one pack of each selected product to the 

 

A blue quantity will display on the left sidebar for each item on order. This is 

the qty of pieces placed on the order. 

 

Flips page over to detailed order entry screen. 
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History (Page 16)   Delivery (Page 17)   Prices (Page 18)   Line Notes (Page 19)   Purchases (Page 20)   

Tap to expand 

tile.   

First, tap to highlight an item on the left sidebar. 

Tap the + button to increase number of packs and  

to decrease. Default is 1. 

For larger quantities e.g. 50, or 100 packs, tap here 

to display numeric keyboard. Key enter required 

 

Total value of this item will 

be calculated as No of Packs 

is increased or decreased. 

Tap to add to current order. 

Cumulative value of current 

order. 

field to amend 

order price. 
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has been selected. The two grids on the history screen represent: 

1. Previously ordered products 

2. Transaction(s) containing highlighted product. 

Tapping a product on sidebar 

automatically highlights product on 

history grid if selected customer has 

ordered the product previously  

 

Double tap item in history grid to enable green tick. This will allow 

transaction at the last price and quantity ordered. 

 

fig.30 

 

Return to previously ordered items (Fig.29) 

 

fig.29 

 

Toggle between invoices/outstanding 

orders to view headers of previous 

transactions. 

 

Expand view of history grid 
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Catalogues: Ordering - Delivery 

 
Add a new delivery address 

Add multiple delivery 

addresses to current order.  

Tap to display pop up 

delivery address list. Tap to 

select a delivery address 

and insert as new row on 

 

Tap into date cell to 

select or edit date from 

displayed calendar. 

o 

display numeric 

keyboard. The quantity 

entered deducts from 

first row quantity.  

Sum of quantity 

entered in each row 

equals total quantity 

entered to order panel. 

A breakdown of 

delivery address 

allocation is visible on 

Delivery Breakdo

screen (page 31). 
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Catalogues: Ordering - Prices 

Catalogues: Ordering - Prices 

If no customer default 

price level is available, 

select price level from 

the list by double 

tapping a row to display 

a green tick. 

on order panel. 

If a customer has a 

special price available, 

this will always 

override the price list 

and will automatically 

be inserted to the 

order panel as order 

price. 

most recent invoice 

where this item was 

sold. Double tap row 

to use this price as 

order price for current 

order. 
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Catalogues: Ordering  Line Notes 

 

 

Tap to display 

dropdown list of 

pre-defined notes 

(if applicable).  

Alternatively, tap 

into the input 

field, which will 

enable keyboard. 

finished. Line 

notes can be 

viewed on all 

transaction 

screens (page 27). 

 

Catalogues: Ordering  Purchases 
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‘Purchases’ tab refers to 

any outstanding 

purchase orders 

relating to the selected 

item.  This can include a 

PO reference number, 

expected date and 

details of the quantity 

shipped 
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Customers  -   Overview   

Tap to add new  

customer.   

Tap to edit new customer.  This will only 

work for a new customer whose 

transactions have not yet been sent back 

to head office 

 

 

Tap to sort customer list  

by ‘customer code’ or  

‘customer name’. Default  

is customer name.   

Page 22 
  Page 22   

Search for  customer(s). This can refer to any criteria e.g. city  

location, customer code/name, etc.   

Radius tool 

  

Map  expansion 

  

Tap ‘Customers’ button to access customers screen. 
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Filter customer list by the following: 

 
Default 

 

Customers on stop 

appear highlighted 

with a red border. 

 

Displays customers 

within a chosen 

proximity (page 24). 

 

Customers without any 

invoices or outstanding 

orders. 

 

If a customer has multiple delivery addresses, when ‘Create 

transaction’ is tapped, a drop-down list of delivery addresses will 

appear. Tap on a delivery address to begin the transaction. (page 10).  

 

Customers  Filtering  Creating Transaction 
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Customer Information Tabs 

 

  

Sort sequence drop down list. 

Invoice  headers 
Items included on highlighted invoice 

Total value of outstanding orders for  

highlighted customer. 

Outstanding order header 

Items on selected order 

Total value of quotes for highlighted customer. 

  
 

Quote header Items on selected quote 

 

Add new/additional delivery 

address for an existing customer 



 
 

24 | P a g e  
 

 

  

Customer Mapping 

Customer pins key: 

 Current Location 

Selected customer’s location 

(enabled by double tapping customer 

row) 

Customers within chosen radius. 

Purple = Delivery address location 

(Enterprise version only) 

Set distance radius from current 

location if using ‘Customer near 

me’ filter, or distance from 

selected customer 
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Customers (red pins) located within chosen radius 

of selected customer (green pin) 

 

Tap on a pin to view customer card, which 

includes their full address, ability to add this card 

to iPad contacts and get directions from one 

customer to another. 

 

Tap to enable expanded map screen to set ‘to’ 

and ‘from’ locations. 

 

Customer Directions 
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Transactions Overview 
If saved transactions exist: 

When a current transaction under way ‘Transactions’ will display a split screen. The left side displays ‘saved’ transactions’ and the right side displays current 

transaction.  

 

Tap to display highlighted saved  

transaction in full screen (Fig 5). 

Fig 5 

Return to ‘Manage Transactions’. 

Email Transaction Print Transaction 
Tap to display current transaction. 

Date range filter for displayed transactions. Default is 2 

weeks to current date. 

Include/exclude transaction types to display (orders, quotes, 

proformas and call logs). All types are displayed by default. 

Total value of displayed transactions. 
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Include/exclude 

transaction status: 

Unsent = transactions 

that have not been 

sent back to head 

office. 

Sent = transactions 

that have been sent 

back to head office. 

Held = transactions 

held by user in 

current transaction 

(page). These 

transactions will not 

be transmitted to 

head office until 

‘Held’ status switched 

off in ‘current 

transaction’. 

 

 

 

Status of transaction 

Choose display sequence of transactions/items on order. 

ge Transactions  Call Log 
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Zip file of product images in .jpg format 

  (Email Only) 

 

 

  Layouts for Emailing & Printing Transactions 

 

ge Transactions  Call Log 

Sales reps have the ability to email and/or print transactions using a choice of several different layouts. 

The email is addressed to the default email address on the customers profile.  You can add in more recipients as required. 

Please note that the file size will increase relative to the layout chosen and the number of products on the transaction and may exceed limit allowed by your mail server.  

  Lines of text  

 

 
15 x Lines per page 

with thumbnail image 

 

 

  Lines of text  

 

 Spreadsheet .csv 

 

 Spreadsheet .xlsx file with thumbnail images 

(Email only) 

 

 

 Emailing  

 

 

Printing 

 

 

Default 
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Manage Call Log 

 

ge Transactions  Call Log 

A call log is automatically generated when a customer 

is selected, but no items are placed on the 

transaction. This can be used to signify that a 

customer visit was made but no order or quotation 

placed. 

Pre-defined notes can be selected from drop down 

box (if available) or/and typed manually. If one or 

more order items are added from catalogues screen, 

this transaction will automatically default to an 

‘Order’, though the order can be converted to a quote 

or proforma (page 30). NB A call log status can’t be 

used if items are added to the transaction. 

 

 

 

An intended call back date can be selected here, by 

tapping into the ‘Call back date’ field and using the 

date picker. This will be logged in iPad calendar. 
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Current Transaction 

Cancel this transaction. Prompts for confirmation. 

Tap into field to 

type a customer 

reference. 

Add new delivery 

address for 

selected customer 

Replace current 

delivery address with 

customer’s other 

delivery addresses from 

pop up list. 

Set a call back date for 

customer using date 

picker. This logs date 

into iPad calendar. 

Select pre-defined 

transaction note (if 

available). 

Alternatively type a 

note by tapping into 

field. Pre-defined notes 

can be edited. 

Total value of 

transaction. 

Ability to request head 

office to email an order 

acknowledgement to 

customer. Switch to 

‘on’ which will display 

pop up to select 

acknowledgement type 

and type recipients’ 

emails address(s)  

Hold order – transaction 

cannot be sent to head 

office when this has been 

switched to ‘On’. 

Tap to display pop 

up for collecting 

customer’s 

signature. 

Save Transaction. 
Fig. 7 

Change transaction type to order, 

quote or proforma. If no items have 

been added to a current transaction, 

this will be marked as a ‘call log’. 



 
 

31 | P a g e  
 

 

 

 

Items with multiple delivery dates and/or addresses will display a blue ‘i’. Tap 

arrow to display delivery breakdown (Fig. 7) 

Transaction Delivery Breakdown 

Tap blue ‘i’ again to remove delivery breakdown display. 


