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How do I enter an order email address in
ShopFactory?

Merliza N. - 2021-03-01 - Meest gestelde vragen

When you start selling your products or service, you'll need to provide an email address to receive your Order
Notification emails every time an order is completed.

1. Open up your shop in ShopFactory.

2. From the menu at the top select Central dropdown and click Contact Details.
[ Pink Panda Shep - ShopFactory V12

File Edit View Publich Services Settings Designer Languages Total Care Help

P Mew 1 Open b, Save Q Find Cantra\ + | @ Designer - D%Pubhsh - Bpeiew - ) O
P Page i Sub-page | Edit Page - Edit Product ~ | Detailed View El =

=-/™ ShopFactory Central Contact details |
@ Home Customerdetaile

Mavigation 1 { oo@
[ About Website classification entra @

Privacy

Search engine Meta tags
Terms
Checkout Password protection

Contact Payment methods accepted

§ Favorites
B s ggg ShopFactory Gold
b Paged Shipping charges ooo 12.0.0 Build 17324
Shop by Brand
LB Special Taxes Account name: testsfcloud
[ specials My Products My Orders

X erkon ep e [ e
B Thank Vou Upgrade

3. Locate the "Email (for Orders)" field and enter your email address - this is where your Order
notification emails will be sent.
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NOTE: Multiple email addresses can be entered, separated by a comma symbol , not a semi-colon ;
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IMPORTANT: You also need to add the same email address in the backend system. login to your account and
add the same "Email (for Orders)". To do this, simply login to GlobeCharge or in ShopFactory editor -> SF
Central page -> click MY ORDERS button -> you will be redirected to the SF Cloud backend interface -> click
on My Store -> General -> "Email (for Orders)" field -> add multiple email addresses separated by comma
symbol as shown in below screenshot:
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