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A better deal 

Using the Stroudco website

These notes are to help consumers and producers to start to trade using the Stroudco website.  We are in the very early stages of setting up the website so you are a bit of a guinea pig – thank you!  

Please contact Nick on 01453 840037 or nick.weir@localfood.org.uk if you have any problems with the website.  It would be really helpful for us if you can write us an email with the following points if something goes wrong;

· what were you doing just before the problem happened?

· what part of the website were you in?

· what happened?
· if there was an error message, exactly what did it say?

· what did you do to sort it out?

Thanks very much for your help with this.
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1. Joining Stroudco as a consumer member

Please read through the consumer joining form and membership pack at www.stroudco.org.uk/consumer-joining-form or available from Nick at nick.weir@localfood.org.uk 
Once we have received your joining form, we will send you an email inviting you to use the website.

 Top of Form

1.1 Confirming your Stroudco membership
You will be sent an automatic email to confirm that you are registered on the Stroudco website.  This email will confirm your initial password.  Please make a note of this password then click on the link in the email to complete your registration.  If this doesn’t work open your website browser (e.g. Internet Explorer) and type www.stroudco.org.uk  into the top box or just click on this blue link.

When you reach the Stroudco home page, click on the Food Hub tab at the top.

Enter your email address in the ‘Login Register’ box then press return.  
Then enter the password from the automatic email into the password box.  Then click on ‘Go’  
Top of Form

1.2 Changing your password
You will then see the screen below.  We recommend that you change your password by clicking on this option in the top right corner, entering your current password (from the automatic email) and your new password twice.  Then click ‘confirm password’.  This will be confirmed.
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1.3 Shopping

On the screen above click ‘Shopping Basket’.  This will take you the screen below.  Click on ‘Add new items’
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This will take you to the screen below where you can choose how you want to see the current Stroudco product list.  Once you have made this choice click on ‘Show Products’ 
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To view more details of the products or the producer who supplied them click on the word more beside the product.  Enter your order quantities in the ‘Order’ box then click ‘Update my Order’
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On the following screen you can make changes to your order such as adding new items or making it a recurring order which will mean that it is automatically added to your basket every time Stroudco trades (initially monthly, building to weekly).  When you are happy with your order click on ‘Confirm Order / Make Payment’
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This will take you to the following screen.  In later versions of the software there will be lots of payment options.  Please make sure you get your payment to us well before the close of orders (usually the Wednesday evening before delivery on the Saturday).  If we don’t enter your payment before this deadline, your order will not be included in the delivery.
So far these are the only payment options that are set up.  There will me more soon:

· send a cheque payable to ‘Stroudco’ to 44 Bisley Road, Stroud, GL5 1HF  Please write your membership number on the back of the cheque.

· drop off cash or a cheque at the above address in an envelope with your name and membership number on it.  
· Make a one-off internet bank transfer or set up a regular standing order into the Stroudco account.  These are the Stroudco bank details:

Sort code: 08 92 99

Account name: Stroudco

Account number: 65241736

Payment reference: please enter your surname and your Stroudco membership number

If you do make an internet transfer please also at the same time send us a message using the website message system or send an email to info@stroudco.org.uk telling us:

a) the date of transfer and

b) the amount of the transfer
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2. Joining Stroudco as a producer member

Please read through the producer joining form at www.stroudco.org.uk/producer-joining-form or available from Nick at nick.weir@localfood.org.uk 
If you are happy with this agreement, please fill it in and email it to nick.weir@localfood.org.uk   We will confirm your membership then send you 2 copies to be signed – one for you, one for Stroudco.
2.1 Confirming your Stroudco membership

You will be sent an automatic email to confirm that you are registered on the Stroudco website.  This email will confirm your initial password.  Please make a note of this password then click on the link in the email to complete your registration.  If this doesn’t work open your website browser (e.g. Internet Explorer) and type www.stroudco.org.uk  into the top box or just click on this blue link.

When you reach the Stroudco home page, click on the Food Hub tab at the top.

Enter your email address in the ‘Login Register’ box then press return.  

Then enter the password from the automatic email into the password box.  Then click on ‘Go’  

Top of Form

2.2 Changing your password

You will then see the screen below.  We recommend that you change your password by clicking on this option in the top right corner, entering your current password (from the automatic email) and your new password twice.  Then click ‘confirm password’.  This will be confirmed.
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2.3 Setting up your products on the Stroudco website

Click on ‘Producer Control’
You will then see the screen below.  Click on ‘Add a product’

  

	Producer Info

Producer Nick

Address:

44 bisley road
Stroud
GL5 1HF 

Phone:

840037

Fax:

840037

E-mail:

nick.weir@localfood.org.uk


Edit this info 
	Products

sq1

squirrel

Add a Product

	
	


Then fill in this next screen (see copy below).
The ‘Product Name’ needs to be a short description that will make sense to you and to the consumer members.    For example ‘Dry, white wine’ or ‘Double Gloucester cheese’.  
The ‘Product Description’ needs to give as much detail as possible to help the consumer understand what it is.  If there is anything wrong with the product or if there is likely to be any variation in the quality of the product, say so here.  For example if you put ‘bramley apples’ in the product name box, you might put this in the product description box; ‘Have been stored for 4 months, some wrinkling and marking of the skin but flesh unblemished and good cooking quality’.
‘Your product code’ can be the code that you use for your own records or you can make up a code just for this system but every separate product you enter must have a different code for each product.
‘Price’ is the price the consumer will pay for each individual unit of this product Including VAT if your product is VATable (most food and drink products are not VATable – but alcoholic drinks are VATable at 15%).    Please set your prices at least 10% less than your usual retail price to the public at similar quantities.  This is to reflect the fact that Stroudco is doing all the selling and customer liaison for you.  We are also trying to offer local food at prices which are as affordable as possible to Stroudco consumer members.
Most food and drink products are exempt from VAT.  Alcoholic drinks are VATable at 15%.  If you are unsure of the VAT rate for your product contact HMRC on 0845 010 9000

‘Unit type’ shows what quantity the consumer will get for the price you entered in the price box.  If you want to offer a box full of product at a different price then you need to enter it twice.  For example.  One 75cl bottle of wine at £4.50; six 75cl bottles of wine at £24.00 as 2 separate entries.  Please make sure that whatever you enter in this ‘unit type’ box is verifiable.  For example if you were selling eggs, it would not be OK to enter a unit type of ‘one box’ you would need to enter ‘one box of six’.
Under ‘Default quantity available’ enter the number of units of this product that you are offering for sale through Stroudco.  It is very important that you make sure that this quantity is available right up until the order deadline (2 days before the delivery day).  If your stock levels decrease (maybe by selling product somewhere else) please make sure you update your record on the Stroudco system so that we don’t sell product that you no longer have!
Under ‘Product sourcing’ please tick all relevant boxes.  Please only tick ‘organic’ or ‘fair trade’ if you have the relevant certification.

If you tick the ‘Currently Available’ box the system will assume that your product is available for all future trades.  If necessary, you can then go to a separate screen (see 1.6 below) and make your product unavailable for certain dates.  Alternatively, if this product is only going to be available for one or two dates, you can leave the ‘Currently Available’ box blank and then go to the screen shown in 1.6 below and tell us which dates this product is available for.  

Under ‘More info’ please give as much detail as possible about how the product is made and what the ingredients are.  Please also use this box to tell us about any pesticides, insecticides, routine antibiotics or similar treatments that have been used in the preparation of this product.

Click the ‘add product’ button when you are done

Top of Form

	Product Name:
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	Description:
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Homemade fruit wine.  Sweet.   Strong



	Category:
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	Your product code:
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	VAT rate:
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	Default quantity available:
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	Product Sourcing:
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	More Info:
	This wine was made from rhubarb picked at the Summer Street shared allotment.
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Bottom of Form

	Return to Control Panel


Bottom of Form

2.4 Changing a products’ details on the Stroudco website

Click on the product that you want to change, make your changes and then press the ‘update’ button.

  

	Producer Info

Producer Nick

Address:

44 bisley road
Stroud
GL5 1HF 

Phone:

840037

Fax:

840037

E-mail:

nick.weir@localfood.org.uk


Edit this info 
	Products

sq1

squirrel

Add a Product


2.5 Deleting a product from the Stroudco website

Click on the product that you want to delete and then press the ‘delete’ button.

  

	Producer Info

Producer Nick

Address:

44 bisley road
Stroud
GL5 1HF 

Phone:

840037

Fax:

840037

E-mail:

nick.weir@localfood.org.uk


Edit this info 
	Products

sq1

squirrel

Add a Product


2.6 Changing the availability of a product

On the ‘Producer Control panel’ go down to the ‘Delivery schedule’ and click on the date that you want to update.

Delivery Schedule

	Future Dates

· 1 August, 2009 (Products: 2) 

· 1 September, 2009 (Products: 2)

Past Dates

There are no past dates registered


You can then change the price and the stock levels for that particular day.  Click the ;update’ button when you have finished.

Top of Form
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 HYPERLINK "http://www.stroudco.org.uk/hub/producer.php?function=productview&id=3&returnpage=1" squirrel
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 HYPERLINK "http://www.stroudco.org.uk/hub/producer.php?function=productview&id=6&returnpage=1" Rhubarb wine
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Bottom of Form

	Current price: 

Will set the product price for this day only 

Quantity available: 

leave blank for no limit, set to zero to make product inactive for this day 

Return to Control Panel 


· Items still to be documented

· Checking prospective order prior to order deadline

· Obtaining final order after order deadline

· Delivery on distribution day

· Checking delivery and agreement with Hub Worker

· Payment (by cheque on delivery day or bank transfer?)

· Producers may also be consumers

foodhub
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