Dealer HTU Deliveries

This guide is to help navigate the new HTU Order Queue, and covers the steps needed to prepare an order
for delivery to the customer.

HTU Queue - Delivery Preparation

e Loginto the (new) Dealer Portal as normal.
e Atthe topin the navigation baris a new link titled HTU Queue
e Clickthe link, and follow the instructions in the images below

STEP 1

@ Home HTUQueue DevOnly Admin~ & David Wilkins

]
D Master Spas

Dealer Resources

Sneak Preview

YTD Purchases: $0.00 | YTD Units Purchased: 0

Hot Tub Lead Time Swim Spa Lead Time Getaway Spa Lead Time

g o 2L

CONTINUED ON NEXT PAGE



STEP 2

HTU Queue Dev

‘Orders Not Delivered'

View Orders by Status Change 'View Orders by Status' to QI}OQ
s %
Qrders Not Delivered @ If not already set )0

HTU Order Queue

Q. Search..

Create Delivery : Order : Customer : Delivery Address : Contact Info : Receiving Address : Delivery Fee
MASTERSPA . =
i Phone #: ADDRESS Initial Fee
Create New Link Order # EXAMPLE_NAME EXAMPLE_ADDRESS
999-999-9999 CITY, ST 00000 £0.00
> HO00005 MS Customer Id Fort Worth, TX 76123 . .
Serial # 14-H000002 UsA Email: USA After Delivery
- R ia |
Visit Confirmation Link | S&T&%% Customer@Email Received: 02/17/2025  $0.00
2418851
MASTERSPA EXAMPLE NAME MPLE ADDRESS Phone #: ADDRESS Initial Fee
” : Order # - - 999-999-9999 CITY, 5T 00000 $0.00
> Awaiting Serial Number MS Customer Id Atlanta, GA 30341 . USA .
H000006 Email: After Delivery
) 14-H000004 USA ‘ X
Serial # Customer@Email Mark as Received $0.00
INSTINCT
Phone #: ADDRESS Initial Fee
) ) Order # EXAMPLE_NAME EXAMPLE_ADDRESS CITY. ST 00000
Create Delivery Link . 999-999-9999 . £0.00
» 1000034 MS Customer Id lowa City, 1A 52245 . USA .
. Email: After Delivery
Serial # 16-1000033 USA . .
Customer@Email Mark as Received $0.00
2500034
INSTINCT EXAMPLE NAME WPLE ADDRESS Phone #; ADDRESS Initial Fee
= - Order # - - 999-999-9999 CITY, 5T 00000 $0.00
> Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
: 16-1000034 USA ‘ X
Serial # Customer@Email Mark as Received $0.00

STEP 3

HTU Queue Dev Only Admin~

View Orders by Status After receiving the order at
; your warehouse, click
Orders Not Delivered v ‘Mark as Received'
HTU Order Queue Q Ssearch..
Create Delivery : Order : Customer : Delivery Address : Contact Info b Receiving Adldress H Delivery Fee
MASTERSPA . =
i Phone #: ADDRESS Initial Fee
Create New Link Order # EXAMPLE_NAME EXAMPLE_ADDRESS
999-999-9999 CITY, ST 000DO $0.00
> H000005 MS Customer Id Fort Worth, TX 76123 . .
Serial # 14-H000003 USA Email: usa After Delivery
. R ial N
Visit Confirmation Link | 281==% Customer@Email Received: 0/17/2025  30.00
2418851
MASTERSPA EXAMPLE_NAME EXAMPLE_ADDRESS Phone #: ADDRESS Initial Fee
” Order # - - 999-999-9999 CITY, ST 00 $0.00
> Awaiting Serial Number MS Customer Id Atlanta, GA 30341 . USA, .
H000006 Email: After Delivery

i 14-H000004 USA ) -
Serial # Customer@Email Mark as ljicewed $0.00

X N Order # EXAMPLE_NAME EXAMPLE_ADDRESS CITY, ST 00000
Create Delivery Link . 999-999-9999 ' $0.00
» 1000034 MS Customer Id lowa City, 1A 52245 USA

INSTINCT
Phone #: ADDRESS Initial Fee
. Email: After Delivery
Serial # 16-1000033 UsA . .
Customer@Email Mark as Received $0.00
2500034
INSTINCT EXAMPLE NAME MPLE ADDRESS Phone #: ADDRESS Initial Fee
- - Order # - - 999-999-9999 CITY, ST 00000 $0.00
» Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
X 16-1000034 UsA ) X
Serial # Customer@Email Mark as Received $0.00
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STEP 4

Success

Order Receipt Confirmed

STEP 5

@ Home HTUQueue DevOnly Admin~

View Orders by S dE

Orders Not Delivered

HTU Order Queue Q search..
Create Delivery H Order H Customer H Delivery Address H Contact Info H Receiving Address H Delivery Fee
MASTERSPA i =
) Phone #: ADDRESS Initial Fee
Create New Link Order # EXAMPLE_NAME EXAMPLE_ADDRESS
999-999-9999 CITY, ST 00000 £0.00
> HO00005 MS Customer Id Fort Worth, TX 76123 . .
Serial # 14-H000003 UsA Email: USA After Delivery
. S . ial |
Visit Confirmation Link | 2808°% Customer@Email Received: 02/17/2025  $0.00
2418851
MASTERSPA Phone #: ADDRESS Initial Fee
EXAMPLE_NAME EXAMPLE_ADDRESS
» ) Order # 999-999-9999 CITY, ST 00000 $0.00
» Awaiting Serial Number MS Customer Id Atlanta, GA 30341 . .
H000006 P r— . Email: USA After Delivery
Serial # Customer@Email Received: 02/18/2025 h $0.00
INSTINCT
Phone #: ADDRESS Initial Fee
) ) Order # EXAMPLE_NAME EXAMPLE_ADDRESS CITY. ST 00000
Create Delivery Link . 999-999-9999 ' $0.00
» 1000034 MS Customer Id lowa City, 1A 52245 . USA .
. Email: After Delivery
Serial # 16-1000033 USA . .
Customer@Email Mark as Received $0.00
2500034
INSTINCT EXAMPLE NAME MPLE ADDRESS Phone #: ADDRESS Initial Fee
” : Order # - - 999-999-9999 CITY, 5T 00000 £0.00
> Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
. 16-1000034 USA ) -
Serial # Customer@Email Mark as Received $0.00 h
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STEP 6

Awaiting Serial Number
will show if this order has been View Orders by Sta

assigned to your queue, butis
not ready to ship yet. Orders Not Delivered

Q,  Search..

HTU Order Queue

Create Delivery

Phone #: ADDRESS Initial Fee
Create New Link EXAMPLE_NAME EXAMPLE_ADDRESS
999-999-9999 CITY, ST 00000 50.00

MS Customer Id Fort Worth, TX 76123 . .
Email: UsA After Delivery

Serial # 14-H000003 USA ‘ .
2418851 Customer@Email Received: 02/17/2025 50.00

Customer : Delivery Address : Contact Info H Receiving Address : Delivery Fee

Visit Confirmation Link

MASTERSPA Phone #: ADDRESS Initial Fee
EXAMPLE_NAME EXAMPLE_ADDRESS
i ) Order # 999-999-9999 CITY, ST 00000 $0.00
» Awaiting Serial Number MS Customer Id Atlanta, GA 30341 . .
“ HO00006 B e Email: USA After Delivery
Serial # Customer@Email Received: 02/18/2025 $0.00
INSTINCT
Phone #: ADDRESS Initial Fee
) ) Order # EXAMPLE_NAME EXAMPLE_ADDRESS CITY, ST 00000
Create Delivery Link . 999-999-9999 ' $0.00
> 1000034 MS Customer Id lowa City, 1A 52245 . UsA .
. Email: After Delivery
Serial # 16-1000033 USA ,
Customer@Email Mark as Received $0.00
2500034
INSTINCT Phone #: ADDRESS Initial Fee
EXAMPLE_NAME EXAMPLE_ADDRESS CITY, ST 00000

$0.00

” i Order # 999-999-9999
» Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
5 16-1000034 USA ) -
Serial # Customer@Email Mark as Received $0.00

STEP 7

Awaiting Serial Number

Delivery Confirmation Links
cannot be created until a
Serial Number is assigned.

OK
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STEP 8

@ Home HTU Queue Dev

'Create Delivery Link' Click 'Create Delivery Link'
button will be shown once an order Miew Crdsi=L S i to create a unique URL that will take you to the
has been assigned a Serial Number 'Delivery Confirmation Form'
Orders Not Delivered that is unique to this order.
This URL should be given to the personnel
responsible for the Order Delivery to the customer

HTU Order Queue

Create Delivery : Order : Customer : Delivery Address Contact Info Receiving Address Delivery Fee

MASTERSPA .
) Phone #: ADDRESS Initial Fee
Create New Link Order # EXAMPLE_NAME EXAMBEE_ADDRESS
999-999-9999 CITY, ST 00000 £0.00
> HO00005 MS Customer Id et Worth, TX 76123 . .
al # 14-HO00003 UsA Email: USA After Delivery
- S . Serial N
Visit Confirmation Link 28012 Customer@Email Received: 02/17/2025  50.00
2418851
MASTERSPA Phone #: ADDRESS Initial Fee
AMTPLE_NAME EXAMPLE_ADDRESS
» ) Order # 999-999-9999 CITY, ST 00000 £0.00
> Awaiting Serial Number S Customer Id Atlanta, GA 30341 . .
H000006 Email: USA After Delivery
R 14-H000004 USA . .
Serial # Customer@Email Received: 02/18/2025 $0.00

NSTINCT

Phone #: ADDRESS Initial Fee
Order # EXAMPLE_NAME EXAMPLE_ADDRESS CITY. ST 00000
Create Delivery Link ) 999-999-9999 o $0.00
> 1000034 MS Customer Id lowa City, IA 52245 . USA .
. Email: After Delivery
Serial # 16-1000033 USA . )
Customer@Email Mark as Received $0.00
2500034
INSTINCT Phone #: DD AR Initial Fee
EXAMPLE_NAME EXAMPLE_ADDRESS CITY, ST 00000 50,00

» i Order # 999-999-8999
> Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
X 16-1000034 USA ) -
Serial # Customer@Email Mark as Received £0.00

STEP9

A confirmation message will
show with the URL.

Success

Delivery Confirmation link created

DeliveryForm?orderUid=XJ5doHrPdU-4Ve2heuAjmQ
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STEP 10

Admin ~

. . . . The 'Create New Link' button
The Delivery Confirmation Link View Orders by Status can be used to generate a

will be added underneath the button e new unique URL, if needed.

Orders Not Delivered v | This will also automatically deactivate
the old URL
HTU Order Queue Q  search..
Create Delivery H Order H Customer H Delivery Address : Contact Info H Receiving Address H Delivery Fee
Y99-999-3999 i, 31 vouuy pIPALY) -
> HO00005 MS Customer Id Fort Worth, TX 76123 . N
Serial # 14-H000003 UsA Email: USA After Delivery
. o ia -
Visit Confirmation Link | =#1% = Customer@Email Received: 02/17/2025  $0.00
2418851
MASTERSPA Phone #: ADDRESS Initial Fee
EXAMPLE_NAME EXAMPLE_ADDRESS
" ) Order # 999-999-9999 CITY, ST 00000 $0.00
» Awaiting Serial Number MS Customer Id Atlanta, GA 30341 . .
H000006 Email: USA After Delivery
i 14-H000004 USA ) .
Serial # Customer@Email Received: 02/18/2025 $0.00
INSTINCT
PENp—— N = -~ Phone #: ADDRESS Initial Fee
reate New Linl 2 £ sl ey —
o - L 999-999-9999 CITY, ST 00000 $0.00
> 1000034 MS Customer Id lowa City, |A 52245 . USA .
o - R g Serial # 16-1000033 USA Ematl. After Delivery
—p- Visit Confirmation Link 2 i Customer@Etmail Mark as Received $0.00
Q 2500034
INSTINCT EXAMPLE NAME MPLE ADDRESS Phone #: ADDRESS Initial Fee
” . Order # - £ - 999-999-9999 CITY, ST 00000 $0.00
> Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
X 16-1000034 USA ) X
Serial # Customer@Etmail Mark as Received $0.00

STEP 11 ( LAST)

Right Clicking on 'View Confirmation Link' View Orders by Status

will let you copy the links URL address.

‘You can then paste it into a message to Not Delivered
share as needed.

HTU Ordef Queue Q. Search..

Create Delive] Order H Customer : Delivery Address H Contact Info Receiving Address H Delivery Fee

MASTERSPA .
) Phone #: ADDRESS Initial Fee
Create New Link Order # EXAMPLE_NAME EXAMPLE_ADDRESS
999-999-9999 CITY, ST 00000 $0.00
> HO00005 MS Customer Id Fort Worth, TX 76123 . .
G VAN TIENIE UEA Email: USA After Delivery
i i e rial -
et Dol b 1 Customer@Email Received: 02/17/2025  $0.00
Cpen Ny in new tab
Open link%g new window | Phone #: ADDRESS Initial Fee
o - XAMPLE_NAME EXAMPLE_ADDRESS TE-EIEIETEE . T G003 $000
» Awaiting Serial Numbdi R T Y P T Atlanta, GA 30341 N ' . '
Email: USA After Delivery
14-H0O00004 USA . .
Save link as... Customer@Email Received: 02/18/2025 $0.00
Copy link address % h
Create New Link XAMPLE_NAME EXAMPLE_ADDRESS Phone 5: ADDRESS Initial Fee
reate New Lin| Inspect £ | - 999-999-9999 CITY, ST 00000 $0.00
> MS Customer Id lowa City, |A 52245 . USA .
. ) ) ! TR B e 000033 USA Email: After Delivery
Visit Confirmation Link ra Customer@Eemail Mark as Received $0.00
2500034
INSTINET EXAMPLE_NAME EXAMPLE_ADDRESS [oiEL 2 pooRE Moo Jes
» - Order # - - 099-999-9999 CITY, 5T 00000 $0.00
» Awaiting Serial Number MS Customer Id Bethesda, MD 20817 . USA .
1000035 Email: After Delivery
. 16-1000034 USA . )
Serial # Customer@Email Mark as Received $0.00

This concludes the steps for preparing an order for delivery.



