User guide for
TruFrame Customer Portal

If you require any further guidance on using the TruFrame Customer Portal, please contact customer.portal@truframe.co.uk
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Introduction
The TruFrame Customer Portal is a secure web based application that
enables you to quickly and easily find information relating to your quotes,
orders and deliveries.
The site can be accessed at the following address:
http://customer.truframe.co.uk
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Requesting Access
To request access to the TruFrame Customer Portal please email
customer.portal@truframe.co.uk or call us on 01664 410 140.

We will need the following information from you in order to process your request:
• Company Name
• First Name
• Last Name
• Email Address
Once we have this information, we will setup an account with your details and you will
receive an email asking you to confirm your account. You will need to click the link
within this email before you will be able to login to the account.
Clicking the Complete
Registration button in the
email will take you to the
confirmation page where
you need to set your
password.

2 Requesting Access

Enter a password
and click Submit to
complete the process
and log you in.
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Logging In

You are only able to login once you have confirmed your account and set a password,
please use your registered email address and password.
If you would like your login to be remembered so that you do not have to enter your
details every time you access the site, then tick the Remember me (a) button. The site
requires the use of cookies in order to store basic settings and secure your login. By
signing into the site you are giving you consent to our use of cookies for this purpose.
If you have forgotten your password then you can click the Forgot your password (b)
button that will email you a link enabling you to reset your password.

(a)

(b)
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Site Navigation

When you are logged in you will see the site navigation as shown below.
(a)

(c)
(b)

There are six main pages which can be accessed using the black navigation bar. The
page which you are currently viewing will always be highlighted in red – the example
shows that the user is currently on the Home page.
Searching (a)
A search bar is visible at all times and will search for orders and quotes based on
either the order (or quote) number or the reference provided by you. Entering a
minimum of 3 characters text within the search bar will show the first five matching
autocomplete items; you can select one of these or enter further letters to restrict the
search further. Pressing the enter key will take you to the search results page for the
text entered allowing you to view all the results.
User Information (b)
Below the search bar you will find your username and company name – in the
example here, we can see that “Test User” has logged on from the company
“***TEST CUSTOMER***”.

4 Site Navigation
Actions Menu (c)
The Actions Menu is accessed by clicking the grey cog icon that is to the right
of the search box
When the cog icon is clicked a pop out menu will appear and show your
available options

•

Change Password – will take you to a page enabling you to change your
password, you will need to enter your current password as well as your new one.

•

User Administration – if you have been setup with a Customer Administrator account
then you will see this option; this will take you to a page where you can add and
edit other users within your company.

•

Animations – here you can enable and disable the page transition animations (fade
in and out) that occur when you change page. Enabling this may have an impact on
performance and is only recommended on fast computers.

•

Page Caching – when enabled this will attempt to improve performance of the site
by pre-loading the main pages when you first access a page (other pages will be
loaded in the background). Pages that are loaded will also be cached in memory to
speed up access and prevent the need to download each time you go to a page.

•

Logout – will end your session and log you out of the site.
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Home

The Home page enables you to find information about the most recent orders, quotes
and dispatch information at a glance.
There are up to four sections to the page – Orders to Confirm, Recent Orders, Recent
Quotes and Deliveries Due (if there are no orders that need confirming then this
section will not show). The first three of these sections are displayed in collapsible
areas which show a + icon when they are collapsed – clicking on these will expand
them to show the contents and the icon will change to a –. This can be seen in the
screen-shots below:
If the information you
see displayed here is
incorrect, please logout
and contact TruFrame
support.

5 Home

(a)

(i)

(c)
(b)

Orders to Confirm (a)
This section will show any current orders that you need to confirm along with basic
information for each item. You may click on the Order number or Reference to open a
Job Screen showing detailed information for the order. If there are no orders that require
confirmation then this section will not be visible. A counter in the header (i) allows you to
see how many items require confirmation at a glance and when the section is collapsed.
Recent Orders and Recent Quotes (b)
These sections will show the last ten orders or quotes that you have made along with
basic information for each item. You may click on the Order/Quote number or Reference
to open a Job Screen showing detailed information for the order.
Status Icons (c)
A number of icons are used on the Home page and also the Orders and Quotes pages,
hovering the mouse over the icon will give a description of its meaning. A full list can also
be found in Appendix 1.

5 Home
Deliveries Due (d)
This section will show any deliveries that are scheduled in the last seven days and up
to one month in the future. Navigation arrows will appear when you mouse over the
table, allowing you to navigate forwards and backwards. Each day can show up to 10
scheduled orders within this page. If there are more than 10 orders then a link will be
shown enabling you to go to the Dispatch page where you can see a full list of items
for delivery (+3 more… in the example below).

(d)
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Orders

The Orders page enables you to find information about all of the orders that
you have placed.
Data is presented in a tabular format showing:
•

Order - the TruFrame order number

•

Reference – the reference number provided by you

•

Status – icons showing the current status of the order

•

Colour – the frame colour

•

Frames – the number of frames in the order

•

Ordered – the date the order was placed

•

Delivery – the date that the order is scheduled for delivery

•

Invoice Number – our reference number for the order

•

Net Price – the total net cost of the order

The Order and Reference values are clickable and will take you to the Job screen
showing detailed information for the order.
All columns with the exception of Status are sortable by clicking the column header
(marked by a red triangle below (a). In the screen-shot below, the Ordered column is
sorted in descending order and so shows the most recent orders first (this is the default
sorting for the Orders screen).

(a)

6 Orders
At the bottom right of the screen there is a drop-down box that allows you to select
the number of items visible per page – currently showing 10 Items. Changing this will
immediately reload the page to show the new number of items.
Pagination links are at the bottom left of the screen allowing you to move backwards
by clicking the < link, select a specific page by clicking its number, or move forward
by clicking on >. When three dots are displayed that indicates there are more pages
so in the screen-shot above clicking on page 5 would change the pagination controls
so that more pages are visible.
The page you are current viewing is always highlighted in red.
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Quotes

The Quotes page enables you to find information about all of the quotes that you have
placed.
Data is presented in a tabular format showing:
•

Quote - the TruFrame quote number

•

Reference – the reference number provided by you

•

Status – icons showing the current status of the quote

•

Colour – the frame colour

•

Frames – the number of frames in the quote

•

Quoted – the date the quote was requested

•

Net Price – the total net cost of the order

The Quote and Reference values are clickable and will take you to the Job screen
showing detailed information for the quote.
All columns with the exception of Status are sortable by clicking the column header. A
red triangle indicates the column that is currently sorted by and the direction of sorting.
In the screen-shot below, the Quoted column is sorted in descending order and so
shows the most recent quotes first (this is the default sorting for the Quotes screen).

7 Orders
At the bottom right of the screen there is a drop-down box that allows you to select
the number of items visible per page – currently showing 10 Items. Changing this will
immediately reload the page to show the new number of items.
Pagination links are at the bottom left of the screen allowing you to move backwards
by clicking the < link, select a specific page by clicking its number, or move forward
by clicking on >. When three dots are displayed that indicates there are more pages
so in the screen-shot above clicking on page 5 would change the pagination controls
so that more pages are visible.
The page you are current viewing is always highlighted in red.

Viewing Orders and Quotes on Small Screens
When viewing the Orders or Quotes pages on smaller screens, or when your browser
window is not full screen then not all columns may fit across the screen. In this case
the last columns will be hidden and a green + icon will be displayed that allows you to
expand the row and show the additional information that did not fit onto the screen.
This functionality is also used when viewing on a mobile device.
See screenshot below:
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Dispatch

The Dispatch is used to display all of the scheduled order deliveries for your company.
The default view is a grid showing the current month and any orders that are to be
delivered.
The left side of the screen shows the date range of the current view (September 2015),
navigation options and three datepickers.
You can move forwards and backwards by clicking the arrows, or “today” will take you
to today within the context of the view you are in. You can also click a specific date
within one of the three datepickers which will take you to the month containing that date
when in month view, or the week containing that date when in week view. If you are in
day view then you will go directly to the selected date.
Like the orders and quotes screens, the job and reference numbers are clickable and
will take you to the Job view where you can see detailed information regarding the
selected item.

8 Dispatch
By clicking the red icon next to the date, a PDF of your “delivery summary” will be
downloaded, listing details for each order scheduled for delivery that day (a).

(a)

Report layout
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Contacts

The Contacts page shows the main contact information for TruFrame along with a more
specific departmental contacts list.
The departmental list has a collapsible section for each department which can be
expanded by clicking on the + icon.
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Downloads

The Downloads page contains links to documents available for you to download.
Downloads are arranged into categories displayed within a “card” grouping. A link to
the downloads page on the main TruFrame website is also available.
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Job View

Clicking on an order number, quote number or reference will open the Job View.
Summary information is shown at the top of the page including order number, reference
and date, delivery information and any notes that have been made against the order.
If an order has a WER rating then this will be shown and an icon next to this will allow
you to download the WER Certificate for the order.
Likewise, if an order is certified as Secure by Design then this will be shown and an icon
will allow you to download the certificate.
A Documents collapsible section holds links to any documents stored against the
job such as the order confirmation, acknowledgement and so on. Clicking any of the
documents will download it to your computer or open it in your browser (depending on
your browser’s configuration).
Below the documents you will find a clickable image depicting each job item. Pricing
information is shown at the bottom of the page in another collapsible section.

If the order requires
confirmation a button will
appear on you order
Your order will not be
processed until you have
clicked to confirm

11 Job View
When clicking a Job Item, the view changes to drill down into the detail for that
particular item.

Detailed pricing
information is shown
along with collapsible
sections with details on
any options for the job
item and details of the
glass requirements.

To return from the job
item to the main job
view, click the X icon in
the top left corner of the
job item view.

The image changes to
show measurements,
and can be expanded to
large size and back by
clicking on the image
itself.

12

User Administration
To request Customer Administrator access please email
customer.portal@truframe.co.uk or call us on 01664 410 140.

If your account has been setup as a Customer Administrator then you will be able
to add, edit and delete user accounts for your company and also reset your user’s
passwords.
The User Administration page is accessed by clicking the Action Menu icon at the
top right of the screen (grey cog) which opens a pop-out menu, and selecting User
Administration.

You will be presented with a list of user accounts within your company showing email,
names and a Locked flip switch.
The locked flip switch enables you to quickly unlock a user’s account should they
entered an incorrect password too many times.
If you have a large number of users, these can be filtered by entering text within the filter
bar – this matches text from the email address, first name or last name.
Buttons near the top of the screen allow you to Add a user, Edit or Delete a user from
the system. In order to Edit or delete you will need to select the account by clicking
the checkbox to the left of the username. Only a single user can be edited at a time,
but multiple users can be deleted. You are not permitted to delete your own account.
Should you wish to delete all of your accounts for the TruFrame Customer Portal please
contact us to do this on your behalf.

12 User Administration
Adding a New User
Clicking the Add User button opens a form where you can input the required details of
the user.
** Please note - you are
responsible for any user
accounts that you create
using the administration
functions – any accounts
created will have full
access to view your
company’s quotes,
orders and delivery
information. **

When creating a new user, all fields are mandatory. Only one account can be created
per email address or name, you will be notified if a name or email address has already
been taken. Please ensure you enter the email address carefully as an email will be
sent to the account requiring it to be validated before the new user will be able to
login.
Please note - no password is set at this point – the user will set this themselves when
they confirm their email address
A list of checkboxes will be displayed for roles that you can apply to the user.
Currently this contains just Confirm Orders but this may be expanded in future.

12 User Administration
Editing a User
A user can be edited by checking the box next to their name and clicking Edit. The
form displayed is the same as when adding a user but you are not required to enter a
password. If you leave the password fields blank then the password will remain as it
currently is. Should you enter a password then that will be set for the user when you
save the form.

Deleting a User
A user can be deleted by checking the box next to their name and clicking Delete.
This will take effect immediately and the account will be moved to Deleted Users and
the user will no longer be able to login.

12 User Administration
Undeleting a User
Deleted users can be recovered by clicking the Deleted Users button – this takes you
to a screen listing all of your deleted accounts. Simply check the box next to any of the
deleted accounts required and click Undelete.
Should you wish just to return to the main administration page, click the Back button.
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Viewing on Mobile Devices

The TruFrame Customer Portal is designed to work on mobile devices.
When viewing on a mobile device, or a tablet with a small screen the majority of pages
will display in a similar way but the site navigation will be different. A navigation menu is
opened by clicking the menu icon at the top left of the screen and a pop-out menu will
display from the left of the screen.

The page you are currently viewing is highlighted in red and all of the navigation options
you would find on a desktop are visible.
On a mobile device we do not show the Actions Menu as for a desktop pc, these options
are integrated into the main mobile navigation. The caching and transitions options can
be found under Account Settings.

13 Viewing on Mobile Devices
Clicking the Close option, anywhere off the menu, or swiping left will close the menu.

Searching on a mobile device works in the same way as for a desktop but in order to
see the search box you must click the magnifying glass and the search box will appear
near the top of the screen. Enter text into this (auto-complete should work as per a
desktop pc) and select the option you want or press enter to show all results for search
term entered.

In the screen-shot
we can see that the
user has clicked the
magnifying glass and
entered “comp” into the
search box resulting in
the first 5 matches on
this being displayed –
click one of the options
to see the Job View.

13 Viewing on Mobile Devices
Pressing enter when inputting the search text will take you to the search results page
where all results can be seen and paged through:

13 Viewing on Mobile Devices
Dispatch on Mobile Devices
The dispatch screen on mobile devices has a completely different appearance and is
much simplified.
A scrollable list shows the day on the left and any deliveries due on that day on the
right. As usual, clicking on the order number or the reference will open a Job View for
the selected item.
Scroll up to see older items and scroll down to see more recent items.
As you reach the end of the content, more items will automatically be loaded in so that
you can keep scrolling indefinitely.
To jump directly to a specific day, click the current month to reveal a date picker.
Selecting a day from this will jump to that date.
Within the date picker, you can move forwards and backwards a month by clicking the
< > arrows or click Today to jump to today’s date.
To close the date picker click on the month again.
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Getting Help
If you require further assistance with the TruFrame Customer Portal, please
contact us on 01664 410 140 and we will be pleased to assist you.

If you encounter any issues or errors with that site then please contact us by email and if
possible include a screen-shot of the problem and a description of what you were doing
at the time / how we can replicate the issue.
You can contact us at the following email address:
customer.portal@trufame.co.uk
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Appendix 1

Status Icons
Processed Order
Cancelled
Confirmed
On Hold
Pre Order
Glazed
Unglazed
Satellite Order
Invoiced
Download WER Certificate
Download Secure By Design Certificate
Notes

