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This guide takes Oil Buying Club members through the key areas of their account:

1. Account setup
2. Placing orders

Help and support is available from support@oilbuyingclub.com
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1: Registration and Account Set Up.

Setting up your new account is a simple 3 step process.
Step 1 Welcome email from your club manager:

The Manager of the Club you applied to join will send you a ‘welcome’ email with details
of your account.

Welcome to the Merton Oil Buying Club Inbox  x & |
Merton Oil Buying Club mertonoil@hotmail.co.uk via mail18.wdc04.mandrilla 19:50 (12 hours ago) L) v
to me [~
Dear Gerry,

Welcome to the Merton Oil Buying Club, | am delighted that you have joined our local oil buying club.
Your account details are as follows:

Your username is: This will be the email 1D you registered with

Your password is: changeme

Use these details to login to your account by visiting http://merton.oilbuyingclub.com/ - the login button is in the left hand
column.

Alternatively you can login at http://oilbuyingclub.com, the login button is in the menu bar at the top of the page.

We have setup basic details for your account including creating default information about your oil tank. It is very
important that you login and update your details, including changing your password, at your first available
opportunity.

You can find more details about your club and how the ordering process works by logging in and viewing the help section,
we even have a few short video clips. The help section can be found on the top menu bar.

Ordering oil through the club is a simple process.
« On a regular basis, | will email you and ask how much oil you require.
« | will work with suppliers to obtain the best price and service.
« When a supplier has been chosen, | will notify you with details of the final price, payment and delivery
instructions.

For all of this to work it's important that | have the right details for you.

Please take a moment to login to your account http://merton.oilbuyingclub.com/ and complete your registration details
including information about your oil tank and the oil you use.

It's also important that you CHANGE YOUR PASSWORD to a new one of your choosing as soon as possible. This is

done through your profile page.
gnyourp pag It's important that you login and change your password

Thanks again for joining our Club.

Steve

Everything you need to know to login is included in the email.
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Step 2 Set-up the account

Login to the system at oilbuyingclub.com - you will arrive at your member dashboard.

Dashboard Club Page Orders Account About us

My Dashboard

Orders Account Tanks

View Completed Orders Add Tank
View Tender Statistics

Copyright © Oll Buying Club. All Rights Reserved.

The three areas cover:

* Placing and managing orders
* Managing your personal details including contact information
* Managing the tank(s) that you have.

A note on tanks.

Every member can have multiple tanks linked to their account. So if you have more than
one tank at home then you can show them separately. It's also possible to link tanks at
other addresses. If you manage tanks on behalf of a relative or neighbor then add their
tanks in your account, you can have separate delivery and invoice details for each tank.

Buysta Ltd. Registered in England, Number 8708497.
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>>>>> Select account

Dashboard Club Page Orders Account About us

Your Details

@

Details Address

Select B Qo

(]

Known as (optlonal)

gerry@hortafix.com

(]

\—

Change Password (optional)

The fields are straightforward. Everything can be changed except the email ID you
registered with. If you need to change this then contact your club manager.

Title (the first select box) is mandatory.

If you prefer to be known differently to your first name then note this in the ‘known as’
field.

PLEASE REMEMBER to set a new password and then press UPDATE

Buysta Ltd. Registered in England, Number 8708497.
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Step 3: Setup your Tanks.

When you account is first created a ‘default’ tank is linked to it. The default tank has a
size of 1500Itrs and the same address details as you registered with.

Select ‘my tanks' from the dashboard menu and the system will show you the tanks
linked to your account.

Dashboard Club Page Orders Account About us

My Tanks

Tank Buysta ID @ My Reference ID @ Fuel Type Status @

2274 My Default Tank Kerosene Open

Your tank can be either in ‘Open’ or ‘Closed’ Status. A tank is in closed status when
orders are being gathered by the Club. You can edit the details of a tank at any time; a
tank can't be deleted when it is closed. The fuel Type is always Kerosene (Heating Oil).
If you add a tank then details will show on the next time you go to ‘my tanks'

P E———

My Tanks

Tank Buysta ID @ Capacity(L) My Reference ID @ Fuel Type Status @ ()

2274 1500 My Default Tank Kerosene Open
2275 2000 Tank 2 Kerosene Open

| ——

Pick the tank you wish to update and select ‘Details’.

The next screen shows the tank details.

Buysta Ltd. Registered in England, Number 8708497.
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My Tank
Tank Details Delivery Invoicing
Ok 2 (7] @ @)
©3000 (7]
@

chrosere BO

0.000000000000 Q

0.000000000000
Q. B Delivery Notes
oSmcl a 9 0

Please take key from next door. Tank by

ONO a 0 large tree at end of drive|
oN:mc a O
Prione B

0 ®

All of the details can be changed including the tank name. You may wish to identify your
tank with a name, particularly if you have more than one.

Please make sure you identify if access means a baby tanker will be required.

Although mandatory if you don't know your meter type or telemetry then please select
‘none’.

Delivery and invoice details are defaulted to your main account information, these can
be changed for each tank.

Please remember to include any special instructions for the supplier or driver e.g. 'Keys
next door’ or ‘tank behind shed'. It ensures the delivery will go smoothly.

Once complete select ‘'update’ and you will receive an update message.

Add a Tank:

From the dashboard select ‘add a tank’ the next screen is the same as for existing tanks -
just fill in the details and select add.

Buysta Ltd. Registered in England, Number 8708497.
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2: Placing orders

Step 1 - order request.
On a regular basis your Club Manager will invite members (via email) to place an order.

The email will have details of the date by which you need to place your order and any
issues your manager wants to draw your attention to. The email has a ‘clickable link’ that
will take you directly to the order page in your account - saving you the effort of logging
in.

If you do not place an order then regular reminders are sent until the cut-off. If you hav
no intention of ordering then you can opt out of these reminders.

You can place your order by clicking here, or by logging in at merton.oilbuyingclub.com, selecting View Order Requests on
your dashboard, and entering the quantity you wish to order against your tank.

Then press Submit - that's it, your oil requirement will be added to the Club order.

If you don't wish to place an order this time, you can opt out by clicking here, and you won't be contacted again until
the next club order.

If you do choose to login then select ‘View Order Requests’ from the dashboard menu.

Step 2: Place an order.

Order Requests

Please enter the order volume for each tank, if any, you wish to add to this order. Remember, if you select Fill Up as your option you will still
need to estimate the volume required.

You cannot order less than 500L or more than 5000L. A volume of zero indicates that a tank should be excluded from this order.

[ Jowane [ rrweneio | voume ety | Tncvoume | ope | oierteqes | e

2016-02-03 My Default Tank ] 1500 Kerosene Standard E

Enter the volume required (numbers only) e.g 1500 and the request type
standard/urgent/topup. If you require additives then tick the box.

You cannot order leass than 500Itrs or more than the volume of the tank (up to a
maximum of of 5000ltrs).

If you select ‘topup’ as an order type then an estimated quantity must be included.

Select ‘submit’ and your order is placed. You can change the quantity, including making
it 0, at anytime up to the cut-off.

Buysta Ltd. Registered in England, Number 8708497.
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When an order is placed you will receive a summary of requirement email:

This is confirmation of the requirement you have just placed with the Merton Oil Buying Club:

Fuel Type: Kerosene
Total Volume Requested: 750 litres over 1 tank

Your tank and requirement details are as follows: -

Tank Capacity Ordered Additives Note
Heating Oil 2500 750 None By drive entrance - behind stone wall near trees.

Your delivery details are as follows: -

Heating Oil

Delivery Option: Standard

Delivery Address: *

Contact Number: ©

Delivery Instructions: By drive entrance - behind stone wall near trees.

You can amend your requirement at anytime up to the cut off, simply login in to your account, select View Order Requests from your dashboard and then re-submit the
order you wish to change.

Once all the club members have submitted their requirements, | will issue final confirmation and then approach our Suppliers for pricing. Once this stage is complete and a
Supplier selected, | will send you a detailed order confirmation.

Thank you for supporting your Oil Buying Club.

Step 3: Confirmed order arrangements

Once the cut-off have been reached your Club Manager works with suppliers to achieve
the best price and delivery arrangements. Once that has been confirmed you will
receive a confirmation of delivery email.

| am confirming delivery details for your order of Kerosene.
The winning bid was 21.99 ppl which means your delivery will cost £164.93, any additives that you have requested will appear separately on your invoice.
The VAT inclusive price for your order is £173.17, a rate of 23.09 ppl. The VAT rate for heating oil is 5%.

Tank breakdown is as follows: -
Tank Capacity Ordered Cost Note
Heating Oil 2500 750 £164.93 By drive entrance - behind stone wall near trees.
Your delivery details are as follows: -
Heating Oil
Delivery Option: Standard

Delivery Address: |
Delivery Instructions: By drive entrance - behind stone wall near trees.

This price represents a saving of £43.94 on your order.
The supplier details for your order are as follows:

Supplier: .
Supplier contact person:
Supplier contact telephone:

Payment terms: |

14 days

Card Payments will attract the following surcharges:

Debit Cards: Free
Credit Cards (ex Amex): 1.50%
American Express (Amex): Not Accepted

Deliveries will start on: Fri 05/02/2016
Deliveries will complete by: Tue 16/02/2016

Urgent orders will be completed in the first 4 days
We have provided the supplier with all the relevant details from your profile page to ensure the delivery goes smoothly.

The supplier will be in touch regarding payment.

Suppliers will handle the delivery and payment will be made directly to them.
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