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1    Signing up    
1. When your Rosa Flora representative creates your account, you will receive an email 

with the subject “Welcome to Rosa Flora.”    

2. Click the Log in link to create a password.    

Note: We use this password reset method for your security, so that no one ever knows your 

password.    

   
    

3. Choose a secure password and enter it in both the New Password and the New 

Password Confirmation textboxes, then click the green Update Password button.    

Note: The Rosa Flora website is not compatible with Internet Explorer on Windows XP. If you 

are running Windows XP, please use Mozilla Firefox (https://www.mozilla.org/en-

US/firefox/new) or Google Chrome 

(https://www.google.com/chrome/browser/desktop/index.html).    
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2    Logging In    
1. Once your password has been set, return to the website and login by clicking the Login 

button in the top right-hand corner. Enter your email address and the password you 

chose and click the green Login button.    

   
  

3 Dashboard 
 

1. Once you are logged in, you will have access to your dashboard. The dashboard is the default homepage 

for all users. The dashboard can be accessed by clicking the Dashboard link at the top. 

 

 

3.1 Special Buys 
 

1. One feature of the dashboard is the Special Buys section. There are limited time specials that are 

exclusive to the website. Each special will have an offer end date, and price. The price for the special will 

expire on the offer end date.  

 



Rosa Flora Wholesale Customer Website Documentation    

Page 4 of 27        Revised 07-Dec-2021 

    

 
 

3.1.1 Adding Special Product 

 

1. To add a special to your cart, start by clicking the “Purchase” button. This will open a module that 

contains details about the product such as category, unit of measure, and quantity available. Here you 

can choose a shipping date for your product and add it to your cart. If you have an existing cart, the ship 

date will be chosen already. If the ship date for your existing cart is outside the offer dates, or you do 

not have any ship dates for the offer period you will be notified through the module. 
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3.2 Recent Orders 
 

1. Below the Special Buys section, you can see your recent orders. This consists of the most recent orders 

placed, based on ship dates. Here you can see information such as Order Number, the date the order 

was placed, Ship Date, and who placed the order. 
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2. Click on the Details link to see the details of a specific web order and the status of that order. 
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4 Ordering    
4.1   Placing an Order    

1. Click the Store Link: To place an order, log in and click the Store link.    

Note: If you do not see the Store link, you are likely not logged in. Click the Login link at the 

top righthand corner of the screen to log in.    

4.1.1 Shipping Date    

1. Select the Shipping Date: Before selecting any products, select a Shipping Date. This will 

ensure that you will receive your product when you need it, and provide you access to 

Offers available for that time period.    

2. The calendar will show your available shipping days in black. Click the date you would 

like the product to ship.    

    

   

3. If you decide later that you would like the products to ship on a different date, you can 

click the Shipping Date link at the top of the Shopping Cart to make the change.    

Note: Clicking Change Shipping Date may remove products from your Shopping Cart and they 

will need to be re-added.    

    

4.1.2 Choosing Products    

1. Views: There are two views of the products: Grid view, which shows a larger picture of 

the products:    
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And List View, which shows items in a more condensed list:    

 

 

 

      

2. Adding Items: To add items to your Shopping Cart in Grid View, click the item to show 

the detail screen where you can enter the quantity and add it to your Shopping Cart:    
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To add products to your Shopping Cart in List View, enter a number in the box under Order 

Qty column and hit Enter or click the “>” button.    
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3. Clearing the Cart: To start over, click the Clear Cart button to remove all items from your 

Shopping Cart.    

 

 
 

4.1.3    Prices 

 

Many of the products in the store will have two prices. A price to order by the pail and a price to order by the 

bunch. Ordering by the pail will have a reduced price. Price by bunch is only available for product that can be 

sold in bunches. 
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4.1.4  Pending 

 

Some items will have the option to purchase product with a pending status. Pending product are not 

guaranteed and are subject to approval by a salesperson. Pending product will have a lower price since the 

product is not guaranteed. 

 

Pre-confirmed inventory can always be purchased when available with the “Buy Now” price. 

 

If there is no pre-confirmed inventory, the pending price is used. 
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4.1.5  Filtering    

1. On the left side of the screen is a list of options that allows you to filter by flower type, 

categories, and colours:    

   
2. You can also choose to only show product that is available, by checking the “Only show 

available products” checkbox:    
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4.2 Placing the Order    
1. When you are finished adding items to your cart, click the Checkout button at the bottom 

of the Shopping Cart. You will be given an opportunity to enter a PO Number and Notes 

to the order, remove items, and review or change the quantities. You can also notes or 

instructions for individual items. To add more items, click the Keep Shopping link. When 

the order is complete, click the blue Place Order button.  

   

     
 

2. If your cart has items that may not be available, you will see this in the checkout page, below 

the pending table. This will show a summary of any unconfirmed items. As well as any confirmed 

quantities if there are any. You can expect to receive to receive an update on any pending items 2 

days before your ship date. 
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3. After you place your order, you will be taken to an Order Detail screen:    
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If you ordered items that were not listed as available, they will be marked as Awaiting 

RFL Approval. Your Sales Representative will determine whether the requested items 

can be fulfilled, and you will be notified when the order is confirmed.    

    

4. Until the order is confirmed, there will be a Cancel Order button to let you cancel the 

order.    

5. There is also a link that allows you to create a new order for a different date than the one 

just created.    

5 Account Settings    
To edit your account settings, click the Administration link at the top of the screen, followed by 

the Account action:    

 

   
    

5.1 Change Password    
From here, you can change your password by clicking the Change Password button, then 

entering your new password, confirming it, and clicking Reset My Password:    
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5.2 Retailer Settings    
1. The Rosa Flora website allows retailers to place orders directly with Rosa Flora on your 

behalf at prices using a markup rate set by you. To get access to the website, retailers 

need a special link to the Rosa Flora website with a code that indicates that they are 

ordering through you. You can put this link on your website or send it out in an email.    

2. There are various settings you can manipulate to change the way the website works for 

your users and/or Retail customers. Click Edit Settings to make changes to those 

settings:    

4.1. Default Fresh Cuts Markup Rate / Profit Margin: First select whether to add a   

markup or profit margin to your retailers’ orders, then set the amount (percentage). The 

markup /  margin will be applied to your pricing for fresh cut product and result in the pricing 

your   

retail customers will see. Note that this can be overridden on a per-retailer basis.     

4.2. Require orders to be boxed: If checked, retailers will not get to select whether to 

box product or not, and the orders they place will be boxed.    

4.3. Don’t Charge for Boxes: If your profit margin/markup is sufficient to cover box 

charges and you do not wish to pass this on to retailers, you can check this box and 

they will not see box charges on their orders. Note that you will be charged for the 

boxes, just the retailers will not see the charges on their invoices.    

4.4. Allow retailers to change their passwords: If checked, retailers can use the “Forgot 

Password” link on the login screen to reset their passwords. If this box is unchecked, 

you will need to set the passwords for your retailers.    

4.5. Minimum required amount ($) per order: If checked, you can set the minimum 

dollar value that your Retailers need to reach to place an order.    
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4.6. Require full boxes/pails: If checked, your Retailers will need to fill boxes and pails 

with product in order place an order.    

4.7. Delivery charge per order: If checked, you can set a delivery charge that will be 

added to the value of your Retailers orders.    

4.8. Delivery charge per box/pail: If checked, you can set a delivery charge that will be 

added to each box or pail in a Retailer’s order.    

4.9. Default days required between product being received from Rosa Flora and being 

available for Retailers: This allows you to set a turnaround time, in days, between 

when you receive product from Rosa Flora and when it becomes available for your 

Retailers.    

4.10. Send email notifications when Retailers create orders: If checked, retailers will 

receive a confirmation email when they place an order. If not, no confirmation will 

be sent.    

4.11. Retailers’ orders require approval by me: If checked, for each order that your 

Retailers place you will receive an email notification, and you will need to go into 

the Rosa Flora website to approve or deny the order. If unchecked, orders will 

automatically be approved.    

    

5.3 Logo Upload.    
1. You can upload a logo to personalize the experience of your retailers when they use the 

Rosa Flora website under your profile.    

2. To upload a logo, go to the Administration section and click the Account link:    

    
3. To upload a new logo, click the Upload button.    

4. A popup window will be displayed allowing you to select a logo from your computer files 

to upload to the website.    
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5. Click the Choose File button and browse to an image on your computer. You will be 

shown a preview of the image. Click the blue Upload button to save it to the website.    
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6. Now, retailers who log in to the Rosa Flora website under your wholesaler profile will 

see your logo and company name in the header.    

   
    

7. If you need to change the logo used on the site, return to the Account Settings section. 

Your existing logo will be displayed in the Logo Upload section. Click the blue Upload 

button to choose a new logo to replace the existing one.    

    

5.4 Retailer Registration Link    
1. For retailers to log in, you can either set them up using the Retailers section (see below) 

or y provide a special link on your website or in an email that allows them to sign up 

themselves.    

2. You will see some sample code that you can copy and enter on your own website.    

    

6 Retailers    
1. To go to the Retailers section, click the Retailers link near the top of the screen under 

your email address:    
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2. You can search for retailers by typing a search term in the “Search for retailers” textbox 

at the top of the list & hitting Enter or clicking the Search button.    

6.1 Adding    
To add retailers manually, click the Add Retailer button to create new retailer accounts:    

• Company Code: Your in-house code (e.g. account code) for the retailer    

• Company Name: The name of the retailer’s company    

• First/Last Name/Phone Number/Email: The contact information for the retailer    

• Email CC: An email address to be CC’d on all emails sent to the retailer (e.g. your 

Sales Rep for the Retailer)    

• Password: A password for the retailer. This will only be displayed if Allow retailers 

to change their passwords setting is turned off.    

• Approved. This checkbox must be checked in order for the Retailer to log in & place 

orders.    

• Send Welcome email: If checked, you can enter an email subject & body that the 

retailer will receive, along with a link to log in and begin placing orders.    

• There are a number of settings such as markup rates, order minimums, etc. which, if 

set, will override your defaults for retailers set in your Account Settings.    

• Pick-up days: You can check which days this Retailer will be allowed to pick up the 

product they’ve ordered.    

6.2 Importing    
You are also able to import Retailers en masse from an Excel file by clicking the Import from 

Excel button:    

a. You will first be prompted to choose an Excel file (either XLS or XLSX). You can 

drag & drop a file, or click the Choose File button & find the file:    
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b. Each column in your Excel file will be displayed. You will need to match the 

columns to Retailer fields:    

    
If your Excel file has a header row, check the box and the first row will be 

treated as column names, otherwise it will be imported as a retailer.    

c. Once all your columns have been matched, click the Import Retailers link in the 

blue header.    

d. You will then be prompted whether you would like to send a welcome email to 

the Retailers to be imported, as well as the subject and body of the email. This 

email will include a link for them to log in. Clicking the Import button will import 

the retailers. This may take a while.    

    
e. When the import process is complete, you will be shown a message indicating 

how many retailers were created, as well as any errors that occurred (e.g. 

duplicates, invalid email addresses, passwords without the required complexity, 

etc.). You can click the green button to download a report of the results.    
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6.3 Editing    
1. Clicking on the Name of a retailer in the list will allow you to edit the settings:      
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2. You can click the Set User Passwords button to go to a list of registered users. From 

there you can click on a user’s name to set his/her password:    
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3. Settings:    

a. Company Code: If you have an internal code for this retailer you can use it here. 

It will be added as a box code to the labels on the product that Rosa Flora ships 

to you.    

b. Company Name: The name of the retail company.    

c. First / Last Name: The retailer’s name as entered here will show up on emails 

they receive from Rosa Flora.    

d. Phone Number: This is for your reference only.    

e. Email Address: Note that this is what the user uses to log in to the 

rosaflora.com, so if you change it, they may need to log out & back in with this 

new address.    

f. Retailer is Approved and may place orders: If this is unchecked, the user will 

not be able to log in to rosaflora.com or place orders.    



Rosa Flora Wholesale Customer Website Documentation    

Page 25 of 27        Revised 07-Dec-2021 

    

• Email CC: This is an address that will get CC’d on all emails sent to the Retailer. 

Note that you can enter multiple email addresses here separated by 

semicolons.    

• Approved: The user may only log in & place orders if this checkbox is checked    

• Overrides: The Markup Rate, Require Product to be Boxed, etc. settings can be 

set here to override the defaults set on the Account screen.    

• Pick-Up Days: Here you can set which days the retailer is able to pick up 

product. When they go to create orders, these are the days they will be able to 

choose from in their calendar.    

6.4 Shopping as a Retailer    
You are also able to click the Shop As… buttons to go to the Store logged in as that Retail 

user.    

This will let you fill a Shopping Cart and place an order as that retailer.    

When you are finished creating an order as the Retailer, you can click the Log back in as 

me link to return to your own settings:    

    

7 Approving Orders    
7.1 Notification    

1. When a retailer places an order and you have the Retailers' orders require approval by 

me setting turned on, you will get an email notification.    
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2. When you click the link in the email, you will be taken to a page that gives you the 

option to either Approve the order, or to Decline it    

     
3. Once you approve the order, it will be filled by Rosa Flora.    

8 Users    
From the Administration section, you can click the Users link in the header to administer the 

users in your system. Note that new users must be created by Rosa Flora. Contact us at the Tech 

Support number at the top right of the page if you would like to have users added to your 

account.    

8.1 Editing    
Clicking the name of a user in the list will allow you to edit their settings:    
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• First/Last Name/Email: General information about the user. Note that the email 

address is the account name that they will log in with.    

• Show Retailer Pricing: If checked, your users will see retail (i.e. marked-up) 

pricing for product. You can set the markup value for Fresh-cut product 

individually.    

• Can Edit Default Retailer Settings: The user will be allowed to make changes in 

the Account > Edit Settings section.    

• Can Import Retailers from Excel: The user will have access to the Retailer import 

wizard from the Retailers page.    

• Can Add Retailers: The user will be able to add retailers manually.    

• Can Edit Retailers: The user will be able to edit retailer information    

• Can Shop as Retailer: The user will have access to the Shop as link on the 

Retailers page    

• Can Upload Company Logo: The user will be able to update your logo.    

• Can Administer Users: The user will be able to edit other users in your account.    

• Can Reset User Passwords: The user will be able to set passwords for other 

users in your account.    


