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1 Getting Started with RFL Online Ordering 

Through Rosa Flora’s online order system, you can easily view available inventory, place orders, and 

streamline your customer communications. 

This Guide will help you through all the steps of signing up, logging in, navigating your dashboard, 

managing and placing orders, and integrating retailers. Your dedicated Rosa Flora Sales Representative is 

happy to assist along the way. If you have any questions, problems, or suggestions give them a call. 

We hope you enjoy ordering online with Rosa Flora! 

1.1 Sign Up 

1. Please contact your Sales Representative to create your Online Order account.  

 

If you do not have a Sales Representative yet, please reach out to: 

Martin Otten, Sales Manager 

motten@rosaflora.com 

(905) 774-0604 

 Martin will be happy to get you set up as a Rosa Flora customer. 

2. When your Sales Representative has created your account, you will receive a ‘Welcome to Rosa 

Flora’ email: 

 
 

3. Click the ‘Log in’ link. This will prompt you to create a new password. 

*We use this password reset method for your security, so that only you know your password. 

a. Choose a secure password: 

i. At lease 6 characters 

ii. 1 uppercase & 1 lowercase 

b. Enter it into the ‘New Password’ and ‘New 

Password Confirmation’ fields. 

c. 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 (Google Chrome - Download the Fast, Secure Browser from Google). 

mailto:motten@rosaflora.com
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.mozilla.org/en-US/firefox/new
https://www.google.com/chrome/
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1.2 Log In 

1. Once you have set your password, return to the Rosa Flora website: 

Rosa Flora 

And click the green ‘Enter Store’ button in the top right-hand corner.  

 

2. Enter your Rosa Flora email address and password, then click the green ‘Login’ button. 

 
 

3. Your Rosa Flora account page will now open up!  

 

Read on to learn about navigating your dashboard, ordering through the store, and managing your 

account.  

https://www.rosaflora.com/
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2 Your Dashboard 

The first page you will see is your Dashboard. From here you can see What’s New, view current Special 

Buys, and track your Recent Orders. 

2.1 What’s New 

The What’s New poster is always a surprise. These special offers highlight some of our favourite varieties 

and bring our current sales to your attention. If you don’t see a What’s New poster, keep an eye out for 

the next few days – this means one is coming soon!  

 

Fun fact: These 

posters are 

interactive! Click on 

the pictures to view 

more info about 

each product. 
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2.2 Special Buys 

Special Buys are exclusive to Online Orders. Each special states the price and offer end date – make sure 

to note this end date when you place an order. Some offers (e.g., Fahrenheit below) are volume deals – 

order the minimum quantity or more to receive the discount!  

To enjoy the special price, you must place your order before the offer end date. Because these offers are 

always live inventory, you must choose a ship date 2 days out or less.  

See Your Orders – Navigating the Store for details. 

 

2.3 Recent Orders 

The last section of your Dashboard is your Recent Orders. These orders are organized by ship date, with 

the closest date showing first. The summary will show you the order number, date the order was placed, 

ship date, and the person who placed the order.  
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Click the Details link to view more information about a specific order. From this page you can also check 

the order status, edit, or cancel: 

 

 

In this example, you can see that the order #26033 included 5 bunches of 10 Light Pink VIP Lisianthus 

and that the order was placed on Friday, March 3 for a ship date of Friday March 3. You can also see that 

all 5 bunches of Lisianthus (the entire order) were cancelled. 

Click ‘Return to Orders’ to navigate back to the Recent Orders section of the Dashboard. Section 3: Your 

Orders – Navigating the Store, below, explains the order process in detail. 
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3 Your Orders – Navigating the Store 

3.1 Tips & Tidbits 

Here are three notes to remember as you use Rosa Flora’s online store: 

→ Double-check ship date 

If you leave the store with an open cart, the next time you log in that ship date will be 

automatically selected. This will affect pricing and available inventory. 

 

→ Note pail and bunch prices 

Many products in the store will show two prices – one if you order by the bunch, and a different 

one if you order by the pail. Ordering in bulk by the pail often gives you a reduced price. 

Ordering by the bunch is not available for all products; only those that can be sold in bunches. 

 

→ Review inventory availability 

Just like ordering over the phone or by email, Rosa Flora inventory can be pre-confirmed, 

pending, or confirmable for a specific date. When you place an order, if you include any pending 

inventory, you can expect a salesperson to confirm the price and quantity of your order two 

days before your scheduled ship date. 

3.2 Preparing an Order 

3.2.1 Enter Store 

There are three ways to navigate to the Store page: 

1. Click the picture on the What’s New poster: 

 

2. Click the ‘Purchase’ button on one of the Special Buys: 

 

3. Click Store in the top right corner of your screen: 
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3.2.2 Choose Your Ship Date 

1. If you do not currently have a cart open, the calendar icon 

will pop up before you enter the Store. 

 

a. Only your regular ship dates will be available to 

choose. These are set by you and your Sales 

Representative when you set up your account with 

Rosa Flora. To change your regular ship dates, 

please contact your Sales Representative. 

 

b. To select a ship date, click on any date in black. 

The Store page will open as soon as you click a 

ship date. 

 

2. To change a ship date: 

 

a. After you enter the store, you can change the ship date by clicking the date in the top 

left-hand corner, beside the search bar: 

 

 
 

b. The calendar will reappear, showing available dates in 

black. Click any available date to change the set ship date. 

 

 

 

 

 

 

Important Note on Ship Dates 

The ship date will affect the inventory quantities and prices displayed in the Store. To avoid misplaced, 

incorrect, or unfilled orders, please double-check the ship date every time you enter the Store or place 

an order.  

Thank you! 
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3.2.3 Customize Product View 

*If you are happy with the current Store view, click this link: Add Product to skip this section. 

 

There are two ways to customize your product view: 

→ Choose list or grid view 

→ Apply filters 

  

1. Switch between grid view and list view by clicking the buttons in the top 

right-hand corner.  

 

a. Both views will show the product name, units/sold by, price by pail, price by bunch (if 

applicable), available inventory, and an order button. 

 

i. List view shows a small picture of each product and includes product 

information in columns: 

 

ii. Grid view shows a larger picture of each product and includes details in each 

product’s box: 
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Click ‘Show Details’ to see more information: 

   

Click ‘Cancel’ to return to all products. 

 

 

 

2. There are two types of filters: 

 

a. Availability 

i. Check the box above ‘Only show available 

products’ to filter by inventory type.  
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ii. This will allow you to shop only pre-confirmed inventory for your ship date, so 

you will not need to worry about confirming your order later. 

 

b. Product Type 

i. Use the list on the left-hand side of the webpage to filter by crop and colour.  

ii. For example, if you want to shop only Purple Lisianthus, first select Lisianthus 

from the list of products, then select Purple from the list of colours. Now you 

will see only Purple varieties of Lisianthus. 

      

c. To remove filters: 

i. Click ‘Show All’ to remove crop and colour filters. 

 

ii. Unclick the ‘Only show available products’ box to 

view pending inventory. 
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3.2.4 Add Product 

1. To add product to your cart in list view: 

 

a. Type the number of bunches you 

would like to order in the ‘Order Qty’ 

field. 

b. Click the arrow to add to cart. 

 

2. From your cart, you can choose to have your order packaged in boxes 

instead of pails by checking the ‘Box product’ box at the top of your cart. 

 

 

A Note on Pail & Bunch Pricing 

At the bottom of the cart, you can see how many pails your order will 

be packed in. For this example, since these Standard Gerberas come 

in 6 bunches of 10 per pail, the order will arrive in 2 full pails.  

If you order partial pails (e.g., 5 bunches instead of 12), a message may pop up letting you know you can 

save by ordering by the pail: 

If you order some full pails and some partial pails, you will be 

charged the pail price (lower) for all bunches in the full pails, and 

the bunch price (higher) for all bunches in the partial pails. 

You can always check whether you are receiving the pail or bunch 

price by comparing the price in your cart with the prices listed 

under ‘Price By Pail’ and ‘Price By Bunch.’ 

  

3. To add product to your cart in grid view:  

a. Type the number of bunches you would like to order in the field. 

b. Click ‘Add.’ 

c. To view details (including type of units, Price By Pail, and Price By Bunch): 

i. Click ‘Show Details’ 

ii. Type the number of bunches you would like to purchase 

iii. Click ‘Add to Cart.’ 
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3.2.5 Next Steps 

After you have added your products, you can either 

logout and continue shopping later, or checkout and 

confirm your order. 

*If you logout with a live cart, make sure to check the 

ship date when you login next. Inventory availability is 

not guaranteed if you do not confirm your order before 

logging out. 

You will receive an email reminding you that there are 

items in your cart: 

Click the ‘Complete Checkout’ link to log back in and 

edit or place your order. 

 

3.3 Placing an Order 

1. When you are ready to place your order, click ‘Continue’ at the bottom of your cart. 

 
 

2. If you have unconfirmed inventory in your cart, you will see a notice telling you that there may 

be a delay processing the order. This is normal, and your Sales Representative will confirm your 

order within 2 days of your scheduled ship date. 

 

3. At this point, you can enter a PO number for reference, add notes for your order, and review & 

edit items & quantities. 

 

4. There will be two main sections: 

a. Pending Items 

b. Confirmed Items 

Pending Items will show in orange: 
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Confirmed items will show in blue: 

 

In these sections, you can add notes to individual products and edit quantities. 

5. At the bottom of your cart, you will see a ‘You may also like’ section. These are 

recommendations based on the product currently in your cart. 

 
 

6. When your order is complete, click the ‘Place Order’ button at the 

bottom of the screen.  

 

7. You will be taken to an Order Detail screen: 
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a. If there are any unconfirmed items included in your order, they will be listed as 

‘Awaiting RFL Approval.’ Your Sales Representative will contact you to advise on 

availability of requested product(s). 

 

b. You can cancel the order online at any time until it is confirmed by a Sales 

Representative or until the scheduled ship date. 

 

If you have any questions about online ordering, please reach out to your Sales Representative, our Web 

Specialist, Steve Gandour at (905) 774-0622, or our Sales Manager, Martin Otten at (905) 774-0606. 
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4 Your Customers – How to Integrate Retailers 

Rosa Flora’s online order system allows your retailers to place their orders directly through your online 

order account, simplifying your operations. 

The order process is 100% controlled by you, including: 

→ Markup rate/pricing 

→ Packaging requirements 

→ Minimum orders 

→ Delivery charges 

→ Pickup days 

→ Order approval 

You can add as many retailer accounts as you need. You can also integrate Rosa Flora’s online order 

system into your own website, so your customers can access their account directly through your site. To 

personalize their experience even more, you can upload your own logo (see Upload Logo for details). 

4.1 Manage Retailer Settings 

1. To access Retailer Settings, navigate to the Administration page in the main menu in the top 

right-hand corner of your webpage. 

 

2. Then click ‘Account.’ 

 

3. At the top of your Account 

page, you will see a 

summary of your retailer 

settings. 

 

4. Click the green ‘Edit Settings’ 

button to customize each 

item listed. 

 

See below for a summary of 

all retailer settings options. 

 

If you have questions, your Sales Representative will be happy to assist you as you manage your 

retailer settings! 
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a. Use Profit Margin 

If you would like a certain profit margin on RFL product, toggle on this option and type in the profit 

margin (%) you would like to make. The prices your retailers see will be adjusted accordingly. 

 

b. Use Markup Rate 

If you would like all product marked up at a certain rate, toggle on this option and type in your 

desired markup (%). The prices your retailers see will be adjusted accordingly. 

 

c. Require orders to be boxed 

If checked, retailers will not see an option to box product; their orders will be boxed automatically. 

 

d. Don’t charge retailers for boxes 

If you do not wish to pass the box charge on to retailers, check this box. 

 

e. Allow retailers to sign up for accounts 

If checked, retailers can create their own account using the registration link on your website. If 

unchecked, you must create the accounts manually. See Use Retailer Registration Link for info. 

 

f. Allow retailers to change their passwords 

If checked, retailers can use the “Forgot Password” link on the login screen to reset their passwords. 

 

g. Minimum required boxes/pails and Minimum required amount ($) per order 

You can check these boxes to set either a minimum number of boxes/pails retailers must add per 

order, or a minimum dollar value retailers must reach to place an order. 

 

h. Delivery charge per order 

Use this option to set a delivery charge that will be added to the total value of a retailer’s order. 

 

i. Delivery charge per box/pail 

Use this option to set a delivery charge that will be added to each box/pail in a retailer’s order. 

 

j. Default days required between product received from Rosa Flora and available for retailers 

Check this box to set the number of days between receiving product from Rosa Flora and that 

product becoming available for retailers to pick up. 

 

k. Send email notifications when retailers create orders  

If checked, retailers will receive a confirmation email when they place an order. 

 

l. Retailers’ orders require approval by me  

If checked, you will receive an email notification to approve/deny retailers’ orders. If unchecked, 

orders will automatically be approved. 

 

m. Pick-up Days 

Set the day(s) retailers can pick up product from you. This sets available ship dates for placing orders. 
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4.2 Upload Logo 

To customize your Rosa Flora online order account, you can upload your own logo. When you and your 

retailers login, you will see your logo in the top left-hand corner instead of Rosa Flora’s logo. 

1. Navigate to the Administration page through the main menu. 

 

2. Click ‘Account’ and scroll down to ‘Logo Upload.’ 

 

3. Click the blue ‘Upload’ button to browse for JPEG or PNG files on your computer. 

a. A mini browser window will pop open: 

 
b. Click ‘Choose File,’ then find an image file of your logo. 

c. When you have found the image you want, click ‘Upload.’ 

 
 

4. When you or your retailers login, you will now see your logo in the top left-hand corner of the 

webpage: 

 

5. If you choose not to upload a logo, your account will display Rosa 

Flora’s logo by default. 

 

6. You can update your logo at any time :) 



Page 20 of 28 
 

4.3 Add Retailers 

There are three ways to add retailers accounts to Rosa Flora online ordering. You can: 

→ Embed a Retailer Registration Link into your website 

→ Add retailer accounts individually by hand 

→ Import retailer information in bulk 

4.3.1 Use Retailer Registration Link 

Your unique Retailer Registration Link is automatically generated when you create your wholesaler 

account. To find this link: 

1. Navigate to the Administration page through the main menu. 

 

2. Click ‘Account’ and scroll down to ‘Retailer Registration Link.’ 

 
 

This code creates a Rosa Flora logo that will link to the Online Order sign up/login screen. 

 

3. Add the link to your website: 

a. Highlight all of the text in the box. 

b. Ctrl + C OR right click + ‘Copy’ 

c. Paste into your website code where you would like 

this icon to appear: 

 

*Please note that you must check the box ‘Allow retailers to sign up for accounts’ in Manage Retailer 

Settings to allow retailers to set up their accounts using the Retailer Registration Link. 

If you do not check this box, you will need to add retailers’ accounts on their behalf. 

 

4.3.2 Add Individual Retailer Accounts 

1. Navigate to the Retailers page from the main menu: 

 

2. Click the ‘Add Retailer’ button.  
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3. Enter the retailer’s contact information and customize settings. 

 

a. Company Code 

Your account code for the retailer (i.e., the code that identifies the retailer in your database) 

 

b. Company Name 

Retailer’s company name 

 

c. First Name, Last Name, Phone Number, Email 

The contact information the retailer would like associated with their account 

 

d. Password 

Will appear if ‘Allow retailers to change their password’ is toggled OFF in Manage Retailer 

Settings 

 

e. Send Welcome Email 

You can write and send an email inviting the retailer to log in to their new account. This email will 

automatically include a link to their login page.  

 

f. Retailer is Approved and may place orders 

This box must be checked to allow retailers to place orders through the Store. 

 

g. Email CC 

Add email address(es) to be copied on all emails sent to the retailer. 

 

h. The following settings are explained in Manage Retailer Settings.  

*Changes here will override general retailer settings.* 

i. Fresh Cuts Markup Profit Margin 

ii. Don’t apply markup to Pails and Boxes 

iii. Don’t charge for boxes 

iv. Minimum required boxes/pails & Minimum required amount ($) per order 

v. Delivery charge per order & Delivery charge per box/pail 

vi. Send email notification when orders are created 

vii. Orders require approval 

viii. Days required between product received from RFL and available to retailer 

 

i. Pick-up Days* 

Set the day(s) retailers can pick up product from you. This sets available ship dates for orders. 

 

j. Show available inventory first 

Products will be automatically sorted by availability when the retailer chooses a ship date. 

 

4. Click the blue ‘Save’ button at the bottom of the page to save the retailer account. 
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4.3.3 Import Retailers in Bulk 

You can automatically import multiple retailers at once by uploading an Excel file containing retailer 

information. Your file should include the following columns: 

→ Company Code 

→ Company Name 

→ First Name 

→ Last Name 

→ Email 

→ CC 

→ Phone 

→ Password 

 

1. Navigate to the Retailers page from the main menu. 

 

2. Click the ‘Import From Excel’ button. 

 

3. From this page, you can either drag & drop a file or browse files on your computer. 

 

4. After the file is uploaded, you will see each column displayed: 

 
 

5. Use the dropdown menus to match your columns to the appropriate account fields. 

 

6. If your file has a header row, check the ‘My file has a header row’ box. This will ensure that the 

first row is treated as headings, not as retailer information to be entered. 

 

7. Click the ‘Import Retailers’ link in the top right-hand corner. 

a. You will be prompted to send a welcome email to the retailers. Just like the email in Add 

Individual Retailer Accounts, you can write the subject and body, and the email will 

automatically include a link to the login page. 

b. Final step! Click the blue ‘Import’ button below the email form: 
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This step may take a few minutes. 

8. When the import is complete, a message will pop up indicating the number of retailers added 

and summarizing any errors that may have occurred (e.g., duplicate accounts, invalid email 

addresses, invalid passwords, etc.) 

 
Click the green button to download a report of the results. 

If you have any problems while importing retailers, please reach out to your Sales Representative. 

4.4 Edit Existing Retailers 

To edit existing retailer accounts: 

1. Navigate to the Retailers page from the main menu. 

 

2. Click on a retailer’s name to view and edit their details. 

a. To change a retailer’s password: 

i. Click the ‘Set User Passwords’ button in the top right-hand corner. 

ii. Select a user from the list (this includes all users who have access to the retailer’s 

account) 

iii. Enter and confirm the new password, then click ‘Save.’ 

iv. Click ‘Return to Retailer Detail.’ 

b. All other settings & information can be edited directly from the Retailer Detail page. 
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3. When you are finished editing, click the blue ‘Save’ button in the top right-hand corner. 

4.5 Shop as a Retailer 

As a wholesaler, you are able to place orders on behalf of your retailers. 

1. Navigate to the Retailers page through the main menu: 

 
 

2. Find the retailer you would like to shop as in the list (or use the search bar at the top of the 

page). 

 

3. Click the ‘Shop as [Retailer Name]’ button to the right of the retailer’s entry. 

 

4. Navigate to the Store page through the main menu. 

 

5. You can add product and place orders as normal. You will see retailers’ prices (based on the 

markup/profit margin rate you set in Manage Retailer Settings) and the order will be placed for 

the retailer’s account. 

 

6. When you are finished, click the ‘Log back in as me’ link at the top of the page to return to your 

own account. 

 

4.6 Approve Retailers’ Orders 

1. If you have checked the ‘Retailers’ orders require approval by me’ box in Manage Retailer 

Settings, you will receive an email notification every time a retailer (or you shopping as a 

retailer) places an order. 
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2. Click the ‘Approve Order’ link to view order details and either approve or deny. 

*Clicking this link does not automatically approve the order. You must click the green ‘Approve 

Order’ button in the order details. 

 

 
 

3. After you approve the order, it will be processed and filled by Rosa Flora. 

 

If you have any questions about managing retailers’ accounts, please reach out to your Sales 

Representative. They will be happy to assist you!  

You can also request a copy of our Online Order Guide for Retailers. Your Sales Representative will send 

a copy by email, which you can then share with your retailers. This is a condensed version of the Online 

Order Guide containing information on logging in, navigating the Dashboard, and placing orders.  
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5 Account Administration 

Your account is customizable – through the Administration tab you can change your password, upload 

your own logo, manage your retailers’ accounts, and view order and invoice history. 

You can find the Administration page in the main menu at the top of your screen: 

 

 

5.1 Change Password 

1. In the Administration page, click ‘Account.’ 

 

2. Click the blue ‘Change Password’ button. 

 

3. Enter and confirm your new password. 

 

4. Click the green ‘Reset My Password’ button. 

5.2 Create & Manage Users 

You can have multiple users on one Rosa Flora online order account. 

Please note that new users must be added by Rosa Flora. If you would 

like to add a new user, please contact us at (905) 774-8044 [toll free: 

(877) 774-8044], or contact your Sales Representative directly. 

To edit user information: 

1. In the Administration page, click ‘Users.’ 

 

2. Click on any user’s name to view & edit their details. 

 

3. Click the blue ‘Save’ button to save and return to the list of 

users. 
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5.3 View Invoices & Order History 

Through your online account, you can view and download all of your Rosa Flora invoices, including 

invoices for orders placed by phone or email. 

1. Navigate to the Administration page, then click ‘Invoices.’ 

 

2. You will see a summary of invoice history, including: 

a. Invoice Number 

b. Company 

c. Date 

d. Due Date 

e. Invoice $ 

 

3. Click on an invoice number to view details. 

 

4. From the details page, click the ‘Export as PDF’ button to download the invoice. 

 

You can also view your order history through your online account. 

1. Navigate to the Administration page, then click ‘Order History.’ 

 

2. You will see a summary of order history, including: 

a. Order Number 

b. Placed On 

c. Ship Date 

d. Placed By 

 

3. Click on the ‘Ship Date’ link to view all orders placed for that ship date. 

 

4. Click on the ‘Details’ link to view order details, edit or cancel unconfirmed orders, and download 

an order summary. 

 

 

  



 

 

 
 

 
 

Thank You! 
Any Questions? Contact us! 

 
 
 
 
 
 

Phone: (905) 774-8044 │ Toll Free: (877) 774-8044 

Email: info@rosaflora.com 

Office Hours: Mon.-Fri. 7:00-4:00, Sat., Sun. Closed, Holidays 7:00-12:00 EST 

mailto:info@rosaflora.com

