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Start with one representative and one fictional customer in staging. This exposes
assignment, email and order-attribution mistakes before a full sales team is imported.

1. Create a Staff group

Open Staff > Staff Groups, choose Add New Group, enter a name such as Field
Sales and save it.

Groups organize Staff accounts and are stored with Staff-attributed orders. They do not
grant a bundle of operational permissions by themselves; those are selected on the Staff
account.

2. Add the representative

Open Staff > All Staff and choose Add New Staff. Use a fictional staging identity such
as:

e Daniel Weber

e daniel.weber@salesdesk.example
» the website where his customers belong
e the Key Accounts Europe group

A\ Thisis only a demo store. You can browse and place orders, but nothing will be processed.

New Staff Q& aimn~

B Demo expiry: 2026-08-19 08:03 UTC (4d 23h left)

€ Back Save and Continue Edit m

STAFF INFORMATION Staff

staff /'
staff Group + | Key Accounts Europe

Customers
FirstName * | Danlel
Orders
LastName * | Weber
Customer History
Email * | danlelweber@salesdesk.example
Visits
Phone | +49305550111
Quotes
Website
TFA Securlty
profile Image Upload || select from Gallery

Maximum file size: 100 MB,

Website Main Website |

Set a unique password that meets the configured Staff password policy. Do not reuse
Magento Admin or customer credentials.

Review each permission explicitly:
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Field Meaning

Status Only active Staff accounts can sign in

Access All Customers  Opens every customer in the Staff website; leave off for
portfolio-based access

Can Edit Item Price Lets the representative change cart item prices within the
configured rules

Can Create Customer  Works together with the global customer-creation setting
Can Edit Orders Works together with the globally allowed order states

Commission Percentage used by the configured commission calculation

Installed add-ons may add more fields, such as quote or customer-history permissions.
Leave a permission off until the representative's job requires it.

The edit form also offers a Login as Staff button that opens the representative's
storefront workspace in a new tab. It is controlled by the Admin ACL resource Staff >
Login as Staff — restrict it like customer impersonation, because it bypasses the staff
password.

Save the account. A new-account email is sent only when the relevant template is active
and the creation path triggers that notification. Check the mailbox instead of assuming it
was delivered.

Use the filtered Staff grid to confirm the group, website, status and contact details before
assigning customers.

A\ Thisis only a demo store. You can browse and place orders, but nothing will be processed.

Staff QA ama~
W Demo expiry: 2026-08-19 08:03 UTC (4d 22h left)
Add New
danlel.weber@salesdesk.example Q Y Filters © DefautView v ¥ Columns v &, Bxport v

Active filters:  Keyword: daniel.weber@salesdesk.example Clear all

Actions - 1 records found 20 | v | perpage 1| o1

Updated At

2 Key Accounts Europe Daniel Weber daniel.weber@salesdesk.example Active +49.30 5550111 Main Website 8/14/26,8:50:10 AM 8/14/26,8:54:14 AM
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3. Assign a customer

Edit the Staff account and use its customer grid to select an existing customer, or use the
supported Staff assignment action on the Magento customer. Save, reopen the Staff
record and confirm the customer remains assigned.

If Can customer have multiple staff is off, assigning another representative may
change ownership rather than add a teammate. Test this rule before using mass
assignment.

Do not enable Access All Customers just to bypass an assignment problem. It expands
the account to every customer on its website.

4. Test Staff sign-in

Open the storefront route:

https://<store-domain>/staff/account/login

o orders will be fulfilled.

Default welcome msg!  SignIn or Create an Account

Q LUMA search entire store here... | &
T e e @y soine S
Registered Staff New Staff
Email + Creating a new account has many benefits: you can create customers, place orders on their
behalf, earn commissions, and more.
Create an Account.
Password *
B
e
About us Privacy and Cookie Policy & Enter your emall address m

Customer Service Search Terms
Advanced search
Orders and Returns
Contact Us
Staff Account Signup

Staff Account Login

Sign in as Daniel. The Staff account should show its dashboard, assigned customers and
Staff-attributed orders. Commission and report links appear only when their configuration
permits them.

If sign-in fails, confirm the account is active, the email belongs to the selected website
and the password was set through the current Staff flow.

After sign-in, the dashboard provides the representative's customer, quote, visit, history,
order and report workflows.
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mo store. No orders will be fulfilled.

Welcome, Daniel Weber! Menu

Q LUMA search entire store here... | &
What'sNew ~ Women v Men v Gear v Training v Sale
Dashboard
My Account
My Quotes Welcome Daniel Weber
My Customers
Create Customer Key Account Workspace
My Orders Manage customer assignments, visits, history and quotes from one place.
My customers vist its Today: follow up on Alpine Industrial Solutions GmbH and prepare the Berlin wellness-room equipment shortlist.
My customers history
Order sales report
Product sales report
Logout
Compare Products
You have no items to compare.
My Wish List
You have no items in your wish list.
About us Privacy and Cookie Policy & Enter your emal address

Customer Service Search Terms
Advanced Search

Orders and Returns

5. Test customer context

Open My Customers.
Find the assigned fictional customer.
Use Login to this account.

s w N

Confirm the storefront now behaves as that customer and shows the customer's
permitted catalog and prices.

Add a normal product and place a test order using a safe offline payment method.
6. Return through My Staff Account or the Staff logout-from-customer action.

o

The representative should never be able to enter an unassigned customer unless Access
All Customers is enabled. Test that negative boundary with a second fictional customer.

6. Verify the order

Open the order in Magento Admin and confirm:

e the expected Staff ID and group were stored

e commission matches the configured calculation and representative percentage
e the order appears in the representative's order list and reports

e the intended customer and Staff recipients received email

If Set staff permanently on order is enabled, also place an order directly as the
customer and confirm the primary representative is attributed according to your policy.
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Activate, deactivate and hand over

Deactivate a departed or temporarily blocked representative immediately. An inactive
Staff account cannot sign in. Customer records remain in Magento; you can reassign their
Staff relationships to another representative.

Changing a Staff group or commission affects subsequent workflow, but historical orders
keep the Staff data stored when they were created. Verify that behavior before using
reports for compensation.

For a portfolio handover:

export or record the current assignments

assign the customers to the new representative

verify a sample of customer access and primary ownership
deactivate the old account

check open quotes, visits or other add-on records that may still name the former
representative

ui h N

Before inviting the team

e Test activation and password reset email.

e Confirm Staff cannot reach Magento Admin.

e Confirm an assigned and an unassigned customer boundary.

e Test customer creation only if that permission will be used.

e Test a normal order and, if enabled, an editable order.

e Verify reports and commission with known values.

e Document who may edit prices, reassign customers and change ownership.

Next: Customer Assignment or Order Management.

SoftwareSilo LLC Sales Staff Extension Page 6 of 6


http://kb.softwaresilo.io/staff/features/customer-assignment
http://kb.softwaresilo.io/staff/features/order-management

	Create Your First Staﬀ Account
	1. Create a Staﬀ group
	2. Add the representative
	3. Assign a customer
	4. Test Staﬀ sign-in
	5. Test customer context
	6. Verify the order
	Activate, deactivate and hand over
	Before inviting the team


