
User guide for NTNU web shop manager of Viral Vector Core - Kavli 
 

Purpose:  

To inform web shop manager of Viral Vector Core (VVC) how to manage the web shop. 

To make the money withdrawal from customer credit card account when the order is accepted, and 

production starts by NTNU will not receive any payments until the order status is changed to Completed. 

Information about special concerns related to internal NTNU-, national- and foreign customers and use 

of Artskonto in accounting. 

 

Role: 

You must have ‘Web shop manager’ or ‘Web shop assistant’ role to execute these tasks. 
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User Guide – to access the Web shop admin interface 
 

 

Open VVC web shop with Shop manager or Shop assistant privileges:  



 

 

➢ Click on ‘NTNU Viral Vector Core’ to enter administrator menu 

 

 

User Guide – remember to change order statuses  
 

Background: 

When customers order products and completes the payment transaction, the order amount is not 

withdrawn from the credit card yet, it’s only reserved. When the order is placed, the web shop manager 

can decide to cancel the order or start production and complete the order. When the order is cancelled 

the payment transaction will not take place. At the moment order is completed, the total order amount 

is withdrawn from customers account. The order can not be changed after the order is placed due to 

customers agreement of order amount reservation. 

 

 



 

 

➢ Click menu item ‘Woocommerce’ to get orders overview 

 



 

 

The order overview report shows different order statuses: 

• Processing (yellow): The order is placed and to be qualified 

• Completed (green): The order is accepted, and production has started. The amount is 

withdrawn from customers account 

• Cancelled (grey): The order is cancelled and amount is not withdrawn from customers 

account 

To change order status: 

➢ Click on order number, e.g. ‘#VC1 Morten Moa’ 

 



 

 

➢ Click dropdown menu and choose Cancelled or Completed 

 

Note: 

The payment transaction is now either cancelled or deducted from customers account. 

 

To verify that payment transaction has taken place, look in the Order notes where all order activities is 

captured (right side of the order): 



 

You can make your own notes regarding decisions and changes. 

 



➢ (1) Add text 

➢ (2) Make this as a internal note or send this note to customer by email 

➢ (3) Confirm new note 

 

 

 

Order statuses in general 
 

These order statuses are available: 

 

Note: 

 The red statuses should not be used / not to appear, please contact system administrator if system 

generates red order statuses. 

Refunded status is not to be used, the web shop is not tested and qualified for refunds yet. 

 



 

 

Concerns related to different customer types and use of correct 

accounting information 
 

Økonomiavdelingen by Gørild L Syrstad and Berit Sagosen have demanded to use 3 different Artskonto’s 

related to customer types Internal NTNU, national and foreign -customers. 

This demand is not implemented in the solution for the time being as this information was 

communicated after first implementation of web shop. 

 

Note: 

To assure correct transfer of financial transactions from web shop to NTNU finance system (OA) the 

transfer must for the time being be done by system administrator. 

 

 



The web shop report transfer status to OA in the orders overview screen: 

 

 

The Sync Status is ‘not_synced’ before transfer of financial transactions and ‘OK’ or ‘synced’ after 

synchronization is done. 

 

The web shop system must be upgraded with new functionality to reflect use of 3 different Artskonto 

per product / customer-type. 

 

Now there is only one available per product: 

 



 

 


