Help Document: Customizable Price List
Welcome to your guide on using the Customizable Price List feature. This powerful tool allows you to create and manage personalized price lists tailored to your specific needs. Whether you're managing multiple manufacturer specific price levels or need different pricing for various products, this feature will streamline your process.
Accessing the Customizable Price List
1. Login to Your Account
· Go to https://admin.myanimalrx.com 
· Enter your username and password.
· Click on the "Login" button.
*If you have not selected and activated your product list please review the help document on how to Manage Products in Your Store for products selections before you complete the following steps
2. Navigate to Products
· Locate and click on the "Manage Price Lists" button on the top right.
Creating a New Price List
1. Click on " New Price List"
· This button is located at the top right corner of the "Manage Price Lists" page.
2. Name Your Price List
· In the "Price List Name" field, enter a name that helps you easily identify this list (e.g., "Special Pricing", "Region A Pricing").
· Enter the Default Margin %.
· Select “Back” to return to the Product Catalog
Enter Prices
1. Set Fixed Prices
· Use “Filter Product SKU or Mfr” boxes to browse categories or find products.
· Key the desired “Fixed” $ price in the provided field.
· Need to correct?  Delete price to return price to default margin.
2. Set Custom Margin – Single Item or Bulk Items
Set Single Custom Margin
· Use “Filter Product SKU or Mfr” boxes to browse categories or find products.
· Key the desired “Custom Margin” % in the field provided.
· Need to correct?  Delete custom Margin % to return price to default margin.
Set Bulk Custom Margin
· Use “Filter Product SKU or Mfr” boxes to browse categories or find products.
· Select box to left of product name; choose one, several or all items.
· Choose the “Bulk Actions” button, select “Set custom margin for selected.”
· Enter the Custom Margin %
· Select the Price list name from the Within the price list drop down.
· Click the “Apply to selected Items” button.
Editing an Existing Price List
1. Locate Your Price List
· In the "Price Lists" section, find the list you want to edit.
· Use “Filter Product SKU or Mfr” boxes to browse categories or find products.
2. Modify Products/Prices
· Enter new price $ or new margin % in the field provided.
· Update existing product prices as needed.
· Chose Download button at the top of screen to view price lists in Excel.
Applying a Customizable Price List
1. During Customer Account Set up
· When setting up a customer account or inviting a customer, select a price list from a dropdown menu available.
2. Change Customer’s Price List
· Open Customer’s profile
· Select to “Account Settings” select edit.
· Navigate to “Price List,” choose Price List name from drop down.
Deleting a Price List
1. Select the Manage Price List button.
· In the "Manage Price Lists" section, find the list you want to delete.
2. Click on Delete Icon
· Click on the trash bin icon next to your chosen price list.
3. Confirm Deletion – A pop-up will ask “Action required to delete price list.”
· Select new list from the “Which price list” drop down.
· Click the “Move Customers & Delete Price List” button.
Reset ALL pricing to default margin.
· Choose Options button at top of the screen.
· Select “Reset to Default Pricing.”
· Confirm Reset by selecting “Yes, Reset to Default Pricing” button.
· Prices on every list will return to the default margin.

Troubleshooting & FAQs
I can’t find my saved price list!
· Ensure that you've saved changes before exiting.
· Check if there are any filters applied that might hide certain lists.
Prices aren’t updating correctly in my orders!
· Double-check that you've selected or applied your custom price list correctly during order placement.
· Ensure there are no conflicting automatic conditions overriding manual selections.
· Does your base cost match the pricing on your core account?  
Need More Help?
If you're experiencing issues not covered in this guide:
· Contact our support team via email at MyAnimalRxSupport@mwivet.com, or call us at 1-877-833-8053.

