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Ten Steps to Setting up Ecommerce

Related Links; Ecommerce Overview

The Steps | Examples

The Steps

Step 1 - Plan and Organize All Product Information

Step 2 - Add Items

Step 3 - Add Packages & Item Groups

Step 4 - Add Categories and Subcategories

Step 5 - Add Items, Item Groups, and Packages to Categories
Step 6 - Set up Global Rules

Step 7 - Set Up Payment M ethods and Ecommerce Options
Step 8 - Create and Customize a Shopping Cart Page

Step 9 - Create and Customize a Catalog Page

Step 10 - Publish the Web site, and update the catalog images

Step 1. Plan and Organize All Product Infor mation

o Before beginning to set up Ecommerce through the online software, plan and organize all
items, categories, subcategories, groups, and packages. Determine any special shipping

methods, shipping rules, special item discounts, and item handling charges.
Step 2. Add Items

o Add items (upload product images and define any package optionsin thisstep ) - Add all

products and product components to be used in the catalog
o Select shipping options - Define shipping methods and any special shipping rules

o Package options - All items used in product packages must first have at |east one package

option defined

= Package options are always defined at the time an item is added, or by editing the

item.
o Discount options - Define any special discounts associated with products
o Inventory - Activate inventory control and specify beginning stock on hand
Step 3. Add Packages & Item Groups
o Packages

= Products and product components that will be used in packages must already exist

as items with item package options defined
= At least one option group must be created

= At least one item package option must be added to each option group created.

o ltem Groups




= Productsto be used in Item Groups must already exist as items
Step 4. Add Categories and Subcategories

o Categories and subcategories are used to organize the online catalog by product type,
brand, or any other organized system which allows customersto easily find products
Step 5. Add Items, Item Groups, and Packages to Categories

o Add all productsto be used in the catalog into their respective categories
Step 6. Set up Global Rules
o Shipping methods

o Discounts

o Shipping rules

o Handling charges
o Taxrules

Step 7. Set Up Payment M ethods and Ecommer ce Options
o Payment Methods
o Merchant Account Information - Online merchant account details, Paypal, and/or e-mail
processing
o Shopping Cart Check Out Options

Step 8. Create and Customize a Shopping Cart Page
o Add acart component to a new shopping cart Web page

o Edit the cart component to customize the general look of the cart

Step 9. Create and Customize a Catalog Page
o Add a catalog component to a new catalog page

o Edit the catalog component to customize the general look of the catalog
o Specify your "check out" shopping cart page in the catalog component options
o Select your newly created catal og page from the Ecommerce Product Catalog Management

Page
Step 10. Publish the Web site, and update the catalog images

Back to the Top of the Page

Product Examples

Item Examples

Item Group Example
Package Examples

Express Order Form Example

|tem Examples

Useitems in the online catalog when the products for sale are offered as single items. Once items
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are added to categories, customers will be able to browse the product catalog by category, click on
the item they wish to purchase, and add it to the shopping cart.

[ Click for an example of a category that contains two items for sale]

[ Click for an example of an item page with an add to cart button ]

Use an item to collect donations or to allow customersto pay for services. With variable pricing,
donors can enter the exact amount to pay. In the example below, both the quantity and "unit" of
measure have been disabled.

[ Click for an example of an item used to collect donations ]

Back to Examples

Item Group Example

An Item Group is agroup of products organized for quick access. All products will be available
on one page via a drop-down menu. When a customer selects a new product from the drop-down
menu, the page will automatically refresh. The selected item's details will then be displayed,
allowing a customer to purchase that item or select a different item from the menu.

[ Click for an example of an Item Group |

Back to Examples

Package Examples

A packageis an item with at least one subset (" package option groups") of items that are provided
as purchase options. A customer can choose to purchase a package, then select which options to
include. The price of the final product is calculated based on a customer's choices. For a step-by-
step walkthrough on creating a package, click here for more information.

[ Click for an example of Package Options for a floral arrangement ]
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[ Click for an example of the Main Package Option Area |

[ Click for an example of the Package Options Area |

Back to Examples

Express Order Form Example

An express order form is useful when customers often order many different items. An express
order form provides a method to present any or all products on one page. A customer can then go
down the list, enter the quantity to purchase for any desired products, and click the "add to cart"
button at the bottom of the page. The "add to cart" button will then send all items to be purchased
to the shopping cart.

[ Click for an Example of an Express Order Form ]

Back to the Top of the Page
E-commerce Overview
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Ecommerce Overview

Related Links; 10-Step Guide on Setting Up E-commerce

General Navigation | Product Catalog Management | Product Catalog Rules | Ecommerce Options | Check

Orders and Order Reporting

Website Editor Edit Pages Properties Ecommerce Change Website Tool Box

mynevwwehsite

[Update Catalog Images (Wiew updaie siaius] ]
[Commerce Check ] [Publizh ] [ Wiew Site ]

Product Catalog Management
iCreate and manage product categories, catalog items, product groups and packages,

Product Catalog Rules
Create your zhipping methods, discount, zhipping, handling, and tax rules,

Ecommerce Optionsz
setup payment methodiz], merchant account, and other ecommerce options.

arders
YWiew outstanding order summary, and detail order reparting.,

[ Main Ecommerce Administration ]

General Navigation
To successfully navigate the Ecommerce administration pages and find the appropriate tool quickly, please
read through the ecommerce navigation guide.

Product Catalog M anagement



| | e =] (Sort]

| hoose Them --- ;| [Edf'l:] [Hew] [De1e'|:e] [Cnpy ]

[Manage Item=z ] [Upload [tems ] [Download [tems ] [ Manage Inventory ]

15

[Upload Package Options ] [Download Package Optionsz ]

&) | IName ;I

|- Choose Ttem Group - -] [ Edit ] [ New J [ DE1ETE]

— | | (search ] [name =] [ Sort]

[~ Choose Package — =] [ Edit | [ New | [ Delete |

[ Main Catalog Administration ]

The Product Catalog Management section is used to create, define, and manage all products and items used in
the online catal og.

Product Categories
ltems

Item Groups
Packages
Origins
Catalog Page

Product Catalog Rules



Discounts Shipping Handling Taxes

®  Add Discount Rule ® ey Dizcount Rula:s

SPECIFIC[Rule |0 #7 ] 2% discount - [Mo BEasis]

Status : ACTIVE. Dizcount Rule iz applied BEFORE TAX.

Discount Mame: Package discount

Start: 2003-04-04 00:00;00 Apply 2.00% of amount
End: 2009-01-01 00:00:00

wiodify Deactivate Dalete

SEECIFIC[Rule ID #12] Nenww Guantity Discount - BEased on GQUANTITY

Status ; IMACTIVE. Dizcount Rule i applied BEFORE TAX.

Discount Mame: Quantity Discount

Start: 2001-01-01 00:00:00
End: 2001-01-01 00:00: 00

FROMW %00 To 999 apply dizcount 5. 00%
FROM 10,00 On Up apply dizcount 10, 00%

whodify  Activate Delets

- Based on FRICE

Status © ACTIVE. Dizcount Rule iz applied AFTER TAX.
[ Catalog Rules Administration ]

The Product Catalog Rules section is used to create and manage shipping methods, shipping rules, discount
rules, handling charge rules, and tax rules.

Product Catalog Rules




Payment Methods | Merchant Account Options | Checkout Descriptions | Custom Field{s} | Other Options |

select one of available payment method(s):  Select one of the activated payment method(s):
| credit Card (Modify)
" online Check (Modify)
" Personal Check [Maodify)
|_ Money Orders (Modify)
I gift Certificate [Modify)
" urs-cash On Delivery (Modify)
" custom Payment MHethod (Modify)
! International Bank Draft [dodify)
" payPal (setup)
|_ Open Account [Modify)
[ Institutional Purchase Order [dhodify)
[ cash (Modify)

Activate == | | == Deactivate |

cloze window
[ Ecommerce Options Administration |

Ecommer ce Options

The Ecommerce Options section is used to set up or modify payment methods, merchant account information,
shopping cart options and checkout descriptions.

Ecommerce Options

Check Ordersand Order Reporting



Order Reporting

Outstanding Order Summary

* e ar Download COrder Reports
®* Change Order Status with date ranges

Sort Crder ! |Checku:uut Date = || Descending =]
Records Per Page : |5 ;I

| Change |

Page: 1
Current Page: 151 (Mote: & Records per page)

Order # 26148 Laz Yegas, MW 89121 U3
T - -

[ Main Order Reporting & Administration ]

The Order administration page is used to check orders, update the status of orders, and view or download
detail and summary order reports.
Orders

Back to the Top of the Page
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General Ecommerce Navigation

Related Links: 10-Step Guide on Setting Up E-commerce

Update Catalog Images | View Update Status | Commerce Check | Publish | View Site | Product Catalog Management |
Product Catalog Rules | Ecommerce Options | Orders

Website Editor Edit Pages Properties Ecommerce Change Website Tool Box

mynewwehzite

[Update Catalog Images [Wew Jpdade status) ]

[ Commerce Check ] [Publizh ] [ Wiew Site ]

Product Catalog Management
Create and manage product categories, catalog items, product groups and packages,

Product Catalog Rules
Create ywour shipping methods, dizcount, shipping, handling, and tax rules,

Ecommerce Cplions
setup payment method(z), merchant account, and other ecommerce options,

Orders
Yiew outstanding arder summary, and detail order reporting,

Update Catalog | mages
Applies any changes made to the images in the catalog, allowing these changes to be viewed "live" on the Web site. Use
this option any time images are changed or added to the catal og.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on the "Update
Catalog Images' text link. The main ecommerce page will reload and display a confirmation message: " Catalog |mage
Thumbnails are queued". All thumbnail images used in the catalog will be generated.



mynevwwehzite
Catalog Image Thambnals are quened
[Update Catalog Images [(Wew wpdade siofus) ]
[ Commerce Check ] [Publish ] [ Wiew Site ]

I —————

Product Catalog Management
Create and manage product categories, catalog items, product groups and packages,

Product Catalog Rules
Create your shipping methods, dizcount, shipping, handling, and tax rules,

Ecommerce Options
setup payment method(z), merchant account, and other ecommerce options,

Drders
YWiew outstanding arder summary, and detail arder reporting,

Back to the Top of the Page

View Update Status
View the current status and/or progress of any pending thumbnail image updates for the product catalog.

If there are any images till pending, a progress status bar will load with a detailed list of completed and pending
changes. If al operations have been completed, the message "No images in the queue” will display.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Once the main ecommerce
page loads, click on the "view update status’ text link. The queue status page will load in a new browser window.



mynewwehzite

[Update Catalog Images [Wew ypdate status) ]

Creating Images - ¥ images in queue

Start Time: FriSep 12 12:12:06 2003
|Elapsed Time: 25 secs

0% Finished
. . In Queus
. In Queues . In Queue
Leue
E E44510a Queue |d 5445107 Cueue 1d 5445108
Text Text
Text
Fil 100100 _thumbnail, gif Fil by _th
Filename &wam_about_L=-zt_thumbnail, gif TEnamE AIEES A=) e
I Queue In Queue
. In Queues . 2 . &
LUeue LeLe
Queue 1d 5445110 ?-:I Bh111 ?-:I Bdgh112

Back to the Top of the Page

Commer ce Check
The Commerce Check will run a preliminary check on your Web site's e-commerce settings.

[Update Catalog Images [Wew ypdate status) |
G Commerce Check) Publish | [ iew Site |

roduct Catalog Management
Create and manage product categories, catalog items, product groups and packages

roduct Catalog Fules
Create wour shipping methods, dizcount, shipping, handling, and tax rules,

If the system detects that something is not set up properly, it will inform you. If you are unsure what the messages mean,
please contact Technical Support for further assistance or you may browse the User Guide to determine the solution to
your problem.



T S T —

Pass  Catalog Page iz set, Im';.fcatall:ug ;I hrtml

P45 Default Origin is set. [Origins List ] | home |
Pass  Payment Method(z) exiztiz]). [Payment Methods |

Pass  Cart Page is seft, Imycart ;I html
Pass  |tem Shipping Origin iz zet.
Pass  Shipping Method(=) exist(=), [Shipping Methods |

[Update ] [Publizh ]

cloze window

Back to the Top of the Page

Publish

Any time changes are made to the catalog or any ecommerce options, the changes must be applied by publishing the
Web site. Thiswill publish changes to any Web site pages as well as the catalog and ecommerce system. Publishing the
Web site will not regenerate the thumbnail images used in the product catalog. Use the update catal og images option to
apply any catalog image changes.

A complete log of all completed operations will display. All successful changes will then be viewable "live" on the Web
site.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Once the main ecommerce
page loads, click on the "Publish” text link. The Publish Site page will load in a new browser window.

[Update Catalog Images [Wew vpdate sfafus) |

[ Commerce Check L[ Publizh ] § View Site ]

alog Management
manage product categaries, catalog items, product groups and

Back to the Top of the Page

View Site
The"View Site" option allows quick access to the live Web site from the ecommerce administration. To see any changes
made to the catal og, publish the Web site before viewing.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Once the main ecommerce



page loads, click on the "View Site"

text link. The Web site home page will load in a new browser window.

[Update Catalog Images [Wew opdade status) |

[ Commerce Check | [Publizh JI[ View Site ]

alog Management
manage product categories, catalog items, product 2roups an

Back to the Top of the Page

Product Catalog M anagement

The product catalog management section is used to add, modify and manage al products and items used in the catal og.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Once the main ecommerce
page loads, click on the "Product Catalog Management” text link.

—

[Update Catalog Images [Wew ypdate status) ]
[Commerce Check ] [Publizh ] [ Wiew Site ]

Foot Category
a new category (28]
packages (3273)
item group (5404)
[tems (B<405)
dizabled categary (10613)
express arder farm (12173)
stampz (11184)

| Edit |[ New || Delete || Sort |

[Upload Categories |
[ Download Categaries |

| | |EEHr::hI |Name =] | sort

[~ Choose Ttem — =] [ Edit |[ New |[ Delete |[ Copy |

[Manage [tems ] [Upload 1tems | [Download [tems ]

[Upload Package Cptions ] [Download Package Cplions |

| | | Search IName ;I | Sort |

| --- Choose Ikem Group --- -] [ Edit ][ New ][ DE]HE]

| | Search | IName ;I | Sort |

[~ Choose Package — =] [ Edit |[ New | Delete |

| | | Marmne ;l [ﬂ]

[~ Choose Origin =] [ Edit |[ New |[ Delete || Set Default |




O O — =] [ Edit |[ New |[ Delete || Set Default |

Catalog Page | mycatalog ;I il
[ Set Catalog Page]

Back to the Top of the Page

Product Catalog Rules

The product catalog rules section is used to define and manage shipping methods, discount rules, shipping rules,
handling charges, and tax rules used in the catal og.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Once the main ecommerce
page loads, click on the "Product Catalog Rules" text link.

Discounts Shipping Handling Taxes

®  fdd Discount Rule & iew Dizcount Rules

SPECIFIC[Rule 10 &7 ) 2% discournt - [Mo Basis)

Status . MCTIVE. Discount Rule iz applied BEFORE TAX.

e ——rre—

Dizcount Mame: Package discount
Start: 2003-04-04 0000 00 Apply Z2.00% of amount
End: 20009-01-01 00:000:00

Modify Deactivate Delete

SPECIFIC[Rule 10 #12] News Huarntity Discourt - Based on GUANTITY

Status . INACTIVE. Dizcount Rule iz applied BEFORE TAX,

| e —

Dizcount Mame: Quantity Discount
Start: 2004-041-01 00:00: 00
End: 2000 4-04-01 00:000:00

FRCMW 5. 00 To 9.99 apply discount 5. 00%
FRCW 40,00 On Up apply discount 100 00%

Modify  Activate Delets

GLOBAL(Rule IO #5) Easter Sale - Based on PRICE

Status ;. MCTIVE. Discount Rule iz applied AFTER TAX.

T ——

Discount Mame: Easter Sale Discount
Start: 2003-01-01 000000
End: 20&-01-01 00000

FROM 0.00 To 49999 apply dizcount 10, 0%
FRCW SO0 0l On Up apply discount 1%, D%

Modify Deactivate Delete

close window




cloze window

Back to the Top of the Page

Ecommer ce Options
The ecommerce section is used to set up payment methods, merchant account information, shopping cart options, and
other ecommerce options.

Navigation: Click on the main "Ecommerce” text link at the top of any main administration page. Once the main
ecommerce page loads, click on the "Ecommerce” text link. The Ecommerce Options page will load in a new browser
window.

select one of available payment method(=):  Select one of the activated payment method(z):
[ credit Card (Modify)
[ online Check (Modify)
" Personal Check (Modify)
I HMoney Orders (Modify)
I Gift Certificate [MAodify )
[ uprs-Cash On Delivery (Modify)
" custom Payment Method (Modify)
" International Bank Draft [Modify)
[ PayPal {Setup)
r Open Account (Modify)
[ Institutional Purchase Order [hodify)
[ cash (Madify)

Ackivate === | | <== [Deactivate |

close winda

Back to the Top of the Page

Orders
The order section is used to check orders, access order reports, and update the status of orders. Order reports can be
customized and viewed online, or exported to be utilized in spreadsheet compatible software.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Once the main ecommerce
page loads, click on "Order Reporting”. The order reporting summary page will load in a new browser window.



Order Reporting

Ot standing Order Summary

* iew ar Download Order Reports
® Change Order Status with date ranges

Sort Order | Checkout Date ;I Descending ;I
Y

-

Fecards Per Page .

Page: 1
Current Page: 171 (Mote: & Records per page]

s

Qrder # 19916

2003-07-18 09:45:03

Laz Yegas MW EI121 LS

=

=

2003-07-15.109:38-48

Crder # 19913

oL LI

Laz Wegas MW 89121 S
L

=

Z2003-04-23.11:07:05 F 2 000 000 000005 .00
Drder # 25 Pazadena,Ca 91107 LS
M *

Crder # 24
ol

2002-04-22 17:50:02

$ 2 000 000 000 005 00

Las YWegas MW EI121 US

=

cloze window

Back to the Top of the Page
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Working with Uploading and Downloading Your Product Catalog

Detailed Explanation

Related Links: 10-Step Guide on Setting Up E-Commerce | Product Catalog Management | Product
Categories | Package Options for Items

Overview | Suggested Work Flow | Manage Products | Manage Package Options for Products | Manage
Categories | Modify the Mass-Upload File | List of Fields for the Mass-Upload File

Overview

Version 3.0 gives website owners the ability to manage products and categories by using any spreadsheet or
database software capable of reading and writing text filesin tab delimited format. This allows a website
owner to:

. add new products and make changes to existing products by uploading and downloading an item

file

. add new categories, designate subcategories, and assign items to categories with a category file

. aswell as add and make changes to package options for products.

At any time, tab-delimited files may be downloaded from your Administration.
Back to the Top of the Page

Suggested Work Flow

1. Set up at least two products through the product catalog adminstration, entering all information for
theitems.

2. Create at |least one category through the product catalog administration. Add at least two products to
this category.

3. Download the tab-delimited item file and download the tab-delimited category file.

4. Edit the tab-delimited file for your items, by modifying existing items or adding new items. Save the
file as atab-delimited text file.

5. Upload your new item file into the e-commerce system. All new items will automatically be given a
system generated Item ID number.

6. Download and open the tab-delimited item file ( items.tsv ) again. The Item ID field for your newly
added products will now be populated with a system-generated number.

7. Edit the tab-delimited file for your categories, by modifying existing categories or adding new
categories. Use the Item ID from the items.tsv file to assign items to a category. Save the file as atab-
delimited text file.

8. Upload the categories.tsv file by using the category upload tool in the ecommerce product
adminstration.

9. Repeat the above steps any time new products or categories need to be added to the catalog. Item
information and category information can be changed/updated, provided that the system generated




Item ID number and the system generated Category |D number are present in the tab-delimited text
files.

Back to the Top of the Page

Manage Products

Downloading Items From the main menu of the E-commerce section, click on the link "Download
Items" to download the tab-delimited item file.

| | [Neme ]
|--- “hoaose Item - =] [ Edit ] [ Hew] [ Delete] [{.‘-npy ]

[ Manage [tem= ] [Upload Items [ Download [tems ]I[ thanage [nventory |

[Upload Package Options | [ Download Package Options |
[Upload Category [tem Lists ] [Download Category [tem Listz ]

A new window will appear:



Download Rems

T —

Fequired hem ID Fequired Hame Eequired Price

Fequired taxable Fequired Weight
[ Short Description [ Description [T HMeta Description
[T Meta Keywords [T Code [T Use Quantity
[T Barcode [T Manufacturer [T wWarranty Info
[ Image [T MSRP [ Lengthiinch)
[T Height{inch) [ wadthi{inch) [ rem Optionds)
[T Uuse Al Shipping Methods [T Hide Price [T Hide Purchase Button
[T Inventory Option [ Current Inventory [T Add Inventory

select sl Dezelect all
( )

close window

Checkmark the boxes next to the fields that you would like to have downloaded for your items. If
you want all of them selected, you may click on the blue text "Select All" above the "Download"
button.

When done specifying your options, click on the button "Download”. A dialog window will appear
asking if you want to open or save the tab-delimited text file.



r ]

Required Hem 1D .'?eq-'..'r'rfd Hame Required Pric

e s =
“ File Duwnluad M=l 2 L
File Download

'ou are downloading the file:

ltemns. tay
Wwhovld vou like t ave It to pour computer’?
oeen | eme Cancel More Info

J
W Alwayz azk before opening this type of file

ez, [N pemEalder Cancel

close windowm

Click on the button "Save". Another dialog window will appear asking where you want to save the
file and what filename you want to save thefile as.

T ————— T
Save As E E
Savein. | [Z] Desktap I‘j" |
Bty Computer

b E Y E Y E Y Y i LY E_

—  File name:

- Save az lwpe: | TSY File j Cancel




Navigate through your computer to specify alocation where you would like to save the file. Enter in
afilenamein thefield "File Name". When done, click on the button "Save" to save the tab-delimited
item file to your computer.

Uploading Items
From the main menu of the E-commerce section, click on the link "Upload Items" to upload your tab-

delimited text file for items.

| | [Nme ]
|--- hoose TEem - =] [ Edit ] [ Hew] [ Delete] [{:npy ]

[ Manage Itemsl [Upload [temsz ] § Download 1tems ] [Manage Inventory ]

[Upload Package Options | [ Download Package Optionsz )
[Upload Category [tem Lists ] [Download Category [tem Lists ]

A new window will open up asking for the location of your upload file. Click on the button
"Browse..."



Create andfor Update Existing Rems

Upload ywour Tab Delimited file, l Browse. .. l

[ Upload Ilerns]

To download a sample file, click here,

Motes:

Download a sample TS file or download exizting items to start,
Download only the field(s) that you need to update,
Firzt line of TS file (field descriptions) should not be changed.
[tem ID field zhould not be changed for exizting items.
To create new item, leave Item D field blank.,
For Excel uzers, pleaze zave the file az TAE delimited file format,
Image Field:
O plain filename (#es?, 2if.
O http url (AZED: F Peeaee, dest com fiesd 2if)
* Actual Image Files need to be uploaded to _images directory separately using filing
cabinet,

* Hem Option({s) Field Farmat:

O OpfapMamel=valued rale el g lueC0pHontamez=valuel aluel;
* [lze "Inventory Option","Current Inventory"” and "Add Inventory" fields with caution,

Do ot include those fields if you do not understand how to use those fields,

¢ Inventory Option field allowed values:

< 0 Do not uze inventory

< 10 Do not allow users arder items not in stock

O 20 Allow users to backorder items
¢ Current Inventory field iz provided far reference only. Changes to current inventory
field will not change the inventary, To update current inventory, pleaze uze Add
Inventory field instead,

Specify the location of your upload file by browsing through your computer directory. When you
find your upload file, click on the file name and then click on the button "OK".



il ————————|

Upload yaour Tab Delimited file, Browse...

r el a ol BN = ‘I

Choosze file EEd |
Lok jn: | =) My Computer -] G

(=1 "Winnt [C:)

[ess

]
]
Fil

e .
T4 File name: ( Open ]

'I:'I' Files of type: [ Al Files [%.%) j Cancel
m

= [T TEname e Ay,

Y ou will then see the following screen:

Create and/or Update Existing tems

T —

Upload your Tab Delimited file, iFErns Fay Browse. ..

([ Upload ltems ])

Click on the button "Upload Items' to upload the file to the E-commerce section of your Web site.
The system will then display alog of the uploading process:



Upload. |ab el mited. File

pload wour Tab Delimited file,

[ Upload ltems ]

Browsze. ..

Created [tems ]
pdated |tems 12

f Detail logs:

- |[tem carton of pencils iz updated,

- [tem pack of rabbits iz updated,

- [tem carton of pencils (UP) iz updated.
- |[tem pack of rabbits (IUP) iz updated.

- [tem descriptor is updated,

- |[tem description limit iz updated.

- [tem description limit 22 iz updated.

- [tem description imit 22 iz updated.

- I[tem T =hirt iz updated.

- [tem red t shirt for package iz updated.

- [tem g2reen t shirt far package iz updated,

\ [tem green t shirt for package iz updated.

If the system detected any errors, it will inform you in red text.

Back to the Top of the Page

M anage Package Optionsfor Products

Downloading Package Optionsfor Products
From the main menu of the E-commerce section, click on the link "Download Package Options' to
download the tab-delimited category file.

Upload Rems

Download Hems Upload Package Options Download Package O

tions

Download Package Options




The following screen will load:

Download Package Options

ﬁ

Fequired Hem Id Fequired Package Option Id  Fequired Package Option Price

[T Rem Hame

Lelect Al Deselect all

cloze windom

Checkmark the boxes next to the fields that you would like to have downloaded for your package
options. If you want all of them selected, you may click on the blue text "Select All" above the
"Download" button. When done specifying your options, click on the button "Download". A dialog
window will appear asking where you want to save the file and what filename you want to save the

file as.

Download Package Options
m Enter name of file to zave to.. EE
Save in: Igﬂ Desktop J £F I. =]
Requi

% by Computer

1 MozillaFirebird

| Shortcut

File narne: ackagellphions. tey ( Save

Save as tppe: I“.tw j Cancel

Navigate through your computer to specify alocation where you would like to save the file. Enter in
afilenamein thefield "File Name". When done, click on the button "Save" to save the tab-delimited

category file to your computer.



Uploading Package Optionsfor Products
From the main menu of the E-commerce section, click on the link "Upload Package Options' to
upload your tab-delimited text file for categories.

Create andfor Update Existing Package Options

m

Upload your Tab Delimited file, | ( Browse. .. | )
Upload

To download a sample file, click here,

£
El

Please call Web Support before using this feature for the first time.

Download a sample TS file or download exizting package options to start,

Download only the fieldi=) that you need to update,

Firzt line of TSW file (field descriptionz) should not be changed.

[tem ID and Package Option ID fields should not be changed for exizting package options,
To create new package option, leave Package Option (D field blank.,

For Excel users, please save the file az TAE delimited file format.

l[ten Mame is prowided for reference only, Changes to item name will not change the actual
item name nor link package option to correct item,

cloze window

A new window will open up asking for the location of your upload file. Click on the button
"Browse...".



Upload wour Tab Delimited file, Browee, ‘

File Upload
Loak. ir: I m Desktop

_5‘ by Computer
1 MozillaFirehird

(41 Shortcut

Temy
LN

a | 2]

N3
File narme: [| ﬂ Open j

Files af twpe: I.-i‘-.II Files j Cancel

* * e e PP
M — T o=

tu

1::“' T T T pﬂﬂl!ﬂ;u SR LT T L TR T

Specify the location of your upload file by browsing through your computer directory. When you
find your upload file, click on the file name and then click on the button "Open". When you are back
at the Upload Package Options screen, click on the button "Upload Package Options' to upload the
file to the E-commerce section of your Web site.

Create andfor Update Existing Package Options

Upload wour Tab Delimited file,

Lagelptions.tzy, - Browse. . |

The system will then display alog of the uploading process. If the system detected any errors, it will
inform you in red text.

Back to the Top of the Page

Manage Categories



Downloading Categories
From the main menu of the E-commerce section, click on the link "Download Categories' to
download the tab-delimited category file.

Upload Categories Download Categories Upload Hem Lists Dovwnload Hem Lists

Download Categories

Fequired Category ID

Required Hame

= Express Order hems under this

Code
I Form category{sorted)

The following screen will load:

Download Categories

Eequired Category ID Fequired Hame
Express Order Hems under this
[T code >
Form category({sorted)
Humber of
r Image [T Humber of rows
columns
Order in Parent Parent
[ status
Category Category ID
select all Dezelect all

close windom

Checkmark the boxes next to the fields that you would like to have downloaded for your categories.
If you want all of them selected, you may click on the blue text "Select All" above the "Download"

button. When done specifying your options, click on the button "Download". A dialog window will

appear asking if you want to open or save the tab-delimited category file.



File Download =l

Category IN Peanired Hame ‘ ‘

Code
FieDownlosd K|
Image
ou are downloading the file:
Order ir
Categor cateqories. bay

it ba your computer?

Cancel Mare Info

- b
W Alwayz azk before opening this type of file

ez, [N pemEalder Cancel

Click on the button "Save". Another dialog window will appear asking where you want to save the
file and what filename you want to save thefile as.

rory 1N Feanired Hama

e —— T |
Savers &
k Save in: IE Desktop j £ | I'fFl |
kFinp _&‘ Ay Cornputer

oIy bernz. ke
I 1 Shortout

File narme:

(=)

- Save az lype: I_tw Daocument j Cancel

Navigate through your computer to specify alocation where you would like to save the file. Enter in
afilenamein thefield "File Name". When done, click on the button "Save" to save the tab-delimited
category file to your computer.



Uploading Categories
From the main menu of the E-commerce section, click on the link "Upload Categories' to upload
your tab-delimited text file for categories.

Upload Categories Download Categories Upload Kem Lists Download Rem Lists

Create andfor Update Existing Categories

A new window will open up asking for the location of your upload file. Click on the button
"Browse...".

Upload Categories | Download Categories | Upload item Lists | Download ltem Lists

Create andfor Update Existing Categories

Upload your Tab Delimited file,

[ Upload Categories

To dawnload a zample file, click here,

Mo e s:

Download a zample T5Y file ar download existing categaries o start,
Download only the field(z) that yvou need to update,
Firzt line of T3V file (field descriptionz) should not be changed.
Category ID field should not be changed for exizting categories,
To create new category, leave Category 1D field blank.,
For Excel uzers, pleaze zave the file as TAE delimited file format,
Image Field:
< plain filename (Zes2, 2,
O http url (AEED:F Pwewewe, Test cam Fest 2ifl
& Actual Image Files need to be uploaded to _images directory separately using filing
cabinet,
& [Ize "Parent Category ID","Order in Parent Category"” and "Hems under this category
{sorted)" fields with caution,
Do not include those fields if you do not understand how o uze those fields,

cloze wirdon




Do not include thosze fields if wou do not understand how £o uze thoze fields,

cloze window

Specify the location of your upload file by browsing through your computer directory. When you
find your upload file, click on the file name and then click on the button "OK".

Create andfor Update Existing Categories

1
Choose file EH |

Loak. in: I_%‘M_l,l Computer j ﬁl

Removable Disk (&)

Whinnt [C:]
D
D _
N File nare: ( Open
C ' Files af type: | ANl Files [%.7) -] SE—
Ti

For Excel Users, please save the 1le as 1A0 delmited Tie jormat,

Click on the button "Upload Categories' to upload the file to the E-commerce section of your Web

site. The system will then display alog of the uploading process. If the system detected any errors, it
will inform you in red text.

Back to the Top of the Page

Editing the Mass-Upload File

Once the file has been saved to your computer, you may edit the tab-delimited text file using a text editor
such as Notepad, but take care not to remove any line breaks or tabs. A safer way to edit the tab-delimited
text fileisto open it in a spreadsheet program, such as Microsoft Excel.

If you are using a spreadsheet program to edit the tab-delimited text file, you will see each of the
downloaded fields that you selected as part of the column name. For the tab-delimited item file you will see



the following:

] 1 ] | L | L | L | I | = | 'l | I

ltern D Mame Frice taxable  YWeight  \Width{inchltern Optio Barcode  MSREFP
|
]

If you use atext-editing program to edit the tab-delimited item file, you will see the following instead:

E items.tzv - Notepad - [O]]
File Edit 5Search Help

“Item ID" Hame Price  taxable Weight Width{inch) |
“Item Option{s})" Barcode HSRP Description Height{inch}
“"Use Quantity™ Image Length{inch) “Short Description”
Manufacturer “"Meta Description®™ "Meta Keywords"™ Code

“"Warranty Info"l

This does ook very odd, so you can see why using a spreadsheet program to edit the tab-delimited text file
isvery recommended. The remainder of this page will assume that you are using a spreadsheet program to
edit the tab-delimited text file.

Back to the Top of the Page

List of Fields
All of thefields in the tab-delimitted text files are listed on this page.

Back to the Top of the Page

Please make surethat thefirst line of text in the tab-delimited text filesMUST NOT be changed. If
you are using Microsoft Excel or a spreadsheet program, DO NOT customize the column to display
for numbersor text. Onceyou are done with inputting information for all of your pages, you need to
savethefile. Thefile MUST BE SAVED asatab-delimited text file. Thisfile must not have any
gpacesin the filename and thisfile should have the extension of " .txt" at the end of the filename.

Back to the Top of the Page
Product Catalog M anagement




10-Step Guide on Setting Up E-Commerce

Back to Previous Page
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Working with Uploading and Downloading Your Product Catalog

List of Fields

Related Links: 10-Step Guide on Setting Up E-Commerce | Product Catalog Management | Working with

Uploading and Downloading Y our Product Catalog | Product Categories | Package Options for Items

List of Fieldsfor the Item File | List of Fields for the Package Option File | List of Fields for the
Category File | List of Fields for the Category Item File

Below is adescription of all the fields for the tab-delimitted:
item file - to upload and modify Items

package option file - to upload and modify Package Options for Items
category file - to upload and modify Categories
category item file - to upload and modify productsin Categories

[tem file

Inventory Option
Width

Hide Price

Item Option

Image
Short Description

Meta Description

Barcode

Manufacturer

Use All Shipping Methods

Warranty Information

MSRP - Manufacturer's Suggested Retail Price
Code

Length

Use Quantity

Add lventory
Hide Purchase Button

Height




Meta Keywords
Current Inventory

Item 1D - the item identification number
If you have existing products, the tab-delimited text file will download them so that you will see themin
the tab-delimited text file.

A B [ C — 0 | E |
1 fitern ID__WMName Frice taxable WWeight Description
2 140 carton of pencils 200 1 O this is my lox
3 222 pack of rabbits 0.15 1 0/ lang descript
4 55940 carton of pencils (LIF) 200 1 U this 1s my lon
5 5941 pack of rabbits (UP) 0.15 1 U long descript
b 55945 green t shirt for packag A0 0 0 .let us run th

Edit all the fields that you desire. To replace an item with the information that you will upload, you must
keep the field "Item ID" the same. So, for example (see above screenshot), if you wanted to upload the 1st product
(carton of pencils) with new information, you must keep the "140"; the "140" is the system's way of identifying
that product. Please do not enter item ID's in your tab-delimited text file unless you are absolutely sure that you
want this automatic replacement to occur.

If thefield "Item ID" isblank for an item, the system will assign an Item ID to that product and assume it
isanew product. This product would then need to be assigned to a category in order to be displayed on the Web

site.

Name - name of the product
The Name field must not have any line breaksin it; that is, the name of the product must be one line of
text.

Price - the price of the product in decimal format
The price of the product must be either numbers or decimals. For example, "100.5"

Taxable - whether the item is to be considered taxable
To enable theitem as taxable, enter "1" (one) in the field. Enter "0" (zero) if theitem is not to be taxed.

Weight - the weight of the item, in pounds
The weight of the product must be either numbers or decimals. For example, "100.5"

Width - the width of theitem, in inches.
The width of the product must be either numbers or decimals. For example, "100.5"

[tem Option
Y ou have the ability to provide a drop-down selection for your item. This drop-down selection does not
have the ability to define different prices, for that, you would need an item group.

The format of thisisthe name of the option, followed by the equal sign, followed by the options separated
by spaces, and then ended with a semi-colon. For example, if you wanted to have a drop-down selection for t-
shirts for the sizes, you would enter the following for this field:



Size=XS,SM,L , XL ,XXL,3XL;

If you wanted to have two drop-down selections for t-shirts for sizes and color, you would enter the
following for thisfield:

Size=XS,SM,L XL XXL,3XL:Color=Green,Blue,Red,Y ellow:;

Use All Shipping Methods
Thisfield allows you to set your product to use all of the global shipping methods.

Barcode
Thisisthe barcode of this product. This personal identification code will NOT show up on the Web site at
al and only shows in the Product Catalog Management section of your Administration.

M SRP - Manufacturer's Suggested Retail Price
The price of the product must be either numbers or decimals. For example, "100.5"

Description - the description of the product

Thetext for your description CAN NOT contain aline break or carriage return. Thisisalimitation of tab-
delimited files; for tab-delimited files, the line break signifies the end of the entry and the next bunch of text
would beread asthe Item ID (thefirst field for an entry). Y ou will have to edit the item after you have finished
uploading to apply line breaks to the description - this will have to be done for al items that need such line breaks.

Height - the height of the item, in inches.
The height of the product must be either numbers or decimals. For example, “100.5"

HidePrice
If you want to hide the price of thisitem on the Web site, enter "1" (one) for thisfield. Otherwise, enter
"0" (zero) to display the price for this product.

Hide Purchase Button
If you want to hide the "Add to Cart" button of thisitem on the Web site, enter 1" (one) for thisfield.
Otherwise, enter "0" (zero) to display the the purchasing button.

Use Quantity

Set the Use Quantity field to "1" (one) to allow the customer to order multiple quantities. Set the Use
Quality field to "0" (zero) if you need to prevent a customer from being able to specify the quantity to order or if a
custom unit of measure is needed instead of a generic quantity.

I mage - the image for thisitem

Enter in the exact filename of the image that you want to have applied for thisitem. For example, if the
image for this product is called "mylmage.jpg”, you would put "mylmage.jpg in this field. The system will then
search the™ _images" directory of your Web site for this file and then assign this image to the product. This, of
course, means that this image file must have already been uploaded to the _images directory.

Add Inventory

The number in thisfield will be added to the current inventory numbers for this product. So, for example,
if you had an iventory of 1000 for one product and you had "123" in the "Add Inventory" field for this product,
after you upload the inventory number for this product will be 1123. Y ou may also subtract from the current Web


http://www.help30.com/filecabinetmanager.ivnu#fileupload

site inventory by putting in a negative number. For example, if 1000 quantities of a product were bought from
your physical store, you would add "-1000" to the "Add Inventory" field for the product.

L ength - the length of the item, in inches.
The length of the product must be either numbers or decimals. For example, "100.5"

Short Description - the short description of the product

The text for your short description CAN NOT contain aline break or carriage return. Thisis alimitation
of tab-delimited files; for tab-delimited files, the line break signifies the end of the entry and the next bunch of text
would be read asthe Item ID (thefirst field for an entry). Y ou will have to edit the item after you have finished
uploading to apply line breaks to the description - thiswill have to be done for all items that need such line breaks.

The short description will of the product will only show up if that setting has been enabled on the category level of
the catalog component.

Manufacturer - the company that manufactures the product

Meta Description - the description of the product that is readable by search engines

Use this field to apply adescription for the product. This Meta Description is read by Search Engine
companies when you promote your Web site to the internet world. Y our Web site visitors will not see this meta
description unless they view the HTML code of your Web page. The text for your Meta Description CAN NOT
contain aline break or carriage return. Thisis alimitation of tab-delimited files; for tab-delimited files, the line
break signifies the end of the entry and the next bunch of text would be read as the Item ID (thefirst field for an
entry)

Meta K eywor ds - the keywords of the product that is readable by search engines

Usethisfield to apply keywords for the product. These Meta Keywords are read by Search Engine
companies when you promote your Web site to the internet world. Y our Web site visitors will not see these meta
keywords unless they view the HTML code of your Web page. Thistext CAN NOT contain aline break or
carriage return. Thisisalimitation of tab-delimited files; for tab-delimited files, the line break signifies the end of
the entry and the next bunch of text would be read as the Item ID (thefirst field for an entry)

Code
Thisisyour personal identification code for this product. This personal identification code will NOT show
up on the Web site at all and only shows in the Product Catalog Management section of your Administration.

Warranty Information
Thisiswarranty information on the product. Only you will see thisinformation in the Administration. If
you want to post this information for visitors to see, input thisinformation in to Description instead.

Inventory Option

Thisfield states the type of inventory option that you want to use for a product. Enter in "0" (zero) if you
will not be using inventory. Use"1" (one) if you will useinventory and you do not want the customer to backorder
items. Use "2" (two) if you will use inventory and you also want the customer to be able to backorder items.

Current Inventory

Thisfield reports the current inventory that the system has for your product. Please keep advised, that the
Web site's inventory for a product can change instantly as the products are available for visitors to purchase while
you are updating the upload sheet.
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Package Option file
Item D
Package Option ID
Package Option Price
[tem Name

Item 1D - the item identification number
For your package option, you must supply the Item ID of the product that you want to supply the package
option for.

Package Option I D - the package option identification number
Thisisthe ID number for the package option. If it is an existing package option, a number will be
provided. If the package option is new for the item, leave thisfield blank for the entry.

Package Option Price - the price of your package option for the product.

[tem Name

Thisfield is used to help you identify the package option you are applying to an item. If you have existing
package options, these will already be filled out the same as the item. So, for example, if you have ten package
options for the item "sub sandwiches', all ten of the package options will have the name "sub sandwiches'.

If you are adding new package options, what this meansis that the field "lItem Name" is not used but is only used
to help you identify the package options for the same product.

Category file
Category 1D
Name
Code
Number of Rows
Image
Status
Number of Columns
Parent Category ID
Items Under this Category (sorted)
Express Order Form
Order in Parent Category

Category ID - the category identification number

If you have existing categories, the tab-delimited category file will download them so that you will see
them in the tab-delimited text file. Edit all the fields that you desire. To replace an item with the information that
you will upload, you must keep the field "Category ID" the same. Please do not enter item ID's in your tab-



delimited category file unless you are absolutely sur e that you want this automatic replacement to occur.
If the field "Category ID" isblank for a category, the system will assign an Category ID to that category
and assume it isa new category.

Name - name of the category
The Name field must not have any line breaks in it; that is, the name of the category must be one line of
text.

Code

Thisisyour personal identification code for this category. This personal identification code will NOT
show up on the Web site at all and only shows in the Product Catalog Management section of your
Administration.

Number of Rows

Specify how many rows of items that you would like the system to display on the Web site for this
category. Based on the number of rows and the number of columns, the system will display all of the itemsfor this
category in that fashion. For example, if you define 4 rows and 4 columns, you will have 16 items on the page for
this category (if you have more than 16 items, the remainder will be on other pages of the category) with 4 items
going from left-to-right and 4 items going from top-to-bottom.

I mage - the image for this category

Enter in the exact filename of the image that you want to have applied for this category. For example, if
the image for this category is called "mylmage.jpg”, you would put "mylmage.jpg in this field. The system will
then search the " _images' directory of your Web site for thisfile and then assign thisimage to the category. This,
of course, means that thisimage file must have already been uploaded to the _images directory.

Status

Specify whether the category will be active or inactive. If the category isinactive, the category and all the
items assigned to the category will not show up on the Web site. Enter "active" to enable the category and enter
"Inactive" to disable the category.

Number of Columns

Specify how many columns of items that you would like the system to display on the Web site for this
category. Based on the number of rows and the number of columns, the system will display all of theitemsfor this
category in that fashion. For example, if you define 4 rows and 4 columns, you will have 16 items on the page for
this category (if you have more than 16 items, the remainder will be on other pages of the category) with 4 items
going from left-to-right and 4 items going from top-to-bottom.

Parent Category 1D

Specify the Category ID of the category that will be the parent of this category. For example, if you
wanted a category of Shirts (category ID 12345) to have two subcategories of Children and Adults, the Children
category and the Adult Category would have the Parent Category 1D of 12345.

Y ou must still specify the order of these categories under the field Order in Parent Category.

Items Under this Category
The Item IDs of items that will be assigned to this category will be listed here. If you already downloaded
the tab-delimited category file, you will see numbers separated by commas:


http://www.help30.com/filecabinetmanager.ivnu#fileupload

1 | J [ P [
e sy P WAk A xpress O Order in Pal
S840 5948 5549 5950 55947 5941 !5 0 1
[ [ 10 W 1 2
59445 5554 i 1
5950 0 7
222 5841 SEad 0 3

From the tab-delimited item file, gather all of the Item IDs and enter them here. Y ou do not need the single quotes
to surround all of the numbers, but you DO need to place a comma between every Item ID. If an Item ID that is
used in thisfield does not exist as an item, the system will not assign that item to the category.

Express Order Form
If you want the system to apply an Express Order Form for this category, specify a"1" (one) in thisfield.
Otherwise, specify a"0" (zero) to not use the Express Order Form for this category.

Order in Parent Category

Specify how you would like to sort these categories under the parent category specifed under the field
Parent Category I1D. So, for example, if you had categories of Men, Women, Boys, and Girls for the parent
category Shirts and you wanted them in al phabetical order, the category Boys would be"1", Girls would be "2",
Men would be "3", and Women would be "4".

Category Item File
Category ID
Iltem ID
Category Name
Item Name

Category ID
If you have products in existing categories, the system will download your tab-delimitted text file with the
Category IDs of your existing categories. The Category ID must exist or the system will give an error.

[tem ID
If you have products in existing categories, the system will download your tab-delimitted text file with the
Item IDs that are already in an existing category. The Item ID must exist or the system will give an error.

Category Name
When the Category Item File is downloaded, thisfield isfilled with the names of the categories. It isonly
used for informational purposes, so putting in anew name for the category in this file will do nothing.

[tem Name

When the Category Item File is downloaded, thisfield isfilled with the names of the itemsthat are in the
category. It isonly used for informational purposes, so putting in anew name for the item in this file will do
nothing.



Please make surethat thefirst line of text in the tab-delimited text filesMUST NOT be changed. I f
you are using Microsoft Excel or a spreadsheet program, DO NOT customize the column to display
for numbersor text. Onceyou are done with inputting information for all of your pages, you need
to savethefile. Thefile MUST BE SAVED asatab-delimited text file. Thisfile must not have
any spacesin the filename and thisfile should have the extension of " .txt" at the end of the
filename.

Back to the Top of the Page
Back to Working with Uploading and Downloading Y our Product Catalog
Back to Product Catalog M anagement
Back to 10-Step Guide on Setting Up E-Commerce
Back to Previous Page
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Working with Product Layouts

Detailed Explanation

Overview | Adding the Catalog Component | Modifying the Catalog Component | Items in the Product
Catalog | Categoriesin the Product Catalog | Item Groups in the Product Catalog | Packagesin the
Product Catalog

Overview
Version 3.0 allows you to customize how your catal og appears to your shoppers with the use of a catalog

component on a page that you specify as your catalog page. With those options, you can also set up
colors and stylesheets to apply to your catalog page to get the right look for you.
Back to the Previous Page

Adding the Catalog Component
The catalog component acts as a placeholder to instruct the 3.0 system where the product catalog will

appear on the catalog page. Y our catalog page can still have other components, such as a navigation
component, images, text, etc... These components will appear on every page of the product catalog, in
addition to the actual catalog information.

First, you must already have a catalog page already created (if not, click here for more information on

creating new pages). Y ou can name this page whatever you would like, though it must not have any
spaces and you should restrict the filename to only letters. For the examples on this page, it will be
assumed that "catalog.html" is the name of the catalog page.

™ cart - . LOR / Viem

( [T catalog catalog, himl catalog Active Edit ‘u‘ie@
I Fa Fiy Fif F i : [l ¢ e

I FeT R T . i o il e W B i s 1 - o L s Foil | i



http://www.help30.com/c_catalog.ivnu
http://www.help30.com/c_catalog.ivnu
http://www.help30.com/colorpalette.ivnu
http://www.help30.com/stylesandclasses.ivnu
javascript:history.back(1)
http://www.help30.com/c_catalog.ivnu
http://www.help30.com/c_navigation.ivnu
http://www.help30.com/c_navigation.ivnu
http://www.help30.com/c_image.ivnu
http://www.help30.com/c_text.ivnu
http://www.help30.com/websiteeditor.ivnu#createnewpage

Once you have a page to work with, you would then add a catal og component to the page. Click here for

more information on adding components to a page. Below is a sample image that will appear to indicate
where the catalog component was placed.

Sample Item
Ttem Id: 00
Sample e Price: $0000
Qty: 1
Add ltem to Cart

[ enlarge |

sample Description

Back to the Previous Page

M odifying the Catalog Component
Edit the catalog component by clicking on the sample image of the catalog. If you are in Simple Mode,

the editing window will open; if you are in Advanced Mode, select "Edit" in the small window that
popped up over the catalog component. Y ou will see the following screen:
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General Options

Title Fant:

Category Title Font:

Category Desc Font:

- Size: "’I Calor:
- hize: "’I Colar:
- Lize: "’I Colar:

Font zetting: may override ztyle sheet zettings

Options to Show on Main
Page

Description: ™
Image: ™
Other Options

Style Sheet Options

Default Class:

Title:

Category Title:
Category Description:
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The Title, Category Title, and Category Description font styles may be modified by changing the default
values next to each item.

Title Font: »§ Size: » | Color: LMo Color

Category Title Font: i Size: 'I Calar: ©oMNa Calar

Category Desc Font: =i Size: LMo Calar

The descriptions and images may be hidden or displayed by checking the appropriate box. These two
selections only control the layout of the main catalog page.
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Style sheets for the main catalog page may be applied. See the section on style sheets for further
information.
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The Catalog Title can be customized by typing a new title in the space provided. Thetitle acts as the
primary heading for the catalog page.

Before a customer can access the shopping cart, a shopping cart page must be selected. Select a page that
contains a shopping cart component from the drop-down menu provided. If necessary, create a shopping

cart page before proceeding.

The text that displays on the "Add to Cart" and "Update Price" buttons may be customized. Type the text
to display in the fields provided.

To use a custom image for the "Add to Cart" and/or the "Update Price" button, click on the "No Image"
text under the button to change. The image selection administration page will open in a new browser

window.

To change an existing custom image used for the "Add to Cart" or "Update Price" button, click on the
current image name. The image selection administration page will open in a new browser window.



http://www.help30.com/c_cart.ivnu
http://www.help30.com/pe_components.ivnu#selectimage
http://www.help30.com/pe_components.ivnu#selectimage

AT I T =, I|_||:| [=|u]]8 il |

[ Other Options

Cart Page /Destination Form Page: | mycart ;l hEmil
Show Main Catalog Link.:

show Categories Mawvigation Link:

Categary per row at Main Cataloz Fage:

i . :
1] 1]
L L
4 1

Catalog Title:

"MERP" Image: Mo Image

ar Text:

"Price" Image: Mo Image

ar Text: | |

"Dizcounted Price" Image: Mo Image

ar Text: | |

"Package Baze Price" Image: Mo Image

ar Text:

"In Atock" Image: Mo Image

ar Text:

"8dd to Cart" Image: Mo Image

ar Text: | |

"pdate Price" Image: Mo Image

ar Text: | |

send to non-cart Page: [

To apply any changes made, press the "Update" button located at the bottom of the administration page.
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ltems
The display of the actual product items within the catalog may be customized by changing any of the
available options.

mmluns N
Title Font: - | Size: ﬁ Color: Lo me Color
Info Font: - | Size: ﬁ Color: oMo Color
Desc Font: - | Size: ﬁ Colar: Lo Mo Color
Form Fields Font: - | Size: ﬁ Color: Lo Mo Color

L Font zettings may override style sheet zettings J
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Objects such as an item’ simage or price can be hidden or shown by clicking on the appropriate check
box.

To use the product catalog as an image gallery only, hide the "price" and the "add to cart button”.
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To move the description around the Add to Cart button, select in the drop-down menu for the section
"Other Options".

Other Options

Description Location: |Eh:ul:l:|:|m (beneath add ko cart button) | = |

When finished, click the "Update" button located at the bottom of the administration page.
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Categories
How actual product categories are displayed within the catalog may be customized by changing any of
the available options.
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Objects such asimages or prices can be hidden or shown by clicking on the appropriate check box.
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The image spacing and alignment can be modified by changing the selections from the drop-down menus
provided. See the section on aligning images for further information.
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When finished, click the "Update" button located at the bottom of the administration page.
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Item Groups

How item groups are displayed within the catalog may be customized by changing any of the available
options.
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Objects such as an item group’ s image or price can be hidden or shown by clicking on the appropriate
check box.
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When finished, click the "Update" button located at the bottom of the administration page.
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Packages

How packages are displayed within the catalog may be customized by changing any of the available
options.
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When finished, click the "Update" button located at the bottom of the administration page.
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Working with Packages

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Management | Package M anagement
Page

Overview | When Should | Use a Package? | Step 1 - Define Y our Choices | Step 2 - Configure Y our Package | Step 3

- Configure Y our Package Option Groups | Step 4 - Configure Y our Package Options

Overview

Packages can be avery useful grouping of products, able to display and organize your products to your Web site
visitorsin amore efficient manner. A product such as a"customize your own computer” or a"sub sandwich" would
be best added to the Web site as a Package.

When Should | Use a Package?

Because Item Groups are similar to Packages, it can be difficult to know when to use a package. Item Groups should
only be used if all you are doing is grouping a bunch of items together for your Web site visitors. For example, an
Item Group can be used to present different sizes of t-shirts, assuming that each size has a different price. In general,
Packages should be used if you want to present your customer with choices that will affect the price of the entire
Package. Here are two examples, one product of a " customize your own computer”" and one product of "sub
sandwich":

customize your own computer sub sandwich

1st choice - choose a case: 1st choice - choose your bread:
case #1 white
case #2 wheat

2nd choice - choose a motherboard:

2nd choice - choose your type of sandwich:

motherboard #1 roast beef
motherboard #2 turkey and ham
veggies only
3rd choice - choose your processor: seafood
processor abc1000 meatbal
processor abc2000 club

4th choice - choose your graphics card:

3rd choice - choose your veggies:

"normal" graphics card bell peppers
awesome graphics card lettuce
onions
5th choice - choose your memory pickles
256 MB RAM tomatoes
512 MB RAM
1024 MB RAM 4th choice - choose your condiments:
_ cheese
6th choice - choose your storage: oil
100 GB
500 GB E;;: b
vinegar

7th choice - choose your operating system:

operating system #1




operating system #2

8th choice - choose your display:
15 inch flat panel monitor
30 inch flat panel monitor

9th choice - choose your software:
game #1
game #2
word processor
Spreadsheet program
presentation program
home productivity suite

Each choice gives you options, where the options may or may not change the price. To make the further examples
easier to understand, we'll take the "sub sandwich” product as a sample product.

Step 1 - Define Your Choices

Step one involves identifying your choices and options, as well as determining whih affects the price of your
Package. For our sub sandwich example, the first choice is the choice of bread. To make things smple, let's assume
that the choice of bread does not affect your price. As such, we'll set up the bread choices as options instead of items:

sub sandwiches

Package Base Price: £1.50
Choice of Bread 'Wheat -

update prices |

Farmesan Oregana
White

Toasted Garlic
Choice of Meat [talian Cheesg

T T II=

Asfor the second, third, and fourth choices, an item will have to be created for every one of the optionsto select. So,
there will be an item for "roast beef", "turkey and ham", "veggies only", "seafood", "meatball", "club", "bell

peppers’, "lettuce”, "onions", "pickles’, “tomatoes’, "cheese", "ail", "pepper”, "salt", and "vinegar". Click here for
more information on [tems. Once the items are created, the next step is to create the Package.

Step 2 - Configure Your Package
To add a new package, click on the "New" button located in the package section. The package management page will

open in anew browser window.




| | Search | |r'-.lame =] [ sort |

[ Choose Package — = | Edit |[ New || Delete |

[ avaScript Application] |

- ’ Fleaze enter a name for pour new package
' e ;I Sort |
I :I Set Default

aFk. Cancel

Al
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At the very least, enter in the name for the package in the text field "Name". For our example, our name would be
*sub sandwiches"

’

Mame: |FI|:|raI Arrangernent

Barcode: |

Manufacturer: |

Code: |

N

. L)

Enter in the starting retail price in thetext field "Price". Thisisthe base price that will be displayed and charged for
the main "starting" items in the package, not the final price of the complete package. If you have a manufacturer’s
suggested retail price (MSRP ), you place that price in the text filed "MSRP". If this value is greater than zero, it will
be displayed above the retail price on the item page in the catalog. If no valueis entered, the MSRP will not be
displayed. If the MSRP isless than the retail price (other than zero), the system will display the MSRP but will put a
dlash through the M SRP price. For our example, the starting retail price of our sub sandwich will be"1.25".
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For more information on setting up your package, click here for more information. For right now, you have aready
set up the basics for your package. Y ou are now ready to create an Package Option Group.

Step 3 - Configure Your Package Option Group
An option group is a collection of items that make up one choice in a package. A customer will be able to select one

item, no items, or multiple items from the option group, depending on how the group is set up. Click on the tab



"Option Groups' when you are editing the Package.

1 Package . Option Groups . Options __Related Products |
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A list of al available option groups will be listed on the left side of the administration page.



Package | Option Groups | Options | Related Products |

Mame: |sub sandwiches

Package: sub sandwiches [218232)

/

All Option Groups [0/3)

Tvwpe of sandwich (5]

Choice of Condiments (61~

Choice of Meqoies (7]

—
FY

A Option Groups In Package [0/3)

Tvwpe of sandwich (5]
Chaice of Meqaies (7]

Chaice of Condiments (6)

close window

Down

Option groups that are currently used by the package will be display to the right.




Package: sub zandwiches [(215232)

Mame: |sub sandwiches |

- N
All Option Groups (0/3) Option Groups In Package (0/3)
Type of sandwich (5] = Type of sandwich (5]
Choice of Condiments (61 = Chaice af Yeqgies (7]
Chaice af Yeqgies (7] Chaice af Condiments (6)

| Delete I
-
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To create and define a new option group, click on the "New" button near the center of the administration page. Enter
the name of the option group in the pop-up dialog box. The new option group will then be added to the "Available

Option Groups" section.

|i Explorer User Prompt 3 Eli

Scrpt Prompt; 0k

Fleaze enter in the name of the new aptioh group
r Cancel

For more information on setting up your package option group, click here for more information. For our example, an

option group would be created for "Choose your type of sandwich", "Choose your veggies', and "Choose your
condiments” - so atotal of 3 package option groups would be created.

Step 4 - Configure Your Package Options
For thisfinal step, we will define prices for items that will only apply for Packages. Click on one of the package

option groups, then click on the button "Edit".



Package: zub zandwiches [Z18232) > Option Group: Tvpe of zandwich (&)

Option Group Mame: |T3-|:|e of sandwich |
Allove Mull: - i

Use Drop down menu: [ frop Down Menu should contain only package options of items

that do not hawve item options nor use units)
Multiple: [ (sultiple implies Allow Ml
hotive: W
Show Quantity Input Fisld: [~
Show Unit Input Field: [~

Dizcount Handling Charge Fulez
shipping Rulez Taxes

All Package Options (0/49) Package Options in Option Group (0/5)
Z¥L - $2.50 (47) . S - Club - $3.00(14)
Z¥L - £1.50 (36) W - Meathball - £3.50 (113

Al - $5.00 (48] === | |9 - Roast Beef - $3.85 (12)
e =
Ash - $0.00 (26) SW - Turkey & Ham - $3.25 (20)
Black - $0.00 (27

Crew-neck sweatshirk - $20,95 (32) elele — Down
Large - $0.00 (33)
Logo on back - 40,00 {40}

Logo an Frank - $0.00 (33) ll

Default Packagze Option 1d: 0

The box on the left displays all of the package options for items that are in the system. The box on the right displays
all of the package options for items that are applied to this package. To apply an existing package option to this
package, click on the package option in the "All Package Options" section. Click on the "Right" arrow button. The
option will be added to the option group.



All Package Dptions (1:29) Package Options in Option Group (0

AMD Memory 1 - 40,00 (19)
AMD Memory 1 - $0.00 (200

F
AMD Memnrﬂ $45 0 (5 :I
Create

Hf 0 Memory 3 - -$1|'||:| o0 {7
ATI Al in Wonder Pro - 32 Meg Upgrade - $30.00 (24)

ATI All in wonder Pro - 32 Meg Upgrade - $30,00 {17) === |}
ATI All in Wonder Pro - 64 meg upgrade - $60,00 (18)

Amd CPU 1 - $120.00 {13)
Amd CPU 1 - $120.00 (22) j

Asus Za - $60,00 (15)

All Package Options (1/29) Package Options in Option Group (1)

AMD Memoty 1 - $0.00(19)
&MD Memoty 1 - $0,.00 (200

e
AMD Memory 1 - $45 0 (5) :|
. Create

AMD Memory 3 - 100,00

|

AMD Memary 5 '-1I_II_I a0 (7l

&TI Al in wWonder Pro - 32 Meg Upagrade - $30.00 (24)
ATI All in Wonder Pro - 32 Meg Uparade - $30.00 (17) —
ATI all in Wonder Pro - 64 meq upgrade - $60,00 (13) :

Amd CPU 1 - $120.,00 (13)
Amd CPU 1 - $120,00 (22) ll

I:Iefault Fackage Option Id: 0
Update

To create a new package option for an item, click on the button "Create". Y ou will see the following screen:



Fackage Uption

Item: |Select an item =
Package Options

Prices §| |
Discount Handling Charge Rules
shipping Fules Taxes

cloze window

In the drop-down menu next to the text "Item", choose one of the items that you want to apply a price for. This price
will only apply to packages. Once you have selected an item, enter in apricein the field "Price", then click on the
button "New" (Please note, that the button "New" will only appear onc eyou have selected an item).

Item: | Sw - il (218409) =
Package Options

Prices §| |
Discount Handling Charge Rules
shipping Fules Taxes

cloze window

Once a price has been added, it will appear to the box on the left. This box shows you al of the package options that
have been applied to this item.



Package Options
Sy - il (223 - 40,00

Price: 5
Crizcourn

Shipping

Repeat this process for all of the items. When done, click on the blue text link "close window". Y ou will then be back
at the package option group editing screen. Select all of the package options for items (to select more than one, hold
down the CTRL key and click on multiple selections) the box in the |eft and then click on the button that |ooks like
an arrow pointing to the right.

Shipping Fules Taxes

All Package Options (0,25 Package Options in Option Group [0/5)

Chioice of State - $0.00 (10} “ S - Club - 3000140

5w - Bell Peppers - $0,00 (16) S - Meatball - $3.50(11)

W - Cheese - $0.00(21) === | |9W - Roast Beef - $3.85 (12]
Ui Sl Sl
SW - Letbuce - $0,00 (17) W - Turkey & Ham - $3.25 (20)
Swy - Meatbal - $3.50(11)
S - il - $0.00 (22) elete

Sy - Onions - $0.00 (18)
W' - Pepper - $0.00 (23}

Sy - Pickles - £0,00 (15) |

Default Package Option 1d: 0O

Please keep in mind that you are only providing options for the "choice" that is the option group. For this example,
the option group "type of sandwich" will only have package options applied for the items |abelled "roast beef",
"turkey and ham", "veggies only", "seafood", "meatball”, and "club". The option group "choice of veggies' will only
have the following package options for items |abelled "bell peppers", "lettuce”, "onions', "pickles’, and "tomatoes'.
The option group "choice of condiments” will only have the following package options for items labelled " cheese",
"oil", "pepper”, "salt", and "vinegar".

Click on the button "Update" to store your changes to the Package. Y ou must still Publish to apply your changes to
the Web site. For more information on setting up your package options for your item, click here for more

information.

Once done, you'll see our example as:



sub sandwiches
Package Base Price: $1.50
Chetce of Bread ]Wheat =]
update prices I add me to car |
Choice of MMeat & MNone
¢ SW - Club [$3.00]
€ SW - Meatball [£3.50]
' SW - Roast Beef [£3.85]
T SW - Seafood [$4.25)
€ SW - Turkey & Ham [$3.25]
Choice of Veggies [ SW - Bell Peppers [£0.00]
¥ SW - Lettuce [$0.00]
M SW - Onions [$0.00]
T S - Piclles [£0.00]
[T SW - Tomatoes [$0.00]
Choice of Condiments 7 SW - Cheese [$0.00]
M SW - Qi [$0.00]
M SW - Pepper [$0.00]
M SW - Zalt [$0.00]
M SW - Vinegar [£0.00]
update prices add me to cart |

Once you have a number of options selected, you would click on the button "Update Price" and then you would be
able to add that Package to the shopping cart.

Related Links:

Package Option Groups
Package Discount Rules
Package Shipping Methods
Package Shipping Rules
Package Tax Rules
Package Handling Charges




Back to the Top of the Page
Product Catalog Management
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page
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Product Categories

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catal og M anagement

Overview | Category Management Page | Category Layout | Category Item Management | Express Order

Form

Overview
The online catalog is organized by setting up categories within the software. Products are placed "inside"
categories, and customers can browse through each category to find products of interest.

Each category islike afolder in afile cabinet which contains alist of products that customers can buy. A
subcategory can also be created by adding a category inside another category.

Setting up a catalog with categories and subcategories would be like having a book with atable of
contents. The table of contentsitself would be the main category, and each chapter listed would be a
subcategory. By accessing any "chapter" (subcategory), a customer will then have access to any products
listed.

Each category and/or subcategory is like afolder that contains:

. A list of productsinside
« Other foldersinside (subcategories)
. Bothalist of products and other foldersinside

Like any good filing system, all information enclosed should be organized in a manner that allows easy
access to al products.

The category system allows a business to display products according to product type, product brand,
and/or any other classification.

This gives customers an easy way to find the product(s) they are looking for. A visitor can enter through
the main catalog page, and will seelinksto all top-level categories (and an optional category image). A
customer can then select which category to view. After clicking on one of the top-level categories, any
products and/or subcategories within will be displayed.



Online Shopping

| Build your Own Stereo System

N

Category Name

Stereo Equipment

Video Equipment

Category Image

[ An example of a main catalog page with top-level categories]




Online Shopping : Stereo Equipment

Top Level

Cables
Subcategory Name

CD Plavers and Changers

Graphic Equalizers & Amps

image for Subcategory

Record Players
[ An example of subcategories ]

Categories: ( Main Category )

Category

REA 2

Online Shopping : Stereo Equipment / Tape Decks

Subcategory

/

Dual Tape Deck Single Tape Deck

Price: $95.00 \ Price: $65.00
Product in this subcategory -

[ An example of products within a subcategory |

. At least onetop-level category needs to be created



. Any necessary subcategories are created "under” the appropriate top-level category

. All top level categories will be visible when avisitor first enters the main catalog

. Subcategories will only be visible when a user clicks on the "parent" category

. Items, packages, and item groups are added into the appropriate categories and/or subcategories
. At least one category must be created in order to usethe catalog

Online Shopping : Stereo Equipment / Tape Decks

/

Parent Category
{ subcategory }

Dual Tape Deck
Ttetn Id: 237 Product Name/
MERF: 2560
Price: £55.00
Qty i

[ enlarge ] By Mol

Cal Tape Deck with digital signal processing, high-speed dubbing, and 3WME2 process
wour tapes mto MP3's, or copy straight to your computer's CD burner,

[ An example of an actual product/item page ]

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.

..'..Et:ummerc:e.......1 _Change Website |




[Update Catalog Images (Wew updade
[Commerce Check ] [Publizh ] [ \Wie

Product Catalog Management

e T ategories, catalog items, pra

Product Catalog Fules
Create your zshipping methods, dizcount, shipping, handling

Ecommerce Options
setup payment method(z), merchant account, and other e

Orders
Yiew outztanding order summary, and detail arder reparti

A top-level category is acategory that is visible from the main catalog page of the Web site. A
subcategory is a category that is only visible once avisitor has clicked on the parent category.

ﬁ

Root Category

Build a Customn Computer (26) Top Level Category
Computer Accessories (23] Top Level Cabegory
Computer Components (13) Top Level Catbtegory
CPU Express Order Form (37 Sub Category
CFPU:z (18) Sub Category
AMD (19) Bub Category

Categories and subcategories are normally set up to logically arrange related products by classification.
An example would be a catalog with top-level categories representing different types of products, with
subcategories further classifying products by brand name.

Categories are automatically arranged al phabetically when the online catalog is generated.

To add a new top-level category, click on root directory to select it. Then, click on the "New" button
located below category list. Enter the name of the new category in the prompt window, and click ok.

Enter the name of the new category in the prompt window, and click ok. The category management page




will load in a new browser window.

R ———

Root Category
Build a Cuztom Computer (24003)

Computer Acceszories (24004)
Computer Components (24005)
CPU Expresz Order Form (24006)

| Edit | [ New | [JDetete | | Sort |

[Upload Categaries |

[Download Categories |

[Upload Category [tem Listz ]
[Download Category 1tem Lizts ]

— ]
Explorer Uzer Prompt F

Script Prampt: ( 0K I 5

Fleaze enter a name for your new categary

rEdit]rHﬂgLLLD_ﬂgtE-lfsﬁ”] [P - ITEZ0T Ty TLeTT s | l._,.mmg-gL

To add a subcategory, click on an existing category name to highlight it, and then click the "New" button.
Enter the name of the new category in the prompt window, and click ok. The category management page

will load in a new browser window.




Foot Category
Build a Cuztom Computer (24003)
Computer Acceszories (24004)
Computer Components (24005
CPU Expresz Order Form (2400a)

[ Edit [[ New | |Detete | | sort |

[Upload Categories ]

[ Download Categories |

[Upload Category [tem Lists ]
[Download Category [tem Listz ]

[
Explorer User Prompt F

Script Prampt: ( 0K I .

Fleaze enter a name far your new category

LM'UHMU"[E
[OpOaT SOt = T TLeTT CIss ] [ 7 J

To edit a category, highlight an existing category name and then click the "Edit" button. The category
management page will load in anew browser window.

[Edit | [ New | [ Delete | [ Sart |




S—

Foot Category
Build a Cuztom Computer (24003)
Computer Acceszories (24004)

Computer Components (24005

CPU Expresz Order Form (2400a)

ew] (eiets ] (o)

[Upload Categories ]

[ Download Categories |

[Upload Category [tem Lists ]
[Download Category [tem Listz ]

To delete an existing category, highlight the category name and click the "delete" button.

- steqories

Foot Category
Build a Cuztom Computer (24003)
Computer Accessories (24004)
Computer Components (24005])
CPUExpress Order Form (2400&8)

[Edit][Hewl[Delete]!Snﬂ]

[ Upload Categaories ]

[Download Categories |

[Upload Category [tem Lizts |

[ Download Category 1tem Listz ]

To sort al of the subcategories for a selected category, highlight the category name and click on the
button "sort".



-__ ;il

Foot Category
Build a Cuztom Computer (24003)

Computer Acceszories (24004)
Computer Components (24005
CPU Expresz QOrder For &l

[ Edit | [ New | [ Detete | | Sort |

[Upload Categories ]

[ Download Categories |

[Upload Category [tem Lists ]
[Download Category [tem Listz ]

When the new window loads, you will see alist of subcategories under the category in which you
selected.

Category Order |

Pleaze zort the sub-categories of Root Category as wou

would like them to appear on your webzite and then click
the 'Update’ button,

Build a Cuskormn Computer (466
Cormputer Accessories (G467

close windom

Click on a subcategory that you would like to sort, then click on the up arrow to move the subcategory up
inthelist...



wold like them to appear on wour webszite and then click
the 'Update’ button,

Build a Cuskom Computer (G466
Compuker Accessories (G467

Computer Components (6468

... and on the down arrow to move the subcategory down in the list.

wold like them to appear on wour webszite and then click
the 'Update’ button,

Build & Cusktorn Cornputer (G468

‘Computer Accessories (G467

iZomputer Components (6468)

Click on the button "Update" to save your sorting changes.

To upload and download categories, click here for more information on that topic.

Back to the Top of the Page

Category M anagement Page
The Category Management page is used to modify the category name, options and basic layout, as well
as add or remove existing items, item groups, or product packages to categories.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.

Create a new product category, or click on a category or subcategory to modify in the category list. Click
on the "Edit" button located at the bottom of the categories section. The category management page will
open in anew browser window.



S——

Foot Category
Build a Cuztom Computer (24003
Computer Acceszories [(24004)
Computer Components (24005)
_PU Express Qrder Form (2400a])

Ew] (Detete ] (Sort)

[Upload Categories |

[Download Categories |

[Upload Category [tem Lizts ]
[Download Category [tem Lizts |

Category: Computer Components (15)

Mame: Computer Components |

Code: ||:|:|r|31III1 |

Image: computercomponents. gif

Active v

Express Order Farm v

Layout (The number of rowsfcolumns of items that dizplay)

Rnu-*.-:E] |:l:l|IJIT|I'|5E] L

To change the name of a category, type over the existing name in the field provided.

Mame:

Code: corelll |

Image: computercomponents. it

Active v

To add or change the code of a category (optional), type the code in the field provided. A category code
isamethod to identify each category for reference purposes only, and has no specific function in the



catalog.

Mame: Mew Components |

Code:

Image: computercomponents. 2if

Active v

To add or change the image associated with the category, click on the image file name, or "No Image" if
there is no current image applied. The image selection page will load in a new window.

Mame: |New _ormponents |

Code:

Image: compute rchpnnentﬁ.gif

Lctive

2

Click on the "Update" button, located at the bottom of the category administration page to apply any
changes. The page will reload and display a confirmation message.

(D)

Back to the Top of the Page

Category L ayout

Products can be visually arranged on a page by specifying how many columns of
products/subcategories to display vertically (next to each other) and how many rows of
products/subcategories to display horizontally. The category managment page is used to control
the layout of all itemsin the category. It is also used to modify the name and details of the
category.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.
Click on the "Product Catalog Management" text link to load the product catal og management

page.

Create a new product category, or click on a category or subcategory to modify in the category
list. Click on the "Edit" button located at the bottom of the categories section. The category


http://www.help30.com/pe_components.ivnu#selectimage

management page will open in a new browser window.

The columns portion of the layout section defines how many products will display vertically (next
to each other) on the page. To add a column, click on the "+" plus sign to the left of "Columns®.
To remove a column, click on the "-" minus sign to the right of the "Columns".

The rows portion of the layout section defines how many horizontal rows of products will display
per page. To add arow, click on the"+" plus sign to the left of "Rows'. To remove arow, click on
the "-" minus sign to the right of "Rows".

 Category |

Category: Computer Components (15)

Marme: omputer Components |

Code: ||:|:|r|31|:|1 |

Image: computarcomponents . if

Active v

Express Order Form IF o

Layout (The number of rows fcolumns of items: that dizplay)

%ﬁnm@ @Enlumns '\[Ht”}

As an example, a category set up to display two columns and two rows will display up to four
products on the first page. The first two products will display side by side, the third and fourth
products will display below the first two, and any remaining products will be accessible by
clicking on alink to the next page.

Back to the Top of the Page

Visual Layout
The Visual Layout isthe visual representation of how products will appear on the catal og
page. Each black box outline represents one product.

Add or Remove rows in the category layout section using the plus and minus buttons
provided.



Categary: Computer Components (15)

Mame: \Computer Components |

Code: |I:I:|I’El|:|1 |

Image: compute rcomponents. gif

Active v

Express Order Form v

Layout (The number of rows fcolumns of items that dizplay)

Fors E] Columns E]

Back to the Top of the Page

Category Item M anagement
Category Item Management allows you to add, remove and/or arrange items, item groups, and packages.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management™ text link to load the product catalog management page.

..'..Et:ummerce.......1 Change Website | ToolBox




[Update Catalog Images (Wew updade
[Commerce Check ] [Publizh ] [ \Wie

Product Catalog Management

e T ategories, catalog items, pra

Product Catalog Fules
Create your zshipping methods, dizcount, shipping, handling

Ecommerce Options
setup payment method(z), merchant account, and other e

Orders
Yiew outztanding order summary, and detail arder reparti

Create a new product category, or click on a category or subcategory to modify in the category list. Click
on the "Edit" button located at the bottom of the categories section. The category management page will
open in anew browser window.

[ —

Foot Category
Build a Custom Computer (24003)

Computer Acceszories (24004)
Computer Components (24005)
CPUExpress Order Form (24006)

ew] (Detete] (Sort]

[Upload Categories ]

[Download Categories |

[Upload Categary [fem Listz ]
[Download Category [ftem Listz ]

In order for products to be visible from the Web site, items must first be added to a category.

To add an item to the category, select the item by clicking on it in the main "ltems" list located toward



the bottom of the administration page. Multiple items may be selected by highlighting as many items as
desired. Click the "Add Item" button. The page will refresh with the chosen items now populated in the

main category list.

Hems (3/43)

S0 Memary 1 ".':-'::l_

AMD Me

ATI Allin Wonder
ATI All in Wonder Pro - 64 meg upgrade (33)
amd CPU 1 (5) hd

If you see the following,...

Iu_ll L E Y 1

Showing 1000 of 5739 items
Page: 1234684

Prewious Mext
[tems Per Page 20 | 100 | 500 | 1000

close window

...then you have alarge product catalog. In order to present the products to you in away that would be
quick and efficient, the 3.0 system displays only a portion of your products. Click on the page numbersto
browse through the different portions. To display more products for a portion, click on the appropriate
number next to the text "Items Per Page". For the above example, it is currently showing 1000 products
at atime; to display less, we could click on "20", "100", "500", or "1000".

To add item groups, select the desired groups from the "ltem Groups" list located toward the bottom of
the administration page. Click the "Add Group" button.



HRem Groups (2/3)

FIC Mainbioards (1)

FRoses (3]

——

':| Add Group | )

To add packages, select the desired packages from the "Packages' list located toward the bottom of the
administration page. Click the "Add Package" button.

Packages (/5]

AMD Deskkop Syskem |

ATI all in Wonder P
Floral Arrangement (&

(dd Packeae )

'-l.-l-_-—--l-...'

To order products in the category, highlight an item to move by clicking on it from the list of itemsin the
"Category" section. Click the "up" or "down" arrow button to move the product to the desired position.
Repeat this process until all products are listed in the order to be displayed in the catal og.

Category (1./5)

[1] AMD Memoary 1 (9) ;
[1] AMD Memory 2 [13)
[I] &MD Memory 3 (14

11 ATI All in Wonder Prio - 32 Meqg

Remove

To remove a product from the list of itemsin the category, select the item and press the "Remove"
button.



Category (1/5)

[I] AMD Memoary 1 (90 :
[I] AMD Memary 2 (13)
[I] AMD Memory 3 (14)

IT1ATI All in Wonder Pro - 32 Meqg Upgrade (31

Press the "Update" button located at the bottom of the administration page to apply any changes made.

((Update )

Back to the Top of the Page

Express Order Form

The Express Order Form lists al products in a category in aformat allowing customers to add multiple
items to the shopping cart in one easy step.

Testing 1 - Model 3325 4347 Frice: h24H: I
ErEer Qty
17" Monitor, sleek design, great resolution. Sale Price: $185.00
Testing 3 - Model 223532 Price: $2+8-08 I
. =y
17" Monitor, sleek design, great resolution. Sale Price: $185.00
Testing 4 - Model 33zh Price: $244-66 Qty |0
17" Monitor, sleek design, great resolution, Sale Price: §189.00
Testing 5 - Model 22E71 Price: $2+6-68 Qty |0
17" Monitor, sleek design, great resolution. Sale Price: $189.00
Testing £ - Model 22RZ2 Price: $2+5:68 I
ks Oty
17" Monitor, sleek design, great resolution. Sale Price: $189.00
| Add to Can |




[ Example of an Express Order Form ]

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on
the "Product Catalog Management” text link to load the product catalog management page.

..'..Et:nmmerc:e.......1 Change Website

[Update Catalog Images (Wew updade

[Commerce Check ] [Publizh ] [ \Wie

Product Catalog Management

ategories, catalog items, pra

Product Catalog Fules
Create your zshipping methods, dizcount, shipping, handling

Ecommerce Options
setup payment method(z), merchant account, and other e

Orders
Yiew outztanding order summary, and detail arder reparti

Create a new product category, or click on a category or subcategory to modify in the category list. Click

on the "Edit" button located at the bottom of the categories section. The category management page will
open in anew browser window.

Root Category
Build a Custom Computer (Z240035)
CompJdter Accessories (Z24004)
Compuater Components (Z24005)
CPU Express Order Form (Z4006G)

(Eaic) Qpiew) (Beisie] [Sor]

[ Upload Categories ]

[ Dowunload Catesories ]

[ Upload Categary 1tem Lizts ]

[ Download Category Item Lists ]




To enable the form for the category, click on the "Express Order Form" selection box. The page will
refresh.

Image: PO_300_dufm-CPUs-xc-215. jpa
A tive v

Exprez: Order Form @

The Express order form can only be used with product items, and not packages or item groups.

To add or remove items to the category, use the category item management section.

Category (1./5)
[I] AMD Memary 1 (%) :
[1] AMD Memary 2 (13)
[I] AMD Memary 3 (14}
I1 ATI &ll in "Wonder Pro - 32 Meqg Upgrade (31

I] &TI All in Wonder Pro - 64 meg upgrade (33)

(o)

Press the "Update" button to apply changes.

((Gesae D

The Express order form will arrange all itemsin the category as follows:

Each item will display the item’simage (if applicable), a short description, and a quantity field.
The "Add to Cart" link will submit all selected items (items where a customer has selected a
guantity greater than zero) to the shopping cart with one click.

This feature allows customers to quickly purchase multiple products without having to navigate
through the entire catalog, page by page, to make multiple purchases,

Back to the Top of the Page
Product Catalog M anagement
10-Step Guide on Setting Up E-Commerce
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Related Links: 10-Step Guide on Setting Up E-Commerce | Product Catalog Management

Overview | Adding Items | [tem Management Page | Related Products | Upload Items | Download Items | Manage Inventory

Overview
Any product that will be sold from the Web site must be added as an item within the software.

Use the Product Catalog Management Administration section to add, remove and modify items ( products and package
components) that are used in the online catal og.

Thefirst step when creating an online catalog is to create the items that will be used as products. Items are added through the
product catalog management system, and then these items are either added to categories, or used as components ( "package
options" ) in packages.

An item can be:

. An actual tangible product that will be sold on the Web site

. Anitem which allows customers to collect money for non-tangible goods
o Topay bills
o To collect donations
o Tosell services

. A product component or "package option”

If something is going to be offered in the online catalog, it must always first be added as an item.

A product component, referred in the software as a package option, is an item that has been created that will be used as a part
of apackage. A package is a product bundle, and allows site owners to provide customers with purchase options. For more
information on packages, please see the compl ete section on packages or the 10 Step Guide to Setting Up Ecommerce.

In some cases, a package option may also be sold independently in the catalog. In such cases, the item is added to any desired
category and sold like any other product, and the package option, created by editing the item, is used within a package.

In other cases, an item may be specifically created for usein a package (with at least on package option defined for this
item), and would not be available for purchase outside of the package.



[Update Catalog Images [Wiew wpdele sdatus] ]

[Commerce Check ] [Publizh ] [ View Site ]

—
| | | Search m [m]
13) [+ Choose Ttem - ;([ Edit | [ New | [ Delete | [ Copy ])

[Manage Itemsz ] [Upload [tems ] [Download 1tems ] [ Manage Inventory ]

1006} [Upload Package Options | [ Download Package Options |

:.] [Upload Category Item Lists ] [ Download Category [tem Lists ]
1

[ . e e |
All specific details for any products or services sold in the product catalog are managed by creating and/or editing items.

Please note, that if you see the following instead,...

merce Check ] [Publizh ] [ Wiew Site ]

Pleaze click here to 2o to [tems Page.

...your product catalog is very large and has been moved to another page to make it more efficient for you to edit your
products:

Showing 1000 of 5739 items
Items Per Page 20 | 100 | 500 | 1000 | 2000

Page: 123466 Prewious Mext
| | [heme =]
| --- Choose Irem - | [Edﬂ] [HEW] [ﬂeie!E] [an ]

[Manage Items ] [Upload [tems ] [Download 1tems ] [ Manage Inventory |

[Upload Package Optionz ] [ Download Package Options |

In this Item Management window, click on the blue numbers next to the text "ltems Per Page” to increase or decrease
the number of itemsto display in the drop-down menu. Click on the page numbers next to the text "Page" to browse
between different portions of your items.



Navigation: To access the catalog management section, click on the main "Ecommerce” link at the top of any main
administration page. Click on the "Product Catalog Management" text link to load the product catalog management page.

All products (and product components) that will be used in the catalog must first be added as items.

To edit an existing item, select the item to edit from the drop down menu, then click on the "Edit" button. The item
management page will open in a new browser window.

To delete an existing item, select the item to delete from the drop down menu, then click on the "delete" button.

To copy an existing item, select the item to copy from the drop down menu, then click on the "Copy" button. Type the new
item name in the prompt window, and click "Ok". The current page will refresh, and the item management page will open in

anew browser window.

To search for items, type the item name in the empty text field located just above the item drop down menu and click the
"Search” button. Once the page reloads, al matching itemswill be available for selection in the drop down menu.

To sort the drop-down list of all of your products, choose either "Name" or "Item ID" in the drop-down menu to the left of
the word "Sort". Then click on the button "Sort".

To manage the general properties of al of your items, click here for more information.

Adding an Item
Before any products or product components can be used in the online catalog, each must be added as an item.

An item can be:
. An actual product for sale
. A product or a product component that will be used in a package
. Both a product and a package component

To add a new item, click on the "New" button located in the item section.

Pliacs anbel & ndemd bor JOUT rese Bem

[ choose tem - =] |E dit | [New

b
__ Concel_|

Burked 3 Lurtoem Campurtar [06]

Compiiner Aczadiorsss (15}

A dialog box will appear. Type in the name of the new item, and click "ok". Once the item name has been defined, the item
management page will open in a new browser window.



[tem: Mew [tem (270040)

Mame: hlew Item | Use Quantity: v

Barcode: | | =ze Units:

r
| fhin Units: Max Units: E.DD |
Unit Measurement: | IJmit Mame: |

Code: | | Heightfineh): 10,00 widthiinchy: 0,00
Weightilbs):  0.00 Lengthiinch): .00

Manufacturer: |

Active: W Use Al Shipping Methods:
Blive =8 TPping methods Discount Handling Charges

Taxable: W Enable Variable Price: [ shipping Methods shipping Fules

Price: $0.00 | msRP: §p.00 | Taxes
Hide Price: [ Hide "add To Cart” buttor: [

et ey (el 5 . Don't allow uzers arder items not in stock,

e Let users backorder items

o Don't uze inventory

[ Main Item Administration ]

Back to the Top of the Page

Item Management Page
Modify item specific information, such as descriptions, pricing, inventory, product image, and item rules.

The item management page is used to modify item-specific information. All item details are managed by accessing this page.

Use the item management page to:

. Add or modify product details such as the product descriptions, the product weight, and the product pricing
. Activate, deactivate or make inventory adjustments.

. Accessitem specific rules

. Change or define an item's package options

. Modify or create an item's options

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on the "Product Catalog
Management" text link to load the product catalog management page. The item management page is loaded in a new browser
window any time a product item is added or selected for editing.

Reference the following guide when adding or changing any product/item information:

Enter the product name, item barcode identification number, product manufacturer, and product identification number (code)
in the fields provided. The product name is the only required field in this area.
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Mame: Mew Them | _M

Barcode: | | Ui Lirvit

M Lirot

manufacturer: | |

Lm0
L Code: | | | resgpases

S, . ; * &l "_1"-‘,’1-*.“.1_ ; ) -

[, faa W g
T & - ; F Ul TR 8 N 1._ f""r"“*

Check the selection box next to "active" if thisitem is to be available for use in the catalog. Items that are not active will not
be displayed or available for purchase from the Web site.

Check the box next to "Use all available shipping methods" if thisitem will be shipped using al active shipping methods. If
this box is not checked, then shipping methods must be manually selected by accessing the item shipping methods page.

Check the box next to "taxable" if thisitem is being sold as retail goods.

Check the box next to "variable pricing" only if the amount to pay is determined by the customer. Checking this box will
result in ablank field appearing on the item order form, allowing customers to type in a dollar amount to pay for thisitem.

Variable pricing isideal for:

. Allowing customers to pay invoices online

. Collecting donations
. Selling gift certificates

Code:

L pied=ureinnsnL

| Heightiinch): 0.0

Taxable

Price

Hide Price

Active:

: |_ Enable Yariable Price; |_

¥ Use 4l Shipping Methods: W

£1 N @
Cizcount
shipping Methods

linventory Options:

S8 e s Toees

: [ Hide "add To Cart" button: [

o Don't allow uzers arder items not in stock

o Let uzers backorder items

& Don't use imventary

Enter the Retail Pricein the field provided. Thisis the base-price a customer will be charged when purchasing the item.



Dri=c
Taxable: |_ Enable Wariable Price: |- Ship

(F‘rice: 5 |0.00 MERP: % (0,00 )Tax

Hide Price: [ Hide "&dd To Cart" buttor: [

varta e Minkinmes -

Optionally, enter the manufacturer's suggested retail price (MSRP) in the field provided. If this value is greater than zero, it
will be displayed above the retail price on the item page in the catalog. If no value is entered, the MSRP will not be

displayed.

Checkmark the checkbox "Hide Price" if you only want to hide the price of thisitem, rather than all items. Checkmark the
checkbox "Hide 'Add To Cart' button” if you want to hide the "Add to Cart" button for thisitem, rather than for all items.
Please keep in mind that this setting isoverridden by the Catalog Component's ability to hide prices and hide the
"Add to Cart" button for all items.

Under inventory options, click the radio button next to desired selection. The default is"no inventory” which will deactivate
the inventory control system for this item.

T EEens3 " Don't allow users order items nat -

[ PV jtems
( ' Dar't use inventary

Selecting "Don't allow usersto order items not in stock” will activate the inventory control system. The system will not allow
acustomer to purchase any items out of stock or that exceed the available inventory (items with zero inventory will still
show up in any active categories that contain the item).

Selecting "L et users backorder items" will allow customers to purchase and pay for items regardless of quantity on hand. All
products which are listed as being out of stock will automatically be placed on back-order.

Inventary Opti .
b Oon't allowr users or itemns niot in stock Published Inventory
Inwentary:
o) Let users backorder items ¥
Sold:
i Don't use invent o
Soailability: a
Current Inventory: 0. Add |
[reflects number old)
Wifarranty: | :I

When the inventory control system is activated, inventory-tracking information will appear. To modify inventory, enter the
number of unitsin the field provided, next to "Add Inventory”. To add inventory, enter a positive value. To remove
inventory, enter a negative value.

A running total of inventory is kept and displayed, with the current stock and total items sold listed. To complete an
inventory adjustment, click on the "update" button at the bottom of the administration page.

The "Published Inventory" section will not reflect any inventory adjustments until the Web site is published.

Enter any warranty information, a short description, a main description, Meta Keywords, Meta Description, and Instruction
in the fields provided. All of these fields are optional.


http://www.help30.com/c_catalog.ivnu#items

Warranty:

short Dezcription:

Dezcription:

meta Keywordsz:

teta Description:

Instructioni(z):
zhown at order
canfirmation email
and proof of
purchaze,

The short description appears at the category level in the catalog. It is aso used as the primary description if theitemis used
as a package option or if an item is used in an express order form.

The main description appears on the main item page. It is used to provide detailed product information and any necessary
product specifications. The Meta Keywords and Meta Description are only used for search engine information, and will not
be visible to Web site visitors. Enter key words that apply to thisitem and a short description of thisitem in the spaces
provided.

The Instruction text area gives you the ability to place ablock of text that will appear at the end of a successful order. This
text will appear on the order confirmation page, on the order fax sent to the site owner, and in the e-mail confirmation sent to
the customer and to the site owner.

Select a shipping origin from the drop down menu provided.

] Image: Mo Image
East Coast distributor
Midwest distributor apdate
West Coast distributar
harne Cloze windo

Select an image to use with thisitem by clicking on the current image name or on "no image” if an image has never been
selected. The image selection page page will load in a new window.



http://www.help30.com/pe_components.ivnu#selectimage

Shipping Origin: fhome ]
I U _

cloze windo

The quantity and unit of measure options are located toward the upper right-hand corner of the administration page.

r Y
=g Quantity: v

=2 Unit=: |_

Min Units: whax Units: E.DD
IInit Meazurement: | |Lln1't Mame: |

. WeptiBsk 000 Lengthinehk 0 00

Uncheck the "Use Quantity" box only 1) to prevent a customer from being able to specify the quantity to order or 2) To usea
custom unit of measure in place of a generic quantity.

When the "Use Quantity” box is checked, a customer is able to order multiple quantities. If the "Use Quantity" box and the
"Use Units" boxes are both unchecked, a customer is not able to specify any quantity for purchase. This combination is
primarily useful if non-tangible goods are being sold.

The "Unit" feature provides a method to specify custom units of measure, such as"yards’, "packs’, "cases’, "ounces', or any
desired custom unit. The unit feature can be used as a replacement for the quantity, or both quantities and units can be used.
When the unit feature is active, customers can specify fractions of aunit, i.e. 1.5 cases, 3.75 yards, €etc.

Specify the unit being measured in the in the field provided next to "Unit Measurement”.

Examples of Measured Units:

. Bottles
. Cases
. Boxes

Specify the type of unit to be used in field provided next to "Unit Name".

Examples of Unit Names:

. Ounces
. Feet
. Yards



Use Quantity: [

Use Units: [

whin Lnits: dhax Units: 0,00

Unit deasurement: |battlels)| Unit Mame: jouncels)
Height(inchy: 0.00 Wwhidthiinch):  0.00

w3 Weightilbsl:  0.00 Lengthiinch): 0.00

Dizcount Handling Charges
shipping Methods shipping Rulez
Taxes

If quantity and units are both active, as an example, a customer could order 10 qty. of 8 ounces of the item, or 5 qgty. of 12.5
feet of rope.

ze Quantity: [

Use Units: [w

thin Lnits: fhax Unit=: (0,00
Unit seasurement: |bottlels)| Unit Mame: jouncels)
Height(inch): (0,00 Whidthiinch): (0,00

v Weightilb=): 0,00 Lenzthiinch): 0,00

Dizcount Handling Charges
Shipping Methods Shipping Fules
Taxes

Entering avalue for "Min units" will prevent a customer from ordering less than the value entered. Entering a value for "Max
units' will prevent a customer from ordering above the specified value. If "Max Units" are not specified, a customer will be
able to order an unlimited amount of the item.



Online Shopping : Stereo Equipment / Cables

Gold RCA Cables

Ttem Id: 241 Price will be calculated:

- 0.95 X Gy X Unit
Price: $0.95 (Price per foot) X (# of feet) X (Qty Ordered)

Cable Color : |Black |,

Qty : [

Utnt : |1 ft Quantity and Unit Used together:
B Mol Choose the length of cable [ units in feet )
Uy szt | and how many cables to order ( the quantity }

Fold stereo ECA cables custom cut to vour specifications. Laser cut and laser solder
perfect audio signal every time.

[ An example of quantity and units used together ]

Enter the height, width, weight and length of the item in the fields provided. All of these fields are optional. However, the
integrated shipping methods require avalue for weight in order to calcul ate shipping charges.

Length y
LAl i 00f

Hridlng

Shipping wethods Shipping Rules

:l Taxes

Click on the "discount™ text link in order to access and set up item discount rules.

Click on the "handling" text link in order to access and set up item handling charge rules.

Click on the "shipping methods' text link in order to access and set up item shipping methods.

Click on the "shipping rules’ text link in order to access and set up item shipping rules.

]—Uﬁ'rl:‘l‘m'm'-!. ILlLII e I

Height Width
|:1'nv:gh:|' 0.00 :r:chj' 0.00
. II .
Wizight Length
- Ell o
(lbz): finch):
Dizcount Handling

Shipping wethod: Shipping Rules

:l Taxe:




When completed, save any changes to the item by clicking on the "update” button located at the bottom of the administration
page.

Cloze window

If thisitem will be used as a package option, click on the "Package Options" link at the top of the administration page.

Hem [ Package Options Options | Related Products

Item: Mew Item [(270040)

Mame: bjew Ikem | =2 Quantity: v

Click on the "Options" link at the top of the administration page to set up any item-specific options.

kem | Package Options Options Related Products |

ltem: Mew ltem (270040)

Mame: hlew Ikem | Uze Quantity: v

Related Products
Click on the tab "Related Products’ to assign products that are related to this product. For example, for a professional sports
team jersey and matching cap, the baseball cap would be arelated product of the jersey.

tem

Package Options Options | Related Products [

[tem: Mew [tem (270040)

Mame: hlew Item | Uze Quantity: v

When you click on the "Related Products” tab, you will see the following screen:



Packaze Options Related Products

[tem: Mew [tem (270040)

Related Product{s) Caption:

ffbilanl, default caption will be "Castomers who shopped For this item also shopped for itemis) below:"

Related Product{s) (0/0)

Down

Remove

HRems (0533) Hem Groups [0/3) Packages (0/5)
a product in the cakegory (55500 3 My Sample Ikem Group Produck (2) (| |My Sample Package Produck (180705) &
Alabama (201492) k shirt option group (1) stamp package (209560)
Alaska (201493) sub sandwiches (215232)
blue t-shirt (180707 T shirt package (5382)
carton of pencils (UP) (5940}
carton of pencils - ZF222758 (140) hd - -

Add ltem Add Group | Add Package

The first section details the caption you would like to have on the Web site. This caption will be next to all of your assigned
related products. If nothing is assigned, the default caption will be "Customers who shopped for this item also shopped for
item(s) below:".

|Item: lew [tem (270040) |

4 N
Related Product({s) Caption:

Ifbtant, default capon will be "Castomers who shopped for this item alse shopped For ftemis) below:"
e,

Related Products) (0,/0)

—

The second section details all of the related products that are currently related to this product. Order the products by clicking
on the nam of the product and clicking on the "Up" or "Down" buttons. To jump to the item management window for the



related product, select the product and click on the button "Edit". To remove the product as arelated product, click on the
product name and click on the button "Remove".

lfblank, defoult capfion will be "Cr

Eﬂlﬂted Product{s) (0 IDJW

m
=1
=

Remove

b, 7
Rems (0533)

To add arelated product, you would use the third section. In each group of products (Items, Item Groups, and Packages),
click on the product name and then click on the appropriate add button ("Add Item" button if you are adding an item, the
"Add Group" button if you are adding an item group, and the "Add Package" button if you are adding a package). Once the
product nameis listed in the second section, it has been applied.

I | Remove |
|Items (0S33) hem Groups (0/3) Packages (0/5]
a product in the category (58800 H My Sample Item Group Produck €2) [« |My Sample Package Produck {180705) -
flabama (201492) k shirt option group (1) stamp package (Z09560)
Blaska (201493 sub sandwiches (215232)
blue k-shirk (1807070 T shirt package (5852)
cartan of pencils (P (5940
carton of pencils - ZF22275 (140) | - -
Add Item Add Group | Add Package

When done specifying al of your related products for this product, click on the button "Update" to save your changes.
Related Links

Item Discount Rules
Item Shipping Methods
Item Shipping Rules
Item Tax Rules

Item Handling Charges
Item Package Options

[tem Options

Back to Item Management Page
Back to the Top of the Page

Upload Items
The upload item pageis used to upload a spreadsheet that contains all item/product details in record form (atab delimited



text file). This feature can be used to upload new items or update existing items.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on the "Product Catalog
Management" text link to load the product catalog management page. Click on the "Upload Items" text link located in the
items section of the catalog management page.

[ Commerce Check ] [Publizh ] [ Wiew Site |

| frems
| | [T
| --- Choose Irem - | [j
[ Manage Items Download [tems | [/

[Upload Package Options | [ Downloac

18]
[Upload Category Item Lizts ] [Download Cz

Adding New Items:

Prepare a spreadsheet which includes the details of all items (with a program such as Microsoft Excel). Save the
document as atab delimited text document: "items.tsv". In Excel, click on File, then choose "Save As'. From the list,
select "Text (tab delimited)".

An example of atab delimited text file is provided. To view this document, click on the "click here" text link
provided.

Upload Hems |

Create andfor Update Existing Rems

Upload your Tab Delimited file. Browsze. .

Upload tems

To download a sample G5 file | click hara.

Updating Existing Items:
To update the details of existing items, first download the tab delimited text file which will contain all current item

information. Load thisfile into any spreadsheet software. Update any item information as necessary, and add any new
items as needed. Save the file in the same tab delimited text format.

Uploading the File:



Click on the "Upload Items" text link, which will load the product upload page in a new browser window. Click on
the browse button, and browse your local hard drive to select the tab delimited text document that contains your
product item details. Click on the "Open" button in the file browser window to finish selecting the file to upload.

Create andfor Update Existing Hems

Upload your Tab Delimited file.
Upload ltems

Choose file

‘wiebsite ltem Spreadsheet j =

Es

After selecting thefile, click on the "Upload Items" button.

Create andfor Update Existing Hems

imited file, gadebeetibens bsy  Browse.

Upload Items

The page will refresh and present the number of items successful added and/or updated. A itemized status report will
load, allowing confirmation that all desired changes were made.

| Upload ltems

Created Items ]
Updated [tem: E]
Detail logs:

Tip: Create at least one complete item by entering all pertinent details from the product catalog management page.
After updating, download the tab delimited text file by accessing the download items page. Load thisfileinto a

spreadsheet management software package, such as Microsoft Excel. Enter all necessary item information beneath the
fields provided (the item(s) aready entered will provide a starting point for al remaining products).

Back to the Top of the Page




Download Items

A tab delimited text file may be downloaded which includes the item details for each product/item in your catal og.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on the "Product Catalog

Management" text link to load the product catalog management page.

Click on the "Download Items" text link. The item download tool will open in a new browser window.

rce Check ] [Publish ] [ Wiew Site ]

Ir'-.lame "I

- Choase Item — =] [Edit] [ New | [ Delete |

anage [tems ] [Upload ltems ](Dcluunlnad [tems [J[ Manage |

[Upload Package Optionsz | [Download Package

[Upload Category Item Liztz ] [ Download Category |

Select any desired optional fields to include by clicking in the checkbox next to the option. When finished, click the

"Download" button.

Dovwnload Rems

Eequired em ID Fequired Hame
Fequired taxable Fequired Weight
[T Short Description [T Description
[ Heta Keywords [ Code
[ Barcode [T Manufacturer
[ Image [ HMSRP
[~ Height{inch) ™ width{inch)
[T Use All Shipping Methods [ Hide Price
[T Inventory Option [T Current Inventory
Select all Dezelect all
( )

Kequired Price

[T HMeta Description

[T Use Quantity

[T warranty Info

[T Lensgthiinch)

[T tem Optionis)

[T Hide Purchase Button

[ Add Inventory

cloze windaw

A dialog box will appear, providing an option to either open or save thefile.



WWould you like ta apen the file ar save it ta your computer’?

QOpen |

W flways azk before opening this type of file

Cancel Moare Info

The default file name will be "items.tsv". For best results, open the "items.tsv" file with a spreadsheet application, such as
Microsoft Excel, or a software application capable of importing atsv (tab separated values)text document.

Back to the Top of the Page

Manage I nventory
From the Product Catalog Management window, click on "Manage Inventory".

I T —
| | ome = (Sor

| - Choose Item - -] [ Edit ] [ Hew] [ Delete] [Cup_-.r J
[ Manage Items | [Upload tems ] [Download 1tems ﬁhﬁanag& Inventnr'_-.rD
6] [Upload Package Optionz ] [Download Package Options |

[Upload Category Item Lizts | [Download Category [tem Lizts |

The system will then open up anew window and display the following:



kem Inventory Management

Showing 20 of 51 items

(Some systems may not respond properly when Rems Per Page is large. If you experience
difficutties, click one of the links below to reduce the number of items per page.)

[tems Per Page 20 | 100 | 500 | 1000 | 2000

Prewious

Page: 123

a8e Pleect
nu| d Eu| “=u| L] = . 1 t i E _! B = = F— HOL

Inwentory Sol difoeailability

328329 ZHL g « C
328330 IKL @ « e

sggg  ° Productinthe e & e 854/ 0 { 854 754 ]

categary

328321 Ash @ . o
332449 Birthday Card & . e
328320 Black @ e o
180707 blue t-shirt . e o 100 4 0 f 100 100 ]
211518 climbing rope [ II!'" i

e el

Click on the blue numbers next to the text "ltems Per Page” to increase or decrease the number of items to display for
iventory management. Click on the page numbers next to the text "Page" to browse between different portions of your items.

For the following header,...



kem Inventory Management

Showing 20 of 51 items

(Some systems may not respond properly when Rems Per Page is large. If you experience
difficutties, click one of the links below to reduce the number of items per page.)

[tems Per Page 20 | 100 | 500 | 1000 | 2000

Page:123

I
|
i
I

Previous
Mext

328329 ZXL @ - r-
328330 3L @ I I
sgg - Productinthe s & s 854 /0 / 554 554
categary
326321 Ash @ .r- e
332449 Birthday Card & s e
326320 Black @ .r- I
180707 blue t-shirt s s & 100 /0 £ 100 100
211518 chimbing rope o [ '

e el

...here are the explanations:

Item ID - the item ID for the product
Item Name - the name of the product
No Inventory - the product will not be using inventory management

No BO - the product will be using inventory management and the system will prevent the customer from

backordering products. Allow BO - the product will be using inventory management and the system will alow the

customer to backorder products. Published I nventory

I nventory/Sold/Availability - this column reports the published inventory that the Web site recognizes. The first
number is the current inventory. The second number is the number of products sold. The third number is the number

of available inventory of aproduct. Current Inventory - this column reports the inventory that the Web site

recognizes - but not necessarily is published to the Web site. Add - put in a number to affect the inventory for a
product. To add 20 of a product, you would place "20" in the available field; to subtract 20 of a product, you would

place "-20" in the available field. A blue text box will appear if the product is using inventory management.

To set al of your products on the page as using a particular inventory choice, click on one of the below linksto set al of the

products to one choice.



" Matural (s ! (

pack of rabbits i [ i 193 50 F 193 193 |
[Zet all to Ho Inventory | [ Set Al te=fdlass-Baalsgrder | [ Set 4ll to Ho Backorder |

ot uze Inventory
- allow uszers arder items not in stock,
uzers to backorder items

ent Inventory (reflects number sold)

When done, you must click on the button "Update" to save your changes. Y ou must also Publish the Web site in order to
apply your changes to the Web site.

" Matural (s L! {
pack of rabbits i [ i 193 70 5193 193 |
[Zet &ll to Ho Inventory | [ et Al fe-fdleseEaalgrder | [5et All o Ho Backorder |

ot uze Inventory
s allow users arder items not in stock,
uzers to backorder items

ent Inventory (reflects number sold)

Back to the Top of the Page
Product Catalog Management
10-Step Guide on Setting Up E-Commerce
Back to Previous Page
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Managing Items

Related Links: 10-Step Guide on Setting Up E-Commerce | Product Catalog Management | Items

Easily manage al of your itemsto:

set them to active or disabled

hide or display price

hide or display the "Add to Cart" button
use global or specific shipping methods
set taxable or non-taxable option

or delete selected components

From the main menu of the Website Editor, click on the "Ecommerce” link in the secondary navigation menu.
Click on "Product Catalog Management". Click on "Manage Items".

[ Commerce Check. ] [IE'uI:uIish] [ Wiew 5ite ]

ﬂﬁ
| | INamE "’I

[~ Chouse Item — =] [Edit] [New] [Delete] |

[ Manage [temsz ] [Ubload [tems ] [Download [tems ] [ Manage In|

[Upload Package Optionz | [ Download Package

A new window will display:



item Modifier

Showing 20 of 51 items

(Some systems may not respond properly when Rems Per Page is large. If you experience
difficulties, click one of the links below to reduce the number of items per page.)

[tem= Per Page 20 | 100 | 500 | 1000 | 2000

Page: 123 Prewvious Mext
-_ s
J28329 ZXL dctive Taxable
I_ 328330 3XL active Taxable Mo Mo Tes
[T &880 aproduct in the category active Mon-taxable Mo Mo Tes
[ soaswed gch Active Tavable il il e

In this Item Management window, click on the blue numbers next to the text "Items Per Page" to increase or
decrease the number of itemsto display in the Item Management window. Click on the page numbers next to
the text "Page" to browse between different portions of your items.

The Item Modifier window will list all of your items that you have entered in to the 3.0 system. Use the
checkboxes to the left of the item name to apply a setting:



-c:-c_I'

Loage

(_I_I_I_I_I_I_I_I_I_I_I_I

Once you have some items selected, click on one of the below links to apply a setting to your selected items:

o

f [DELETE ltems=] [%ef Items to ACTIVE ] [ et Items to DISABLED ] A
[Zet 1tems to TAXABLE ] [ et [tems to HOH-TAXABLE ]
[%et Itemsz to Use AWl Shipping Method({s) ] [ Zet [tems to HOT Use All Shipping Method({s) ]
[Zet [tems to HIDE Price(s) ] [Zet ltems to SHOW Price(s) |
et Items to HIDE "Add To Cart” button ] [5et [tems to SHOW "Add To Cart” button ]

[—

If you are all finished managing general properties of your items, you may click on the link " Close Window"
to close the window. Y ou must Publish the site in order to apply your changes to your Web site.

Back to the Top of the Page




Product Catalog M anagement
10-Step Guide on Setting Up E-Commerce

Back to the Previous Page
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Item Discount Rules

Related Links: 10-Step Guide on Setting Up E-Commerce | Item Management Page

Overview | Discount Details For Items | Discount Rules For Shoppers

Overview

An item-specific discount is areduction in the retail price limited to any selected item. Discounts applied
to items will always override any global discounts.

[tem discounts can be used to:

. Offer Quantity or volume discounts
. Offer time-limited special event sales
. Offer asaleto quickly liquidate products

Online Shopping : Stereo Equipment / CD Players and

CD Plavyer

Ttem Id: 225
a MSRP: §75-66
[ enlarge ]  Price $155—E|'B:: tem-specific Discount
0% Ot
Sale Price: $58.50 b

Qty:fon

Buy Mo I

This State of the art CD Player 1z a petfect addition to vour home enterfainment systern.

[ An example of a discount applied to an item ]



Drder Flumber# 67

Product Description Cuantity it Price Sub Total — Delete
D Player |"'“:”:' Foa00 F2600000 T
Volume Discount F(5,200.00)
LIpdate | Empty I Checkaout |
Table-based Volume Discount __ SubTotal: $ 26,000.00
Applied atCheckout — yrop e Discount: $ (5,200.00)
Total: £ 20.800.00

[ An example of a volume discount cal culated based on a table of values]

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on

the "Product Catalog Management" text link to load the product catalog management page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button, or click
on the "new" button to create and name a new item. The item management page will load in a new

browser window.

Shipping Methods:

Taxes

Click on the "Discount” text link. The Item Discount Rules page will load in a new browser window.

T TA3me.

Height wyidth

{inch): anl finch): o0

Weight Length

ilbs): 3 finchi: LI
[ Handling

v o] |F‘uh|i!hed Inventory

Shipping Rules




Discount Rules Shipping Methods Shipping Rules Handling Rules Tax Rules

Discount Rules Admin For item Mew ltens (60)

Update

. EETTTTTTE— T

" Item Only 2% discount(7) —
Mew Quantity Discounk{12)

& Package Option Only

C Item and Package Option

Sdd Dizcount Bule

[ Item Discount Administration ]

To create anew item discount rule, click on the "Add Discount Rule" text link. The "add discount rule"
page will load in a new browser window.

scrive 7 e focailabl]

" Item Only 2% discounk(7)
Mew Quantity D

. Package Option Only

o Item and Package Option

To view a selected item discount, click on the name of the desired rule, which will load the Discount
Details for Items administration page in a new browser window.




WMM

7 ckage dizcount ' i 'y

Update

To add an existing discount rule to the item, click on the name of the rule under "available rules®. Click
on the right arrow to add the rule to the item. The current page will refresh, and the chosen discount rule
will appear under the " Current Discount Rules for Items". The new rule will then apply to all purchases
that include this item.

2% discount (7]

fIMew Quantity Discounk(12

on Oinly

kage Option

To remove adiscount rule that is currently applied to the item, click on the name of the rule under "Rules
for Item"”. Click on the left arrow to remove the rule. The current page will refresh, and the chosen
discount rule will only appear under the "Available Rules" section.

Mew Quantity Discounk{12)

on Oinly

kage Option

To apply the discount item rule to the item only, to the items package options only (if applicable), or to
the item and package options, click on the applicable radio button next to the rule name in the " Current
Discount" rules section. Click on the "Update" button to save any changes.



mmmm

2% dizcount Package dizcount

e Cluantit
12 Quantity _ i i i
] Dizcount
Dizcount

Update

To activate or deactivate a discount rule, check or uncheck the applicable selection box next to the rule.
Click on the "Update" button to save any changes.

Back to Item M anagement Page
Back to the Top of the Page

Discount Details For Items
View and manage the discount details for all items using the selected discount rule. Use this
section to apply or remove discounts from items.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.
Click on the "Product Catalog Management" text link to load the product catal og management

page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button,
or click on the "new" button to create and name a new item. The item management page will load
in anew browser window.

Click on the "Discount” text link. The Item Discount Rules page will load in a new browser



window. Click on the current discount rule to view the rule details. The discount details for items
page will load in a new browser window.

Option Group Package Option

Hems Admin For Discount Rule # 7 (2% discount)

| e & e ~

- c e & ~

e & e ~

- ¢ e & 2
Update

This page is used to view and manage the discount details for all items using the selected discount
rule.

All itemsthat the ruleis currently applied to will be listed under the "Discount Details for Items"
section.

The current discount rule can be applied to an item, a package, or both an item and a package. To
change how aruleis applied to any listed item, click on the applicable radio button next to the
item. Press the "Update" button to save any changes.



HModify | Hem Package Option Group Package Option 1

Hems fdmin for Discount Rule # 7 (2% discount)

ion Only | tem & Fackage Option Active

Update

The discount rule can be activated or deactivated for any item in the list. Toggle the selection box
under "Active" next to the item to modify to change the status. Click the "Update" button to save
changes.

Modify Hem Package Option Group Package Dption 1

Hems Admin For Discount Rule # 7 (2% discount)

pdate

To view the details of any item in the list, click on the item name. The item management page will
load in a new window.

To add or remove items from the discount rule, use the "Apply or Remove Discounts for Items"



section located toward the bottom of the administration page.

To add an item to the rule, click on the name of the item under the "Available Rules' heading.
Click the "right arrow" button. The page will refresh with the item now located under the "ltems
Using..." heading.

Lodivz IF

. lkem Jrly

. Facliage Option Only

{s ltam % Paclzga Optizn

rlaze wendoer

To remove an item from the rule, click on the name of the item under the "lItems Using..."
heading. Click the "left arrow" button. The page will refresh with the item now located under the
"Available Items" heading.
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Back to Item Management Page
Back to the Top of the Page
10-Step Guide on Setting Up E-Commerce
Back to the Previous Page
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Item Shipping Methods

Related Links: 10-Step Guide on Setting Up E-Commerce | Item Management Page

Overview | Shipping Method Details for Items

Overview

Shipping methods are used to tell the software how products can be shipped when a customer places an
order. All products can use the automatic default selection, which will give customers a choice from all
available shipping methods when a product is purchased.

Any products requiring specia shipping, however, may be managed differently. Custom Shipping
methods may be added through the software, and any product can be changed so that only certain
shipping methods are allowed. In this situation, when customers purchase the product, they will only
have a choice from the shipping methods that are active for the product. Shipping methods may be
controlled by item, by accessing the item administration page.

¢ No Shipping Required |
CCourer —User Defined "Custom® Shipping Methods
O Yellow Freighteays |

C UPS 2nd Day Air ——

C UPS 3 Day Select | Integrated Shipping Methods

C Glohal E}EEFBSS WET ( auto-calculates shipping charges )
 Parcel Post —

CD Changer - 16 CD Capacity
Unit Price: $ 166.00 - QuantiN

This product has “All shipping methods”® enabled.

Choose shipping method for ifermn below

C Mo Shipping Required

Donate to the American Hearing Loss Foundation
Unit Price: $ 75.00 \

This product anly has one custom shipping method applied.

The above example of a shopping cart checkout page shows one item with all shipping methods enabled, and one item with
one single custom shipping method applied.



To learn more about shipping methods and rules,view the section on shipping methods.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page. Access the
item management page by either creating a new item or by selecting an item to edit from the item drop
down menu. The item management page will load in a new browser window.

If "use all shipping methods' is selected on the main item administration page, then no custom shipping
methods will be available for the item. If necessary, disable the "use all shipping methods" option before
proceeding. Click on the " Shipping Methods' text link to access the item shipping rule page.

LRI RN L 1= LN L~
Height Wiidth
S non [0 |n.oo
rinch): (inch):
Weight Length

- E |
(Ib=): {inch):

IF Dizcount Handling
Shipping Method: Shipping Rules
Taxes

f i e ) |F‘uh|i!hed Inventory

When first setting up a catalog, shipping methods must be added. To add a new shipping method, click
on the "Add Shipping Method" text link, and reference the guide on adding shipping methods. The

custom shipping methods administration page will load in a new browser window.




Discount Rules Shipping Methods Shipping Rules Handling Rules Tax Ful

Shipping Methods Admin for item Mew ltenr (60)

Current Shipping Metbods for item Mew Hfenr (G0

kethod 1D lethod HName

Update

Apply or Remowe Existing Shipping Methods

fctive IF Povailable Methods tethods for iterm & 60

UPS Groundi7) i’ ==
UPS 3 Day Seleck(s)

PS5 Mext Day AirlD)
This is the Ship Mamei 18] =l (=

Add Shipping Meathod

Once any necessary shipping methods have been added or activated, one or more shipping methods may
then be applied to any item. To Apply an existing shipping method to the item, highlight the shipping
method from the "Available Methods" list, located in the "Apply or Remove Existing Shipping Rules'
section.

cloze windowr




Discount Rules Shipping Methods Shipping Rules Handling Rules Tax Ful

Shipping Methods Admin for item Mew ltenr (60)

kethod 10 Fethod Mame

Update

Apply or Remowe Existing Shipping Methods

fctive IF Povailable Methods Methods for iterm & 60

LIPS Ground(7 \
PS5 Mextk Day AirfD)

This is the Ship Mame( 18)

Add Shipping dhathod

cloze windowr

Click on the right arrow button. The page will refresh with the selected shipping method now populated
in the "Current Shipping Methods" section. More than one shipping method may be selected by
highlighting multiple methods.

Discount Rules Shipping Methods Shipping Fules Handling Rules Tax Rules

Shipping Methods Admin For item Mew lternr (60)

tethod(s) s fare assigned to itemn,

Current Shipping kMethods for item Sew Henr [E0]

Method 10 Method Marme
UPS Ground

Update

Apply or Remowe Existing Shipping Methods

Methods for iter # 60

UPS Ground (7)

Active F Aoeailable Methods
UPS 3 Day Seleck(s) - ==

Line Bl | I = T L




To remove an existing shipping method from the item, highlight the method from the " Current Shipping
Methods' list. Click on the left arrow button. The page will refresh with the selected method now

populated in the "Available Methods" section. More than one method may be selected by highlighting
multiple methods.

Shipping Methods Admin For item Mew lternr (60)

e

UFS Ground ¥

Update

b 3 Day Seleck(s)
b Mexk Day Airl9)

s the Ship Mame( 18)

Ebomer Pickupl10) ;I

UPS Ground (7)

hod

cloze windowr

To activate or deactivate a shipping method currently applied to an item, click or unclick the selection
box next to the method to change, located in the " Shipping Methods Details' section. Click the "Update"”
button. The current page will refresh showing the desired changes.

Shipping Methods Admin For item Mew lterm (60)

— :

UPS Ground \_y

Update

ia Ewvictima Shinninn bdatbods



To view the shipping method item details of a currently applied method, click on the name of the
method, located in the "Methods Details" section.

Discount Rules Shipping Methods Shipping Rules Handling Rules

Shipping Methods Admin For item Mew lternr (60)

wethodiz) is fare azsigned to item.

7 UFS Ground ™

Update

Nl silable Methads. ) Methads foritem 250

P33 Day Seleck(d) a| | === |UPS Ground {7}

Line Bl E -y Siwd Y

The shipping method details for items page will load in a new browser window.

Back to Item M anagement Page
Back to the Top of the Page

Shipping Method Detailsfor Items
View and manage the details for all items. This page is used to apply the current shipping
methods to more products, or remove the shipping method from products.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.
Click on the "Product Catalog Management" text link to load the product catal og management

page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button,
or click on the "new" button to create and name a new item. The item management page will load
in a new browser window.

Click on the "Shipping Methods' text link. The shipping methods for items administration page
will load in a new browser window. Click on the shipping method to view the details. The



shipping method details for items page will load in a new browser window.

Hodify...|  Hem Package Tax Rules

Hems Admin For Shipping Method # 7 (UPS Ground)

Shipping Method detail=s for tems

Mewr Item IF

Update

Applyor Bemowe Shipping Methods for kems

Lctive F

Mew Tkemia0)

5 s

Items that use all zhipping methods:
lincludes shipping method & 7)
test{37T)

This pageis used to view and manage the shipping method details for all items.

All items that the method is currently applied to will be listed under the " Shipping Method Details
for Items" section.

Modify | Hem Package Tax Rules
Hems Admin For Shipping Method # 7 (UPS Ground)

Shipping Method details for kems

Mew [tem ["

A list of itemsthat have "use all shipping methods' enabled will also display at the bottom of the
screen.



The shipping method can be activated or deactivated for any item in the list. Toggle the selection
box under "Active" next to the item to modify to change the status. Click the "Update" button to

save changes.

Hodify | Hem | Package | Tax Rules |

Itemz that use all shipping methods:
(includes shipping method & 7)

Hems fdmin For Shipping Method # 7 (UPS Groasd)

Maw [tam

To view the details of any item in thelist, click on the item name.



Modify | Hem | Package | Tax Rules |

Hems fdmin For Shipping Method # 7 (UPS Groand)

Mewr [tam ™

The item management page will load in a new window.

To add or remove a shipping method to or from an item, use the "Apply or Remove Shipping
Methods for Items" section located toward the bottom of the administration page.

To add an item to the method, click on the name of the item under the " Available M ethods"

heading. Click the "right arrow" button. The page will refresh with the item now located under the
"Items Using Methods' heading.

Mew Item(60) |
& .

-

To remove an item from the method, click on the name of the item under the "lItems Using
Method" heading. Click the "left arrow" button.

The page will refresh with the item now located under the "Available Items" heading.



Back to Item Management Page
Back to the Top of the Page
10-Step Guide on Setting Up E-Commerce

Back


javascript:history.back(1)

ltem Shipping Rules

Related Links: 10-Step Guide on Setting Up E-Commerce | Item Management Page

Overview | Shipping Rule Details for Items

Overview

Shipping rules are used whenever a new shipping method is created in the software. While a shipping
method specifies how a product can be shipped, a shipping rule tells the software how to calculate the
shipping charges.

Whenever a new shipping method is created, at |east one shipping rule needs to be created.

Use the item shipping rules administration to view, remove, add, activate, or deactivate shipping rules for
an item. Shipping rules may be set up for custom shipping methods only. If an item only has integrated
shipping methods applied, shipping rules will not be available for thisitem. Integrated shipping methods
are those which automatically calculate shipping charges.

A shipping rule may be applied globally or limited to specific items. For further detailed information on
shipping rules, view the section on shipping rules.

Order Mumber # 84
| nt{s] Order Summary
Shipment: Yellow Freightways SubTotal: $ 93.60
ship To: [change ] \ Shipping: $9.36
Custom Shipping Method tax: $ 0.00

Order Total: $ 10296
Shipping : § 9.36
e § D.DD\

Custom Shipping Rule e |
to calculate shipping charges

Froducts:
Hydrogen Peroxide USP Grade Fayment s
UnitFrice ; $ 23.40 - Quantity ; Payment Method: Cash [change |

Whom to Contact . Frocurement




An example of a user-defined shipping method and shipping rule at the "finalize checkout" stage

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management” text link to load the product catalog management page. Access the
item management page by either creating a new item or by selecting an item to edit from the item drop

down menu. The item management page will load in a new browser window. Click on the " Shipping
Rules' text link.

bz ): ILII:'inCh:IZ |
Dizcount Handlipsg
Shipping #ethody Shipping Rules

'| Taxes

The shipping rules administration page will open in anew browser window.

Shipping Methods Shipping Rules Handling Rules

Shipping Rules Admin For item New ltem (60)

Update

st [ ocaiiabie.uies. IR uiesion ien #60.

' ltem Only ==

@ Package Option Only

o Item and Package Qption ==z

Add Shipping Ruls

Global shipping rules that apphy 1o this item Mew Sem Qe
Customer Pickup (2)
Courier {3)

cloze windowr

Any global shipping rules that apply to the item will be listed at the bottom of the page. To view a global



rule, click on the rule name. The global shipping rules modification page will open in a new browser

window.

st 7 Civcaitatiz fuize. IO == 2

" Item by ==

& Package Option Only

" Item and Package Option

Ldd Shipping Rule

Global zhipping rules that apply to thiz item Mew Sem Qe
Cuztomer Pickup (2)
Courier (1)

Close windowr

Since shipping rules are actually applied to a shipping method, and not directly to an item, the specific
shipping rule will override any global shipping rules associated with the shipping method.

This means that specifying arule for any shipping method will not affect other shipping methods that
may be available for this product.

A custom "user-defined" shipping method must be active for the item in order to apply a shipping rule. If
necessary, activate and/or create a custom shipping method for the item before proceeding.

To add anew rule, click on the "Add Shipping Rule" text link.



" Item by ==

& Package Option Only

" Item and Package Option

dd Shipping Fule)

Global zhipping rules that apply to thiz item Mew dem Qe

Cuztomer Pickup (2]
Courier (1)

Close windowr

The add shipping rule administration page will open in anew browser window.

To apply an existing shipping rule to the item, highlight the rule from the "Available Rules’ list, located
in the "Apply or Remove Existing Shipping Rules’ section. Click on the right arrow button.

Shipping Rules Admin For item New ltem (60)

A tive IF
& Item Cinby

@ Package Option Only

o Item and Package Qption

The page will refresh with the selected rule now populated in the " Current Shipping Rules® list. More
than one shipping rule may be selected by highlighting multiple rules.



Shipping Rules Admin for item Mew Fenr (60)
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" Item Only == | |Customer Pickup (73

& Package Option Only
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Acdd Shipping Rulbe

To remove an existing custom shipping rule from the item, highlight the rule from the " Current Shipping
Rules’ list. Click on the left arrow button.
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Fule(z) iz /are aszigned to item.
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Update
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The page will refresh with the selected rule now populated in the "Available Rules’ section. More than
one shipping rule may be selected by highlighting multiple rules.

To activate or deactivate a custom shipping rule currently applied to an item, click or unclick the
selection box next to the rule to change, located in the " Shipping Rule Details" section. Click the
"Update" button. The current page will refresh showing the desired changes.



Shipping Rules fdmin For item MNew Htemm (60)

Fule(s) iz /are assigned to item.

Lctive F

& Iterm Only

. Fackage Option Only

* Item and Package Option

To view a custom shipping method for a currently applied rule, click on the name of the shipping
method, located in the " Shipping Details' section. The shipping method details for items page will load

in anew browser window. This page is used to view and manage which items the custom shipping
method is currently applied to.
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To view the details of the ruleitsalf, click on the "Rule Id" number. The

Back to I1tem Management Page
Back to the Top of the Page

Shipping Rule Details For Items
View and manage the shipping rule details for all items using the selected rule.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.
Click on the "Product Catalog Management" text link to load the product catalog management

page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button,
or click on the "new" button to create and name a new item. The item management page will load
in anew browser window.

Click on the " Shipping Rules' text link. The "item shipping rules’ page will load in anew
browser window.

Click on the desired shipping rule ID Number to view the rule details. The shipping rule details
for items page will load in a new browser window.
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All itemsthat the ruleis currently applied to will be listed under the " Shipping Rule Details for
Items" section.

| Hem Package . Option Group . Package Option

Hems Admin For Shipping Rule # 7 {CUS TOMHER PICKUF)

Update

This pageis used to view and manage the shipping rule details for all items using the selected
rule.

Active F
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& Package Option Only
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The current rule can be applied to an item, a package, or both an item and a package. To change
how aruleis applied to any listed item, click on the applicable radio button next to the item. Press
the "Update" button to save any changes.

1odify . . Package . Option Group . Package Dption .

Hems fdmin For Shipping Rule # 7 (CUS TOHER PICKUP)

Shipping Rule details for fems

kerm Hame |ter Coay |Fackage Option Only | tem & Package Opties

Maw [tem

Apply or Remowe Shipping Bules for kems
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& Package Option Only

{ ltem and Package Option ll ==

The shipping rule can be activated or deactivated for any item in the list. Toggle the selection box
under "Active" next to the item to modify to change the status. Click the "Update" button to save
changes.
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To view the details of any item in the list, click on the item name. The item management page will

load in a new window.

To add or remove items from the shipping rule, use the "Apply or Remove Shipping Rules for

Iltems" section located toward the bottom of the administration page.

To add an item to the rule, click on the name of the item under the "Available Rules’ heading.
Click the "right arrow" button.

Update

2

m Only

chage Option Only

m and Package Option

kest(37)

-

-

e== | |Mew Ikemial)

The page will refresh with the item now located under the "lItems Using..." heading.

To remove an item from the rule, click on the name of the item under the "lItems Using..."




heading. Click the "left arrow" button.

T T ! ™
Update

test{37) il( c== | [Mew Tkem(60
ption Only
Fackage Option

The page will refresh with the item now located under the "Available Items® heading.

Back to Item Management Page
Back to the Top of the Page

10-Step Guide on Setting Up E-Commerce

Back
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ltem Tax Rules

Related Links: 10-Step Guide on Setting Up E-Commerce | Item Management Page

Overview | Tax Rule Details for Items

Overview

Tax rules may be created that apply to all items or only specific products. When an item-specific tax rule
is applied to any product, any global rules previoudly in effect will be disabled.

The ecommerce catalog system is designed to accomodate a variety of possible tax situations. This
section provides a guide to applying any tax rule to actual items that are used in the online shopping
system. Thiswould only be necessary if an item requires different tax rules than other items sold from
the Web site.

The item tax rule administration page is used to view, remove, add, activate, or deactivate item specific
tax rules.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management™ text link to load the product catalog management page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button, or click
on the "new" button to create and name a new item. The item management page will load in a new

browser window.

Click on the"Taxes" text link. The tax rules for item administration page will load in a new browser
window.



Discount Rules | Shipping Methods | Shipping Rules | Handling RFules | Tax Rules |

Tax Rules Admin For item AHD Hemory 1 (9)

package

test

package
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4dd Tax Rule

cloze windowr

Any global tax rulesthat apply to theitem will be listed at the bottom of the page. To view aglobal rule,
click on the rule name. The tax modification administration page will open in anew browser window.

When a custom tax ruleis applied to an item, it will override any global rules that were previously active

for the item.

To add anew custom tax rule, click on the"Add Tax Rule" text link. The add tax rule administration
page will open in anew browser window.

i i BE e |

e e T g g

Add Tax Rule

To Apply an existing tax rule to the item, highlight the rule from the "Available Methods" list, located in
the "Apply or Remove Existing Tax Rules" section. Click on the right arrow button.



The page will refresh with the selected tax rule now populated in the " Current Tax Rules' list. More than
one rule may be selected by highlighting multiple rules.

== | |package test (3}

To remove an existing custom tax rule from the item, highlight the rule from the "Current Tax Rules"
list. Click on the left arrow button.

ipackage test (3]

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one rule may be selected by highlighting multiple rules.

package test(3) S==




To activate or deactivate a custom tax rule currently applied to aitem, click or unclick the selection box
next to the rule to change, located in the "Tax Rule Details' section. Click the update button. The current
page will refresh showing the desired changes.

To view the custom tax rule details of a currently applied rule, click on the name of the rule, located in
the"Tax Details"' section. The tax rule details for items page will load in a new browser window. This
page is used to view and manage which items the custom rule is currently applied to.

package
test

Back to [tem Management Page
Back to the Top of the Page

Tax Rule Detailsfor Items
View and manage the tax rule details for al items using the selected rule.

Click on the desired tax rule to view the details. The tax rule details for items page will load in a new
browser window.
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This page is used to view and manage the tax rule details for all items using the selected rule.

All items that the rule is currently applied to will be listed under the "Tax Rule Details for Items" section.

setive W o Aailableftams | tems using Rule #3.|
" Item Only Testing 4 - Model 33zb Toshibal53) ﬂ == [AMD Memory 1(9]
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The tax rule can be activated or deactivated for any item in the list. Toggle the selection box under
"Active' next to the item to modify in order to change the status.



Click the "Update" button to save changes.

mem‘

Ipdate

To view the details of any item in the list, click on the item name. The item management page will load
in anew window.

—mm
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To add or remove atax rule to or from an item, use the "Apply or Remove Rule to or from Items" section
located toward the bottom of the administration page.

petive P i ficmil aE] 8 REMS i ]
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(¥ Itermn and Package Option

To add an item to the rule, click on the name of the item under the "Available Methods" heading. Click
the "right arrow" button.
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To remove an item from the rule, click on the name of the item under the "lItems Using Rule" heading.
Click the "left arrow™ button.
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The page will refresh with the item now located under the "Available Rules" heading.
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ltem Handling Charges

Related Links: 10-Step Guide on Setting Up E-Commerce | Item Management Page

Overview | Handling Rules Details For Items

Overview

Handling charges can be applied to any item or product used in the catalog. This feature allows a site
owner to apply acharge that is independent of any shipping methods and/or charges.

When a handling charge rule is applied to any item, any global handling charges that may have been in
effect will be disabled for the item.

Use the item handling charges administration page to view, remove, add, activate, or deactivate item
specific handling charges.

Order Summary

SubTotal: $23.40
Shipping: $2.34
Hazardous Material: $ 35.00
tax: $ 0.00

Order Total: $60.74

Handling Charge

Flace Order |

Pavmant Infn

An example of a handling charge named "Hazardous Material", asit appears at checkout

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.

Select an existing item from the drop-down menu in the item section and click the "Edit" button, or click
on the "new" button to create and name a new item. The item management page will load in a new
browser window.



Click on the "Handling Charges" text link. The Handling Charge Rules administration page will load in a
new browser window.

Discount Rules | Shipping Methods | Shipping Rules | Handling Rules | Tax Rules |
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" Item Only === | |combination special handling (2)

. Package Option Only

o Iterm and Package Option

Add Handling Rule

Close windowr

Any global handling charge rules that apply to the item will be listed at the bottom of the page. To view a
global rule, click on the rule name. The global handling charge rules modification page will openina

new browser window.

When a handling charge is applied to an item, it will override any global rules that were previously active
for the item.

To add a new handling charge rule, click on the "Add Handling Rule" text link. The add handling charge
rule administration page will open in a new browser window.




G-:I-:I Handling Rule)

To Apply an existing handling charge rule to the item, highlight the rule from the "Available Methods"
list, located in the "Apply or Remove Existing Handling charges Rules' section. Click on the right arrow
button.

The page will refresh with the selected rule now populated in the "Current Handling Charge Rules' list.
More than one rule may be selected by highlighting multiple rules.

<== | |combination special handling (2]

on

To remove an existing rule from the item, highlight the rule from the " Current Handling Charge Rules’
list. Click on the left arrow button.

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one rule may be selected by highlighting multiple rules.



combination special handling(2) ==

==

To activate or deactivate arule currently applied to the item, click or unclick the selection box next to the
rule to change, located in the "Handling Charge Rule Details" section.

To view the details of a currently applied rule, click the name of the rule, located in the "Handling
Charge Details" section. The handling charge rule details for items page will load in a new browser
window. This page is used to view and manage which itemsthe ruleis currently applied to.

Back to [tem Management Page




Back to the Top of the Page

Handling Rules Details For Items

View and manage the handling charge details for all items using the selected handling charge rule, or

apply the existing rule to other items.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page. Select an
existing item from the drop-down menu in the item section and click the "Edit" button, or click on the

"new" button to create and name a new item. The item management page will load in a new browser

window. Click on the "Handling Rules' text link. The Item Handling Charge Rules page will load in a

new browser window. Click on the rule to view the details.

The handling charge rules details for items page will load in a new browser window. This page is used to

view and manage the handling charges rules details for al items using the selected rule.

Option Group Package Option

Hems fdmin for Handling Rule # 2 {(combination special handling)

| Handling Rule detailsfor fbems.

AT Al in
‘Wander Frao -
i i O
2 Meg
Upgrads
L0 emo ey 1 i i 0
Update

i ——— [ —
T ltam Only Testing 4 - Madel 33zb Toshibal(53) H === | |ATI Allin Wonde
~ testiz?y A AMD Memory 109

Fackage Option Only 4" skormbrooper{FOy
& |tem and Package Optian Testing 5 - Model 2ZEZ1 - Dell{54) ;I ==

Cloze windowr

All itemsthat the ruleis currently applied to will be listed under the "Handling Rule Details for Items®



section.

AT Al in

wionder Pro -

32 heg C € O IF

Upzrade

AMAD Aoy 1 [ i i+ v
Update

The current rule can be applied to an item, a package, or both an item and a package. To change how a
ruleis applied to any listed item, click on the applicable radio button next to the item. Press the "Update"

button to save any changes.

[isman

-

.

e )
o

Update

The handling charges rule can be activated or deactivated for any item in the list. Toggle the selection
box under "Active" next to the item to modify to change the status. Click the "Update" button to save

changes.



Update

To view the details of any item in the list, click on the item name. The item management page will load
in anew window.

AT Al in
‘Whonder Pro -
32 heg

Upgrade

A0 demory 1

To add or remove items from the rule, use the "Apply or Remove Handling Chargesto or from Items®
section located toward the bottom of the administration page.

B tive IF
" Item Only Testing 4 - Madel 33zb Toshibal53) 3 === | |ATL Allin Woaonder P
o~ _ kest(37) AMD Memory 1(9)
Package Option Only 4" skormbrooper{ 700
% |tam and Package Option Testing 5 - Model 2ZEZ1 - Dell{54) ;I ===

To add an item to the rule, click on the name of the item under the "Available Rules' heading. Click the
“right arrow" button.



Tesking 4 - Model 33zb ToshibalSs)
best(37)

4" starmtrooper] 70

Testing 5 - Model 2ZEZ1 - Dell{54)

ATI Al in Wonder Pro - 32 Meq Upgrade(31)
AMD Mernory 1(9)

4" starmtrooper 700 AMD Memary 109

Testing 5 - Model 2ZEZ1 - Dell(54) ATI Allin Wonder Pro - 32 Meg Upgrade(31)
4" Tie-fighter pilot(71)

kest{37) ﬂ == | |Tesking 4 - Model 33zb Toshibal53)

To remove an item from the rule, click on the name of the item under the "Items Using..." heading. Click
the "left arrow" button.

N eTie 4 - Mocel 3ok Tochbaem

kest(37)
4" stormtrooper( 70)

Testing 5 - Model Z2ZEZ1 - Delli54)
| |4" Tie-fighter pilat(71)

The page will refresh with the item now located under the "Available Items' heading.

Testing 4 - Model 33zb Toshibals3) il == | [ATI &l in Wonder Pro - 32 Meg Upgrade(31)

kest(37) AMD Mernory 1(9)
4" stormtrooper] 70

Testing 5 - Model 22EZ1 - Dell{54) ll ==>

Back to Item Management Page
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Package Options

Related Links: 10-Step Guide on Setting Up Ecommerce | Item Management Page

Overview | Item Package Option Rules

Overview

The package option feature is used to tell the software that an item will be available for use in a product
package, and what price thisitem will sell for when it is used in a package.

A package is a product that is made up from groups of items. Customers are given choices from at |east

one group of items, and the price of the package is automatically calculated based on the customer's
selections.

This feature isideal to offer:

. Anoptional warranty
« Product upgrades
« Customizable product bundles

In order for a product to be used in package, it must first be added as an item.

Oncetheitem is created, at least one item package option must be defined before it can be used in
apackage. An item's package option is defined by specifying the retail price that the item will sell
for as a part of the package.



Eoses— FPackage Option Group v -:- 1.26-023=11.03]

3 Red Roges #™
kem Package Options Yellow Roses [F9.90-0.19=9.31]
Aellow Roses
v White BEoses [F13.00- 0.26=12.74]
AWWhite Roses

Carnations t* Carnations [$5.50- 011 = 5.39]

Small arrangement of carnations

Wase t* CrystalVase [§25.00-1.75=23.259]
Fine smoked Crystal Vase
i~ Glass Vase [§4.50-0.32=4.18]

Medium sized glass vase

[ An example of Item Package Options in three Option Groups ]

Navigation: Click on the main "Ecommerce" link at the top of any main administration page.
Click on the "Product Catalog Management" text link to load the product catalog management
page. Access the item management page by either creating a new item or by selecting an item to
edit from the item drop down menu. The item management page will load in a new browser
window. Click on the "Package Options' text link located at the top of the administration window.



Item: AM0 Memory 1 (9]

--- Select Package Cption --- ;l

Discount Handling

Shipping Rules Taxes

[ DEIE’[E] [{:hange] [ Mew]

Cloze windowr

Any item to be used in a package must have at |east one package option defined. All package
options are created by defining a price for each option. The system will display the package
option by its price, and a system defined identification number. Once a package option is defined,
it may be used in one or more package items.

To create a new package option, click on the "new" button.

Mew

Typetheretaill price of the option in the pop-up dialog box, and click ok. Repeat this process to
create all necessary package options.

Shipping Rules Taxes

[ Delete] [Ehﬂnge] [ Hew]
Explorer Uzer Prompt |

Scrpt Prompt: 0k

YWhat i the price for thiz Package Option
Cancel

undefine:




To change the price of an existing package option, select the option from the drop down menu and
click on the "change" button.

Item: AMD demory 1 (9]

- Select Package Option — = |

i Select Package Option ---
$45,00 (5]
$0.00 (19
$0,00 (20)
Uelele | | LUhange | | New |

A dialog box will pop-up. Typein the new retail price and click ok.

| $45.00 (5 -]

Dizcount Handling

Shipping Rule: Taxe:s

[ Delete] [Ehﬂnge] [ Mew]

Explorer User Prompt |

Script Prompt; ( 0k
“What iz new price faor thiz Package Option?

Cancel

To create, modify or view package option discounts, select the desired package option from the
drop-down menu, and click on the "discount” text link. The package option discount page will

load in a new browser window.




[tem: AdA0 Memory 1 (9]

| $45.00(5) =

Shipping Rule: Taxes
[ Delete ] i Ehange] [ H&w]

cloze windowr

To create, modify or view package option shipping rules, select the desired package option from
the drop-down menu, and click on the " Shipping Rules’ text link. The package option shipping

rules page will load in a new browser window.

[tem: Adi0 Memory 1 (9)

| $45.00(5) =

Dizcaunt Hzndling

Shipping Rule:®Taxes

[ Delete ] i Ehange] [ H&w]

cloze windowr

To create, modify or view package option handling rules, select the desired package option from
the drop-down menu, and click on the "Handling" text link. The package option handling rules

page will load in a new browser window.




[tem: AdA0 Memory 1 (9]

| $45.00(5) =

Shipping Rule: Taxes

[ Delete ] i {.‘:hﬂnge] [ I'-Iew]

cloze windowr

To create, modify or view package option tax rules, select the desired package option from the
drop-down menu, and click on the "Taxes" text link. The package option tax rules page will load

in anew browser window.

ltem: Ami0 Memory 1 (9]

| $45.00 (5 -]

Dizcount Handling

Shipping Rules

[ []elete] Change] [ Mew]

Cloze windowr

Back to the Top of the Page

|tem Package Option Rules
ltem Package Option Discount Rules

ltem Package Option Tax Rules
Item Package Option Handling Rules
ltem Package Option Shipping Rules

Back to Iltem Management Page
Back to the Top of the Page
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Package Option Discount Rules

Related Links: 10-Step Guide on Setting Up Ecommerce | Item Management Page | Package Options for
Items | Discount Rules For Shoppers

Overview | Current Discount Details for a Package Option | Discount Details for Package Options |
Applying or Removing Existing Discount Rules

Overview
A package option discount is areduction in the retail price limited to the selected package option. Any

global discount rules will be disabled once a package discount is applied.

A package option discount will not be applied to an item, only to an item's package option. This gives a
Web site owner the ability to offer adiscount if a customer purchases the package, rather than buying the

individual item seperately.

CD Changer - 16 CD Capacity

Ttem Id: 226
Price: F165.00 —

Qi

By Mol |

Mo discount applied when
item is purchased seperately

Thizs State of the art CD changer 15 a perfect addition to your home entertanment syster
[ In the above example, there is no discount applied to theitem]

CD Plaver 17 D Changer - 16 CD Capacity [$165.00 - 24.75 = 140.25]
High Cuality, Stackable C1 changer with /a/ﬁ:? 2D Capacity.
' CD Player [F65.00 ] Package Option Discount
High Quality, Stackable CD Player

Tape Deck ¢ Dual Tape Deck [595.00 - 14.25 = 80.75]

[ However, in this example the item is discounted as a part of a "build your own stereo” package |




Navigation: From the item management page, click on the "Package Options" text link located at the top
of the administration window.

Create a new package option, or select an existing package option to use from the drop-down menu.
Click on the "Discount” text link. The package option discount page will load in a new browser window.

Discount Rules fhipping Rules | Handling Rules | Tax Rules

Discount Rules fdmin For Package Option (5) AHD Hemory 1 ()

Update

2% discount(7) | £== | |Special Item Discount {13

(14}
Mew Quantity Discounk{12)

Add Dizcount Rule

cloze windowr

To create a new discount rule, click on the "Add Discount Rule" text link. The add discount rule page
will load in a new browser window.

| =

Qdd Dizcount Rule )

N e i e G B

L . IR

Any global discount rules will be disabled once a package discount is applied.
Back to Item Management Page
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Current Discount Detailsfor a Package Option
To activate, deactivate, or view discount rules currently applied to the selected package option.

To activate or deactivate a current package option discount, check or uncheck the box next to the rule,
and click the "update" button. The current page will refresh and confirm any changes.

ht Cecial 5% Discount
Update

Any package discount that is applied will override global discount rules, and only the package discount
will apply to the package option.

To view a selected package option discount, click on the name of the desired rule, which will load the
Discount Details for Package Options administration page in anew browser window.

Special Item Discount

Back to [tem Management Page
Back to the Top of the Page

Discount Detailsfor Package Options
View and manage the discount details for all package options using the selected discount rule.

Navigation: From the package option discount page, click on the current discount ruleto view the rule
details. The "discount details for package options" page will load in anew browser window.

This page is used to view and manage the discount details for all package options using the selected
discount rule.



1odify | Hem | Package | Option Group | Package Option |

Package Options Admin for Discount Rule # 13 {$pecial ltem Discount)

{30 Crystal Waze ™
{59 AMAD Ahemory 1 v
{27 Wihite Roses ™

(29GElass Vase(as) 3 == | |(30) Crystal vase(d
(23 Inkel Memory( 10) {5 AMD Memory 1
(3Inkel Memory 2(15) (271 \White Roses(d
(Inkel Memory 30167 ;I =T

cloze windour

All package options that the ruleis currently applied to will be listed under the "Discount Details for
Package Options" section.

(30 Crystal Wase ™

(5 A0 Memory 1 v

(27} ‘yhite Roses ™
Update

The discount rule can be activated or deactivated for any package option in the list. Toggle the selection

box under "Active" next to the item to change to change the status. Click the "Update" button to save
changes.



Update

To view the details of any package option in the list, click the applicable name. The package option
management page will load in a new window.

T

Crystal Wase
L0 erma ey 1
hite Roses
I | P I

To add or remove package options from the discount rule, use the "Apply or Remove Discounts for
Items" section located toward the bottom of the administration page.

N -l Avasilable PackageOptions. | | Package Options using Rule # 13|

(29Elass VMaselns) H == | [(30) Crystal Yase(aa)
(ZInkel Mernory(10) (5 AMD Mernory 1(9)
(3)Inkel Memory 2(15) (27 White Roses(63)
(4 Inkel Memory 3(16) j ==z

To add a package option to the rule, click on the name of the item under the "Available Rules' heading.
Click the "right arrow" button.

(30) Crystal Wase(sa)
(5] AMD Mermory 1(9)
71 White Roses(a3)

(3)Inkel Memory 2(15)
() Inkel Memory 3(16)




The page will refresh with the item now located under the " Package Options Using..." heading.

(ZInkel Mernory(10) il == | |(29) Glass Yase(65)

(3)Inkel Memory 2(15) (51 AMD Memory 1(9)
(4 Inkel Memory 3(16) (30) Crystal Yase(aa)
(10GEraphics Card 3(24) ;I ==> | (27} White Roses{63)

To remove a package option from the rule, click on the name of the item under the "Package Options
Using..." heading. Click the "left arrow" button.

(21Inkel Mermory(10)
(3)Inkel Mernory 2015)
(Inkel Memory 3(16)
(1MGraphics Card 3(24)

3070 Crystal Yasel(66)
(273 White Roses(c3)

The will refresh with the item now located under the "Available Package Options" heading.

(2Glass Vase(as) ﬂ <== | |(30) Crystal Yase(66)
(21Inkel Mermory(10) (57 AMD Mernary 1090

(3)Inkel Memary 2(15) (27) White Rosesi63)
(4)Inkel Memary S{16) hd

Back to Item Management Page
Back to the Top of the Page

Applying or Removing Existing Discount Rules
Apply an existing discount rule to a package option, remove a discount rule currently applied to the
package option, or deactivate all discount rules applied to the current package option.



Nl cosilable Rues | Rules for Package Option 25,

2% discount(7) £== | |5pecial Itkem Discount {13)

(14)
Mew Quantity Discounk(12)

To add an existing discount rule to the package option, click on the name of the rule under "available
rules'. Click on the right arrow to add the rule to the package option.

== | |Special Itern Discounk (13}

(14)
Mew Quankity Discounk(12) 1

The current page will refresh, and the chosen discount rule will appear under the "Rules for Package
Option". The new rule will then apply to all purchases that include this package option.

(14} <== | |9pecial Item Discount {13)
Mew Quantity Discounk{12) 2% discount (7)

Once adiscount is applied to a package option, global discount rules will be disabled.

To remove adiscount rule that is currently applied to the package option, click on the name of the rule
under "Rules for Package Option™. Click on the left arrow to remove the rule.

(14)
Mew Quantity Discounki12)

The current page will refresh, and the chosen discount rule will only appear under the "Available Rules'



section.

2% discount( 7] == | |Special Item Discount {13]
(14)
Mew Quankity Discounk(12)

==

To deactivate currently applied package rules, uncheck the box next to "Active", and click on the
"update" button. Thiswill deactivate the package option discount rule, but leave the current configuration

intact. To activate the discount rules once more, check the box next to "Active", and click on the update
button.

jal 5% Discount

Back to ltem Management Page
Back to Package Options for Items
Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce Back to the Previous Page
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Package Option Tax Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Item Management Page | Package Options for

[tems

Overview | Tax Rule Details for Package Options

Overview
Tax rules may be applied to any package option. This feature would be used only if the item, sold

individually, would have a different tax rate then when sold as a part of a package.
Use this section to view, remove, add, activate, or deactivate tax rules for a package option.

Navigation: From the item management , click on the " Package Options" text link located at the top of
the administration window.

Create a new package option, or select an existing package option from the drop-down menu. Click on
the "Taxes" text link. The package options tax administration page will open in anew browser window.

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules fdmin For Package Option (5) AHD Hemory 1 (%)

3 package test package test F

Update

<==| |package test (3]

Add Tax Rule

Cloze windowr




Any global tax rulesthat apply to the package will be listed at the bottom of the page. To view alisted
global tax rule, click on the tax rule name. The global tax modification page will open in a new browser
window.

When a custom tax rule is applied to a package option, it will override any global rules that were
previously active for the package option.

To add anew custom tax rule, click on the"Add Tax Rule" text link. The add tax rule administration
page will open in anew browser window.

Add Tax Rule

To Apply an existing tax rule to the package option, highlight the tax rule from the "Available Methods"
list, located in the "Apply or Remove Existing Tax Rules' section. Click on the right arrow button.

The page will refresh with the selected tax rule now populated in the "Current Tax Rules' list. More than
one tax rule may be selected by highlighting multiple rules.

== package test (3

To remove an existing custom tax rule from the package option, highlight the tax rule from the " Current
Tax Rules' list. Click on the left arrow button.



package kesk (3

The page will refresh with the selected tax rule now populated in the "Available Rules" section. More
than one tax rule may be selected by highlighting multiple rules.

package test(3) c==

To activate or deactivate a custom tax rule currently applied to a package option, click or unclick the
selection box next to the tax rule to change, located in the "Tax Rule Details" section. Click the update
button. The current page will refresh showing the desired changes.

package test

Update

To view the custom tax rule package option details of a currently applied tax rule, click on the name of
the tax rule, located in the "Tax Details" section. The tax rule details for items page will load in a new

browser window. This page is used to view and manage which items the custom tax ruleis currently

applied to.
Rule Hame |

L package test




Back to I1tem Management Page
Back to the Top of the Page

Tax Rule Details for Package Options
View and manage the tax details for all package options using the selected rule.

Navigation: From the item management page, click on the "Package Options" text link located at the top

of the administration window.

Create a new package option, or select an existing package option to use from the drop-down menu.

Click on the "Taxes" text link. The tax rules for packages options administration page will load in a new

browser window.

Click on acurrent tax rule to view the rule details. The tax rule details for package options page will load

in anew browser window.

Modify | Hem -LFackage -Ll]ptinn Group -LFackage Option |

N RSPy P Srererererar SO WO SR N WU AR ) PR RS S O W G W S RS S P R S A S BN A 2l it

Hems Admin for Tax Rule # 3 (package test)

Testing 4 -

Model 33zb i i { v
Tazhiba

AMAD Mhemory 1 i " i v

rctve 7 -

" Item Only Testing 5 - Madel 22EZ1 - Delli54) 3 === | |Testing 4 - Madel 3

~ _ Testing 6 - Model 22RZ2 - Dell{55) AMD Memory 109)
Package Option Cnly Special Edition Carrying Casel 78

0 Item and Package Option FIC Mainboard 3(20] ll T

Cloze windowr

This page is used to view and manage the rule details for all package options using the selected tax rule.



All package options that the ruleis currently applied to will be listed under the "Tax Rule Details for

Package Options" section.

Testing 4 -

Model 33zb "
Tozhiba

A0 whemory 1 i

i i ¥
i i+ ™
Update

The tax rule can be activated or deactivated for any package option in the list. Toggle the selection box
under "Active" next to the item to change to change the status. Click the "Update" button to save

changes.
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To view the details of any package option in the list, click the applicable name. The package option
management page will load in a new window.

i iame..__) 2. Doy Fas

Testing 4 -
Madel 33zh i.'"
Toshiba

L demory 1 i

L .

To add or remove package options from the tax rule, use the "Apply or Remove Tax Rules for Package



Options' section located toward the bottom of the administration page.

Testing 6 - Model 2ZRZ2 - Dell(55) AMD Mernory 1(9)
frly Special Edition Carrving Casel73)
Dption FIZ Mainboard 320}

Testing 5 - Model Z2ZEZ1 - Delli54) ﬂ == | |Testing 4 - Model 33zb Toshibai53)
hd

When a custom tax rule is applied to a package option, it will override any global rules that were
previoudly active for the package option.

To add a package option to the rule, click on the name of the item under the "Available Rules' heading.
Click the "right arrow" button.

== | |Testing 4 - Model 33zb Toshibai53)
AMD Mernory 1(9)

Testing & - Model ZZRZ2 - Delli55)
Special Edition Carrving Casel73)
FIZ Mainboard 320} ===

The page will refresh with the item now located under the "Package Options Using..." heading.

Testing 6 - Model 22RZZ - Dell(55) 3 <== | |Testing 4 - Model 33zb Toshibal53)
Special Edition Carrving Casel78) Testing 5 - Model 22EZ1 - Dell{54)

FIZ Mainboard 3{z0) AMD Memory 109)
FIC Mainboard 4(21) = [===

To remove a package option from the rule, click on the name of the item under the "Package Options
Using..." heading. Click the "left arrow™ button.



Testing 6 - Model 22RZ2 - Dell(S5)
Special Edition Carrving Case(7a)
FIZ Mainboard 3(z0)
FIZ Mainboard 4iz1)

Testing 5 - Model 2ZEZ1 - Dell{54)
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Testing 4 - Model 33zb Toshibai53)
AMD Memory 1090

Back to [tem Management Page

Back to Package Options for ltems

Back to the Top of the Page
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Package Option Handling Charges Rules

Related Links: 10-Step Guide on Setting Up Ecommerce | Item Management Page | Package Options for

ltems

Overview | Handling Charges Details for Package Options

Overview
Handling charges may be applied to any package option. This feature would only need to be used if
special handling charges do not apply when the item is sold seperately.

Applying a package option handling charge rule will disable any handling charge applied to the item.

For example, this feature may be used to:

. Add alabor charge that wouldn't be present if the product was not a package option

. Add a packaging charge for materials that wouldn't be needed when the product was sold
seperately

Use this section to view, remove, add, activate, or deactivate custom handling charges for a package
option.

Navigation: From the item management page, click on the "Package Options' text link located at the top
of the administration window.

Create a new package option, or select an existing package option from the drop-down menu. Click on
the "Tax Rules' text link. The package options handling rules administration page will open in anew
browser window.



Discount Rules Shipping Rules Handling Rules Tax Rules

Handling Rules fdmin For Package Option (5) AHD Hemory 1 (7)

Nl cailablefules |Rules for Package Option #5]

combination special handling(2) f==

4dd Handling Fule

Global handling rules that apply 1o thiz package option 5 440 AMemony 7720
Fuel Surcharge (4)

Fuel Surcharge [5)

Cloze windowr

Any global handling rules that apply to the package will be listed at the bottom of the page. To view a
listed global handling rule, click on the rule name. The global handling rules modification page will open
in anew browser window.

When a custom handling ruleis applied to a package option, it will override any global rules that were
previously active for the package option.

To add a new custom handling rule, click on the "Add Handling Rule" text link. The add handling rule
administration page will open in a new browser window.

combination special handling(2) ==




To Apply an existing handling rule to the package option, highlight the rule from the "Available
Methods" list, located in the "Apply or Remove Existing Handling Rules" section. Click on the right
arrow button.

The page will refresh with the selected handling rule now populated in the "Current Handling Rules' list.
More than one handling rule may be selected by highlighting multiple rules.

<== | |combination special handling (2]

To remove an existing custom handling rule from the package option, highlight the rule from the
"Current Handling Rules" list. Click on the left arrow button.

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one handling rule may be selected by highlighting multiple rules.

combination special handling(2) ==




To activate or deactivate a custom handling rule currently applied to a package option, click or unclick
the selection box next to the rule to change, located in the "Handling Rule Details' section. Click the
update button. The current page will refresh showing the desired changes.

o

dlin

combination special handling

Update

To view the custom handling rule package details of a currently applied handling rule, click on the name
of the rule, located in the "Handling Details" section. The handling rule details for package options page

will load in anew browser window. This page is used to view and manage which package items the
custom handling ruleis currently applied to.

m
T

combination special handling con

Updats

Back to I[tem Management Page
Back to the Top of the Page

Handling Charges Details for Package Options
View and manage the handling charges details for all package options using the rule.

Navigation: From the item management page, click on the "Package Options' text link located at the top
of the administration window.

Create a new package option, or select an existing package option to use from the drop-down menu.
Click on the "Handling Rules" text link. The "package option handling charges rules details' page will
load in a new browser window.



HModify | Hem | Package | Option Group | Package Option |

Package Options fdmin For Handling Rule # 2 {combination special handling)

[5) A0 Mmooy 1

Update

(2MGlass Vase(Bs)
(2)Inkel Memory (10}

i 3Inkel Memory 2(15)
{4 Inkel Memory 3(16)

(1)
(51 AMD Memory 1

Cloze windowr

Click on the desired handling charges rule to view the rule details. The handling charges rules details for
package options page will load in a new browser window.

This page is used to view and manage the handling charges details for all package options using the rule.

All package options that the ruleis currently applied to will be listed under the "Handling Charges Rules

Details for Package Options" section.

150 A0 fdermo ry 1

Update

The handling charges can be activated or deactivated for any package option in the list. Toggle the
selection box under "Active" next to the item to change to change the status. Click the "Update" button to

save changes.



v
v

To view the details of any package option in the list, click the applicable name. The package option
management page will load in a new window.

e e &

L0 femo ey 1

Update

To add or remove package options from the handling charges rule, use the "Apply or Remove Handling

Charges Rules for Items" section located toward the bottom of the administration page.

(20Glass Yase(ns)
(2)Intel Memory( 10)
(Inkel Memory 215}
(1 Inkel Mermory 3016

(1)
{51 AMD Memory 11

To add a package option to the rule, click on the name of the item under the "Available Rules' heading.

Click the "right arrow" button.

(2Glass Yase(6s)
(2)Inkel Memory(10)
(3Inkel Memory 2(15)

(4 Inkel Memory 30163

(1))
(5 AMD Memory 1(9)

The page will refresh with the item now located under the " Package Options Using..." heading.




(2)Inkel Memory! 10) ﬂ == | |(29) Glass Yase(n5)
(3Inkel Memory 2(15) (110

(4iInkel Memory 3016) (5 AMD Memory 109
(10)Graphics Card 3(24) x| |===

To remove a package option from the rule, click on the name of the item under the "Package Options
Using..." heading. Click the "left arrow" button.

(2)Inkel Memory(10)
(3Inkel Memory 2(15)
(Inkel Memory 30163
[ 10Graphics Card 3(24)

(51 AMD Memory 109)

The will refresh with the item now located under the "Available Package Options" heading.

(z9Glass Vase(65) i’ z== | [(13 D)
(2Inkel Memory( 10} (5 AMD Memory 109
(3Inkel Mernory 20150
(1 Inkel Memory 3(16) ;I ===

Back to Item Management Page
Back to Package Optionsfor Items
Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page
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Package Option Shipping Rules

Related Links: 10-Step Guide on Setting Up Ecommerce | Item Management Page | Package Options for

ltems

Overview | Shipping Rule Details for Package Options

Overview

Shipping rules may be applied to any package option. This feature would only need to be used if the
handling rules do not apply when the item is sold seperately. Shipping rules can only be applied to user-
defined shipping methods.

Use this section to view, remove, add, activate, or deactivate custom shipping rules for a package option.

Navigation: From the item management page, click on the "Package Options" text link located at the top
of the administration window. Create a new package option, or select an existing package option from
the drop-down menu. Click on the "Shipping Rules' text link. The shipping rules for package options
administration page will open in a new browser window.




Discount Rules Shipping Rules Handling Rules Tax Rules

Shipping Rules ddmin for Package Option (5) AHD Hemory 1 (%)

N -l osilsble Rules. | Rules for Package Option #5. |

Customer Pickupl?) ==
Courier()
Courier(9)

A4dd Shipping Fule

Global zhipping rules that apply to thiz Package Option 5 4400 Memonyg 1 02
Customer Pickup (2)
Couriar (3]

Cloze windowr

Any global shipping rules that apply to the package will be listed at the bottom of the page. To view a
listed global shipping rule, click on the rule name. The global shipping rules modification page will open
in anew browser window.

When a custom shipping rule is applied to a package option, it will override any global rules that were
previously active for the package option.

To add a new custom shipping rule, click on the "Add Shipping Rule" text link. The add shipping rule
administration page will open in a new browser window.

COUrer o)
Courier(3)

4dd Shipping Fule
e: that

Cuztomer Pickup (2)

Courier (3]




To apply an existing shipping rule to the package option, highlight the rule from the "Available Rules"
list, located in the "Apply or Remove Existing Shipping Rules’ section. Click on the right arrow button.

Clictomer Bickup 7]
iZourier(3)
iZourier(3)

The page will refresh with the selected rule now populated in the "Current Shipping Rules® list. More
than one shipping rule may be selected by highlighting multiple rules.

Courier(3) f== Customer Pickup (7)
iZourier(d)

To remove an existing custom shipping rule from the package option, highlight the rule from the
"Current Shipping Rules' list. Click on the left arrow button.

Courier(d)
Courier(9)

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one shipping rule may be selected by highlighting multiple rules.

Custamer Pickupl 7) ==

iZourier(d)
iZourier(3)

To activate or deactivate arule currently applied to a package option, click or unclick the selection box



next to the rule to change, located in the "Shipping Rule Details' section. Click the "Update" button. The
current page will refresh showing the desired changes.

mer Pickyg
Update

To view a custom shipping method for a currently applied rule, click on the name of the method, located
in the "Shipping Details" section. The shipping method details for package options page will load in a
new browser window. This page is used to view and manage which package options the custom shipping
method is currently applied to.

B currert. Shipping Rules for Fackage C
Rl hame

T Customer Pickup

To view the details of the rule itself, click on the "Rule Id" number. The shipping rule details for
packages page will load in a new window.

Back to ltem Management Page

Back to the Top of the Page

Shipping Rule Details for Package Options
View and manage the shipping rule details for all package options using the selected rule.

Navigation: From the item management page, click on the "Package Options' text link located at the top
of the administration window.

Create a new package option, or select an existing package option to use from the drop-down menu.
Click on the " Shipping Rules' text link. The package option shipping rules page will load in anew
browser window.



Modify | Hem | Package Ship Rules Tax Rules |

Package Options fdmin For Shipping Method # 10 (Customer F‘ii:kup}l

{5 RO fhemory 1 ™

-l wailable Package Options. oo Racksge optior

{209 AMD Memory 1 (9) i’ == | [{5) AMD Memaoi
(&) AMD Memmory 2613
fisyamdcPOL(Yy
(223 amd CPU 1 (5) =l [=—

Package Options that uze all shipping methods:
lincludes shipping method & 10)
129) Glasz Wasa(6h)

12 Intel Memory(10)

(3] Intel Memory 2(15)

() Intel Memory 3(16)

(10} Graphic: Card 3(24)

(11) Graphics Card 3(25)

(12) Graphic: Card 6(26)

121 Monitor Z028)

[30) Crystal Waze (66

121 Graphics Card 1(22)

131) Greeting Card(6T)

19 Graphics Card 2(23)

[32) AMD0 dhemory 3014)

(1) CPU webrtic loe & Shimi30)
[33) AMO dhemory 3014)

(251 Yellow Rozes(62)

[25] Fed Roses(al)

(12 AT &l in Wonder Pro - 64 meg upgrade(32)
[27) wwhite Roses(63)

1281 Carnationsz (64

cloze windowr

Click on the desired shipping rule to view the details. The shipping rule details for package options page



will load in a new browser window.

r

L0 dermo ry

Update

This page is used to view and manage the shipping rule details for all package options using the selected
rule.

All package options that the rule is currently applied to will be listed under the " Shipping Rule Details
for Package Options" section.

The shipping rule can be activated or deactivated for any package option in the list. Toggle the selection
box under "Active" next to the item to change to change the status. Click the "Update" button to save
changes.

r

L0 dermo ry

Update

To view the details of any package option in thelist, click the applicable name. The package option
management page will load in a new window.

Update

To add or remove package options from the shipping rule, use the "Apply or Remove Discounts for
Items" section located toward the bottom of the administration page.




L0 demory 1

Lpy

To add a package option to the rule, click on the name of the item under the "Available Rules' heading.
Click the "right arrow" button.

e owE = J MMethod=s To 'S kage | on=

N failable Package OpHONS ) o]

(200 &MD Memory 1 (9] ﬂ <== | |(5) AMD Memory 1
(61 AMD Memory 2 (13)

{13 Amd CPU 1 (5)
{22} amd CPU 1 (5] o ==

The page will refresh with the item now located under the " Package Options Using..." heading.

(20) AMD Memaory 1 (30 il
6 &MD Memory 2 (13
13 Amd CPU 1 (5

P
22} amd CPU 1 (S) i}l 1
N e’

To remove a package option from the rule, click on the name of the item under the "Package Options
Using..." heading. Click the "left arrow" button.

(51 AMD Memory 1{9)

(20) AMD Memory 1 (9) ﬂ <== | |(13) Amd CPU 1{5)

(81 AMD Memary 2 (13) (51 AMD Memary 109
(22 Amd CPU 1 (5)
(143 amd CPU 2 (&) =l [===

The will refresh with the item now located under the "Available Package Options" heading.
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(200 AMD Mermory 1 (9] i3
ﬁ Y AMD Memory 109]

(61 AMD Memory 2 (13)
(22 amd CPU 1 (5)
{14 Amd CPU 2 (8

Back to I1tem Management Page

Back to Item Management Page
Back to Package Options for Items
Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
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ltem Options

Related Links: 10-Step Guide on Setting Up Ecommerce | Item Management Page

Overview
Item options allow a site owner to:

. Offer customers a choice from alist of selections
. Add atext field which allows a customer to type in actual information needed to complete the
purchase

When purchasing product, a customer will be presented with a drop-down menu which contains alist of
choices. The customer will be able to choose one option from this menu.

If the text field option is used, the customer will see anamed label (such as"Special Instructions:") with
an empty text area below. A customer purchasing the product will be able to type comments, special
instructions, and/or specific details pertinent to the purchase.

Online Shopping : Stereo Equipment / Cables

Gold RCA Cables

Ttem Id: 241
Price: £0.95
Cable Color : |Black =]
g Black
Qty | white — Hem Options
Tt - Gold
=triped
By Mowl I

(Gold stereo ECA cables custom cut to your specifications. Laser cut and laser sols
perfect audio signal every tirne.

As an example, the options feature can be used to offer customers a choice of colors or sizes, or atext
field can be created which allows a customer to type in comments. Any number of options can be set up,
as long as the choices do not affect the selling price of the product.



Use the item option administration page to add, delete or modify options associated with an item. This
feature allows customers to select non-price dependent options from a pre-defined list of choices.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management” text link to load the product catalog management page.

..'..Et:ummerce.......1 Change Website | ToolBox

[Update Catalog Images [(Wew dpdaie

[Commerce Check ] [Publish ] [ \Wie

Product Catalog Management

e TR T ategories, catalog items, pra

Froduct Catalog Rules
Create vour shipping methods, dizcount, shipping, handling

Ecommerce Options
setup payment method(z), merchant account, and other &

iJrders
Yiew outztanding order summary, and detail order reporti

Access the item management page by either creating anew item or by selecting an item to edit from the
item drop down menu. The item management page will load in a new browser window. Click on the
"Options" text link located at the top of the administration window.

| |
AMD Memary 1 (9 Hew] [ Delete] [Cnpy ]

[ Upload ltem: ] [ Download [tems ]




| Package Options = Options | Related Products |

Item: MNew [tem (Z27F0040)

rMame: |I"-.IE:I.-'-.I IEk=m | Llze Cwantity: [

To add asmall text areato the item, activate the feature by clicking the check box next to "Text Area
Option". Enter the name to display above the text area in the space provided. Click on the "Update"
button to save the changes.

Hem Package Options Options Related Products

Item: Mew ltem (Z70040)

Text Area Option ™

Flame |New Text Area Opkion |

[The text area option allows customers to send
commentz or further information far this item)

[ Mew Text Area Option ]

[ Updﬂte] [ New ﬂpliun]

If necessary, more than one text area may be added. To add another text field, click on the "New Text
Area Option" button, and repeat the steps above.

[tem: Mew [tem [(Z70040)

Text Area Option ™

rame |New Text Area Option |

Name| |

(The text area option allows cuztomers o zend
; tion far thiz item)

[ Mew Text Area Option ]

r||_|-.1| rl..l e B .'I




To create anew option, click on the "New Option" button. Once the page rel oads, replace the default
option name "New" with any desired name (example: “Color"). In the empty field next to "values', type

in the first value (example: "Red"), and click the "Add" button. Add as many values as desired by
repeating this process.

NameClSize DD
Walues 5IT|-E|||| m'

=
E E
]
S
&
-
[

Remove

e

Update ] [ Mew Option ]

For each option created, a new option administration areais populated on the page.

To delete an existing option set, click on the "Delete" button located beneath the option Id number.

ptmn Id 12 Name |5iEE |

Delet
. E ) Walues |5IT|E|||| || Add |

Remove

Update ] [ Mew Option ]

e

To change the order of any option set, click on the"Up" or "Down" arrow button located beneath the

"Option Id" number. Repeat this process until all option sets appear exactly as they should be displayed
in the product catal og.



Mame |5ize |

Yalues | Sl |[m]
i
(% Down)

Update ] [ Mew Option ]

Delete

=
E E‘
s
S
=
=k
b

r——m

To change the name of any option set, type over the existing name, and click the "Update" button.

Option Id 12 - =
Delete " Eﬂ—? |
Walues |5ma|| |[m]

@ [ Mew Option ]

To delete an existing value within an option set, highlight the value and press the "Remove" button
located to the right of the value list.

Option Id 12

[ Updﬂte] [ Mew ﬂpiiun]

To re-order any values within an option set, highlight the value to move by clicking on it from the list of
values. Use the"Up" or "Down" arrow button to move the value. Repeat this process until the value list
isordered as it should be displayed in the catalog.



Option Id 12

MName |Size |
Delete

)

e

Updﬂte] [ Mew ﬂpliun]

To change the name of any value used in an option set, delete the value, then add a new one.

Click the "Update" button to apply any changes before closing the item options window.

Option Id 12

Mame |I"-.IEI.-'-.I |

[ Add ]

Walues

Remove

q Update |) [ Hew ﬂpliun]

Back to Iltem Management Page
Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page
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ltem Groups

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog M anagement

Overview | Item Group Management Page

Overview

An item group is adifferent way to display products. By creating an item group, a site owner tells the
software to display items via a drop-down menu. Item groups are sets of products organized to provide
an easy method to select and purchase related items.

All products in any item group appear in adrop-down menu in the online catalog, allowing customersto
quickly select a desired product. When a customer selects a product from the menu, the page refreshes,
displaying all of the pertinent product details. The customer can then choose to view another item from
the menu, or to purchase the current product.

Online Catalog - Computer Components / mainboards
FIC Mamnboards

Selact Item: | FIC Mainboard 1 =]

_ U IFIC Mainboard 2
Price: $4=88 1~ ymoinboard 2
Sale Price: £]1FIC Mainboard 4

[ enlarge ]

The FIC 1a provides superior peformance at a great price.

Click on the main "Ecommerce" link at the top of any main administration page. Click on the " Product
Catalog Management™ text link to load the product catalog management page.

| | IName ;l | Sort |
@ | - Choose Ttem Group — =] [ Edit ][ New ][ Delete ]

[




To add anew item group, click on the "New" button located in the item group section. The item group
management page will open in a new browser window.

L ™ Ll H = LILHEE] L jy gl g LI =L

83 Explorer User Prompt

Scrpt Prompt; 0k

L) L") I -

Fleaze enter a name for your new ke group g
Cancel

undefines

To edit an existing item group, select the group to edit from the drop down menu, then click on the "Edit"
button. The item group management page will open in anew browser window.

[tem Group: My ltem Group (1)

ltem Group Mame: My Ikem Group |

All Rems (1/72) Hems in Hem Group (1/1)

My Ikern 1 (65

My Ikem 2 (66

My Thern 1 (65

cloze windowr

To delete an existing item group, select the item to delete from the drop down menu, then click on the
"delete” button.



Microsoft Internet Explorer x| m
@ You sure you want ko delete itern group?
Delete |

Cancel |

To search for item groups, type the item name in the empty text field located just above the item drop
down menu and click the "Search" button. Once the page reloads, all matching groups will be available
for selection from the drop down menu.

Item Group Management Page

Add, remove or re-order items used in an item group. Any products to be used in any Item Group must
first be added as items.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on
the "Product Catalog Management” text link to load the product catalog management page.

Select an existing item group from the drop-down menu in the item group section and click the "Edit"
button, or click on the "new" button to create and name a new item group. The item group management
page will load in a new browser window.

| | IName ;l | Sort |
@ | - Choose Ttem Group — =] [ Edit ][ New ][ Delete ]

Item groups are sets of products organized to provide an easy method to select and purchase rel ated
items. All products in any item group appear in a drop-down menu in the online catalog, allowing
customers to quickly select adesired product.

To add itemsto be used in the item group, select any item(s) from the "All Items" list on the left side of
the page. Click on the right arrow button. The page will reload with the selected items now listed in the
“Itemsin Item Group" section.



[tem Group Mame: My Ikem Graup |

Al Hems (1/2) Hems in Hem Group (051)

My Ikermn 1 (65)

My Ik 2

[tem Group Mame: |I"-'1';.-' Item Group |

All Rems (1:2) Hems in Hem Group (1:2)

My Ikem 2

To remove items currently used in an item group, select any item(s) from the "lItemsin Item Group"
section located on the right side of the page. Click on the left arrow button. The page will reload with the
selected items now listed in the "All Items" section.



[tem Group Mame: My Ikem Graup |

Al Hems (0/2) Hems in Hem Group (1/2)
My Ikem 1 (65) My Ikermn 1 (65)
My Tkem 2 (66) My Ikem 2 (66)

[tem Group Mame: |I"-'1';.-' Item Group |
All Rems (072) Hems in Hem Group (071)
My Tkem 1 (65) My Ikem 2 (66)

My Ikem 2 (66)

To edit items used in an item group, highlight the item in the "Items in Item Group" section, and click the
edit button located to the right of the list. The item management page will load.




Hem Package Options Options

ltem Group: My ltem Group (1) =¥ item: iy [tem 2 [6E)

Marme: |I"-'1':.-' Ikem 2 | Uze Quantity: Iv

Barcode: | | Uze Units: I_ Mz Units;
Manufacturer: | | Unit Name: I:I

oo | f oo e
mch): mch )
Wileigh L h
o

Aictive: IF Use All Shipping Methods: IF Discount Handling

Tasable: | Enable Variable Price: | shipping #hethods Shipping Rules

price: $(0.00 | wsre: § 000 ] TR

Inventory Options: 'S . .
Don't allow users order items not in stock

& Let users backorder items

" Don't uze invento ey

Wiarranty: i
b
Short Description: :'
1
Description: £
-

meta Keywords:

.
—
oy

wieta Description:

Shipping Origin: | defaulk *I Image: Mo Image
Update

Cloze windowr

.
—
oy

To change the order in which the items display in the product catalog, highlight the item to move by



clicking on it from the item list. Use the "Up" or "Down" arrow button to move the item. Repeat this
process until all items are ordered as desired.

[tem Group Mame: |I"-'1';.-' Item Group |

All Rems (072) Hems in Hem Group (1:2)

My Tkem 1 (65) |Mi Item 2 EEEE
My Ikem 2 (66)

lterm Group Mame: |f‘-"|';.-' Ikem Group |
All Rems (072) Hems in Hem Group (1:2)
My Ikem 1 (65) My Ikem 1 (65)
My Tkem 2 (66) My Ikem 2 (66)

Llp]

To change the name of the item group, type over the existing name in the field provided, then click the
"Update" button.

Back to the Top of the Page
Product Catalog Management
10-Step Guide on Setting Up E-Commerce
Back to Previous Page
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Packages

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Management | Package Management Page

Overview | Package Management Page | Related Products
Overview
A package is an purchaseable product with at least one subset (" package option groups') of items that are provided as
purchase options. A customer can choose to purchase a package, then select which optionsto include in the final package.
The end retail price of the package will be calculated based on a customer's choices.

In order to to set up a package, several steps must be completed:

. Any product that will be sold as a part of a package must first be added as an item

. At least one package option must be created through the item administration
o Anitem will not be available to use in a package unless a package option isfirst defined by accessing theitem

administration page.

. The main package must be created ( see below )

. At least one package option group must be defined

. Atleast oneitem ( now referred to as an item's package option ) must be added to each package option group created
o See the section on adding items to an option group

Online Catalog : Floral Arrangement

Floral Arrangement  Package Name

Package Base Price: $25.10 ($26.25 - $1.15 in discounts]
Manufacturer:

Choose from an assotment of flowers, roses, vases, and add an optional personal greeting card.

fbuild your ol \
Perzonalized Gresting: Bescription

=)

Optional Comment
= Text Area

An Example of a Package Name, Description and Comment Text Area




—_—

Roses \ v 'Red Roses [F11.25-0.23 5
3 Red Foses
[T Yellow Boses [$9.50-0.149
3vellow Roses
I_: White Eoses [§13.00- 0.25
~ 3White Roses

Option Group 1 Hem Options

( tem Package Options)

Carnations . t+ Carnations [$5.590-0.11 =1
Option Group 2 Small arrangement of carn
Vase O Crystal Vase [$25.00- 1.75
\ Fine smoked Crystal Yase
Option Group 3 @ Glass vase [§4.50- 0.32 =

Medium sized glass vase
An exampl e of a package with three option groups

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on the "Product Catalog
Management" text link to load the product catalog management page.

e i P e Lof Ou g = T R T

| | | Mame ;I | Sort

[~ Chaose Package — — [ Edit |[ New |[ Delete |

A main "package item" is created, and then other items are included within at |east one package option group. Each package
option and/or package option group can be configured independently. This allows agreat deal of versatility for customizing
product specifications, and provides a means to offer customers the ability to build their own products within pre-defined
parameters.

To add anew package, click on the "New" button located in the package section. The package management page will open in
anew browser window.



| | Search | |I"-.Iarne ;I | Sort

[~ Choose Package — =] [ Edit |[ New || Delete |

[Java5cript Application] E3 |
E @ Fleaze enter a name for your new package
[ e =] [ Sort ]
—h I ] Set Default

aF. Cancel

To edit an existing package, select the package to edit from the drop down menu...

|&AMD Deskbop Syskem (12) |-
HATI Allin Wonder Prao (32)
Floral Arrangement ()

newpackage (35)

kesting negative walues (49)

L s i CE

...then click on the "Edit" button.

|P.I'~'1D Desktop System (12}

The package management page will open in anew browser window.

To delete an existing package, select the item to delete from the drop down menu, then click on the "delete” button.

J

| | Mame ;I | Sort

[~ Choose Package — ~ [ Edit |[ New || Delete |

To search for packages, type the package name in the empty text field located just above the package drop down menu and



click the "Search” button. Once the page reloads, all matching packages will be available for selection in the drop down
menu.

J
| | Search | |Name Bl | Sort
| --- Choose Package --- -] E-';] Delete |

Back to the Top of the Page

Package M anagement Page
Modify package-specific information, such as the name, descriptions, pricing, inventory, image, and package rules.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on the "Product Catalog
Management" text link to load the product catalog management page.

Select a package to edit from the drop down menu located in the "Packages' section and press the "Edit" button, or click on
the "New" button to create and name a new package. The package management page will open in a new browser window.

The process of adding and managing packagesis nearly identical to adding and managing items. The starting "package item"
can be atangible product with a base starting price, with each option group provided as an optional or required add-on.
Alternately, the starting "package item" can be a non-tangible item with a base price of zero, with each configured option
group used to build a"final" product from a pre-defined list of possible items.

Once a package is set up, access the package option groups page to configure all option groups and included items.

To set up anew package, or modify an existing package, reference the following guide:

Enter the package name, item barcode identification number, product manufacturer, and product identification number (code)
in the fields provided. The package nameisthe only required field in this area.

-
Mame: [Floral Arrangemnent

Barcode: |

Manufacturer: |

Code; |

e

g =2

Check the selection box next to "active" if this package isto be available for use in the catalog. Packages that not active will
not be displayed or available for purchase from the web site catal og.



Active: F Usede

o -

.

Check the box next to "Use al ship methods" if this package will be shipped using all active shipping methods. If thisbox is
not checked, then shipping methods may be manually selected by accessing the package shipping methods page.

( Use &ll Ship Methods: F)

=

Check the box next to "taxable" if this package is being sold asretail goods.

[

% N

Enter the starting retail pricein the field provided. Thisis the base price that will be displayed and charged for the main
"starting” item in the package, not the final price of the complete package. Optionally, enter the manufacturer’ s suggested
retail price (MSRP) in the field provided. If thisvalue is greater than zero, it will be displayed above the retail price on the
item pagein the catalog. If no value is entered, the MSRP will not be displayed.

( Frice: 5 |5.00 MERF: 50,00 )

Under inventory options, click the radio button next to desired selection.

The default is"Don't use inventory™ which deactivates the inventory control system for this package.

Ex
E

c Don't use inventory

3 &

Selecting "Don’'t allow usersto order items not in stock” will activate the inventory control system, and will not allow a



customer to purchase any packages that are not in stock. Packages with no available inventory will still show up in any active
categories that contain the package.

. 4
(¥ Don't allow users order items not in stock |Fublished Inventory
| t :
() Let users backorder items ruentery
~ Sold:
Don't i T
on'e Lse wmvEntery Availability: 0
Current Inwentory: @, Add
Qreﬂect zold number) y

Selecting "L et users backorder items* will allow customers to purchase and pay for items regardless of the quantity on hand.
Out of stock packages are automatically placed on back order.

i .
CoT Don't allow users order items not in stock Published Inventory
Inwentary:
C Let uzars backorder items ¥
~ Sald:
Don't use inwentor
¥ Availability: o
Current Inwventory: 0. Add

L [reflect zald number) y

When the inventory control system is activated, inventory-tracking information will appear. To modify inventory, enter the
guantity in the field provided, next to "Add Inventory". To add inventory, enter a positive value. To remove inventory, enter
anegative value.

A running total of inventory is kept and displayed, with the current stock and total units sold listed. To complete an inventory
adjustment, click on the "update" button at the bottom of the administration page.

The "Published Inventory" section will not reflect any inventory adjustments until the web site is published.

Enter any warranty information, a short description, a main description, Meta Keywords, Meta Description, and Instruction
in the fields provided. All of these fields are optional.



Warranty:

short Description: Design wour own beautiful Floral arrangements For all
nCCasiaons

Description: ©hoose from an assortment of Aowers, roses, vases, and
add an optional personal greeting card,

teta Keywords:

teta Description:

Instructioniz):
shown at arder
confirmation email
and proof of

\ purchaze, v,

i Ui IP‘."’I* 1; T

The short description appears at the category level in the catalog. It is aso used as the primary description if the packageis
used in an express order form.

The main description appears on the main package page. It is used to provide detailed product information and any necessary
product specifications.

The Meta Keywords and Meta Description are only used for search engine information, and will not be visible to Web site
visitors. Enter key words that apply to this package and a short description of this package in the spaces provided.

The Instruction text area gives you the ability to place ablock of text that will appear at the end of a successful order. This
text will appear on the order confirmation page, on the order fax sent to the site owner, and in the e-mail confirmation sent to
the customer and to the site owner.

Select a shipping origin from the drop down menu provided.

—

L
[Shipping Origin: |Hamekown | default ) ;I

Select an image to use with this package by clicking on the current image name or on "no image" if an image has never been
selected. The image selection page page will load in a new browser window.



http://www.help30.com/pe_components.ivnu#selectimage

4 [ Image: Mo Image j

Uncheck the "Use Quantity" box only 1) to prevent a customer from being able to specify the quantity to order or 2) To usea
custom unit of measure in place of a generic quantity.

4 I
=g Quantity: v
=2 Unit=: -
Min Units: dha Units: 0,00
it Meazurement: LInit Mame:

- weght®ak O Lengthiwchy O (&

When the "Use Quantity" box is checked, a customer is able to order multiple quantities. If the "Use Quantity" box and the
"Use Units" boxes are both unchecked, a customer is not able to specify any quantity for purchase. This combination is
primarily useful if non-tangible goods are being sold.

The "Unit" feature provides a method to specify custom units of measure, such as "yards', "packs’, "cases', "ounces', or any
desired custom unit. The unit feature can be used as a replacement for the quantity, or both quantities and units can be used.
Specify the type of unit to be used in field provided next to "Unit Name".

If quantity and units are both active, as an example, a customer could order 10 qty. of 8 ounces, or 5 qty. of 12.3 feet of rope.

Entering avalue for "Max units" will prevent a customer from ordering above the specified value, in units. If "Max Units'
are not specified, a customer will be able to order an unlimited amount of the package.

Enter the height, width, weight and length of the package, if applicable, in the fields provided. All of thesefields are
optional. However, the integrated shipping methods require a value for weight in order to cal cul ate shipping charges.

Click on the "discount™ text link in order to access and set up package discount rules.

Click on the "handling" text link in order to access and set up package handling charge rules.

Click on the "shipping methods' text link in order to access and set up package shipping methods.

Click on the "shipping rules’ text link in order to access and set up package shipping rules.

Click on the "Taxes" text link in order to access and set up package tax rules.

When compl eted, save any changes to the item by clicking the "update” button located at the bottom of the administration
page.



To set up the individual package options to be included, click on the "Option Groups' link at the top of the administration
page. The package option group management page will load.

Related Products
Click on the tab "Related Products’ to assign products that are related to this product. For example, for a professional sports
team jersey and matching cap, the baseball cap would be arelated product of the jersey.

Option Groups Related Products

Package: sub zandwiches [215232)

Related Product({s) Caption:

Ifbtank, defauit capfon will be "Castomers who shopped for this frem also shopped For ftem(s) below:"

Related Productis) (0.0

EE

Q

II
=

Remove

hems (0,33) Hem Groups (0/3) Packages (0/5]
a product in the category (SS80) H My Sample ke Group Product (23 [«  [My Sample Package Produck (150705) |-
alabama (201492) k shirt option group (1) skamp package (209560)
Alaska (201493) sub sandwiches (218232)
blue t-shirk (180707 T shirt package (5352}
carton of pencils (P (5940}
carton of pencils - ZF22275 {140) | - -

Add ltem Add Group | Add Package

When you click on the "Related Products’ tab, you will see the following screen:



Packaze Options Related Products

[tem: Mew [tem (270040)

Related Product{s) Caption:

ffbilanl, default caption will be "Castomers who shopped For this item also shopped for itemis) below:"

Related Product{s) (0/0)

Down

Remove

HRems (0533) Hem Groups [0/3) Packages (0/5)
a product in the cakegory (55500 3 My Sample Ikem Group Produck (2) (| |My Sample Package Produck (180705) &
Alabama (201492) k shirt option group (1) stamp package (209560)
Alaska (201493) sub sandwiches (215232)
blue t-shirt (180707 T shirt package (5382)
carton of pencils (UP) (5940}
carton of pencils - ZF222758 (140) hd - -

Add ltem Add Group | Add Package

The first section details the caption you would like to have on the Web site. This caption will be next to all of your assigned
related products. If nothing is assigned, the default caption will be "Customers who shopped for this item also shopped for
item(s) below:".

|Item: lew [tem (270040) |

4 N
Related Product({s) Caption:

Ifbtant, default capon will be "Castomers who shopped for this item alse shopped For ftemis) below:"
e,

Related Products) (0,/0)

—

The second section details all of the related products that are currently related to this product. Order the products by clicking
on the nam of the product and clicking on the "Up" or "Down" buttons. To jump to the item management window for the



related product, select the product and click on the button "Edit". To remove the product as arelated product, click on the
product name and click on the button "Remove".

lfblank, defoult capfion will be "Cr

Eﬂlﬂted Product{s) (0 IDJW

m
=1
=

Remove

b, 7
Rems (0533)

To add arelated product, you would use the third section. In each group of products (Items, Item Groups, and Packages),
click on the product name and then click on the appropriate add button ("Add Item" button if you are adding an item, the
"Add Group" button if you are adding an item group, and the "Add Package" button if you are adding a package). Once the
product nameis listed in the second section, it has been applied.

I | Remove |
|Items (0S33) hem Groups (0/3) Packages (0/5]
a product in the category (58800 H My Sample Item Group Produck €2) [« |My Sample Package Produck {180705) -
flabama (201492) k shirt option group (1) stamp package (Z09560)
Blaska (201493 sub sandwiches (215232)
blue k-shirk (1807070 T shirt package (5852)
cartan of pencils (P (5940
carton of pencils - ZF22275 (140) | - -
Add Item Add Group | Add Package

When done specifying al of your related products for this product, click on the button "Update" to save your changes.

Related Links;

Package Options

Package Option Groups
Package Discount Rules
Package Shipping Methods
Package Shipping Rules
Package Tax Rules
Package Handling Charges

Back to the Top of the Page
Product Catalog Management




10-Step Guide on Setting Up Ecommerce
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Package Options

Related Links: 10-Step Guide on Setting Up Ecommerce | Package Management Page

Overview | How Do | Use 1t? | Text Area Option | Drop-Down Option

JA>Overview Package options allow a site owner to:

. Offer customers a choice (which does not affect the price) from alist of selections
. Add atext field which alows a customer to type in actual information needed to complete the purchase

When purchasing product, a customer will be presented with a drop-down menu which contains alist of choices. The
customer will be able to choose one option from this menu.

If the text field option is used, the customer will see a named label (such as " Special Instructions:") with an empty text

areabelow. A customer purchasing the product will be able to type comments, special instructions, and/or specific
details related to the purchase.

Online Shopping : Stereo Equipment / Cables

Gold RCA Cables

Ttemn Id: 241
Price: $0.95
Cable Color :
(Jty -

TTtut -

Black

Hem Cptions

By M owy!

iJold stereo BECA cables custom cut to your spectfications. Laser cut and laser sole
perfect audio signal every time.

As an example, the options feature can be used to offer customers a choice of colors or sizes, or atext field can be

created which allows a customer to type in comments. Any number of options can be set up, as long as the choices do
not affect the selling price of the product.

Use the package option administration page to add, delete or modify options associated with an package. This feature
allows customers to select options from a pre-defined list of choices.

How Dol Uselt?
Click on the main "Ecommerce” link at the top of any main administration page.



Website Editor

mynewwehsite

[Update Catalog Images [Wew ypdate status) |

[Commerce Check ] [Publizh ] [ Wiew Site ]

Froduct Catalog Management
Create and manage product categories, catalog items, product groups and packages.,

Froduct Catalog Rules
Create wour shipping methods, dizcount, shipping, handling, and tax rules,

Ecommerce Options
Setup payment methodiz), merchant account, and other ecommerce options,

Crders
YWiew outstanding order summary, and detail arder reporting.,

Click on the "Product Catalog Management" text link to load the product catalog management page. Y ou will see the
following screen:



[Update Cataloz Images [Wew wpdade sigtus) ]
[Commerce Check ] [Publizh ] [ Wiew Site ]

Foot Category

a new category (28]
packages [3273)
item group (5404)
[tems (B<405)
dizabled categary (10613)
expresz arder farm [12173)
stampz (11184)

| Edit |[ New | Delete |[ Sort |

[Upload Categories |
[ Download Categaries |

|Eear::hl |Name ;I Sort

;| [Edrt][ﬂew]['neme][ﬂnpyl

[Manage [tems ] [Upload 1tems ] [Download [tems ]

| --- Chaoose Ikem ---

[Upload Package Cptions ] [Download Package Cplions |

| | Search

| --- Choose Ikem Group -—- -] [ Edit ][ New ][ Dellﬁ"e]

=l | sort |

| Marne

| | Search | IName ;I | Sort |
[~ Choose Package — =] [ Edit |[ New | Delete |

Crix =

| | INElITIE -] | Sort
[~ Chonse Origin - =] [ Edit |[ New |[ Delete || Set Default |

= | .htmi

Catalog Page

| myvcatalog

[ Set Catalog Page]

Access the package management page by either creating a new package or by selecting a package to edit from the
package drop down menu. The package management page will load in a new browser window.



Option Groups Options Related Products

Package: sub zandwiches (218232)

Mame: |5|.|I:| sandwiches | Use CQuantity: v

Barcode: | | Use Units: [ dax Units:
thanufacturer: | | mit Mame: |:|

Code: | | Height: 0,00 [Width:
Weight: Length:

dctive: W Use all Ship Methods: W Diccaunt Handling
Chargesz
Taxable: W shipping -
<h Rl
Methods 1PPINg Fues

Price: 5 MERP 3 Taxes

Irybimeely Ofpaess o Don't allow uzers arder items not in stock

r Let users backorder items

* Don't use inventory

Warranty': -

-

Short Description: =

s

Cescription: &~

e

Meta Keywards: =

o

tMeta Description: =

o

Inztructionis): i~
shown at order

confirmation email =
and proof of
purchasze,

Shipping Origin: [haome -] Image: No Image

close window

Click on the "Options' text link located at the top of the administration window. Y ou will see the following screen.



Package: sub zandwiches (215232

Text Area Option r

Mame | |

(The text area option allows customers to zend
comments ar further infarmation for thiz item)

[NEW Text Area Option ]

[ Updﬂte] [ Mew ﬂplinn]

close windaow

Createa Text Area option

To add asmall text areato the item, activate the feature by clicking the check box next to "Text Area Option".
Enter the name to display above the text areain the space provided and then click on the "Update" button to save
the changes.

Package: sub zandwiches (218232)

Text drea Option ]t

Flame | |

[The text area option allows customers to zend
comments or further information for this item)

2 [Hew Text Area Option ]

3 [ Update ] [ New Option ]

close windo

If necessary, more than one text area may be added. To add another text field, click on the "New Text Area
Option" button, and repeat the steps above.



Item: Mew [tem (270040)

Text Area Option ™

Mame |New Text Area Option |

Mame | |

IThe text area option allows customers to zend
i tion for this item)

[ Mew Text Area Dpﬁﬂ-l‘l]

rII_Ia.1 rLI N 1 .'I

Create a drop-down option

To create a new option, click on the "New Option™" button.

Package: sub zandwiches (218232)

Text drea Option r

Flame | |

[The text area option allows customers to zend
comments ar further infarmation for this item)

[ Mew Text Area Oplion ]

[ Update | Euew Option ]J

close windo

Once the page reloads, replace the default option name "New" with any desired name (for example, "Color" if
you wanted to present a choice of color).



Option Id 39140
Delete

I Mame |New |

[ Add )

Walues

Remove

o

Update] [ Hew ﬂpliun]

In the empty field next to "values', typein the first value (for example, "Red" if one of the options for your
choice of color wasred), and click the"Add" button. Add as many values as desired by repeating this process.

Option Id 39160

Mame |Color |
Delete

Walues Red | Add

Up

Remove

L

—

Updﬂte] [ Mew ﬂplinn]

To delete an existing option set, click on the "Delete” button located beneath the option Id number.



W13 1ame |Chu:uin:e af Bread |

YWalues Wheat

Parmesan Cregano

o
Toasted Garlic

Italian Cheese

[ Add )

Remove

160 1)ame (Calor

YWalues

eed (Add])

To change the ordering of any option set (that is, which one will appear first, which will appear second, and so
on), click on the "Up" or "Down" arrow button located beneath the "Option Id" number. Repeat this process until
all option sets appear exactly as they should be displayed in the product catal og.

Option Id 37159 1 5m (Chaice of Bread

Delet
m Walues

Wheat || Add |
m Parmesan Cregano
wihike

Toasked Garlic

Italian Cheese

Remove

Option Id 391460

Mame  |Color
Delete

Yalues Red |[m]

To change the name of any option set, type over the existing name, and click the "Update" button.



[Ealan Cheese m

Remove

Option Id 391 '5'[1 Mame  |Calor Choice |
YWalues Fed |[ Add]

Remove

[Hew Gpliun]

To delete an existing value within an option set, highlight the value and press the "Remove" button located to the
right of the value list.

Option Id 39160

kame |C|:|I|:|r Zhoice |
Delete

Walueq

To re-order any values within an option set, highlight the value to move by clicking on it from the list of values.
Use the "Up" or "Down" arrow button to move the value. Repeat this process until the value list is ordered as it
should be displayed in the catal og.

Option Id 39180

rame |C|:|I-:|r Zhoice |
Delete

Walues

Remaove

To change the name of any value used in an option set, delete the value, then add a new one. Click the "Update"
button to apply any changes before closing the item options window.



Back to Package M anagement Page
Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce

Back to the Previous Page
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Package Option Groups

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Management | Package M anagement
Page

Overview | Adding Items to an Option Group | Package Option Group Details | Package Option Group
Administration

Overview

A package option group is used to give customers a choice between items (package options) when purchasing a
package. A group is given a name which is used to describe al of theitemsin the group. At least one group needs to
be created in the software in order to use a package.

The package option group administration page is used to set up and manage groups of items to be used as purchase
options for a package.

Once agroup is defined, items (item package options) are then added to this group.

Each "item" that is added to an option group will be presented as a purchase option. Customers will be able to buy
one or more of the items from this group, and then make additional selections from any other group that is a part of
the package.

. Itemswill not be available to add to package option groups unless the item has at |east one package option
defined through the item's administration page.




Tuner / € Graphic Equalizer [565.00 - 875 =55.25]
Equalizer

\ Professional quality graphics equalizer features precision control over
Option Group 12 bands and an acoustic effects generator

@ Standard AW/ FI Tuner [$45.00 - .75 =38.25]

The perfect tuner for your stereo system, featuring an automatic sound
stabilizing swsterm.

Amp = MNone
@ | High Fidelity 300 Watt Amplifier [F135.00 - 20.25=114.75]
Thiz high fidelity 500 watt amphfier will bring your music to hfel

Package Option

CD Plager [~ CD Changer - 16 CD Capacity [$165.00 - 24.75 = 140.25]
High Ouality, Stackable CD changer wath a 16 CD Capacity,

W CD Player [$65.00 - 875 =55 25]

High Quality, Stackable CD Player

Eoses Multale seieclion 2emms ¥ Red Roses [$11.25-0.23=11.03]
2 Red Roses
Option Group ™ Yellow Roses [§9.50-018=931]

3¥ellow Roses

I‘ﬁmsj.nm [$13.00-0.26=127
ltems (Package Options) White Roses

. Required
Carnations od che @ | Camations [$5.50- 0.11 = 5.39]

(forced choice) LA IS
~, Option Group Small arrangement of carnations

Vase " Crystal Vase [$25.00-1.75= 23.2

Fine smoked Crystal Wase
Option Group * Glass Vase [§4.50-0.32=4.19]

Medium sized glass vase




Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on the "Product
Catalog Management" text link to load the product catal og management page.

Website Editor Edit Pages Properties Ecommerce Change Website

mynewwehzite

[Update Catalog Images (Wisw update sfatus) ]
[Commerce Check ] [Publizh ] [ Wiew Site ]

Product Catalog Management
Create and manage product categories, catalog itemsz, product groups and packages,

Product Catalog RFules
Create vour shipping methods, dizcount, shipping, handling, and tax rulesz,

Ecommerce Options
Setup pavment method(z), merchant account, and other ecommerce options,

Drders
YWiew outstanding order summary, and detail order reporting,

Select a package to edit from the drop down menu located in the "Packages' section and press the "Edit" button, or
click on the "New" button to create and name a new package. The package management page will open in anew
browser window. Click on the "Option Groups" text link located at the top of the administration page.



| Package ' _Option Groups |, Options | Related Products |

Fachage: b sardieichas (2 HE250)

Name: b sandwaches

Barcode Use Units: | e Units: 0.00
darefac tiurer Uit Mame:
- G e
active: ¥ Use M hip Methods: W F—— Hardirg
Charges
Taratie [ hperg
g Fue:
Pree: § 1.50 WP 000 T

ey Options r[u'!"thmunrbtﬂ'—nrﬂhﬂm

« Let umers back order iem
& Don't use Treertory

Woarranty d

An option group is a collection of items that make up one choice in a package. A customer will be able to select one
item, no items, or multiple items from the option group, depending on how the group is set up.

A list of al available option groups will be listed on the left side of the administration page.



Package | Option Groups | Options | Related Products |

Mame: |sub sandwiches

Package: sub sandwiches [218232)

/

All Option Groups [0/3)

Tvwpe of sandwich (5]

Choice of Condiments (61~

Choice of Meqoies (7]

—
FY

A Option Groups In Package [0/3)

Tvwpe of sandwich (5]
Chaice of Meqaies (7]

Chaice of Condiments (6)

close window

Down

Option groups that are currently used by the package will be display to the right.




Package: sub zandwiches [(215232)

Mame: |sub sandwiches |

- N
All Option Groups (0/3) Option Groups In Package (0/3)
Type of sandwich (5] = Type of sandwich (5]
Choice of Condiments (61 = Chaice af Yeqgies (7]
Chaice af Yeqgies (7] Chaice af Condiments (6)

| Delete I
-

=

\lpdaie -

cloze windom

To create and define a new option group, click on the "New" button near the center of the administration page. Enter
the name of the option group in the pop-up dialog box. The new option group will then be added to the "Available
Option Groups" section.

|i Explorer User Prompt 3 Eli

Scrpt Prompt; 0k

Fleaze enter in the name of the new aptioh group
r Cancel

To add an existing option group to this package, click on the option group name in the "Available Option Groups"
section. Press the "Right" arrow button located to the left of the "Option Groups in Package" section. The option
group will be removed from the available group and added to the option groups in the package.



All Option Groups (1/15) Option Groups In Package (0/5)

Memary (2] - Mainboard (5)

Graphics Card (3) = Processar (4]

Processar (4) P Shim & &rctic Ice (7) E
Mainboard (5] Memary (2]

null (&) Graphics Card (3)

Carnations (117 ;I
Update
All Option Groups (0/15) Option Groups In Package (0/%)
Memary (2] - Mainboard (5]
Graphics Card (3) I Processar (4]
Processar (4] P Shirn & Archic Ice (7)
Mainboard (5) Memory (2]
null (&) anhics Card (3 [
CP1J Shim & Arctic Ice (7) tesking negative values (9) [

ATI All in Wonder Pro Memory Upgrade: (877
kesting negative walues (9)

Roses (10]

Carnations (117 ;l

| Update

To delete an option group, click on the name of the group from the " Available Option Groups" section. Click the
"Delete" button located near the center of the administration page.

To change the display order of option groups currently used in the package, click on the name of the group to move.
Usethe"Up" or "Down" buttons to move the selection to the desired position. Repeat this process until all option
groups appear in the order to be displayed in the catal og.



Option Groups In Package (1/5)

Edit

- Mainbioard (5)
u ] = 0 |
Mermary (2]

i
GrphicI?Caf:lrEg; fee (7 Up

| (oo

g

zl
Update
cloze windowr
Option Groups In Package (1/5)
- Mainbioard (5)

Pracessar (4]

=== | [CPL Shirn & Arctic Ice i?‘i
araphics Card (3]

EE
=)
I

=

| (oot
hd

To modify an existing option group (or a newly created one), first add the option group to the package from the
available group list. Then, click on the option group name under the "Option Groups in Package" section. Click on
the "Edit" button. The modify package option group details administration page will load in a new browser window.



L4

Delete

=

Update

Create

Fackage Options in Option Group (0/3)

AMD Memary 1 - $45,00 (5
AMD Memary 2 - $70.00 (6
<== | |AMD Memory 3 - $100.00 (7)

Sel |Default Fackage Option Id: O

Up

Down

M odify Package Option Group Details

Modify or define package option group details. This section is used customize the settings for each option group used

in a package.

Navigation: From the package option group administration page, select a package to edit from the drop down menu
located in the "Packages" section and press the "Edit" button. The package management page will open in anew
browser window. Click on the "Option Groups" text link located at the top of the administration page. Click on an
option group from the "Option Groups in Package" Section. Click the "Edit" button. Y ou will see the following

Sscreen.




Package: zub zandwiches [Z18232)

—

Option Group: Tvpe of zandwich (&)

Option Group Mame: |T3-|:|e of sandwich |
Allove Mull: - i

Multiple: [ (sultiple implies Allow Ml
hotive: W
Show Quantity Input Figld: [

Show Unit Input Field: [~

Dizcount Handling Charge Fulez
shipping Rulez Taxes

All Package Options (0/49)

2¥L - $2.50 (47) ﬂ
2wl - $1.50 (36
3L - $5.00 (48)

Ash - $0.00 (26
Black - 40,00 {27

Large - $0.00 (33)
Logo on back - 40,00 {40}
Logo on Front - $0,00 {38) ll

Crew-neck sweatshirk - $20,95 (32)

Use Drop down menu: [ frop Down Menu should contain only package options of items
that do not hawve item options nor use units)

Package Options in Option Group (0/5)

W - Club - $3.00 (14)
W - Meathall - $3.50(11)

=== | |9 - Roast Beef - $3.85 (12)
%L - $3.00 (37) SW - Seafood - $4.25 (17

S - Turkey 8 Ham - $3,25 (20)

Default Packagze Option 1d: 0

Down

To change the name of the option group, type over the existing name in the field provided.

Explanation of the Package Option Group Settings:

Allow Null: Allows customers to select "None" from the product package page. Check this box if itemsin this

group are optional. Uncheck this box if a selection isrequired in order to complete a purchase.

Use Drop down menu: Will display your optiosn as a drop-down instead of as a checkbox or radio button.

Multiple: Allows customers to purchase multiple itemsin this group. Selecting this option impliesthat a

customer can select nothing.

Active: Uncheck the "Active" box to disable this option group.

Show Quantity Input Field: Check this box to allow customers to specify how many of any option to




purchase. With the quantity box unchecked, customers will not be given a choice for the quantity asit will be
assumed they only wanted one of the choice.

Show Unit Input Field: Check this box to enable the custom unit of measure for all package optionsin the
group. A custom unit of measure must be specified in the item administration for all items used in the group.
See the item administration page for further information about units.

l Package Base Price: $14.40

[ enlarze ]
Update Frice | By MNowl

Utilize 3% hydrogen peroxide for normal cleaning or stetlization. To mix ywour own solutions, the by
industrial strength ( 35%0).

Choose the Grade of & Oty !4 bottles - |B OUICES IHar-::Slr-::-gen Peromde (

Product, and quantities:
Standard 2% H2O2 ¢
household cleating.

C Oty I bottles : 1‘4 ounces Hydrogen Perosde T

25% H2O2, TTEP G
[ Example of quantity and unit used in a package option group |

Adding Itemsto a Package Option Group

Once a package option group is created, items must be added to the group. Each item added to the group will be
presented as a purchase choice. A customer will be able to choose which item(s) they would like to purchase from the
option group.

All itemsto be used in package option groups must first be defined as package options. See the section on defining
item package options for further information.

To add a package option (an item) to this option group, click on the package option in the "All Package Options"
section. Click on the "Right" arrow button. The option will be added to the option group.



All Package Dptions (1:29) Package Options in Option Group (0

AMD Memory 1 - 40,00 (19)
AMD Memory 1 - $0.00 (200

F
AMD Memnrﬂ $45 0 (5 :I
Create

Hf 0 Memory 3 - -$1|'||:| o0 {7
ATI Al in Wonder Pro - 32 Meg Upgrade - $30.00 (24)

ATI All in wonder Pro - 32 Meg Upgrade - $30,00 {17) === |}
ATI All in Wonder Pro - 64 meg upgrade - $60,00 (18)

Amd CPU 1 - $120.00 {13)
Amd CPU 1 - $120.00 (22) j

Asus Za - $60,00 (15)

All Package Options (1/29) Package Options in Option Group (1)

AMD Memoty 1 - $0.00(19)
&MD Memoty 1 - $0,.00 (200

e
AMD Memory 1 - $45 0 (5) :|
. Create

AMD Memory 3 - 100,00

|

AMD Memary 5 '-1I_II_I a0 (7l

&TI Al in wWonder Pro - 32 Meg Upagrade - $30.00 (24)
ATI All in Wonder Pro - 32 Meg Uparade - $30.00 (17) —
ATI all in Wonder Pro - 64 meq upgrade - $60,00 (13) :

Amd CPU 1 - $120.,00 (13)
Amd CPU 1 - $120,00 (22) ll

I:Iefault Fackage Option Id: 0
Update

To change the display order of package options currently used in the group, click on the name of the option to move.
Usethe"Up" or "Down" buttons to move the selection to the desired position. Repeat this process until al options
appear in the order to be displayed.



Package Options in Option Group (1/2)

Asus 28 - 460,00 (15
AMD Mermory 0.L7)

freale|
leletel

Default Fackage Option 1d: O
date

Package Options in Option Group (1/2)

- =

AMD Memory 3 - $100,00 (7)
Asus Za - 360,00 (15

freale|
e ]

=l ete = |

&3

Default Fackage Option Id: 0
date

To set the default option, click on the package option, then click the "Set" button below the "Package Optionsin
Group" section. This defines which package option will automatically be selected for purchase in this group.

To edit a package option’ s details, click on the name of the option in the "Package Options in Group" section. Click
the "Edit" button. The package option administration page will load in a new browser window.



Item: | AMD Memary 1 (9) ;I
Package Options

AMD Memory 1 (53 - $45,00
AMD Memory 1 (190 - $0,00
AMD Memory 1 (200 - $0.00

Price:§| |
Discount Handling

Shipping Rules Tames

Cloze windowr

To view the details of the current package, click on the package name at the top of the administration page. The
package administration page will load.

Package Option Administration
View, create, modify and manage package options by item.

Administration

Package Option Group Discounts
Package Option Group Taxes
Package Option Group Handling
Package Option Group Shipping

Click on the name of any package option currently used in a package option group. The package option
administration page will load in a new browser window.

The base item for the package option will be selected by default in the "Item" drop down menu. To view package
options for a different item, select the desired item from the drop-down menu.

To change the retail price of any listed package option, click on the name in the list, and type the new price over the
old onein the field provided. Click the "Update" button to apply the change.



[tem: |.|5.I'--1D Memory 1 (9] ;I

Package Options

AMD Mernory 1 (53 - $45.00
AMD Memory 1 (19 - $0,00

AMD Memory 1 (200 - $0.00
Frice: 5 45.00

Digcount Handling

Shipping Rules Tames

[Mew | [Update | [ Delete |

Close windowr

To delete a package option, click on the namein thelist, and click the "Delete" button.

To create, modify, or view discounts for the selected package option, click on the "Discounts" text link located
beneath the price. The package option discount administration page will load in a new browser window.

Discount Rules , Shipping Rules , Handling Rules , Tax Rules ,

Discount Rules Admin For Package Option (75) Asus 2a (4)

Al j =i ! = == N i S| dens 2a s
Rule 10 Rule Hame Discount Marne

T 1% dizcount Package dizcount v

Apply or Rermowve Existing Discount Rules

Rule= for Package Option # 15

Active p Aovailable Rules
Special Ikem Discount(13) | == | 2% discount (7]
(14
Mew Quantity Discounti12) -

Add Discount Rule

Cloze windowr

To create, modify, or view shipping rules, click on the "Shipping Rules" text link. The package option shipping rules
administration page will load in a new browser window.




Discount Rules I Shipping Rules I Handling Rules I Tax Rules I

Shipping Rules Admin For Package Option ¢#5) dsas 2a (4)

Apply or Remowe

Active F Pwailable Rules Rules for Fackage Option # 15
Cuskomer Pickup(7) | == |
Courier(g)
Courier(9)
===

Add Shipping Fule

Global shipping rules that apply to this Package Option (153) Azus 2o (4K
Cuztomer Pickup (2]
Courier [3)

Close windowr

To create, modify, or view handling charges, click on the "Handling" text link. The package option handling charges

rules administration page will load in a new window.




Discount Rules , Shipping Rules , Handling Rules , Tax Rules ,

Handling Rules Admin For Package Option (#5) Asus 2a (<)

Apply or Rernowe Existing

el foailable Rules Rules for Package Option 2 15
combination special handling(2) | == |

Add Handling Fule

Global handling rule: that apply to this package option (15) Ases 20 (40
Fuel Surcharge (4]

Fuel Surcharge (5]

close windowr

To create, modify, or view tax rules, click on the "Taxes" text link. The package option tax rules administration page
will load in a new window.




Discount Rules | Shipping Rules . Handling Rules | Tax Rules |

Tax Rules fdmin for Package Option (75) Asus 2a (4)

Current Tz Rules for Package Option (15 Ases 23 (4]

Rule |10 Rule Hame Tax Hame
Updake

Apply or Bermowe Existing Tax Rules

Active p Arrailable Rules Rules for Fackage Option # 15

package tesk3) | == |

Add Tax Rule

Global tax rules that apply to thiz package aption (150 dsus 2a 4
Sales Tax Rule (1)
zdzrde (2]

Close windowr

Back to the Top of the Page
Package Management Page
Product Catalog Management
10-Step Guide on Setting Up Ecommerce
Back
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Package Option Group Discount

Related Links: 10-Step Guide on Setting Up E-commerce | Package Option Groups

Overview | Package Option Group Discount Details | Discount Rules For Shoppers

Overview

A package option group discount is areduction in the retail price applied to all package optionsin a
group. Once agroup discount is applied, global discount rules will be disabled. This feature would only
need to be used when a discount must be applied to an entire group rather than an individual package

option within the group.

Custom Tailored Men's Dress Shirt

Package Base Price: $40.50 ($45.00 - $4.50 in discounts)
W GereralStyle ! [Standard =]

& Skeeve Options : [Siandard =

. Cuff Options © | Matching Faltem = |

Collar Optiors : | Matching Pattein = |

Heck Size Im

Color . [wihite =] Package Option Group Discount
Applies to all Options

[ enlarge ]

oo |

additionial options below, and we'll ship your shin steam-pressed and ready to wear

The finest fabncs are used to create this custom tadored, perfectly fitting men's dress shirt. Select the desired styles and

suze —Option Group ¢ Small Men's Dress Shrt - Custorn Tailored [$45.00 - 4.50 = 40.50]

Size: Small - Custom Talored

& Medum Men's Dress Shart - Custom Talored [$55.00 - 5.|5|:I =4%50]

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Cli
the "Product Catalog Management" text link to load the product catalog management page.

Edit Pages Froperties Change Wehbsite Tool Box
g P

ck on




0 Froduct Catalog Management
Create an product categories , catalog item: , product groups and packages.

Product Catalog Rules
Create wour shipping method: | discount | shipping , handling , and tax rules.

Ecommerce Options
Setup payment method(z), merchant account, and other ecommerce options.

Orders
Wiew outstanding order summary, and detail arder reporting.

Select an existing package from the drop-down menu in the package section and click the "Edit" button,
or click on the "new" button to create and name a new package. The package management page will load
in anew browser window.

| |
|.ﬁ.MD Deskbop Swstem (12) HEW] [ Delete]

Click on the "Option Groups' text link at the top of the administration page. The option groups
administration page will load.

' Dptions

| Package ' Option Groups




Package: MO Dezktop System (12)

Bme: |.ﬂ.MD Deskkop Syskem |

\adl Dption Growps (0/13) Option Groups In Package (0:%)
Mernory (2] - Mainboard (5
Graphics Card (3] — Processor (4)
Processor (4) Memory (2]
Mainboard (5) CPI Shim & Arckic Ice (7)
null (&) Graphics Card (3)
P Shirm & Arckic Ice (7) Delete kest (14)

AT &l in Wonder Pro Mernory Upgrade: (8)
Roses (10)

iZarnations {11)

Vase (12) hd

Select an option group from the "Option Groups in Package™ list on the right-hand side of the
administration page. Click on the "edit" button.

Option Groups In Package (1/%)

‘Mainboard (5}

P 4 —
== Momry )

CPI Shirn & Arckic Ice (7) —

iaraphics Card (3]

kesk (14)

The details for option group administration page will load.

Click on the "Discount"” text link located on the left-hand side of the administration page. The Option
Group Discount Rules page will load in a new browser window.



bctive:  [v

Handling Charge Rules

Shipping Rule: Taxes

All Package Options (0533)

To create a new discount rule, click on the "Add Discount Rule" text link. The add discount rule page
will load in a new browser window.

Special Ikem Discounk(13) == | {2% discount {7}

(14
Mew Quantity Discounk(12)

! Add Dizcount Rule )

To activate or deactivate a current option group discount, check or uncheck the box next to the rule, and
click the "update" button. The current page will refresh and confirm any changes.

T 2% dizcount Package dizcount @

(opdoe)

To view adiscount rule currently applied to the option group, click on the name of the desired rule,
which will load the discount details for option groups administration page in a new browser window.

T Fackage dizcount v

Update




| Modify | Hem | Fackage | Option Group | Package Option |

Option Groups Admin for Discount Rule # 7 (2% discount)

CPU Shim 2 drctic lce v

Miemory v

Mainboard v
Update

araphics Card(3) ﬂ == | [CPU Shim & Arckic Icel7)
Foses(10) Memory(2)

Processor4) Mainboard(S)
iZarnations(11] ;I ===

To add an existing discount rule to the option group, click on the name of the rule Available Rules'.
Click on theright arrow to add the rule to the item. The current page will refresh, and the chosen
discount rule will appear under the "Rules for Option Group" section.

o1 Remaue Disoount o o lrom. Do Grosps

Graphics Cardi 16 L== | {I7)

Graphics Card Memory Options: AT Al in Wonder Prof18) Mainboard

e, {CPLI{1S)
Mernory (1]

PO vl il =l Ciption Groups, ... Option Groupsusing Ruls#7 |

Graphics Card(16) == | |Mainboardi{14) :I
CPU15)
Mermary 17
iaraphics Card Memory Oprions: AT &l in Wonder Prof15) i

To remove adiscount rule that is currently applied to the option group, click on the name of therule



under the "Rules for Option Group" section. Click on the left arrow to remove the rule. The current page
will refresh, and the chosen discount rule will only appear under the "Available Option Groups" section.

iaraphics Card{16) 1. Mainboard( 14} ;l
——1 P 15)

-l Available Option Groups.

iaraphics Card{16) o=
araphics Card Memory Options: ATI &ll in Wonder Prof 13)

Back to the Top of the Page

Discount Details for Option Groups
View and manage the discount for all option groups using the selected discount rule.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management™ text link to load the product catalog management page.

Edit Pages | Froperties | Change Website | Tool Box




= il
0 Product Catalog Management
Create an product categories , catalog item: , product groups and packages.

Product Catalog Rules
Create wour shipping method: | discount | shipping , handling , and tax rules.

Ecommerce Options
Setup payment method(z), merchant account | and other acommerce options.

Orders
Wiew outstanding order summaty, and detail ardar reporting.

Access the package management page by either creating a new package or by selecting an item to edit
from the item drop down menu. The package management page will load in a new browser window.

| |
| BMD Deskkop System (12) "’K| Edit iI HEW] [ DElEIE]

Click on the "Option Groups" text link at the top of the administration page.

Package :_l]ptmn_l.irnup!_ Options |

Click on the desired package option in the "Option Groups in Package", then click the "Edit Button".
Click on the "Discounts" text link.



Option Groups In Package (1/4)

‘Mainboard (14
CPL{15) —
Memory (17) ‘@'

. |
Graphics Card (16)

Active: [

(Dot

(Dizcount ) Handling Charge Rules
Shipping Rule: Taxes

All Package Options (0519)

Click on any current discount rule. The "discount details for option groups' page will load in anew
window.

T Fackage dizcount v

Update

This page is used to view and manage the discount details for all option groups using the selected
discount rule.

Update

iaraphics Card Mernory Options: AT Allin Wonder Prof18) == |_




All option groups that the rule is currently applied to will be listed under the "Discount Details for
Option Groups' section.

Update

The discount rule can be activated or deactivated for any option group in the list. Toggle the selection
box under "Active" next to the item to change to change the status. Click the "Update" button to save
changes.

Update

To view the details of any option group in the list, click the applicable name. The option group
management page will load in a new window.

Update

To add or remove option groups from the discount rule, use the "Apply or Remove Discounts for Option
Groups" section located toward the bottom of the administration page.



iaraphics Card{16) == | |{2) ﬂ
iaraphics Card Memory Options: ATI &l in Wonder Prof13) (3]
(5
=== | |Carnations(11) ;I

To add a package to the rule, click on the name of the package under the "Available Option Groups®
section. Click the "right arrow" button. The page will refresh with the item now located under the
"Option Groups Using..." heading.

(7]

Graphics Card Memory Options: AT Al in Wonder Prof18) Mainboard

e, {CPLI{1S)
Mernory (1]

taraphics Card{16) == | |Mainboard{14) -]
CPLI1S)

araphics Card Memory Options: ATI All in Wonder Prof 157 i

To remove an option group from the rule, click on the name of the item under the " Option Groups
Using..." heading. Click the "left arrow" button. The will refresh with the item now located under the
"Available Option Groups' heading.

araphics Card Memory Options: ATI All in Wonder Prof 157 i




Aoply or Berowe Discount to or from Option Groups

Aty F Aveailable Option Groups

iaraphics Card{16) o=
araphics Card Memory Options: ATI &ll in Wonder Prof 13)

Back to the Top of the Page
Back to Package Option Groups
10-Step Guide on Setting Up Ecommerce

Back
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Package Option Group Tax Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Package Option Groups

Overview | Package Option Group Tax Details

Overview

Tax rules may be applied to al optionsin any option group. Thiswould only be necessary if aWeb site
owner has atax situation where a different tax rate applies only when items are used in a package, and
the tax rule applies to al products/items used in this group.

Customers will see an itemized list of any taxes at checkout.
Use this section to view, remove, add, activate, or deactivate option group specific tax rules.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management™ text link to load the product catalog management page.



[ Update Catalog Image: |(Wew wpdate statuz) ]

[ Publish ] [ Wiew Site |

[ Frr——

| | Search

|- Choose Ttem - -] [ Ed“] [ New ] E

[ Upload ltems ]

e Groups

| | Search

| - Choose Item Group - = | [ Ed“] [ New ] [ D"-‘IH"-‘]

| | Search
| [AMD Deskeop system (12) o] [ Edit | [ New | [ Delete |
-“1‘-""‘--
_‘--‘_‘_‘-_‘_‘_‘_‘_‘_ _'_._._,_n—.-'_'_._.-._
m (42] _
H 3 Lirigins
' '
[~ Chooseorgn— =] | Edit | [[New | [Delete | [Set D)

Catalog Fage

Catalog Page |newcatalng ;I htmil
[ Set Catalog Page]

Select an existing package from the drop-down menu in the package section and click the "Edit" button,
or click on the "New" button to create and name a new package. The package management page will load
in anew browser window.



Package Ll]ptinn Groups | Options |

Package: AMi0 Desktop Systemn (12)

Mame: |.ﬁ.MD Desktop Syskem | Uze Quantity: v

Barcode: |m|:u:|:|L| | Use Units: |- haz Units:
Manufacturer: ||.:.|r-.-'||:. | Unit Mame: I:l

Code: |AMDcombo | Height: """'ﬁdth:
Weight: Langth:

Active: [ yze Ship whethods: i~ Dizcount Handling Charges
Taxable: IF Shipping #ethods Shipping Rule:
ol ] ul | Taxe

Click on the "Option Groups" text link at the top of the administration page. The option groups
administration page will load.

Fackage: A0 Desktop System (12)

Mame: |.ﬁ.r'-“ID Deskiop System |

Al Option Groups (0/13) Option Groups In Package (0/%)
Mermory (2] - Mainboard (5
iaraphics Card (3) T Processor (4
Processor (4) Memory (2]
Mainboard (5) iZPL Shirn & Arctic Ice (7)
null (&) iaraphics Card (3]
CPU Shirn & Arctic Tce (7) Delete
ATI Allin Wonder Pro Mernory Upagrade: (8) E
Roses (10)

Carnations (11)
Yase (12} j

Select an option group from the "Option Groups in Package" list on the right-hand side of the
administration page. Click on the "edit" button.



Package: A0 Desktop System (12)

Option Groups In Package (1./%)

Mainboard (5)
Processor (4
== | |Memory (2)

iZPL Shimn & Arctic Ice (7)
iaraphics Card (3)

f pgrade: (8

El

The details for option group administration page will load.

Option Group

Package: AMD Desktop Systemn (96) > Option Group: Mainboard (5)

Option Group Mame: |Mai|'||:u:|ar|:| |

Adllgwr Mull: - [

mMultiple: [~ wauiriple implies allows Mull)

hctive: [
Dizcount Hzndling Charge Rules
Shipping Rule: Taxes

Click on the "Taxes" text link located on the |eft-hand side of the administration page. The option group
tax rules page will load in a new browser window.




Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules ddmin For Option Group Hainboeard (5)

Current Tax Rules for Option Group MWaichazrd (5]

Rule 1D Rule Hame Tax Name

Update

Apply or Remowe Existing Tax Bules

Rule=s for Option Group &# 5

A tive F Porailable Bules

Add Tax Rule

cloze windowr

When a custom tax rule is applied to an option group, it will override any global rules that were
previoudy active for any itemsin the option group.

To add anew custom tax rule, click on the"Add Tax Rule" text link. The add tax rule administration
page will open in anew browser window.



Add Tax Rule |

Rule Type: ltem Specific meansrule can be assigned to
| GLOBAL - item.

Glebal means rule will be applied to all items

that do not hawve specific rule azsigned.
Shipping Method Specific means rule can
be azsigned to customuserdef shipping
method.

Shipping Methrod Global mean: rule will be
applied to all zhipping methods that do not
hawe specific rule azsigned.

Rule Hame: || | Mame for wour reference.

Tax Hame: | | Mame to show in cart.

Status: |ACTIVE = |

Applied to Region:

Country:
LA -] ;l-méedthe reg-l;in:-n to ap!:ully the :.}; ;:::_
State: ?:F; ode can be a partial number (%02 or
() =] -

ZFipCode: I:I

Amount: I:l Amount can be either 55.25(flat fee) ar

S5.00%(parcentage)

To apply an existing tax rule to the option group, highlight the rule from the "Available Rules’ list,
located in the "Apply or Remove Existing Tax Rules’ section. Click on the right arrow button. The page
will refresh with the selected tax rule now populated in the "Rules for Option Group” list. More than one
rule may be selected by highlighting multiple rules.



Discount Rules | Shipping Rules 1 Handling Rules | Tax Rules |

Tax Rules Admin For Option Group Hainbeard (5)

Current Tax Rules for Option Group Mairboeand [5]

Rule 10 Rule Hame =% Name Active

Update

Apply or Bermowe Existing Tax RBules

Active p N ules Rules=s for Option Group & 5

Add Tax Rule

cloze windowr

Discount Rules | Shipping Rules | Handling Rules | TaxFRules |

Tax Rules fdmin For Option Group Hainboard (5)

Rule(z) iz/are azsigned to optionGroup.

Current Tax Rules for Option Group Mainbeand [5]

Rule IO Rule Hame Tax Name Active

9 A0 Dizcount thematy Fromotion 2

Update

Apply or Bemowe Existing Tax RBules

Rules for Option Group #5

hctive F Porailable Bules

= AMD Discount (97




To remove an existing custom tax rule from the package, highlight the rule from Rules for Option
Group" list. Click on the left arrow button. The page will refresh with the selected rule now populated in
the "Available Rules" section. More than one rule may be selected by highlighting multiple rules.

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules Admin For Option Group Mainboard (5)

Rule 1D Rule Hame Tazx Name

? A0 Dizcount thematy Promotion ™3

Update

Aoply or Bermowe

Rule= for Option Group &5

Aetive IF Porailable Rules

== AMD Discount (9]

4dd Tax Rule

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules fdmin For Option Group Mainboard (5)

Selacted rule(z) izfare remowved from option group.

Currernt Ta:x Rules for Option Group Wairhazrd (5]

Rule 1D Rule Hame

Update

Apply aor Bemowe Existing Tax Rules

f i F Aorailable Rules Rule=s for Option Group &5

AMD Discounk(9) ==

NHAd T Bl



‘ ==

Add Tax Rule

To activate or deactivate a custom tax rule currently applied to an option group, click or unclick the
selection box next to the rule to change, located in the " Current Tax Rules' section. Click the update
button. The current page will refresh showing the desired changes.

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules Admin For Option Group Mainboard (5)

2
Update /’,/

N I :silable Fules | | Rules for Dption Group #5.

== AMD Discount (9]

4dd Tax Rule

To view the details of a currently applied rule, click on the name of the rule, located in the "Tax Details"
section. The tax rule details for option groups page will load in a new browser window. This pageis used
to view and manage which packages the custom rule is currently applied to.



HModify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (AHD Discount)

Tax Rule details for Option Groups

tion Group Hame

Mzinboard v

Update

Apply or Bemowe Tax Bule to ar from Option Groups

Ativ p Fogailable Option Groups tion Groups using Rule # 39
ZPL Shirn & Arckic Icel7) a | | &== | |Mainboard(5)
ATI All in Wonder Pro Memory Upgrade:(3)
Memory( 2
iaraphics Card(3) ;I ==

Tax Rule Detailsfor Option Groups
View and manage tax rule details for all package option groups using the selected method.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.



[ Update Catalog Image: |(Wew wpdate statuz) ]

[ Publish ] [ Wiew Site |

[ Frr——

| | Search

|- Choose Ttem - -] [ Ed“] [ New ] E

[ Upload ltems ]

e Groups

| | Search

| - Choose Item Group - = | [ Ed“] [ New ] [ D"-‘IH"-‘]

| | Search
| [AMD Deskeop system (12) o] [ Edit | [ New | [ Delete |
-“1‘-""‘--
_‘--‘_‘_‘-_‘_‘_‘_‘_‘_ _'_._._,_n—.-'_'_._.-._
m (42] _
H 3 Lirigins
' '
[~ Chooseorgn— =] | Edit | [[New | [Delete | [Set D)

Catalog Fage

Catalog Page |newcatalng ;I htmil
[ Set Catalog Page]

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package. The item management page will load in a
new browser window.



Package Ll]ptinn Groups | Options

Package: AMi0 Desktop Systemn (12)

Mame: |.ﬁ.MD Desktop Syskem | Uze Quantity: v

Barcode: |m|:u:|:|L| | Use Units: |- haz Units:
Manufacturer: ||.:.|r-.-'||:. | Unit Mame: I:l

Code: |AMDcombo | Height: """'ﬁdth:
Weight: Langth:

Active: [ yze Ship whethods: i~ Dizcount Handling Charges
Taxable: IF Shipping #ethods Shipping Rule:
ol ] ul | Taxe

Click on the "Option Group" text link located at the top of the administration page. Select any option
group from the "Option Groups in Packages" section. Click the "Edit Button". The option group
administration page will load.

Option Group

Package: AMD Desktop Systemn (96) > Option Group: Mainboard (5)

Option Group Mame: |Mai|'||:u:|ar|:| |

Adllgwr Mull: - [

mMultiple: [~ wauiriple implies allows Mull)

hctive: [

Dizcount Hzndling Charge Rules

Shipping Rule: Taxes

Click on the "Taxes' text link. The tax rules for option groups administration page will load in anew
browser window.



Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Tax Rules ddmin For Option Group Hainboeard (5)

Current Tax Rules for Option Group MWaichazrd (5]

Rule 1D Rule Hame Tax Name

Update

Apply or Remmowe

Rule=s for Option Group &# 5

A tive F Porailable Bules

Add Tax Rule

cloze windowr

Click on the desired tax rule to view the details. The tax rule details for option groups page will load in a
new browser window.



HModify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (AHD Discount)

Tax Rule details for Option Groups

tion Group Hame

Mzinboard v

Update

Apply or Bemowe Tax Bule to ar from Option Groups

Ativ p Fogailable Option Groups tion Groups using Rule # 39
ZPL Shirn & Arckic Icel7) - == | [Mainboard(5)
ATI All in Wonder Pro Memory Upgrade:(3)
Memory( 2
iaraphics Card(3) ;I ==

All option groups that this rule is currently applied to will be listed under the "Option Group Name"
section.

HModify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (4HD Discount)

Tax Rule details for Option Groups

( mainboard v

Update

Apply or Bemowe Tax Bule ta ar from Option Groups

Ativs F Aovailable Option Groups tion Groups using Rule #9
iZPL Shirn & Arckic Icel?) - == | |Mainboard(5)
ATI Al in Wonder Pro Memory Upgrade:(3)
Mernory] 2]
iaraphics Card(3) ;I ==




The tax rule can be activated or deactivated for any option group in the list. Toggle the selection box
under "Active" next to the item to modify to change the status. Click the "Update" button to save
changes.

HModify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (4HD Discount)

Tax Rule details for Option Groups

wainboard

Apply or Bemowe Tax Bule to ar from Option Groups

Ativ p Fogailable Option Groups tion Groups using Rule # 3
iZPL Shirn & Arckic Icel?) - == | |Mainboard(5)
ATI Al in Wonder Pro Memory Upgrade:(3)
Mermory( 2
araphics Card(3) ;I ==z

To view the details of any option group in thelist, click on the name. The option group management

page will load in a new window.



Option Group

Option Group: dainboard (3)

Option Group Mame: |Main|:n:|ar|:| |

Allows Mull: [

wultiple: [ raauitiple implies dllow Mull)

Active: [

Discount Handling Charge Fules
Shipping Rules Taxes

All Package Options (071) Package Options in Option Group (0/0)

AMD Mernory 1 - $0.00 (1)

Elefault Fackage Option Id: 0
Update

To add or remove atax rule to or from a package, use the "Apply or Remove Tax Rulesto or from
Option Groups' section located toward the bottom of the administration page.



Modify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (AHD Discount)

Tax Rule details for Option Groups

tion Group Hame

Mzinboard v

Update

Apply or Bemowe Tax Bule to ar from Option Groups

A tie p Aogailable Dption Groups
ZPL Shirn & Arckic Icel7) a | | &== | |Mainboard(5)
ATI All in Wonder Pro Memory Upgrade:(3)
Memory( 2
iaraphics Card(3) ;I ==

To add an option group to the rule, click on the name of the option group under the "Available Rules®
heading. Click the "right arrow" button. The page will refresh with the option group now located under
the "Option Groups Using Rules" heading.



Modify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (AHD Discount)

Tax Rule details for Option Groups

tion Group Hame

Mzinboard v

Update

Apply or Bemowe Tax Bule to ar from Option Groups

Ativ p Forailable Option Groups tion Groups using Rule #39

== | [Mainboard(S)

iZPL Shirn & Arckic Icel7)

ATI Allin Wonder Pro Memory Upgrade:(3)
Memory( 2

iaraphics Card(3)

Cloze windowr

Modify | Hem | Package | Option Group | Package Option |

Fule iz assigned to selected groupis).
Option Groups Admin For Tax Rule # 9 (4HD Discount)

Tax Rule details for Option Groups

tion Group Hame

CPU 5him & &rctic lce

<

wainbozrd

<

Ipdate

ticon Groups

Ltive IF Powrail tion Groups tion Groups using Rule #49

ATI all in Wonder Pro Memory Upgrade:(8) - =SB0 CPU Shimn & Archic Toe(7)
Mermory () Mainboard(S)

araphics Card(3)
Processor(4) ;I ==




To remove a package from the rule, click its name under the "Option Groups Using Rules" heading.
Click the "left arrow" button. The page will refresh with the option group now located under the

"Available Packages' heading.

Modify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Tax Rule # 9 (4HD Discount)

Tax Rule details for Option Groups

tion Group Hame

<

CPU 5him & &rctic lce

<

wainbozrd

Ipdate

Apoply or BEemowe Tax Bule ta ar from Option Groups

Ltive IF Fovailable Option Groups tion Groups using Rule # 9
ATI All in Wonder Pro Memory Upgrade:(3) a (P Shimn & Arckic Teced 7
Mernory] 2] Mainbioard(S)
araphics Card(3)
Processar4) ;I ==

Hodify | Hem | Package | Option Group | Package Dption |

Selected groupls) izfare remowved from rule,
Option Groups Admin For Tax Rule # 9 (AHD Discount)

Tax Rule details for Option Groups

tion Group Hame

Mzinboard v

pdate

Apply or Bemowe Tax Bule to ar from Option Groups

Active F Forailable Option Groups e e i
P Shirn & Arckic Icel7) == | [Mainboard(5)
ATL All in Waonder Pro Memary Upgrade:(S)
Memory(2)
Garaphics Card(3) = [==




A L Sl
araphics Card(3) ll ==z I

cloze windowr

Back to the Top of the Page
Back to Package Option Groups
10-Step Guide on Setting Up Ecommerce
Back
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Package Option Group Handling Charges

Related Links: 10-Step Guide on Setting Up E-commerce | Package Option Groups

Overview | Package Option Group Handling Details

Overview

Handling charges may be applied to any package option group. This would only be necessary if special
handling charges are required when the items are offered in a package, and not when a customer
purchases the item seperately. A handling charge rule will apply to each item offered in the group.

When a customer purchased a package, the handling charges will be applied to any selected item from
the option group, and the customer will be able to see an itemized list of any handling charges on the

"“finalize order" page.
Order Summary

Subtotal: $ 715.00
15% Package Discount: $ {(102.75)7

10% off - Special: $ {9.50)
Shipping: $14.30

— Anti-Static Packaging: $ 0.50
tax: $ 0.00

Order Total: $617.55
____ Handling Charge

"Finalize Order” Page

Flace Order |

Use this section to view, remove, add, activate, or deactivate option group specific handling charges. Any
global handling rules for the option group will be disabled once a package group rule is added.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.

Edit Pages Froperties Ecoamerce Change Website Tool Box

b




Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (YWew wpdale status) ]

[ Publizh | [ Wiew Site ]

Froduct Cataia Management
age product categories | catalog items, product groups an

Create and n

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

=

newpackage (35) Erpni]t

The package management page will load in a new browser window.

£ Microsoft Internet Explorer

| | Package | Option Groups | Options |

newpackage [35)
I Fackage: newpackage [25)

ETr— e R e

| Barcode: | | Use Unit
— wanufacturer: Unit Mar

|--- Zhoose Qrigin --- | |
Code: | | Height:
E= T — s
Active: W e all Ship Methods: W Discoun

Catalog Page |

Taxable: I- Shippin

[ Set Catalog Page]

price: $(0.00 | wsre: 50,00 | T

Imventary Options:

r. Don't allow uzers order items not in stock

—




Click on the "Option Groups' text link at the top of the administration page.

Microsoft Internet Explorer

Package Option Groups Options

L
Fackage: Floral Arrangement [62)
Marme: |FI|:|raI Arrangement | Use Quantity: v
Barcode: | | llea lnites | has Hndres 00N |

The option groups administration page will load.

Microsoft Internet Explorer

| Package | Option Groups | Options

Fackage: Floral &rrangement (68

Name: |Floral Arrangement |

All Option Groups (0/2) Option Groups In Package (1/2)

iCarnations (11) ‘Carnakions (117
Wase (12) Yase (12)

Select an option group from the "Option Groups in Package™ list on the right-hand side of the
administration page. Click on the "edit" button.



Microsoft Internet Explorer

| Package | Option Groups | Options

Fackage: Floral Arrangement [62)

Name: |Floral Arrangement |

All Option Groups (0/2) Option Groups In Package (1/2)

iZarnations (11) ‘i_arpakions (110
Wase (12) Yase (12)

7a

il

The details for option group administration page will load.



B Microsoft Internet Explorer

l]ti-nn E.'ruu. .

Package: Flaral Arrangement [63) > Option Group: Carnations (11)

Option Group Mame: |Carnati|:|n5 |

Allowr Wull: [

wultirle: [ raauitiple implies allow Ml

Activa: [

Dizcount Handling Charge Fules
Shipping Rules Taxes

All Package Options (0/12) Package Options in Option Group (0/1)

Mernory 1 - $0.00 (19) - Zarnations - $5.50 (28]
Merory 3 - $100.00 (33)

Memory 3 - $100.00 (32)

Pro - 32 Meqg Upgrade - $30.00 {24) [
CPI 1 - $120.00 (22 [
Zarnations - $5.50 (28]

Crystal Vase - $25,00 {30 [
Glass Yase - $4.50 (29) —

Mernory - $100,00 (2)

Memory 2 - $110,10 (3) ll

Elefault FPackage Option Id: 0
Update

Click on the "Handling Charge Rules" text link.

Dizcount Handling Charge Fules
Shipping Rules Taxes JI,:I)

The package option group handling charges administration page will load in a new window.



Microsoft Internet Explorer

ction Group Name: [Carnatio Discount Rules | Shipping Rules | Handling Rules | Tax Rules

allow Hull: [~ Handling Rules Admin For Option Group Carmations (11)

Multiple: [ [l

hctive: v

acount Hzndling Charge

ipping Rule: Taxes

Il Package Options (0512)

AMD

A0

AMD

ATI All in Wonder
Arnd

Carnations - $5.50 (28] =
Crystal Mase - $25.00 (30)
Glass Wase - $4.50 (29)

Any global handling charge rules that apply to any item or package option will be deactivated for all
items in the package option group once a handling charge is applied to the option group.

To add a new handling charge rule, click on the "Add Handling Charge Rule" text link.

A Microsoft Internet Explorer
Package Option ;E“I“ | Options

Package: Floral Arrangement (63)

Mame: |FI|:|ra| arrangement | Uze Cuantity: F

Barcode: | | lea Unite: | hmer lndte- 00N |

The "add handling charges rule" administration page will open in anew browser window.



Microsoft Internet Explorer

ction Group Name: [Carnatio Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

allow Hull: [~ Handling Rules Admin For Option Group Carmations (11)

Multiple: [ [l

hctive: v

acount Hzndling Charge

ipping Rule: Taxes

Il Package Options (0512)

AMD Nl cailablefules

AMD
MO combination special handling(2) ==
ATI Al in Wonder
Amd

Carnations - $5.50 (28) ==
Crystal Mase - $25.00 (30)
Glass Wase - $4.50 (29)

To Apply an existing handling charges rule to the option group, highlight the rule from the "Available
Methods" list, located in the "Apply or Remove Existing Handling charges Rules' section. Click on the
right arrow button.

The page will refresh with the selected rule now populated in the "Rules for Option Group" list. More
than one rule may be selected by highlighting multiple rules.

== | |combination special handling (2)




To remove an existing custom rule from the package, highlight the rule from the "Rules for Option
Group" list. Click on the left arrow button.

‘combination special handling (2

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one rule may be selected by highlighting multiple rules.

combination special handling(z) ==

To activate or deactivate arule currently applied to the option group, click or unclick the selection box
next to the rule to change, located in the " Current Handling Rules for Option Group" section.

F | combination special handling combination special handling

Update

Click the update button.

Up@te

The current page will refresh showing the desired changes.



Option Group Detail: are updated.

Bule |0 |Rule Hams Handling Hams Active
combination zpecial handling combination zpecial handling |-
Update

To view the details of a currently applied rule, click on the name of the rule, located in the "Current
Handling Rules for Option Group™ section.

Current Handling RBules for Option Group Canrafions [11)]

Fule 1D RBule Mame Handling Hames

2 combinztion ﬁecial handling combination special handling |_

Update

The handling charges rule details for option groups page will load in a new browser window. This page
is used to view and manage which packages the ruleis currently applied to.

Microsoft Internet Explorer

Hem Package Option Group Package Option

elected group(s]) isfare remowed from rule.
Option Groups Admin For Handling Charge Rule # 2 {combination special handli

Handling Charge Bule detazil= for Option Groups

Option Group Namme

Carnations v

lpdate

Apply or Rerowe Handling Charge Bule to or from Option Groups

Active F Fogailable Dption Groups Qption Srou
Yasel(12) - == | [Carnations(
Roses(13)
Mainboard(14)
CPUI15) =l [=




Handling Rule Detailsfor Option Groups
View and manage the handling charges details for all package option groups using the selected rule.

Navigation:
Edit Pages Froperties Ecoamerce Change Website Tool Box
L

Click on the "Product Catalog Management” text link to load the product catalog management page.

[ Update Catalog Images (WMew o pdate status) ]

[ Publish ] [ Wiew Site |

Froduct Cataa Management
age product categories | catalog items, product groups an

Create and n

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

The package management page will load in a new browser window.



& | Microsoft Internet Explorer

| | Package | Option Groups | Dptions |

|newpackage (35]

Package: newpackage (35)

e [ oo

| Barcode: | | Uze Unit

Manufacturer: | | Unit Mar

|--- Zhoose Origin ---

Code: | | .
Catalog Fai

| Active: W za Al Ship Methods: ¥ Discoun

Catalog Page

Taxable: I_ Shippin

price: $(0.00 | wsre: 50,00 | T

Inventory Options:

[ Set Catalog Page]

. Don't allow uzers order items not in stock

——

Click on the "Option Groups" text link at the top of the administration page.

A Microsoft Internet Explorer

| Package | Option ﬁﬁupi | Options

Fackage: Floral Arrangement (62)

ame: [Floral rengemert ey B

Barcode: | | Hea Hrate: I- hh=es Hlmate: |-| i

The option groups administration page will load.



Microsoft Internet Explorer

| Package | Option Groups | Options

Fackage: Floral Arrangement [62)

Name: |Floral Arrangement |

All Option Groups (0/2) Option Groups In Package (1/2)

iZarnations (11) ‘i_arpakions (110
Wase (12) Yase (12)

Select an option group from the "Option Groups in Package" list on the right-hand side of the
administration page. Click on the "edit" button.

£ | Microsoft Internet Explorer

| Package | Option Groups | Options

Package: Floral Arrangement [62)

Mame: |FIu:uraI Arrangermenkt |

All Option Groups (0/2) Option Groups In Package (1/2)

Carnations (11) i_arnations (11)
Wase (12) Yase (12)

e

[G




The details for option group administration page will load.

B Microsoft Internet Explorer

l]ti-nn E.'ruu. .

Package: Flaral Arrangement [63) > Option Group: Carnations (11)

Option Group Mame: |Carnati|:|n5 |

Allowr Wull: [

wultirle: [ raauitiple implies allow Ml

Activa: [

Dizcount Handling Charge Fules
Shipping Rules Taxes

All Package Options (0/12) Package Options in Option Group (0/1)

Mernory 1 - $0.00 (19) - Zarnations - $5.50 (28]
Merory 3 - $100.00 (33)

Memory 3 - $100.00 (32)

Pro - 32 Meqg Upgrade - $30.00 {24) [
CPI 1 - $120.00 (22 [
Zarnations - $5.50 (28]

Crystal Vase - $25,00 {30 [
Glass Yase - $4.50 (29) —

Mernory - $100,00 (2)
Memory 2 - $110,10 (3) ll

Elefault FPackage Option Id: 0
Update

Click on the "Handling Charge Rules" text link.

Dizcount Handling Charge Fules
Shipping Rules Taxes JI,:I)

The package option group handling charges administration page will load in a new window.



Microsoft Internet Explorer

ction Group Name: [Carnatio Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

allow Hull: [~ Handling Rules Admin For Option Group Carmations (11)

Multiple: [ [l

hctive: v

acount Hzndling Charge

ipping Rule: Taxes

Il Package Options (0512)

AMD

A0

AMD

ATI All in Wonder
Arnd

Carnations - $5.50 (28] =
Crystal Mase - $25.00 (30)
Glass Wase - $4.50 (29)

To view the details of acurrently applied rule, click on the name of the rule, located in the " Current
Handling Rules for Option Group" section.

2 combination @ecial handling combination zpecial handling |-

Update

The handling charges rule details for option groups page will load in a new browser window. This page
is used to view and manage which packages the rule is currently applied to.



Microsoft Internet Explorer

Hem Package Option Group Package Dption 1

elected group(s] isfare remowed from rule.
Option Groups Admin For Handling Charge Rule # 2 {combination special handl

Handling Charge Bule detzil= for Option Groups

Option Group Nammes

Carnations v

Update

Apply or Rerowe Handling Charge Bule to or from Option Groups

Ativ p Aorailable Dption Groups Qption Srou
Yasel12) - == | [Carnations(
Roses(13)
Mainboard(14)
P15 = [==

To activate or deactivate arule currently applied to the option group, click or unclick the selection box
next to the rule to change, located in the " Current Handling Rules for Option Group" section.

Currert Handling Rules for Option Group Canrations [11)

Rule |0 |Rule Name
¥ i

combination special handling combination special handling

Update

Handling Narme

Click the update button.

U%te

The current page will refresh showing the desired changes. All option groups that the ruleis currently
applied to will be listed under the "Handling Charge Rule Details for Option Groups' section.



Rule=z for Option Group # 11

The page will refresh with the selected rule now populated in the "Rules for Option Group" list. More
than one rule may be selected by highlighting multiple rules.

Apply or Bemowe Existing Handling

Rules=s for Option Group & 11

A tive F Puwailable Bules

== | |combination special handling (2)

To remove an existing custom rule from the package, highlight the rule from the "Rules for Option
Group" list. Click on the left arrow button.

Apply or Remowve Existing

hitive F Aoyailable Rules

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one rule may be selected by highlighting multiple rules.

Apply or Remowve Existing

ftiva ¥ Aorailable Rules
combination special handling(2) £==

Back to the Top of the Page




Back to Package Option Groups
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Package Option Group Shipping Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Package Option Groups

Overview | Package Option Group Shipping Details

Overview

When any user-defined shipping method is used for a package, a shipping rule may be applied, which
tells the software how to calculate the shipping charges. Shipping rules applied to a package option group
will not be applied to the base package, only the group.

Order Mumber # 84
| ant{s] Order Summary
Shipment: Yellow Freightways SubTotal: $93.60
Ship To: [ change ] \ Shipping: $9.36
Custom Shipping Methad tax: $0.00

Order Total: $ 102.96

Shipping : § 9.36
tapc: § D.DD\

Custom Shipping Rule Flace Order |
to calculate shipping charges

Froducts:
Hydrogen Peroxide USP Grade Fayment s
UnitPrice : § 23.40 - Quantity Payment Method: Cash [ change ]

Whom to Contact . Frocurement

An example of a user-defined shipping method and shipping rule at the "finalize checkout" stage

Use this section to view, remove, add, activate, or deactivate custom shipping rules for a package.
Shipping rules may be set up for user-defined "custom" shipping methods only. Shipping rules for the
package are based on the main package item, and once a shipping rule is applied, any global shipping
rules will be deactivated for the package. View, remove, add, activate, or deactivate option group specific
shipping rules.

Thisfeature will only be available for package option groups that contain items which have the "Use dll
shipping methods" option selected.



Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management™ text link to load the product catalog management page.

[ Update Catalog Images (Wew updafe sfafus) ]

[ Publish | [ Wiew Site ]

- terns

| | Search

--- Choose Item - | [ Ed“] [ New ] E

[ Upload ltems ]

= Groups

| | Search

——- Choose Them Group — = | [ Ed“] [ New ] [ D"-"*’-‘“—‘]

| | Search
| | AMD Deskkop System (12) =] [Ed“] ["EWJ [D"-'l*’-'“-']
'H.._._‘_h_‘_
—_— —
m (42] =
3
| | Search
| - Choose rigin --- | [ Ed“] [ New ] [ DE"EIE] [ Set Df

Catalog Fag

Catalog Page |newcatalng ;I htmil
[ Set Catalog Page]

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package. The package management page will load in
anew browser window.



Package Ll]ptinn Groups | Options |

Package: AMi0 Desktop Systemn (12)

Mame: |.ﬁ.MD Desktop Syskem | Uze Quantity: v

Barcode: |m|:u:|:|L| | Use Units: |- haz Units:
Manufacturer: ||.:.|r-.-'||:. | Unit Mame: I:l

Code: |AMDcombo | Height: """'ﬁdth:
Weight: Langth:

Active: [ yze Ship whethods: i~ Dizcount Handling Charges
Taxable: IF Shipping #ethods Shipping Rule:
ol ] ul | Taxe

Click on the "Option Groups" text link at the top of the administration page. The option groups
administration page will load.

Fackage: A0 Desktop System (12)

Mame: |.ﬁ.r'-“ID Deskiop System |

Al Option Groups (0/13) Option Groups In Package (0/%)
Mermory (2] - Mainboard (5
iaraphics Card (3) T Processor (4
Processor (4) Memory (2]
Mainboard (5) iZPL Shirn & Arctic Ice (7)
null (&) iaraphics Card (3]
CPU Shirn & Arctic Tce (7) Delete
ATI Allin Wonder Pro Mernory Upagrade: (8) E
Roses (10)

Carnations (11)
Yase (12} j

Select an option group from the "Option Groups in Package" list on the right-hand side of the
administration page. Click on the "edit" button.



Package: A0 Desktop System (12)

Option Groups In Package (1./%)

Mainboard (5)
Processor (4
== | |Memory (2)

iZPL Shimn & Arctic Ice (7)
iaraphics Card (3)

f pgrade: (8

El

The details for option group administration page will load. Click on the " Shipping Rules" text link. The
package option group shipping rules administration page will load in a new window.



Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Shipping Rules Admin For Option Group Hainbeard (5)

Update

Apply or Rerowe

Rule=s for Option Group & 5

A tive p Forailable Bules

A4dd Shipping Fule

cloze windowr

To add anew shipping rule, click on the "Add Shipping Rule" text link. The add shipping rule
administration page will open in a new browser window.




Add Shipping Rule |

Shipping Method:
IFED Ex = I

Rule Type: ISF‘ECIFIC - I Specific means rule can be assignad to item.

Global means rule will be applied to all items that

Select zhipping method for this shipping rule.

do not hawe specific rule azsigned.

Status: |ACTIVE = |

Shipping is | NON-TAXABLE = |

Applied to Region:

Country:
(Any) ;I Chooze the region to apply the shipping rule.
State: Zip Code can be a partial number (302 ar 91).
(Any) |

TipCode: I:I

Shipping Type:

" Flat FeefPercentage{Ho Basis)

Amount: I:I Amount can be either $5.25(flat fee) or 5.00%

[percentage )
" Table{Based on quantityfunitfpricefweight)
Based on | QUANTITY = |

From I:l on Up apply shipping I:l

Cloze windowr




To Apply an existing shipping rule to the option group, highlight the rule from the "Available Methods"
list, located in the "Apply or Remove Existing Shipping Rules’ section. Click on the right arrow button.
The page will refresh with the selected rule now populated in the "Rules for Option Group" list. More
than one rule may be selected by highlighting multiple rules.

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Shipping Rules fdmin For Option Group Haisbeard (5)

Update

Apply or Bemowve Existing Shippin

Rules for Option Group # 5

Aetive F Awailable Rules

4dd Shipping Fule

Close windowr
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Update
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cloze windowr

To remove an existing custom rule from the option group, highlight the rule from the "Rules for Option
Group" list. Click on the left arrow button. The page will refresh with the selected rule now populated in
the "Available Rules" section. More than one rule may be selected by highlighting multiple rules.
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11 Fed Ex

Update
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Add Shipping Rule

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Shipping Rules Admin For Option Group Hainboard (5)

Selected rule(s) isfare remowved from option group.




Rules for Option Group # 5

Aetive F Awailable Rules

4dd Shipping Fule

Close windowr

To activate or deactivate arule currently applied to the option group, click or unclick the selection box
next to the rule to change, located in the " Current Shipping Rules for Option Group" section. Click the
"Update" button. The current page will refresh showing the desired changes.

Discount Rules | Shipping Rules | Handling Rules | Tax Rules |

Shipping Rules Admin For Dption Group Masbeard (5)

Apply or Bemowe Existing Shippin

Rules for Option Group & 5

Active F Porailable Bules

= Fed Ex (11)
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To view the details of a currently applied rule, click on rule number, located in the "Current Shipping
Rules for Option Group™" section. The shipping rule details for option groups page will load in a new
browser window. This page is used to view and manage which option groups the ruleis currently applied
to.

To view the details of the shipping method, click on the shipping method. The shipping method details
administration page will load in a new window.

Modify | Hem | Package | Option Group | Package Option |

Option Groups fdmin For Shipping Rule # 11 {FED EX)
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Cloze windowr

Back to the Top of the Page

Shipping Rule Details for Option Groups
View and manage the shipping rule details for all option groups using the selected shipping rule.
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Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package. The package management page will load in
anew browser window.
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Click on the "Option Groups" text link at the top of the administration page. The option groups
administration page will load.
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Al Option Groups (0/13) Option Groups In Package (0/%)
Mermory (2] - Mainboard (5
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Select an option group from the "Option Groups in Package" list on the right-hand side of the
administration page. Click on the "edit" button.



Package: A0 Desktop System (12)

Option Groups In Package (1./%)

Mainboard (5)
Processor (4
== | |Memory (2)

iZPL Shimn & Arctic Ice (7)
iaraphics Card (3)

f pgrade: (8

El

The details for option group administration page will load. Click on the " Shipping Rules" text link. The
package option group shipping rules administration page will load in a new window.
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To view the details of a currently applied rule, click on the name of the rule, located in the "Current
Shipping Rules for Option Group" section. The shipping rule details for option groups page will load in a
new browser window.
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All option groups that the rule is currently applied to will be listed under the "Current Shipping Rules for
Option Groups' section.
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The shipping rule can be activated or deactivated for any option group in the list. Toggle the selection
box under "Active" next to the item to change to change the status. Click the "Update" button to save
changes.
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To view the details of any option group in the list, click the applicable name. The option group
management page will load in a new window.
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To add or remove option groups from the shipping rule, use the "Apply or Remove Shipping Rules'
section located toward the bottom of the administration page.

To add an option group to the rule, click on the name of the option group under the "Available Rules*
section. Click the "right arrow" button. The page will refresh with the item now located under the "Rules
for Option Group..." section.



Modify | Hem | Package | Option Group | Package Option |

Option Groups Admin For Shipping Rule # 11 {(FED EX)

ition Groups

Mainboard v

Update

Aoply or Bermow

tion Groups using Bule # 11

AcTive IF

ZPU Shirn 8 Arckic Ieel 7
ATI All in Wander Pra Memory L

iaraphics Card(3)

Cloze windowr

Modify | Hem | Package | Option Group | Package Option |

Rule = aszigned to selected groupi(s).
Option Groups Sdmin For Shipping Rule # 11 (FED EX)

ticon Groups

<

wainboard

Update

Apoply or Bemowve Shipping Rule to or from Option Groups

fetive F Available Option Groups tion Groups=s using Rule # 11
CPU Shirn & Arckic Ice(7) - ==
ATI Al in Wonder Pro Memory Upgrade:(3) MainboardiS)
Graphics Card(3)
Processor(4) ;I ==




To remove an option group from the rule, click on the name of the option group under the "Rules for
Option Group..." section. Click the "left arrow™ button. The page will refresh with the item now located
under the "Available Rules' section.
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Back to the Top of the Page
Back to Package Option Groups
10-Step Guide on Setting Up Ecommerce

Back



javascript:history.back(1)

Package Discount Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Management | Package
Management Page | Discount Rules For Shoppers

A package discount is areduction in the retail price that is applied to the package base price at check out.

This discount is used to tell the software to apply a discount to the retail price of the package itself, and
not any package groups or package options.

Once a package discount is applied, global discount rules will be disabled for the base package.

Cptionis) © Case Trm Color=Wlhate

Each Sferec f Enferfainment Sysfem package meludes Package Discount

Applied at Checkout
s Amp : High Fideltsy 300 Watt Amwphfier - 1

e Speakers : Standard Home Speakers - L@
s (D Flgper - CD

Player - 1 i@ $65.00-%975T 15% Pac
& Tapa Deck : Single Tape Deck - L @ $65.0
e Tuner f Pguglizer : Standard &N JFII T

i 395,00\ $393.00

I0% off - Smecial | o5 (3.00)

Lpdate | Ermipoty |
The 10% package discount is listed seperately from the any discounts applied to package options. In the example above,
the base price of the package is $30.00, and therefore the package discount is $3.00

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on
the "Product Catalog Management" text link to load the product catalog management page.



Website Editor Edit Pages Properties Ecommerce Change Website Tool Box

mynewwehzite
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[Commerce Check ] [Publizh ] [ Wiew Site ]

Froduct Catalog Management
Create and manage product categories, catalog items, product groups and packages.

Product Catalog Fules
Create your shipping methodsz, discount, shipping, handling, and tax rules,

Ecommerce Options
Setup payment method(z), merchant account, and other ecommerce options.

Orders
YWiew outztanding order summary, and detail order reporting,

Select an existing package from the drop-down menu in the package section and click the "Edit" button,
or click on the "new" button to create and name a new package. The package management page will load
in anew browser window.
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Click on the "Discount” text link. The Package Discount Rules page will load in a new browser window.
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Discounts applied to the package item only apply to the base retail price of the main package item, and
not any package options.

Once a package discount is applied, global discount rules will be disabled for the package item.

To create a new item discount rule, click on the "Add Discount Rule" text link. The add discount rule
page will load in a new browser window.

Rule Type: IEPECIFIC o I Specific means rule can be assigned to

item.
Glodal means rule will be applied to all
items that do not hawve :pecific rule

assigned.
Rule Hame: | | Mame far your reference.
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From D on Up apply discount I:I

To activate or deactivate a current package discount, check or uncheck the box next to the rule, and click
the "update" button. The current page will refresh and confirm any changes.
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To view a selected item discount, click on the name of the desired rule, which will load the Discount
Details for Packages administration page in a new browser window.
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To add an existing discount rule to the package, click on the name of the rule under "available rules"'.
Click on theright arrow to add the rule to the item. The current page will refresh, and the chosen
discount rule will appear under the " Current Discount Rules for Packages'.
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To remove adiscount rule that is currently applied to the package, click on the name of the rule under
"Rules for Package'. Click on the left arrow to remove the rule. The current page will refresh, and the

chosen discount rule will only appear under the "Available Rules' section.
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To deactivate all currently applied discount rules, uncheck the box next to "Active', and click on the
"update" button. Thiswill deactivate al item discount rules, but |leave the current configuration intact. To
activate the discount rules once more, check the box next to "Active", and click on the update button.

Discount Details for Packages
View and manage the discount details for al packages using the selected discount rule.

Navigation: Access the package management page by either creating a new package or by
selecting an package to edit from the package drop down menu. The package management page
will load in a new browser window.
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Click on the "Discounts" text link.
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Click on any current discount rule. The discount details for packages page will load in a new
window.
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All packages that the ruleis currently applied to will be listed under the "Discount Details for
Packages" section.

The discount rule can be activated or deactivated for any package in the list. Toggle the selection
box under "Active" next to the item to change to change the status. Click the "Update" button to
save changes.

To view the details of any package in the list, click the applicable name. The package
management page will load in a new window.
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To add or remove packages from the discount rule, use the "Apply or Remove Discounts for
Packages" section located toward the bottom of the administration page.

To add a package to the rule, click on the name of the package under the "Available Rules"
heading. Click the "right arrow" button. The page will refresh with the item now located under the
"Packages Using..." heading.
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To remove a package from the rule, click on the name of the item under the "Packages Using..."
heading. Click the "left arrow" button. The will refresh with the item now located under the
"Available Packages' heading.
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Back

AMD Deskkop Swstem(12)
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To remove a package option from the group, click on the name of the group from the "Package
Optionsin Group". Click the "Delete” button located near the center of the administration page.

Back to the Top of the Page
Package Management Page
Product Catalog Management
10-Step Guide on Setting Up Ecommerce
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Package Shipping Methods

Related Links: 10-Step Guide on Setting Up Ecommerce | Product Catalog Management | Package
M anagement Page

Overview

Package shipping methods are used to tell the software which choices to give a customer for shipping
when purchasing a package. This would only be necessary if a Web site owner does not want to ship the
package via all available methods.

Use this section to view, remove, add, activate, or deactivate custom shipping methods for a package. If
"use all shipping methods" is selected on the main package administration page, then no custom shipping
methods will be available.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page. Click on
the main "Ecommerce” link at the top of any main administration page.

Edit Pages Froperties Ecoamerce Change Website Tool Box
W

Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (Wew update sfafvs) ]

[ Publish ] [ Wiew Site |

Product Catampa Management
Create and n

age product categories | catalog items , product groups an

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

ackage (35

| MEWD




The package management page will load in a new browser window.

a Microsoft Internet Explorer
| ' =T [lp 1 11T [lp 1
|newpackage (35]
Package: newpackage (35)
| origins | Mame: [newpackage T
| Barcode: | | Uze Unit
— wanufacturer: Unit Mar
|--- Zhoose Origin --- | |
Code: | | Height:
———— aiaht:
Active: W 1za all Ship methods: W Diseaun
Catalog Page |
[ ] Taxable: [ Shippin
Set Catalog Page
Price: §[0.00 | wske 00 | T
Inventory Option::
ep " Don't allowr users arder items not in stock

Access the package management page by either creating a new package or by selecting an package to
edit from the item drop down menu. The package management page will load in a new browser window.

Discount Handling
Shippingﬁthndi Shipping Rule:
Taxes

If "use al shipping methods' is selected on the main item administration page, then no custom shipping
methods will be available for the package. If necessary, disable the "use all shipping methods" option
before proceeding.
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Shipping Method: Shipping Rules

i Let users backorder items
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Shipping methods applied to packages will override the shipping methods available to any items used in
any option group, but only for the package options and not the original item. Shipping method
combinations can be viewed or modified through the custom shipping methods administration page.

A Microsoft Internet Explorer

| Discount Rules | Shipping Methods | Shipping Rules | Handling Rules | TaxRules |

Shipping Methods Admin For package

UPS aEroundi 7 ﬂ ==

UPS 3 Day Seleck(d)
UPS Mext Day Air(9)
This is the Ship Name( 18} j ==

Add Shipping Method




To add a new shipping method, click on the "Add Shipping Method" text link. The custom shipping
methods administration page will load in anew browser window.

Add Shipﬁg hethod

To Apply an existing custom shipping method to the package, highlight the shipping method from the
"Available Methods' list, located in the "Apply or Remove Existing Shipping Rules’ section. Click on
the right arrow button.

Nl cosilable Methods | |Methods for package #35)

Cuskomet Pickup{10) 3 ==
iZourier(11)
UPS 2nd Day Air(é

newmethod(Z0)

The page will refresh with the selected shipping method now populated in the " Current Shipping
Methods' section. More than one shipping method may be selected by highlighting multiple methods.

o e Bl s q = olng KMethods

Nl silable Methods. | |Methods for package #.35)

iZustomer Pickupi10) ﬂ <== | |[newmethod (Z0)
Courier(11])

UP3 2nd Day Mir(é)

UPS Ground(7) I

To remove an existing shipping method from the package, highlight the method from the " Current
Shipping Methods® list. Click on the left arrow button.

E o e Bl = q = ipirng M ads

Nl silable Methods | Methods for package #.25)
iZustomer Pickupi10) ﬂ 20
Courier(11]

hd

UP3 2nd Day Air(&)
UPS Ground(7)

The page will refresh with the selected method now populated in the "Available Methods" section. More



than one method may be selected by highlighting multiple methods.

E o e Bl = q = iping Method=s

Nl oailable Methods | |Methods for package #35)

UPS Znd Day Air(6)
niewrmethod(Z00

Customer Pickupi 10 3 ==
Courieri11)
hd

To activate or deactivate a shipping method currently applied to a package, click or unclick the selection
box next to the method to change, located in the " Shipping Methods Details" section.

20 newmethod w

Update

20 newmethod U
Update

Click the "Update" button. The current page will refresh showing the desired changes.

Updﬁ

To view the shipping method package details of a currently applied method, click on the name, located in
the "Methods Details" section. The shipping method details for packages page will load in a new browser
window.



Microsoft Internet Explorer

les | ShippingMethods | si{  Microsoft Inl
Shipping Methods Admin for | Modify | Hem | Package | Ship Rules | Ta

Packages Admin for Shippi

ails are updated.

Methods= for package 7

MMethod Ham

neq&ethnd
Upd:

Shipping Method Details for Packages
View and manage the shipping method details for all packages using the selected method.

All items that this method is currently applied to will be listed under the " Shipping Method
Detailsfor Items" section. A list of packages that have "use all shipping methods" enabled will
also display at the bottom of the screen.



€ | Microsoft Internet Explorer

.| Discount Rules | Shipping Methods | Shipping Rules | Handling Rules | Tax Rules |

Shipping Methods Admin for package

Aoply or Bemowe Existing Shipping Method=

Aty IF Awailable Methods Method=s for package # 32

UPS Ground(7) i’ ==
P33 Day Seleck(d)

UP3S Mext Day Air9)
This is the Ship Mame( 18) ll ==

Add Shipping Method

The shipping method can be activated or deactivated for any package in the list. Toggle the
selection box under "Active" next to the item to modify to change the status. Click the "Update"
button to save changes.

MMethod Name

Method |D

20 newmethod

Update

fethod 10 Method Name

20 newmethod

Update

Upd\zt%



To view the details of any package in the list, click on the item name. The package management
page will load in a new window.

Microsoft Internet Explorer
les_| ShippingMethods | sy Microsoft Int
Shipping Methods Admin for | Modify | Hem | Package | Ship Rules | Ta

Packages fdmin For Shippi

zilz are updated.

To add or remove a shipping method to or from a package, use the "Apply or Remove Methods
for Packages' section located toward the bottom of the administration page.

To add a package to the method, click on the name of the package under the " Available Methods®
heading. Click the "right arrow" button. The page will refresh with the package now located under
the "lItems Using Methods" heading.

Aetive F Porailable Methods

Customer Pickup( 10) 3 ==
iZourier(11)

UPS Znd Day Air(e!
‘newmethod(20) ==

Apply or Remowe Existing Shipping Methods

f i IF Forailable Methods Methods for package # .35
Zustomer Pickup(10) == | |newmethod (20)
Zourier(11)

UPS 2nd Day &ir6)
UPS Ground(7)

|4 | |»
I
I
Wy

To remove a package from the method, click its name under the "Items Using Method" heading.



Click the "left arrow" button. The page will refresh with the package now located under the
"Available Packages' heading.

iZustomer Pickup{10) ﬂ =23 newmnethod (200
Courier(11) _%l"')'

UP3 2nd Day Air(&)

UPS Ground(7) -

Apply or Remowve Existing Shipping Methods

Active |F Aorailable Methods bMethiods for pack:
Cuskamer Pickupi10) ﬂ ==
Courier(11)
UPS 2nd Day Air(a)
newmethod{20) j ==>
Back to the Top of the Page
Package Management Page

Product Catalog M anagement
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page
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Package Shipping Rules

Related Links: 10-Step Guide on Setting Up Ecommerce | Product Catalog Management | Package
M anagement Page

Overview

When any user-defined shipping method is used for a package, a shipping rule may be applied, which
tells the software how to calculate the shipping charges. Shipping rules applied to the package will not be
applied to any package option groups or package options.

Use this section to view, remove, add, activate, or deactivate custom shipping rules for a package.
Shipping rules may be set up for user-defined "custom" shipping methods only. Shipping rules for the
package are based on the main package item, and once a shipping rule is applied, any global shipping
rules will be deactivated for the package.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.

Edit Pages Froperties Ecoamerce Change Website Tool Box

L

Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (Wew update sfafvs) ]

[ Publish ] [ Wiew Site |

Product Catampa Management
Create and n

age product categories | catalog items , product groups an

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

ackage (35

| MEWD




The package management page will load in a new browser window.

|newpackage (35]

drigin=s

|--- Zhoose Origin ---

[ Set Catalog Page]

Catalog Page |

& | Microsoft Internet Explorer

.| Package | Option Groups | Dptions |

Package: newpackage (35)

Mame: |newpan:kage

Barcode: |

| Usze Unit

Manufacturer: | | Unit Mar
- | .

Active: W 1za all Ship methods: W Diseaun
Taxable: [ =hippin

price: $(0.00 | wsre: 50,00 | T

Inventory Options:

——

Click on the "Shipping Rules" text link.

Uze Units: I_ Wiz Units:
Unit Mame: I:l

Discount Handling

Shipping Methods Shipp'ﬁ Fules:

Taxe:

. Don't allow uzers order items not in stock

The shipping rules for package administration page will open in a new browser window.



& | Microsoft Internet Explorer

.| Discount Rules | Shipping Methods | Shipping Rules | Handlin

Discount Handling

L. o Shipping Rules fdmin For package
Shipping #hethods Shipping Rules

] Taxes

Current Shipping Rules for package AT Al i Wender BPro [32

in stock

Update

Apply or Bemowve Existing Shippin

Rules for g

Active F Porailable Rules
|Customer Pickupf 73 | z==| |

:

Any global shipping rules that apply to the item will be listed at the bottom of the page.

4dd Shipping RFule

Global shipping rules that apply to thiz package 4T Al in Worder Pro (321
Cuztomer Pickup (2)
Couriar 3]

To view aglobal rule, click on the rule name. The global shipping rules modification page will openin a
new browser window.

Courier(3)
Courierid) Modify Shipping Rule # 2 (CUS TOMER PICKUP)
GLOBAL [Rule |0 &2 CUSTOMER PICKUFE
4dd Shipping Rule (Mo Basziz)

Global shipping rules that ap Ctatus: IF'.CTI'I."E ;I
Cusztomer Pickup (2)

Courier [3) Shipping is INDN-T.':'.KF'.EILE ;I

Applied to Region Shipping Charges

Country:

[ any) ]
State: Apply |$2.|:||:| |




A custom shipping method must be active for the package in order to apply a custom rule. If necessary,
activate a custom shipping method for the package before proceeding.

Rule=s for package & 32

i er Pickupl 7 ==
Courier(3)
Courier9)

Apply or Bemowe Existing Shipping

Aot p Frailable Rules Rules for package & 232
Courier(3) == Zustomer Pickup (7)
Courier(3)

To add anew rule, click on the "Add Shipping Rule" text link. The add shipping rule administration page
will open in anew browser window.

Add Shi%ing Rule

Microsoft Internet Explorer

4dd Shipping Fule

Shipping Method:

CUSTOMER: PICKLP ;I Selact shipping method far this shipping rule.

Rule Type: ISF‘ECIFIC - I Specific means rule can be assigned to item.
Global means rule will be applied to all items that

do not hawve specific rule assigned.

Status: | ACTIVE ;I



To apply an existing shipping rule to the package, highlight the rule from the "Available Rules’ list,
located in the "Apply or Remove Existing Shipping Rules' section. Click on the right arrow button. The
page will refresh with the selected rule now populated in the " Current Shipping Rules’ list. More than
one shipping rule may be selected by highlighting multiple rules.

‘Cuskamer Pickupi 7]
iZourier(3)
iZourier(3)

N I zilsble Rules. | | Rulesfor package #32 |
iZourier(3) L== Zuskomer Pickup (7)
Courier(3)
===

To remove an existing custom shipping rule from the package, highlight the rule from the " Current
Shipping Rules’ list. Click on the left arrow button.

Courier(S) L=p=
Courier{d) __Ef

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one shipping rule may be selected by highlighting multiple rules.

N I csilzble Fules |__Rules for package #32|

Customer Pickupl7) s==
Courier(3)
Courier(9)




To activate or deactivate a custom shipping rule currently applied to a package, click or unclick the
selection box next to the rule to change, located in the " Shipping Rule Details' section. Click the
"Update" button. The current page will refresh showing the desired changes.

Current aﬂm.nﬂ. Rules for package

Customer Pickup

Courmer

) Customer Pickup 3

- Courier v

To view a custom shipping method for a currently applied rule, click on the name of the shipping
method, located in the " Shipping Details' section. The shipping method details for packages page will
load in a new browser window. This page is used to view and manage which packages the custom
shipping method is currently applied to.

.' HModify | tem | Package | Ship Rules | Tax Rules |

Eustnme‘\ﬂjﬁckup
o e Hems fddmin For Shipping Method # 10 {

Upc Shipping Method detzils for terms

Mew [tem

Apply or, Bammowe

Update

Fycwny N  coo3ilable Aules

|Cnurier{9]l E




To view the details of the rule itself, click on the "Rule Id" number. The shipping rule details for
packages page will load in a new window.

wlel=) isfare assigned to package.

Currernt Shipping Rule:

€ ] Microsoft Internet Explorer
[ _

| HModify Hem Package Option Group Fackage Option
-
& Cc

Fackage MNarmms

AT v
Update

Apply or Remowve Exis

Aetive IF m
|Cu:uurieri

Shipping Rule Details for Packages
View and manage the discount details for all packages using the selected discount rule.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.

Edit Pages | Froperties | Ecn‘herce | Change Website | Tool Box

Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (YWew wpdale status) ]

[ Publizh | [ Wiew Site ]

Commerce Tool=s

Froduct Eatiﬁ Management

Create and n%y  uge product categories | catalog items, product groups an

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.



drigins

The package management page will load in a new browser window.

Inewpackage (35)

drigins

|--- Zhoose Qrigin ---

Catalog Page |

[ Set Catalog Page]

Click on the " Shipping Rules" text link.

Mame

Barcode:

wanufacturer:

Code:

AcTive:

Taxable:

Frice

Imventary Options:

£ Microsoft Internet Explorer

| | Package | Dption Groups | Dptions |

Fackage: newpackage [25)

: |newpacl=;age
|
| | Unit Mar
¥ use all Ship Methods: W Discoun
I— Shippin

4000 | wskegno0 | T

r. Don't allow uzers order items not in stock

—




Uze Units: I- whax Units:
nitName: ||

Discount Handling

Shipping #ethod: Shipping Fule:
Taxes {E?

The shipping rules for package administration page will open in a new browser window.

a Microsoft Internet Explorer

.| Discount Rules | Shipping Methods | Shipping Rules | Handlin
Discount Handling

L. o Shipping Rules fdmin For package
Shipping #hethods Shipping Rules

] Tames
Current Shipping Rules for package A T Al in Wonder Pro [32]
in stock Rule IO M Active

Update

Apply or Bermowe Existing Shipping
ﬂ ‘ active W Available Rules
- | Custamer Pickupf 7 | e==| |

Click on any current shipping rule. The "shipping rule details for packages' page will load in a new

window. This pageis used to view and manage the discount details for al packages using the selected
rule.

Rules for g




Current. Shipping. Bules for pac ki

LA in Weardes B [ 32

R — =3 icrosoftintemetbml

.' HModify | tem | Package | Ship Rules | Tax Rules |

Eustnme‘\ﬂjﬁckup

S Courier

Iethod detzils for tems

Microsoft Internet Expl

Hems fddmin For Shipping Method # 10 {

Apply or, Bammowe

Rules

LCtive IF rurailable

|Cnurier{9]l

All packages that the ruleis currently applied to will be listed under the " Shipping Rule Details for

Packages" section.

The shipping rule can be activated or deactivated for any package in the list. Toggle the selection box
under "Active" next to the item to change to change the status. Click the "Update" button to save

changes.

Mew [tem

Update

| Cunent Shipping fulesforpackage

Fule (D

Custome

Courr

r Pickup

Update

Lurrent Shipping Bules for package A TLAN T Weader Pro L3241

To view the details of any package in thelist, click the applicable name. The package management page

will load in a new window.

L [ =T —
T Customer Fickup "7
] Courier v
Update




Current Shipping Rules for package AFLAN in Wondeo Boo [22]

MicrosoftInternet Expl

.' HModify | tem | Package | Ship Rules | Tax Rules |

Eustnme‘\ﬂjﬁckup
o e Hems fddmin For Shipping Method # 10 {

Upc Shipping Method detzils for terms

Mew [tem

Apply or, Bammowe

Update

Fycwny N  coo3ilable Aules

|Cnurier{9]l E

To add or remove packages from the shipping rule, use the "Apply or Remove Shipping Rules for
Packages" section located toward the bottom of the administration page.

4dd Shipping RFule

Global shipping rules that apply to thiz package 4T Al in Worder Pro (321
Cuztomer Pickup (2)
Couriar 3]

To add a package to the rule, click on the name of the package under the "Available Rules" heading.
Click the "right arrow" button. The page will refresh with the item now located under the "Packages
Using..." heading.

Rules for package & 32

Cu:nurler{E_‘,l
iZourier(3)

Apply aor Bemowve Existing Shi

Aetive F Available Rules

iZourier(3) == Zuskomer Pickup (7)
Courier(3)

Rule=s for package & 32




To remove a package from the rule, click on the name of the item under the "Packages Using..." heading.
Click the "left arrow™ button. The will refresh with the item now located under the " Available Packages'
heading.

Apply or Remowve Existing Shipping

Active F Aoyailable Rules

Courier(S)
Courier( )

Apply aor Bemowe Existing Shipping
fctive F Forailable Bules Rules for package & 32
Custorner Pickupl 7 ==
Courier(3)
iZourier(3)
===
Back to the Top of the Page

Package Management Page
Product Catalog M anagement
10-Step Guide on Setting Up Ecommerce

Back
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Package Tax Rules

Related Links: 10-Step Guide on Setting Up Ecommerce | Product Catalog Management | Package
M anagement Page

Overview

Tax rules may be added to any package. A package tax rule would only be necessary if asite owner did
not want to use global tax rules. Upon applying atax rule, any global tax rules will be deactivated, and

the software will use the package rule to calculate taxes. A package tax rule will apply only to the base
price of the package, and not to any package option groups or package options.

Use this section to view, remove, add, activate, or deactivate package-specific tax rules.
Navigation: Click on the main "Ecommerce” link at the top of any main administration page.

Edit Pages Froperties Ecoamerce Change Website Tool Box

L

Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (Wew update sfafvs) ]

[ Publish ] [ Wiew Site |

Product Catampa Management
Create and n

age product categories | catalog items , product groups an

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

ackage (35

| MEWD




The package management page will load in a new browser window.

& | Microsoft Internet Explorer

|newpackage (35)
| Barcode:
— manufacturer:
|--- Zhoose Qrigin ---
Code:
Active:
Catalog Page |
Taxable:
[ Set Catalog Page]
Frice
Imventary Options:

Click onthe "Taxes" text link.

| | Package | Option Groups | Dptions |

FPackage: newpackage [25)

: newpackage |-
| | Uze Unit
| | Unit Mar

¥ use ail ship Methods: W Discoun
I— Shippin

§[0.00 | wskegno0 | T

r. Don't allowr users arder items not in stock

——

Uze Units: I_ whax Units:
Unit Mame: I:I

Dizcount

Handling

Shipping #Methods Shipping Rule:

The Tax Rules for package page will load in anew browser window.



Dizcaount Hzndling

Shipping #ethod: Shipping Rulez

] Taxes a Microsoft Internet Explorer

.| Discount Rules | Shipping Methods | Shipping Rules | Handling

in stock

Thiz item newpackage iz not taxable,

Close windowr

Tax rules will not be available unless the "taxable" box is checked from the main package administration
page.

Earcode Microsoft Internet Exp
Marufacturer ' TN
Code Thiz 1tem newpackags 15 not

chose wrsdow

Aitive F bre AH Ship Methods F

Taxable: th



1 1

a7

Microsoft Internet Explorer

Discount Rules Shipping Methods Shipping Rules Handling Rules Ta

Tax Rules Admin For package AT! All in Wonder Pro (32)

Current Tax Rules for packar

Rule IO Rule Hame

Update

Apply or Berowe Existing

Ltivia F Available Rules Rule=s for packa;

package tesk(3) L==

4dd Tax Rule

Global tax rules that apply to this package AT Al in Worder Bro (320
Sales Tawx Rule (1)
zdsrde [2)

Cloze windowr

Any global tax rules that apply to the item will be listed at the bottom of the page.

Add Tax Rule

Global tax rules that apply to this package
Sales Tax Rule (1)
zdsrde (2]

To view aglobal rule, click on the rule name.

Add Tax Rule

Global tax rules that apply to thiz package

Sales Tay Rule (1)
zdsrde{h}



The global tax modification page will open in a new browser window.

Microsoft Internet Explorer

Modify Tax Rule # 1 (Sales Tax Rule)
4dd Tax Fule
Global tax rules 1k
Sales Tax Rule (1)
zdzrde (2]

Rule Mame: [Fales Tax Ruls |

Status: | ACTIVE ;I Tax Mame: |SE|ES Tax |

Count ry:
(A =l

State: apply B, S0% of amount
NEVADA =]

ZipCode: |:|

When a custom tax ruleis applied to an item, it will override any global rules that were previously active
for the item.

To add anew custom tax rule, click on the"Add Tax Rule" text link.

Add Tay Fule

Global g[t?rules that apply to this package
Salas Tawx Rule (1)

zdzrde [2)

The add tax rule administration page will open in a new browser window.



a Microsoft Internet Explorer

smsmiminnnen
m | tudd Tax Rule -_
package
Rule Type: ltem Specific meansrule can be aszigned to
— | GLOBAL ;I tem.

Gledal means rule will be applied to all items
that do not hawve specific rule azsigned.

: that apph Shipping Method Specific means rule can

(1

be azsigned to customuserdef chipping
method.

Shipping Method Global means rule will be
applied to all zhipping methods that do not
hawe specific rule assigned.

Rule Hame: | | Mame for your reference.

Tax Hame: | | Mame to show in cart.

Status: |ACTIVE = |

To Apply an existing tax rule to the package, highlight the rule from the "Available Methods® list,
located in the "Apply or Remove Existing Tax Rules" section.

Rules for package & 32

Click on the right arrow button.

Fpply or Bemowe Existing Tax Rules

hctive F LEETIE |l es Rules for package & 32




The page will refresh with the selected tax rule now populated in the " Current Tax Rules' list. More than
one rule may be selected by highlighting multiple rules.

== package test (3}

To remove an existing custom tax rule from the package, highlight the rule from the " Current Tax Rules’
list.

Click on the left arrow button.

The page will refresh with the selected rule now populated in the "Available Rules' section. More than
one rule may be selected by highlighting multiple rules.

N I silsble Fules. | . Rules for package #32

package kesk(3) ==

To activate or deactivate a custom tax rule currently applied to a package, click or unclick the selection



box next to the rule to change, located in the "Tax Rule Details" section.

Current Tax Rules tor package A 1AL T Weader Foo |34

fue o JRuelame

3 package test package tert

Update

Tax MNarne

Apply or Rermowe Exsting Tax Rules

a7 IEETY—
Cmm package test (3)

-

Click the update button.

Current Tax Bules for package

Rule 1D Rule Hame =R

3 package test package test I_

Upd%e |

The current page will refresh showing the desired changes.

package Details are updated.

Current lax nuies for pac kage A T Al wn Woader Fio l,-,‘,]
package test package tert

To view the details of a currently applied rule, click on the name of the rule, located in the "Current Tax
Rules' section.



N
Rule IO Fule Hame By

package test

3 pach@f’; test
Update

The tax rule details for packages page will load in a new browser window. This pageis used to view and
manage which packages the custom ruleis currently applied to.

it Tax Rules for package A ey -
£ | Microsoft Internet Explorer
. 1 Package Dption 1

| Hem. | Package | Option Group

Rule Mame [

ackage test
a ? Packages fdmin For Tax Rule # 3 {package test)

or Rermowe Existing Tax R

"2 Forailable Rule: testing walues

Update

Tax Rule Details for Packages
View and manage tax rule details for all packages using the selected method.

Navigation: From the package administration page, click on the "Taxes" text link.

Use Units: I_ mhaz Units:
Unit Mame: I:I

0.00  |Width: [0.00

0.00  |length:|0.00
Dizcount Handling

Shipping Methods Shipping Rules



The Tax Rules for package page will load in anew browser window.

Discount Handling

Shipping Methods Shipping Fules

] Tames a Microsoft Internet Explorer

.| Discount Rules | Shipping Methods | Shipping Rules | Handling

in stock

Thiz item newpackage iz not taxable,

Cloze windowr

Click on the desired tax rule to view the details.

| == R = =]
Rule 1D Rule Mame Tax Name
3 pacl@; test package test |_
Update

The tax rule details for packages page will load in a new browser window.

it Tax Rules for package 4

3 Microsoft Internet Explorer
I | Hem

| Package 1 Option Group 1 Fackage Dption .

ackage test
a ? Packages Admin for Tax Rule # 3 {package test)

Tax Rule details for Packages

or Rermowe Existing Tax R

ATI

Prailable Rule:

testing wvalues

Update

All itemsthat thisruleis currently applied to will be listed under the "Tax Rule Details for Packages®
section.

The tax rule can be activated or deactivated for any package in the list. Toggle the selection box under
"Active" next to the item to modify to change the status. Click the "Update" button to save changes.



Current Tax Rules for package AT Al i ooder Foo |32 )

Ridie ID Ridie Narme Tax Narme

3 package test

Apply or Rernowve Existing Tax Rules

Available Rules Rules for package & 32

active ¥

— |mtm (3)

Current Tax Rules for packag

Rule 1D Rule Hame Tax Name

3 package test package test I_

Upd%e |

To view the details of any package in thelist, click on the item name,

Rule IO Rule Hame Tzx Name
3 pac@f; test package test |_

Update

The package management page will load in a new window.



it Tax Rules for packags 4

& Microsoft Internet Explorer
I [ em

| Package 1 Option Group 1 Package Dption .

ackage test
a ? Packages fdmin For Tax Rule # 3 {package test)

or Rerowe Existing Tax R

v Arcailable Rule: testing values

Update

To add or remove atax rule to or from a package, use the "Apply or Remove Tax Rulesto or from
Packages" section located toward the bottom of the administration page.

Add Tas Fule

Global STE?FUIE; that apply to thiz package
Sales Tax Rule (1)

zdzrde (2]

To add a package to the rule, click on the name of the package under the "Available Rules" heading.

Rules for package & 32

Click the "right arrow" button. The page will refresh with the package now located under the "Packages
Using Rules' heading.



Rules for pac

Apply or Bemowe Existing Tax Rules

Rules for package & 32

Active F Porailable Bules

sk 03

‘nackane ke

Click the "left arrow" button.

Aoply or Bemowe Existing Tax Rules

Rules for package & 32

Aetive F Porailable Rules

packane test (3]

Active IF forsilable Rules Rules for package # 32

package kesk(3) g==

Back to the Top of the Page
Package Management Page
Product Catalog Management
10-Step Guide on Setting Up Ecommerce
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Package Handling Charges

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Management | Package
M anagement Page

Overview

Handling charge rules can be applied to any package. A handling charge ruleis used to tell the software
how to calculate any desired handling charges when a customer purchases the package. This would only
be necessary if the package handling charges are different from any global rulesthat currently exist for
the entire catal og.

Use this section to view, remove, add, activate, or deactivate package-specific handling charges.
Handling charges will be applied to the package base price at checkout, and any global handling charges
will be deactivated for the package.

Navigation: Click on the main "Ecommerce” link at the top of any main administration page.

Edit Pages Froperties Ecoamerce Change Website Tool Box

L

Click on the "Product Catalog Management" text link to load the product catalog management page.

[ Update Catalog Images (Wew update sfafvs) ]

[ Publish ] [ Wiew Site |

P roduct Eatﬂﬁ anagement

Create and n

age product categories | catalog items , product groups an

Select an existing package from the drop-down menu in the item section and click the "Edit" button, or
click on the "new" button to create and name a new package.

ackage (35

| MEWD




The package management page will load in a new browser window.

& | Microsoft Internet Explorer

| Package | Option Groups | Dptions

|newpackage (35]

Package: newpackage (35)

_origins.______ Mame: [newpackage | Use Qua

| Barcode: | | Uze Unit
— wanufacturer: Unit Mar

|--- Zhoose Origin --- | |
Code: | | Height:
Wilzight:
_Catalog Pag: Active: W za Al Ship Methods: ¥ Discoun

Catalog Page |

Tarable: [ Shippin

Set Catalog P
[ = — EIEIE] Frice: E_M Mz FRF: S_M Tanes

Inventory Options:

. Don't allow uzers order items not in stock

——

Click on the "Handling Charges" text link. The Handling Charges Rules page will load in a new browser
window.

Use Cuantity: F

Uze Units: I_ whax Units:
Uit Name: ||

Height: 0,00  |width:
Witeight Length:

Discount Han;lr%g
Shipping #Methods Shipi g Rules

Tamez

Any global handling charges rules that apply to the package will be listed at the bottom of the page. To
view aglobal rule, click on the rule name.



4dd Handling Fule
Global handling rules that apply 1o thiz package rewpackage (350

Fuel Surchyppae (4]
Fuel 5urc|§5e (]

The global handling charges rules modification page will open in a new browser window.

e | Microsoft Internet Explorer

Modify

4dd Handling Fule

Global handling rule:z that app

Fuel Surcharge (4]
Fuel Surcharge [5)

HModify Handling Rule # 4 (Fuel Surcharge)

M

Rule Name: |FLIE| Surcharge |¢r~|-:. Bagiz)

Status: IF'-CTI'I.I'E ;I
Handling iz INC‘N-TF'.?{F'.EELE ;I

Handling Mame:|Fuel Surcharge |

Country:

To add a new custom handling rule, click on the "Add Handling Charge Rule" text link.

Add Hand{l‘l]r_q? Fule
Global han'—'g rules that apply 1o thiz package rewpackage (35
Fuel Surcharge (4]
Fuel Surcharge (5)

The add handling charges rule administration page will open in anew browser window.




‘ I Microsoft Internet Explorer

| Add Handling Rule |

A4dd Handling Rule
Rule Type: IGLC'EFF'-L = I Specific means rule can be assignec

Global handling rules th: itam.

Fuel Surcharge (4) Global mean: rule will be applied to

Fuel Surcharge (3) itemz that do not hawve :pecific rule

assigned.
Rule Hame: | | Mame for your reference.
Handling Hame: | | Mame to show in cart.

To Apply an existing handling charges rule to the package, highlight the rule from the "Available
Methods" list, located in the "Apply or Remove Existing Handling charges Rules' section.

Click on the right arrow button.

‘combination special handlingl2

The page will refresh with the selected rule now populated in the "Current Handling Charges Rules’ list.
More than one rule may be selected by highlighting multiple rules.



Currert Handling

Fule 1D Rule Name Handling Hame

2 combination special handling combination special handling F

Update

To remove an existing custom rule from the package, highlight the rule from the " Current Handling
Charges Rules' list.

Apoply or Rermowe Existing

Aetive F Burailable Rules

Click on the left arrow button.

Apply or Rermowe Existing

A tive F Awailable Rules

The page will refresh with the selected rule now populated in the "Available Rules' section.More than
one rule may be selected by highlighting multiple rules.

Apply or Remowe Existing

Active F forsilable Rules
combination special handlingl2) ==

To activate or deactivate a custom rule currently applied to the package, click or unclick the selection
box next to the rule to change, located in the "Handling charges Rule Details" section.



Currert Handling Rules for packa;

Fule 1D Rule Name Handling Hame

2 combination special handling combination special handling ®

Update

Click the update button.

Currert Handling Rules for packa;

Fule 1D Rule Name Handling Hame

2 combination special handling combination special handling F

Upd

The current page will refresh showing the desired changes.

package Detail: are updated.

Rule 10 Rule Nams Handling M=ares Active
combination special handling combination special handling I-
Update

To view the details of a currently applied custom rule, click the name of the rule, located in the
"Handling charges Details" section.

Current Handling RBules for packa;

Fule 1D RBule Mame Handling Hames

2 combinztion E%ﬁﬂ handling combination special handling F

Update

The handling charges rule details for packages page will load in a new browser window. This pageis
used to view and manage which packages the ruleis currently applied to.



A Microsoft Internet Explorer

| Hodify | Hem | Package | Option Group | Package Option

Packages Admin for Handling Rule # 2 (comdbination special handiing)

Update

ATI(32) <== | |kesting walues{43)

Floral Arrangermenti6a) newpackage(35)

Handling Charges Details for Packages
View and manage the handling charges details for all packages using the selected rule.

Navigation: From the main package administration page, Click on the "Handling Charges" text
link. The Handling Charges Rules page will load in a new browser window. This page is used to
view and manage the handling charges details for all packages using the selected rule.

Uze Cluantity: IF

Uze Units: I_ whax Units:
it ame: ||

Height: (0,00 | Width:
Weight: Length:

Dizcount Han;[%g
Shipping #ethod:s Shiph_'g Rules

Taxes



All packagesthat the ruleis currently applied to will be listed under the "Handling Charges Rules
Details for Packages" section.

Current Handling Rules for packa; e = lat (25 ]

Eule |0 J|Rule Hame Handling Hames.__ @

2 combination spacial handling combination special handling F

Update

The Handling charges can be activated or deactivated for any package in the list. Toggle the
selection box under "Active" next to the item to change to change the status.

Current Handling Rules for packa; e Elat (25 ]

Eule |0 J|Rule Hame Handling Hames.__ @

2 combination spacial handling combination special handling ®

Update

Click the "Update" button to save changes.

Current Handling Rules for packa; e Elat (25 ]

Eule |0 J|Rule Hame Handling Hames.__ @

2 combination spacial handling combination special handling F

Upd

To view the details of any package in thelist, click the applicable name.

Eulz |0 |Rule Hame Handling Mams. @

2 combination saﬁal handling combination special handling IF

pdate

The package management page will load in a new window.



€ | Microsoft Internet Explorer

| Modify | Hem | Package | Option Group | Fackage Option |

Packages fudmin For Handling Rule # 2 {combination special handling)

Update

ATI(32) == | |testing walues(49)

Floral Arrangermenti6d) newpackagel 35)

To add or remove packages from the rule, use the "Apply or Remove Handling Charges Rules for
or from Packages' section located toward the bottom of the administration page.

Apply or Bemowve Existing Handlin

Rules for package # 35

A tive p Purailable Rules

== | |combination special handling (2)

A4dd Handling Fule

To add a package to the rule, click on the name of the package under the "Available Rules"
heading.



Lctive IF

Click the "right arrow" button.

Anply or Remowve Existing Handlin

At p Available Rules
‘combination special handlingl=)

The page will refresh with the item now located under the "Packages Using..." heading.

package Detail: are updated.

Currert Handling

Rule 10 | Ruls Mamme Handling M=arme
2 combination special handling combination special handling |_

Update

To remove a package from the rule, click on the name of the item under the "Packages Using...'
heading.

Apply or Bermowe Existing

Active F Ayailable Bules

Click the "left arrow" button.



Back

Apply or Rermowe Existing

Rules for package &# 25

Ative IF Arveailable Rules

‘combination special handling (27

Active p Aorailable Bules
combination special handlingl2) f==

Back to the Top of the Page
Package M anagement Page
Product Catalog Management
10-Step Guide on Setting Up Ecommerce
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Origins

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catal og M anagement

Overview

The origins feature is used to tell the software where products are being shipped from. By default, one
origin location must be specified, and the origin management page will automatically load the first time
the product catalog administration is accessed.

In many cases, only one point of origin will be necessary. However, if aweb site owner has products
being shipped from different areas, additional locations may be added.

Shipping origins are only critical when aweb site owner is using the system-integrated shipping methods
(UPS, USPS and Fed-X). These methods cal cul ate shipping charges by looking at the shipping origin and
destination. Therefore, when using integrated shipping methods, it isimportant that the correct originis
assigned to products.

Use the origins feature to specify different "ship from" addresses. The integrated shipping methods will
then cal culate shipping charges based on the zip code of the selected origin. The shipping originsis
specified for each item in the online catal og.

Navigation: Click on the main "Ecommerce" link at the top of any main administration page.



Website Editor Edit Pages | Properties | Ecommerce | Change Website | ToolBox

mynewwehzite

[Update Catalog Images (Wew ypdade sfadus) ]
[Commerce Check ] [Publizh ] [ Wiew Site ]

Froduct Catalog Management
Create and manage product categories, catalog items, product groups and packages.

Product Catalog Fules
Create your shipping methodsz, discount, shipping, handling, and tax rules,

Ecommerce Options
Setup payment method(z), merchant account, and other ecommerce options.

Orders
YWiew outztanding order summary, and detail order reporting,

Click on the "Product Catalog Management” text link to load the product catalog management page.

"y
| | |I"-Jame ;I | sort |
[~ Choose orign — =] | Edit |[ New || Delete || Set Default |
. y
P ——— |

To add a new shipping origin, click on the "New" button located in the item section. A prompt will
display asking for the name of the origin. Once a name is chosen, click ok. The origin management page
will open in anew browser window.



Explorer User Prompt E|

Script Prampt: 0K I

Fleaze enter a narme for yaur rew angin
Cancel | -

undefines

1

Select the state of origin from the drop down menu, type in the zip code, and select the country. To save
the changes, click on the "Update" button. After the page reloads, click on the "close window" text link.

Mame | |

State AL -

Zip Code | |

Country LIS -

cloze windowr

To edit an existing origin, select the origin to edit from the drop down menu, then click on the "Edit"
button. The origin management page will open in a new browser window.

Mame ||:|efal_|||: |

State ME =

Zip Code (39108 |

Country fLIS -

cloze windowr




To delete an existing origin, select the origin to delete from the origin drop down menu, then click the
"delete” button.

J |
S Microsoft Internet Explores |
W
— You sure want to delete origin? =
[ e ] caneel |

[ T=]

To search for origins, type the origin name in the empty text field located just above the origin drop
down menu and click the " Search" button. Once the page reloads, all matching origins will be available
for selection in the drop down menu.

et Form (d2)
m Il {4%)

home | | Search |

T ;| | Edit | [ New | [ Delete | | Set Default |

To set the origin default, select the desired origin from the drop down menu, then click the "set default”
button.

| | IESE

[default 3580y * =] | Edit |[ New || Delete]|[ Set Default |

Back to the Top of the Page
Product Catalog M anagement
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Catalog Page

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog M anagement

Overview The catalog page is the entrance to the online shopping system. A customer accesses alink to
the shopping cart page, and alist of all categoriesis presented.

Before a catalog can be utilized on the Web site, a main catalog page must be created from the website
editor.

Hamea

Online Shopping About Us

Contact Lis

Feedbhack
Build vour Own Stereo System FAQ

Shop Now!

Stereo Equipment

Video Equipment

[ An example of a main catalog "entrance" page |

The catalog page may be completely customized with a unique look, or it may be created to match the
design of the rest of the Web site. Once the catalog page is created, a catalog component must be added

to the page. The layout and appearance of the catalog itself may also be customized by editing the
catalog component.



http://www.help30.com/websiteeditor.ivnu
http://www.help30.com/websiteeditor.ivnu
http://www.help30.com/c_catalog.ivnu

Sample Item

Ttermn Id: 00
Sample e Price: $0000
Cty: 1
Add tem to Cart

[ enlarze |

Sample Description

Navigation: Click on the main "Ecommerce" link at the top of any main administration page. Click on
the "Product Catalog Management” text link to load the product catalog management page. In the
"Catalog Page" section, select the page to be used as the online catalog. Click on the " Set Catalog Page'”.

|--- Choose Crigin — = | | Edit J | New | | Delete | | Set Default |

Catalog Page |--- Select a page --- ;I htmil
[ Set Catalog Page ]

After publishing the site, al active product information will be available by accessing the selected page
from the main Web site.

Tip: A shopping cart page must also be created in the same manner as the catalog page. The catalog
component must properly point to a page that contains a cart component before the online catalog will be
functional. Be certain to edit the catalog component and specify the name of the cart page in the main
catalog component adminstration.

For more information on setting up your Product Catalog, click here.

Back to the Top of the Page
Product Catalog M anagement
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page
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Product Catalog Rules

Related Links; 10-Step Guide on Setting Up E-commerce

Overview | Product Catalog Rules M anagement

Overview
Create and manage shipping methods, shipping rules, discount rules, handling charge rules, and tax rules.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules'.
Back to the Top of the Page

Product Catalog Rules M anagement

Discount Rules




Status : ACTIVE. Dizcount Rule iz applied BEFORE TAX.

Dizcount Mame: Special 5% Discount
Start: 2003-04-17 0000 0l LApply 5. 00% of amount
End: 20004-01-01 000000

modity Deactivate Delete

Status ; ACTIVE. Discount Rule is applied BEFORE TAX.
Discount Mame: Test

Start: 2003-09-04 00 00; 0 Apply 200 00% of amount
End: 2003-03-01 00:00:00

todify Deactivate Delete

Status ; ACTIVE. Discount Fule iz applied AFTER TAX.

Dizcount Mame: Easter Sale Discount
Start: 20003-04-04 0000
End: Z20mG-01-01 000 00

FROM 0,00 To 499 99 apply discount 100 00%
FROM 500,00 On Up apply dizcount 15, 00%

modity Deactivate Delete

Shipping Rules




i Discounts | Shipping : Handling | Taxes |

& Add Shipping Method
&  iew Shipping Methods

& Add Shipping Rule

®  Wiew Shipping Rules

Shipping Methods

Caode

10 pickup

11 courier Courier

18 codecode

Customer Pickup

Thiz iz the Ship Name

ACTIVE (Deactivate) Delate
ACTIVE (Deactivate) Delate
ACTIVE (Deactivate) Delate

T

204, UPS 2Znd Day Air
GHO UPS Ground
a0s LIPS 2 Day Selact

-~ S B M
=

104 UPS Mext Day dir
19 EAM

UPS Mext Day &ir Early &, 0.

et
ACTIWE (Deactivate) Delete
ACTIWE (Deactivate) Delete
ACTIVE (Deactivate) Delate
ACTIWE (Deactivate) Delate
ACTIWVE (Deactivate) Delate

Close windowr

Handling Rules




Tax Rules

Discounts . Shipping | Handling | Taxes !

& iAdd Handling Rule & Wiew Handling Fules

SPECIFICIRule |0 #2] combination special handling - [Mo Basis]

Status : ACTIVE. Handling is TAXABLE.

Handling Mame: combination special handling

Applied to Region HElrll:"irll

Country: (hny)
State: (bny) Apply $2.00
Zip: {Any)

modify  Deactivate Delete

GLOBALRule |0 &5] Fusl Surcharge - [Mo Basis]

Status : ACTIVE. Handling i HOH-TAXABLE.

Handling Mame: Fuel Surcharge

Applied to Region Handling

Country: (Hunyd
State: (Any) Apply $0.65
Zip:{Any)

odify  Deactivate Delete

cloze windowr




Discounts | Shipping : Handling : Taxes |

® Add Tax Fule ®  Wew Tax Rules

Country: {dny)
State: (dny) Apply $1.00
Zip: {Any)

odify Deactivate Delets

GLOBALIRule 10 #1] 53

Status ; ACTIVE Tax Name: Sales Tax

Applied to BRegion Tax
Count ey {dnyd
State:Mevada Apply & 50% of amount
Zip:{Any)

wodify Deactivate Delets

GLOEBALIRule |0 &2 zd=srde

Status ; ACTIVE Tax Mame: rtzdrh
Aoplied to Region Tax

Country: {dny)
State: (Any) Apply $12 .00
Zip: {Any)

wodify Deactivate Delete

cloze windour

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Product Catalog Rules
Back
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Discount Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Rules

Overview | Discount Descriptions | Add a Discount Rule | Modify a Discount Rule | Discount Rules For
Shoppers

Overview
Apply price reductions based on custom rules. Discounts can be applied to an item, a package option, a

package or globally.

Navigation: Click on the "Ecommerce” text link located at the top of any main administration page. Click
on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window.

Discounts

® Add Discount Rule ® e Dizcount Rules

Close windowr

Any existing discount rules will be displayed when the administration page is accessed. Item specific
rules are listed first, in the order that they were created. Global rules are listed afterward.



Status : ACTIVE. Discount Rule iz applied BEFORE TAX.

Dizcount Mame: Special 5% Discount
Start: 2003-04-17 000000 Apply 5. 00% of amount
End: 2004-041-041 000000

modity Deactivate Delete

Status : ACTIVE. Discount Rule is applied BEFORE TAX.

Oizcount Name: Test

Start: 2003-09-04 000000 Apply 20.00% of amount
End: 2000Z-03-01 00:00:00

modify Deactivate Delete

Status © ACTIVE. Discount Fule iz applied AFTER TAX.

Dizcount Mame: Easter Sale Discount
Start: Z00E-01-04 ;0000
End: Z0lé-01-01 0000

FROM 0. 00 To 499 99 apply discount 10, 00
FROW 500, 00 On Up apply dizcount 15, 00%

modity Deactivate Delete

Back to the Top of the Page

Discount Descriptions:

The heading of each discount rule includes atype indicator (SPECIFIC or GLOBAL), therule ID
Number, the rule Name, and the Basis for the rule.



T

Status : ACTIVE. Discount Ruls i applisd BEFORE TAX.
SR — T T ccvcee | N
Discount Mame: Package discount Number
Start: 20003-01-04 00 00:00 Apply 2.00% of amount
End: 2009-04-04 00:00:00 1 Rule Type
Modify Deactivate—Beters
— —— = L— Rule Name

Rule Basis
j,r"

Start: Z00A-01-01 000000

Discount Narnf/lluanﬁt'y Discount
End: 2““17 -01 00:00: 0

todify  Activate Delete

Dizcount Mame: Easter Sale Discount
Start: Z0E-04-01 000000
End: Z200&-01-01 000 0k

FROM 0,00 To 499 99 apply discount 10, 00%
FROM 500,00 On Up apply discount 15, 00%

modity Deactivate Delete

The rule basis refers to how the calculation is performed. "No Basis' means that the rule has been applied

asasingle value, such as a percentage of the product price, or asingle "Flat Rate" that is applied when a
purchase is made.

When a basisis listed, thismeansthat 1) the ruleis applied based on Quantity, Unit, Weight, or Price, or
2) atable of values has been created to calculate the charge. The basisindicator islisted as "Based On"

with atypeidentifier, such as"Units" or "Quantity". In such cases, the discount is variable based on the
"price" or "unit", and is calculated from a pre-defined table of values.

Below the main heading is a status indicator (Active or Inactive) and atax indicator (Before Tax or After
Tax). These settings can be modified from the rule’ s administration page.

The "Discount Name" is different from the "Rule Name". The discount name is the text that will actually
display in the catalog and shopping cart whenever a discount is applied.

The starting and ending date of the discount is listed. Discounts are automatically applied and deactivated



according to the dates and times listed.

The actual discount amount is shown, asit will be applied. If abasis exists for the rule, the table of
values will be listed.

To deactivate or activate arule, click on the "Deactivate" or "Activate" text link located at the bottom of
the rule. The screen will refresh with the applied change.

To delete arule, click on the "Delete" text link.

To modify arule, click on the "Modify" text link. The modify discount rule administration page will load
in anew window.
Back to the Top of the Page

Add a Discount Rule
Add and define a new product discount rule

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the "Add a Discount Rule" text link.

~ Discounds

e e e R b il o e o el |l i S e il |l vl vl

Add Di;c-:-un:\[%ule

® e 04

cloze windowr




i Audd Discount Rule |

Rule Type: ISF‘ECIFIC - I Specific means rule can be azsigned to

item.
Glodal mean: rule will be applied to all
itemz that do not hawve :pecific rule

assigned,
Rule Hame: | | Mame for your reference.
Discount Hame: | | Mame to showr in cart.

Status: | ACTIVE =]

Discount is applied Before Tax means that taxes will be

IEEFOFLE TAY ;I calculated after discount iz applied, hence
be calculated bazed upon the dizcounted

item price.

Afrer Tax means taxes will be calculated
bazed upon the undizcounted price of the
item.




Hart:

Year: month:  Date:

2003 ;I 01 ;I 01 ;I ﬂ Beginning of promotion date time.
Hour: Minute: Second:

o0 =] |oo =] |oo =]

End:
Year: mhonth:  Date:

2003 ;I 01 ;I 01 ;I E End of promation date time.
Hour: Minute:  Second:

o0 =] [oo =] |00 -

Discount type:

" Flat FeeiPercentage{Ho Basis)

Amount: : Amount can be either 55.25(flat fee) or
3.00%percentage)

r. Table{Based on quantityfunitipricefweight)
Based on IQUF’-NTIT'T' ;I

Step One: Name and define the Rule Type

From the drop-down menu, select " Specific" or "Global" for the rule type.



Rule Type: ISF‘ECIFIC - I Specific means rule can be azzigned to

item.
Gledal mean: rule will be applied 1o all
itemz that do not hawve specific rule

azsigned.
Rule Hame: | | Mame for your refarence.
Discount Hame: | | Mame to show in cart.

SN

A global discount will apply to al products purchased. The global discount, however, will be overridden
if aspecific ruleisused for any product in the catal og.

A specific ruleis applied to individual items, package options, and/or packages. After defining a specific
rule, the rule must be added to any products in order to be applied.

Typein arule name and a discount name. The rule name identifies the rule for administrative purposes.
The discount name is actually displayed in the catalog and shopping cart whenever the discount is
applied.

Step Two: Defining the Rule Status

From the first drop-down menu, select whether or not the rule will be created as an active or inactive
rule. The system default is active.



Foame: —— -

L s - . g

Status: |ACTIVE =]

Discount is applied Before Tax means that taxes will be

IEEFC‘RE Tax ;I calculated after dizcount is applied, hence
be calculated bazed upon the dizcounted

item price.
After Tax means taxes will be calculated
bazed upon the undiscounted price of the

item.

From the second drop-down menu, select the applicable tax-state of the discount: Before Tax or After
Tax. The system default is Before tax.

Step Three: The Discount Duration

Define a starting date and time, and an ending date and time. Click on the calendar icons to select a date
from a calendar-style pop-up window, or use the drop-down menus provided.



O o OO
Start:

Year: month:  Date:

2003 ;I 01 ;I 01 ;I 3 Beginning of promotion date time.

Haour: Minute: Second:

oo =] oo =] o0 =]

End:

Year: month:  Date:

EDDS;I I:Il;l I:Il;l 3 End of promation date time.

Hour: Minute: Second:

oo =] oo =] oo =]
[

[

L e o

r— - - = s - —

Step Four: Type of Discount and Calculation

To create arule that will apply a single discount based on the price, click on the radio button next to "Flat
Fee/Percentage (No Basis)". In the "Amount” field provided, type in the discount amount. For aflat fee,
type the value in currency format i.e. 3.25 for three dollars and twenty-five cents. To apply a percentage,
enter the numeric value followed by a percentage sign, such as 5%.



Discount type:

" Flat FeefPercentage{Ho Basis)

Amount: |:| Amount can be either 55.25(flat fee) or

S.00%(percentage)
r. Table{Based on quantityfunitiprice fweight)
Based on IQUF’-NTIT'\" ;I

FIRRRRRRRRRRRRRRN
|

From EI:I |nn Up apply discount | i | Add Row |

To create arule that will calculate the discount based on atable of values and/or a specific basis (such as
unit, quantity, or weight), click on the radio button next to "Table". Specify what the rule will be based
on by selecting QUANTITY, UNIT, WEIGHT, or PRICE from the drop-down menu provided.

Type the minimum value of the rule next to the "From" field in the space provided. As an example, if the
discount is to be applied only when a customer orders a quantity of 10 or more, enter "10" in the field.
Enter the discount amount to the right of "Discount” in the space provided. The discount value can be
entered as adollar amount or a percentage (such as 10%).

To create atable of values, click the "Add Row" button. A second row identical to the first will appear.
Type the second set of values in the space provided. Continue adding as many rows as needed to finish
building the discount table.

Click the "Add Rule" button once the rule has been successfully defined. The page will refresh to the
"Modify Discount Rule" administration page.
Back to the Top of the Page

M odify a Discount Rule
Modify the details of an existing discount rule.

Click on the "Ecommerce” text link located at the top of any main administration page. Click on the
"Product Catalog Rules" text link. The "Discount Rules Administration” page will load in a new window.
Click on the blue text "Modify" for the Discount Rule that you would like to change.



Option Group Package Option

Hodify Discount Rule # 12 {New Quaptity Discount)

Rule Mame: |:"dew iZuankiky Discounk | - Based an |QLI.'5J'-.ITIT"|’ ;I
Status: | INACTIVE (=], Discount Rule s applied | BEFORE Tax =],

Discount Hame:

|Quantit';.f Discounk | From tu # 99 apply discount m
Start: From on Up apply discount
Yeat: shonth:  Date: From I:I on Up apply discount I:I
2001 = [01 =] [01 =] (7]

Hour: Minute: Second:

oo =) oo =] oo =]
End:

Year: Manth:  Date:
zo01 =] (01 =] |01 =] 75
Hour: Minute: Second:

o0 =] [oo =] oo =]
Delete Rule

Change Rule Type to GLOBAL

Cloze windowr

All listed options and fields can be changed by modifying the desired option or by typing over any
text/value displayed.

For a detailed description of each option, see the "add discount rule" administration page.

To convert a Global Rule to a Specific Rule, or to change a Specific Rule to a Global Rule, click on the
applicable text link located at the bottom of the administration page.

To delete thisrule, click on the "Delete” text link located on the bottom of the administration page.

When finished with modifications, click on the "Update Rule" button to save any changes made to the
discount rule.



To view which items this rule applies to, or to add thisrule to items, click on the "lItem" text link located
at the top of the administration page.

| Hodify | Hem | Package | Option Group | Package Option |

The discount details for items page will load in the current window.

Package | Option Group Package Option

Hems Admin For Discount Rule # 12 (Mew Quantity Discount)

Writeable COs T i o v
Mewr Item ' i 'y F
Update

Active F
" Itam Only Testing 4 - Madel 33zb Toshibals3) ﬂ === | |\Writeable CDs(34)
o kest(37) Mew Ikemia)
Package Option Only 14" shormtrooper{70)
& |tem & Package Optian Testing 5 - Model 2ZZEZ1 - Dell{54) ;I ==>

cloze windour

To view which packages this rule applies to, or to add this rule to packages, click on the "Package" text
link located at the top of the administration page.




The discount details for packages page will load in the current window.

Hodify | Hem | Package | Option Group | Package Option |

Packages fudmin For Discount Rule # 12 (Mew Quantity Discount)

ATL allin Wonder Prof32) .l | <==
tesking negative values{49)
newpackagel 35)

Hoth Battle(a4) =l (==

cloze windowr

To view which option groups this rule applies to, or to add this rule to an option group, click on the
"Option Group" text link located at the top of the administration page.

The discount details for option groups page will load in the current window.



Modify | Hem | Package : Option Group | Package Option |

Option Groups Admin For Discount Rule # 12 {New Quantity Discount)

Dizscourt detzil=s for Option Groups=s

tion Group Hams

Update

Apoply aor Bermnowe Discourts for Option Groups

Ativs F Aorailable Option Groups tion Groups using Rule # 12

Roses(10)
Processor4)

Memory( 2 3 —=
iaraphics Card(3)

cloze windowr

To view which package option groups this rule applies to, or to add this rule to package option group,
click on the "Option Groups' text link located at the top of the administration page.

The discount details for package option groups page will load in the current window.




Modify | Hem Package Option Group Package Option

Package Options Sdmin For Discount Rule # 12 (New Quaptity Discount)

Discount detail= for Package Options

Update

Lctive ¥ Y F Options using R
(2Glass Vase(a5) ﬂ ==
(1)Asus 1al3)
(2)Inkel Memory(10)
(3Inkel Memory 2(15) ;I ==

Cloze windowr

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
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Discount Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Rules | Discount Rules

Overview | Set Up Discount Rules for Specific Shoppers | Add Specific Shoppers

Overview
Apply price reductions for specific products for specific shoppers. Discount rules can still be set up for
items, packages, package options, and package option groups (click on the links to learn more about

applying discounts for the respective sections).

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules" text link. The "Discount Rules Administration” page will load in a new
window.

Back to the Top of the Page

Set Up Discount Rulesfor Specific Shoppers
From the "Discount Rules Administration” page, click on the "Add a Discount Rule" text link.

 Discounts

e Wt i LR bt el b Rl | el o il |l vl vlerio

Add Discnun:[%ule

® e O

Cloze windowr

The system will then display a new window to add your new discount rule.

Step 1, Name and L abel the Discount Rule

For "Rule Type", specify whether you want the discount rule to be applicable to certain shoppers
(Shopper Specific) or for all shoppers (Shopper Global). For "Rule Name", enter in aname for the
discount rule that will only be for your reference. For "Discount Name", enter in a name for the
discount rule that will appear to your shoppers.



Rule Type: | SPECIFIC ;l Specific means rule can be assigned
SPECIFIC ta item.
LOEAL Global meanz rule will be applied to

SHOPPERSPECIFIC

all item= that do not have specific
SHOPPERGLOEAL

rule azzigned.

Shopper Specific means rule will be
applied to shoppers that purchaze
specific itemiz),

Shopper Global means rule will be
applied to shoppers that purchaze
items that do not have specific rule

azzigned.
Rule Hame: | | Mame for your reference.
Discount Hame: | | Mame to show in cart,

Step 2, Defining the Rule Status

From the first drop-down menu, select whether or not the rule will be created as an active or
inactive rule. The system default is active. The second drop-down menu you select the applicable
tax-state of the discount, "Before Tax" or "After Tax". The system default is "Before Tax".

ﬁ
Status: [ACTIVE = |

Discount is applied Fefore Tax mean: that taxes will be
IEEFQRE Tox ;l calculated after dizcount iz applied,
hence be calculated bazed upon the
dizcounted item price.
After Tax mean:z taxes will be
calculated bazed upon the
undizcounted price of the item.

Step 3, Discount Duration

Define a starting date and time, and an ending date and time. Click on the calendar icons to select
a date from a calendar-style pop-up window, or use the drop-down menus provided. Thiswill be
the only times that the discount rule will be applied. If it is blank, the system will have it applied
al thetime.



Start:

Tear: Month: Date:

;I ;I ;I H Beginning of promotion date time.
Hnuh .'-.-'.inufl: Semj: reset

End:

Tear: wMonth: Date:

;I ;I ;I 3 End of promotion date time.

Hour: Minute: Second:

;I ;I ;I reset

Step 4, Type of Discount and Calculation

To create arule that will apply a single discount based on the price, click on the radio button next
to "Flat Fee/Percentage (No Basis)". In the"Amount” field provided, type in the discount amount.
For aflat fee, type the value in currency format i.e. 3.25 for three dollars and twenty-five cents.
To apply a percentage, enter the numeric value followed by a percentage sign, such as 5%.

Discount type:

" Flat FeeMercentage{Ho Basis)

Amount:| | Amount can be either $5.25(flat fee)

or 500X percentage)
T Table{Based on quantity funitfpricefweight)
Based on |QL|F'.NTIT"|" ;l

From I:I on Up apply discount |:|
=D

When done specifying your options for the 4 steps, click on the button "Add Rule" to save your discount
rule. If the discount ruleis" Shopper Specific", you will see the following:



Hodily | Shopper  Hem | Packape Option Group | Package Oplion 1
Hodify Discount Bule # 458 {(Hembers Discoun )

Fule Name: Members Discount |- (Mo Basis)
status: [4CTIVE = . Discount Rule is applied [BEFORE TAX =],

Start:
Tear: Month: Date;

| = =l =
Hour: Minute: Secmd:r ¢
= TEr=a™
End:

fear: sonth: Date:

| = =l =E
Hour: shirute: Second:

- rTar=a™
||.Ipdnleﬂu|e|

Dedete Rule

Change Pule Type to SPECIFIC
Change Fule Type to GLOBAL

Change Pule Type to SHOPPERGLOBAL

close window

If the discount rule is " Shopper Global", you will see the following instead:



Pule Mame: Members Discount - (Mo Basis)

status: JACTIVE = |. Diseount Ruie is applied [BEFORE TAX =].

_m
=

lnismunt Name: dpply [75.00% | of amount
Members Discount

Start: n

fear: sonth: Date:

[ e EE

Hiour: sinute: Second:

= FTEr=a™

End:

Year: sonth: Date:

[ e = S

Howr; pinute: Second: '
S I | T

[_ Update HuleJ

Delete Rule

change Fule Type to SPECIFIC

Changa Fule Type to GLOBAL

Change Fule Type o SHOPPERSPECIFIC

cloze wimdow

Whichever screen appears, click on " Shopper” in the top of the window to add shoppers to this discount
rule.
Back to the Top of the Page

Add Specific Shoppers
The discount rule can be applied to specific shoppers that you assign. The system will only list shoppers
as customers who have already purchased something from your website.



Test Tester (kesti@tesker.com)
Test Tester (testi@tesker.com)
Test Tester (best@tester.com)

Shoppers Per Page: 20 | 100 | 500 | 100

g S e

Go in to the Discount Rules Administration screen. Click on "Modify" for any existing discount

rule. Click on the white text at the top of the window |abelled " Shopper".

If you just added the discount rule, you will only have to click on the white text at the top of the

window labelled " Shopper". Y ou will then see the following screen

Shoppers Admin for Discount Rule # 456 (Members Discouni)

rtivs [7 [SET—T—TT— [—————yrTy

Test Tester (best@tester.com)
Test Tester (test@tesker,com)
Test Tester (kest@tesker.com)

==

==

Shoppers Per Page: Z0 | 100 [ 00 | 1000

close window

The top section will display all of the shoppers that the discount rule currently applies to.




The bottom section allows you to manage which shoppers will get the discount rule.

—

st [ T ———  [Fe—

Test Tester (testi@tesker,com) ==
Test Tester (testi@tester,com)
Test Tester (kest@tester, com)

==

Shoppers Per Page: 20 | 100 | 500 | 1000

If you already have shoppers who have bought something from your website, click on their name and
email address, then click on the button *==>" to apply the discount rule to that shopper. To select
multiple shoppers, hold down the CTRL key when clicking on multiple names.

Tesk Tester (tesk@tester, com)

Shopperzs Per Page: 20| 100 | 500 | 1000




If you already have shoppers that you no longer want the discount to apply to, click on their name and
email address, then click on the button “<==" to remove the discount rule for that shopper. To select
multiple shoppers, hold down the CTRL key when clicking on multiple names.

Active F

Test Tester (kest@tester, com) Test Tester (best@tester, com)

Test Tester (kest@tester,com)

Shoppers Per Page: Z0 | 100 | 500 | 1000

When finished, click on the button "Update" to save your changes. Y ou must still Publish the Web sitein
order for your customer to take advantage of the changes.

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Discount Rules
Back
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Shipping Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Rules

Overview | Shipping Methods | Shipping Rules

Overview
Add, view, modify, or delete shipping methods and rules.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the "Shipping" text link located at the top of the administration page.

| Discounts | Shipping | Handling | Taxes |

® Add Shipping Method & Add Shipping Rule

®  Wiew Shipping Methods & fiew Shipping Rules

Shipping Methods

10 pickup Cuztomer Pickup ACTWE (Deactivate) Delete
11 courier Couriar ACTIWE (Deactivate) Delete
18 codecode This iz the Ship Mame ACTIWVE (Deactivate) Delete

204 UPS 2Znd Day ir ACTIVE (Deactivate) Deleta
T GHD UPS Ground ACTIVE (Deactivate) Deleta
8 305 UPS 3 Day Select ACTIWVE (Deactivate) Delete
9 104 UPS Mext Day Lir ACTIVE (Deactivate) Delete
19 E4M UPS Mext Day Air Early & 6. ACTIVE (Deactivate) Delete

cloze windowr

The shipping administration page lists all existing shipping methods and shipping rules.



To view only shipping methods, click on the " Shipping Methods" text link at the top of the page.

Discounts Shipping Handling Taxes
- & Add Shipping Rule
®  Wiew Shipping Methods &  Wiew Shipping Fules

To view only shipping rules, click on the "Shipping Rules' text link.

Discounts Shipping Handling Taxes

® Add Shipping Method - =Tt e
®  iew Shipping Methods ®  Wiew Shipping Fules
Back to the Top of the Page

Shipping Methods
Add, modify, or view user-defined or system integrated shipping methods.

Shipping methods are broken down into two separate groups. User Defined, and System Integrated. Any
user defined, custom shipping methods are grouped together and listed first.

Shipping Method Field Descriptions
Add a Shipping Method
Modify a Shipping M ethod

Back to the Top of the Page

Shipping Method Field Descriptions:
Heading: Displays either "User Defined" (custom shipping method) or lists the name of the system-
integrated method.



g
USER DEFINED
——

e ool T o Wy e W

ID #: System generated number unique to every method.

e e T
o W s av e & B Tl

Code: Text name unique to each method. With user- defined, custom shipping methods, thisfield is
defined at the method is created.




Name: The name of the shipping method that will be visible in the shopping cart.

Delete
Delete

Delate

o ACTIWE (Deactivate) Oge
ACTIWE (Deactivate) O
- M ACTIVE (Deactivate) O4




To make changes to a shipping method, click on the name of the method.

Cuztomer Fickup

Courier

This is the Ship Name

To add a shipping rule, click on the "Add Shipping Rule" text link located in the upper left-hand side of
the administration page.

| Discounts | Shipping | Handling | 1

4dd Shipping Method

Wiew Shipping wethods

Back to the Top of the Page

Add a Shipping Method
Create a new user-defined shipping method or add a system-integrated shipping method.

Click on the "Ecommerce” text link located at the top of any main administration page. Click on the
"Product Catalog Rules" text link. The "Discount Rules Administration” page will load in a new window.
Click on the " Shipping" text link located at the top of the administration page. Click on the"Add a
Shipping Method" text link.

Custom shipping methods (user-defined) can be added that are based entirely upon custom shipping
rules. Shipping rules must be used to define how any shipping charges will be calculated.

System-integrated shipping methods automatically cal cul ate associated shipping charges based on
weight, shipping origin, and destination.
Back to the Top of the Page

Adding Custom Shipping Methods (User -defined)



Adding custom shipping methods that utilize shipping rules to calculate any shipping charges.

Mame: || | Mame for the shipping method.

Code: | | Code for wour reference.

Status: I ACTIVE ;I

The zhipping method will be able to hawve customizable :hipping rule(s).

Add

Close windowr

Enter the name of the shipping method to display in the field provided next to "Name".

Enter a unique code (text or numeric) in the field provided next to "Code". The code isarequired field,
used only for identification purposes.

Select the starting status of the shipping method by selecting "Active" or "Inactive" from the drop-down
menu provided.

When finished, click the "Add" button. The screen will refresh with all fields reset, allowing additional
methods to be added.
Back to the Top of the Page

Adding System-integrated Shipping M ethods
Adding UPS or USPS shipping methods which automatically calculate shipping charges

Adding a UPS Shipping Method
Adding integrated UPS shipping methods that automatically calculate shipping charges

Navigation: Click on the "UPS" text link located at the top of the "add a shipping method" administration
page.



| Custom | UPS | USPS

Select Drop-OFfPickup:

|Regular Draily Pickup { Update

Domestic Shipping Options
& UPS Mext Day Air Earhy .ﬁ..M'E'
& PS Mext Day .llirlEI
: )
& PS Mext Day Air Sawver
: 1
& PS5 2nd Day &ir &0
& UPS 2nd Day .lfl.'ir'IEI
& UPS 3 Day Snalvan:tIEI

® UPS Ground

Modes:
® UPS has 150 ths oz weight limitaton.

International Shipping Options

. o
& UPS Worldwide Express Plus
& LPS Worldwide E::<:|:|rn2555""III

: S
& UPS Worldwide Expedited

® UPS Standard To Canada

® Plegse yse custom sHipping mebthod and rules i iz rate ool colador gives

incorrect value.

cloze window

Back to the Top of the Page

* Select Drop-OFfPickup: N

Regular Daily Pickup ;l

o Call Air

ione Time Pickup
_uskorer Counker
iReqular Daily Pic
Letter Center

kup

& PS Mext Day Air Earh,r.lfl..n'l.l'nli:I -

& UPS Mext Dz Air




Drop-off/Pickup:

Select the method of pickup from the drop-down menu provided, and click on the "Update" button. This
option defines how packages will be delivered or picked up by UPS.

UPS Options:

Click on any domestic or international UPS shipping method to add the method. The page will refresh
with the rule added. Continue to select as many shipping methods as needed.
Back to the Top of the Page

Adding a USPS Shipping M ethod
Adding integrated USPS shipping methods that automatically calculate shipping charges

Navigation: Click on the "USPS" text link located at the top of the "add a shipping method"
administration page.

Custom Urs USFrs

|_Add US Postal Service Shipping Method

Domestic Shipping Options International Shipping Options

® Exprazs Mail Se rwnu'in:-aIEI ® Global Exprezs |'l.l'|E|1'I5'I"III
® FParcel Pu:n;'c'EI

& Priority |'|.|'|E|1'I|EI

Modes:

® U5 Postal Sendoe has 70 Wbhs gz weight limitakion.

& UP Posztal Sendce Bate Colculafor is based o OMLY regular package , wiich will rot
cot cwrdadte conre iy for lange o oversized pockages.

® Plegcse yze cwslom sRipping method and roles if fhis rate ool calator gives

inconne ol value.

cloze windowr

Click on any listed shipping method to add the method for use. The page will refresh with the rule added.
Continue to select as many shipping methods as needed.
Back to the Top of the Page

M odify a Shipping Method
Change the name of a custom shipping method. Delete, activate, or deactivate shipping methods. Access
shipping method item and package pages.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click



on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the " Shipping" text link located at the top of the administration page. Click on the

"Name" of the method to modify.

Shipping Methods

P

B

18  codecode

ACTIVE (Deacti
ACTIWVE (Deacti
ACTIWVE (Deacti

Code: pickup

Mame: (Customer Pickup

Delete Method

tus:

A

cloze windowr

To change the displayed shipping method name, type over the existing text in the field provided.

To change the status of the method, select the appropriate choice from the Status drop-down menu.

Click the "Update" button to apply any changes.

To delete the method, click on the "Delete Method" text link.



S X 2

[| Oelete Method

To view which items this method applies to, or to add this method to items, click on the "Item" text link
located at the top of the administration page. The shipping method details for items page will load in the
current window.

To view which packages this method applies to, or to add this rule to packages, click on the "Package"
text link located at the top of the administration page. The shipping method details for packages page will

load in the current window.

Back to the Top of the Page

Shipping Rules
Add, modify or view custom shipping rules

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the " Shipping" text link located at the top of the administration page.

Shipping rules are used to define shipping charges for custom shipping methods. A shipping rule cannot
be applied to a system-integrated shipping method.

Shipping Rule Field Descriptions
Add a Shipping Rule
Modify a Shipping Rule

Back to the Top of the Page

Shipping Rule Field Descriptions:



i Discounts | Shipping ! Handling . Taxes
®  Add Shipping Method & Add Shipping Fule
®  Wiew Shipping Methods ®  iew Shipping RFules

Shipping Rules

Applied To Region
Country: {dayd
State:{ Ay Apply $Z.00
Zip: {Any)

modify  Deactivate Delete

GLOBAL[Rule |0 #2] COURIER - Based on PRICE

Status : ACTIVE. Shipping fee iz HON-TAXARL E.

Aoplied To Region Shipping Char
Country:United States FROM 0.00 To 49.99 apply shipping §5.00
State:{Any) FROM 50.00 To 99 .99 apply shipping S400.00
Zip: {Any) FROM 4100.00 On Up apply shipping $20.00

modity Deactivate Delete

Heading: Each shipping rule heading specifies the status (active/inactive) and tax information
(taxable/non-taxable)

SPECIFIC[Rule |ID &7 CUSTOMER FICKUE - [Ho Easis]

Status ¢ ACTIVE. Shipping fee is HOH-TAXAGEBLE.

Applied to Region: Specifies which shipping destinations this rule applies to.



“oplied To Region
Country:{ duyd
State: {Any) LT =
Zip: {Any)

R oo

Shipping charges:. Either specifies the single charge to be applied, or displays atable of values used to
calculate shipping charges.

4pply 52.00

To add a shipping rule, click on the "Add shipping rule" text link. The add shipping rule administration

page will load in a new window.
! ® Add Shipping Rule !

L] LR S e sy

m

To modify a shipping rule, click on the "Modify" button located beneath the rule to modify. The shipping
rule modification page will load in a new browser window.




|

modity  Oed

To delete a shipping rule, click on the "Delete" text link located beneath the rule.

v

D

To activate or deactivate a shipping rule, click on the "Activate" or "Deactivate" text link located beneath
therule.

v Deactivate DO

Back to the Top of the Page

Add a Shipping Rule
Navigation: Click on the "Ecommerce” text link located at the top of any main administration page. Click

on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the "Shipping" text link located at the top of the administration page. Click on the
"Add Shipping Rule" text link. The add shipping rule administration page will load in a new browser

window.



Add Shipping Rule

Shipping Method:

Select thipping method for this :hipping rule.
[CUSTOMER PICKUP =] PPN PPN
Rule Type: ISF‘ECIFIC - I Specific means rule can be assigned to item.

Global means rule will be applied to all items that
do not hawve specific rule assigned.

Status: |ACTIVE = |
Shipping is IN':'N-TF'.HF'.ELE ;I

Applied to Region:

Country:
(A ;I Chooze the region to apply the shipping rule.
Hate: Zip Code can be a partial number (302 or 91).
(i) =

ZipCode: D

Shipping Type:

" Flat Feel/Percentage{Mo Basis)

Amount: | | Ameount can be either 55.25(flat fee) or 5.00%
(percentage)

" Table{Based on quantityfunitfpricefweight)
Based on | QUANTITY = |

0] Cl on Up apply shipping :l

Cloze windowr

Step 1.
Shipping rules may only be applied to custom shipping methods. If the desired shipping method has not



been created, add a custom shipping method before proceeding.

[

Shipping Method:

Select zhipping method for thiz shipping rule.
|customER PICKLP =]
Rule Type: ISF‘ECIFIC - I Specific means rule can be azsigned to item.

Global mean: rule will be applied to all items that

do not hawve specific rule azsigned.

From the top " Shipping Method" drop-down menu, select a method that this rule will apply to.

Select either "Specific' or "Globa" from the "Rule Type" drop down menu.

A global rule will apply to al products shipped using the selected shipping method. Use this option to
uniformly apply thisruleto all shipments. A global discount will apply to all products purchased. The
global shipping rule, however, will be overridden if a specific ruleis used for any product in the catal og.

Step 2:
From the " Status" drop-down menu, select whether the rule will be added as "active" or "inactive".

e R R ¥ . . ko

T
Status: |ACTIVE =]

Shipping is INDN-T.':'.HF'.ELE ;I

gl # v e g
o

From the " Shipping is" drop-down menu, select whether or not to include tax on the rule.

Step 3:
To apply the rule to an entire country, select the country from the drop-down menu provided.



Applied to Region:

Country:
LAy ;I Choose the region to apply the shipping rule.
Hate: Zip Code can be a partial number (302 or 911,
LAny) =]

ZipLode: D

gy

e il e gt W

To apply the rule to a specific state, select the state from the drop-down menu provided.

To apply the rule only to a specific zip code or range of zip codes enter part or all of the zip code in the
field provided.

Step 4:

=

Shipping Type:

" Flat FeelFercentage{Ho Basis)

Amount: I:l Amount can be either $5.25(flat fee) or 5.00%

[percentage)
i Table{Based on quantityfunitiprice hweight)

Based on | QUANTITY = |

From D on Up apply shippin

To create arule that will apply a single charge to any shipment, click on the radio button next to "Flat
Fee/Percentage (No Basis)". In the "Amount" field provided, type in the amount to charge. For aflat fee,
type the value in currency format i.e. 3.25 for three dollars and twenty-five cents. To apply acharge



based on a percentage of the order dollar amount, enter the numeric value followed by a percentage sign,
such as 5%.

To create arule that will calculate the shipping charge based on atable of values and/or a specific basis
(such as unit, quantity, or weight), click on the radio button next to "Table". Specify what the rule will be
based on by selecting QUANTITY, UNIT, WEIGHT, or PRICE from the drop-down menu provided.

Type the minimum value of the rule next to the "From" field in the space provided. As an example, if the
shipping chargeisto be applied only when a customer orders a quantity of 10 or more, enter "10" in the
field. Enter the amount to charge to the right of "shipping" in the space provided. The charge can be
entered as a dollar amount or a percentage (such as 10%).

To create atable of values, click the"Add Row" button. A second row identical to the first will appear.
Type the second set of values in the space provided. Continue adding as many rows as needed to finish
building the shipping charges table.

When finished, click the "Add Rule" button to add the rule.
Back to the Top of the Page

M odify a Shipping Rule
Change the detail s of a custom shipping rule. Access shipping method item and package pages.

Click on the "Ecommerce” text link located at the top of any main administration page. Click on the
"Product Catalog Rules" text link. The "Discount Rules Administration” page will load in a new window.
Click on the " Shipping" text link located at the top of the administration page. Click on the "modify" text
link beneath the shipping rule to modify.

Status : ACTIVE. Shipping fes is HOH-TAXARLE.

| Applied To Region.|......._ sShipping Charges._|

Country:United States FROM D.00 To 49.99 apply shipping $5.00
State:{Any) FROM 50.00 To 99.99 apply shipping $10.00
Zip: {Any) FROM 100,00 On Up apply shipping 520,00

Mndij}izrp Dea®ivate Delete

The modify shipping rule administration page will load in a new browser window.



Modify |

Modify Shipping Rule # 3 (COURIER)

Based on IPRICE ;I
Status: I-':'-':TI'I.I'E ;I
Shipping iz INDN-TF'.K.':'.ELE ;I

Country: From tn 49 99 apply shipping |$5.00
UNITED STATES ;I From (20,00 to 99 99 apply shipping |$10.00
5 :
tate From (100,00 on Up apply shipping $20.00
(Any) =l

on Up apply shipping | |

F
ZipCode; I:l rem

[ ]

Deleta Rula
Change Fule Type to SPECIFIC

Cloze windowr

Make any necessary modifications by changing any of the available fields and or options. Refer to the
fields/options description on the add a shipping rule page for further details.

When finished with any modifications, click the "Update" button located beneath the rule details.

To delete therule, click on the "Delete" text link located beneath the rule details.



Siate:
| tany

JipCode: I:I

L

( Delete Fule >
Change Rule Type to SPECIFIC

To change the rule from global to specific, or specific to global, click on the "Change Rule type..." text
link.

[ [ =
Zipcode: || From
| Upde

+ D'ﬁ"'
ﬁnge Fule Type o SPEEIFIE)

Clozg

To view which items this rule applies to, or to add thisrule to items, click on the "lItem" text link located
at the top of the administration page. The shipping rule details for items page will load in the current

window.

To view which packages this rule applies to, or to add this rule to packages, click on the "Package" text
link located at the top of the administration page. The shipping rule details for packages page will load in

the current window.

To view which package option groups this rule applies to, or to add this rule to package option group,
click on the "Option Groups" text link located at the top of the administration page. The handling rule

details for option groups page will load in the current window.

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Product Catalog Rules




Back
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Handling Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Rules

Overview | Handling Charges Options/Field Descriptions | Add a Handling Charge Rule | Modifying a
Handling Charge Rule

Overview
Add, view, modify or delete Handling Charge Rules

Navigation: Click on the "Ecommerce” text link located at the top of any main administration page. Click
on the "Product Catalog Rules’ text link. The "Discount Rules Administration™ page will load in a new
window. Click on the "Handling" text link at the top of the administration page.

The "handling charges administration" page lists all existing rules.

Discounts Shipping Handling Taxes

& Add Handling Fule & Wiew Handling Rules

Status ¢ ACTIVE. Handling is TAMGELE.
Handling Mame: combination special handling

Country:{ duyd
State:{ fny) Apply $2.00
Zip: {Any)

wodify Deactivate Delete

Status ¢ ACTIVE. Handling is HOH-TAXAEBLE.

Handling Mame: Fuel Surcharge

Count Fy: ()
State:{dny) Apply $0.65
Zip: {Any)

modify Deactivate Delete

cloze windowr




Back to the Top of the Page

Handling Char ge Options/Field Descriptions:

Heading: The heading of each handling charge rule includes a type indicator (SPECIFIC or
GLOBAL), therule ID Number, the rule Name, and the Basis for the rule.

Status ; ACTIVE. Handling is TAXABLE.

Handling Wame: combination special handling

Therule basis refers to how the calculation is performed. "No Basis' means that the rule has been
applied as a single value, such as a percentage of the product price, or asingle "Flat Rate" that is
applied when a purchase is made.

When abasisislisted, thismeansthat 1) theruleis applied based on Quantity, Unit, Weight, or
Price, or 2) atable of values has been created to calculate the charge. The basis indicator islisted
as "Based On" with atype identifier, such as "Units" or "Quantity". In such cases, the chargeis
variable based on the "price" or "unit", and is calculated from a pre-defined table of values.

Below the main heading is a status indicator (Active or Inactive) and atax indicator (Before Tax
or After Tax). These settings can be modified from the rule' s administration page.

The "Handling Charge Name" is different from the "Rule Name". The name in this section is the
text that will actually display in the catalog and shopping cart whenever the charge is applied.

Applied to Region: Specifies which shipping destinations this rule applies to.



Count ey { avy)
State:{Any)
Zip: {Any)

The actual amount that will be charged is shown under the "Handling" column. If the handling
chargeisvariable, atable of values will be listed.
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To add anew rule, click on the"Add Handling Rule" text link at the top of the administration
page. The add handling charges rules administration page will load in a new window.



4dd Handling Fule

To deactivate or activate arule, click on the "Deactivate”" or "Activate" text link located at the
bottom of the rule. The screen will refresh with the applied change.

i B

;

To delete arule, click on the "Delete" text link.

To modify arule, click on the "Modify" text link. The modify handling charge rule administration
page will load in a new window.

whodity [

Back to the Top of the Page

Add a Handling Charge Rule
Add a new handling charge rule

Navigation: Click on the "Ecommerce" text link located at the top of any main administration
page. Click on the "Product Catalog Rules' text link. The "Discount Rules Administration” page
will load in a new window. Click on the "Handling" text link located at the top of the
administration page. Click on the "Add Handling Rule" text link. The add handling rule
administration page will load in a new browser window.



#udd Handling Rule |

Rule Type: IGLDEF'.L - I Specific means rule can be azsigned to

item.
Gledal means rule will be applied to all
itemz that do not hawe specific rule

assigned,
Rule Hame: || | Mame for wour reference.
Handling Hame: | | Mame to show in cart.

Status: |ACTIVE = |
Handling is |NOMN-TAXABLE = |

Applied to Region:

Country: Choose the region to apply the handling
(A ;I rule.

State: Zip Code can be a partial number (302 ar
(A = 91y,

FipCode: I:I

Handling Type:

" Flat FeefPercentage{Ho Basis)

Amount: I:I Amount can be either 55.25(flat fee) or

S.00%percentage)
" Table{Based on quantityfunitipricefweight)
Based on IQUF’-NTIT'\" ;I

From D on Up apply handling I:I

cloze windowr




Step 1.
From the top "Rule Type" drop-down menu, select "Global" or "Specific”. A global rule will
apply to all items. A specific rule may be applied directly to items, packages, or package options.

Rule Type: IGLC'EF'.L = I Specific means rule can be assigned tao

item.
Global means rule will be applied to all
itemns that do not hawve specific rule

aszigned.
Rule Hame: || | Mame for wour reference.
Handling Hame: | | Mame to show in cart.
P T

The global handling charge, will be overridden if a specific ruleis used for any product in the
catalog.

Typearule namein field provided. The Rule Name is for reference purposes only.

Type aHandling Charge Name in the field provided. Thisisthe text that will display in the
shopping cart any time thisrule is applied.

Step 2:
From the " Status" drop-down menu, select whether the rule will be added as "active" or
"Inactive".

Status: I ACTIVE ;I
Handling is | NON-TAXABLE = |

aguapths # ba e g

From the "Handling is" drop-down menu, select whether or not to include tax on the rule.

Step 3.
To apply the rule to an entire country, select the country from the drop-down menu provided.



Applied to Region:

Country: Choosze the region to apply the handling
(AN ;I rule.

State: Zip Code can be a partial number (902 or
(A = a1y,

TipCode: I:I

P v
. I

To apply the rule to a specific state, select the state from the drop-down menu provided.

To apply the rule only to a specific zip code or range of zip codes enter part or all of the zip code
in the field provided.

Step 4.

To create arule that will apply asingle charge to any item or shipment, click on the radio button
next to "Flat Fee/Percentage (No Basis)". In the "Amount" field provided, type in the amount to
charge. For aflat fee, type the value in currency format i.e. 1.25 for one dollar and twenty-five
cents. To apply a charge based on a percentage of the order dollar amount, enter the numeric
value followed by a percentage sign, such as 1%.

Handling Type:

" Flat FeefPercentage{Ho Basis)

Amount: I:I Amount can be either 55.25(flat fee) or

3.00%percentage)
& Table{Based on quantityfunitfpricefweight)
Based on | QUARMNTITY ;I

From ICl on Up apply handling
Add Rule

To create arule that will calculate the handling charge based on atable of values and/or a specific



basis (such as unit, quantity, or weight), click on the radio button next to "Table". Specify what
the rule will be based on by selecting QUANTITY, UNIT, WEIGHT, or PRICE from the drop-
down menu provided.

Type the minimum value of the rule next to the "From" field in the space provided. As an
example, if the handling charge is to be applied only when a customer orders a quantity of 10 or
more, enter "10" in the field. Enter the amount to charge to the right of "handling” in the space
provided. The charge can be entered as a dollar amount or a percentage (such as 10%).

To create atable of values, click the "Add Row" button. A second row identical to the first will
appear. Type the second set of values in the space provided. Continue adding as many rows as
needed to finish building the shipping charges table.

When finished, click the "Add Rule" button to add the rule.
Back to the Top of the Page

Modify a Handling Charge Rule
Modify the details of a handling charge rule.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration
page. Click on the "Product Catalog Rules' text link. The "Discount Rules Administration” page
will load in a new window. Click on the "Handling" text link located at the top of the
administration page. To modify any rule, click on the "modify" text link beneath the rule.



Modify Handling Rule # 2 (combination special handling)

Rule Mame: |,':n:nm|:uinal:i|:|n special han-:ln:hl-:- Basiz)

status: |ACTIVE = |
Handling iz IT-':'-?‘.'F'.ELE ;I

Handling Name:|l:|:|m|:|inati|:||'| special hancl

Country:
(Arvy) =

State: Apply
Ay |

JipCode: I:I

Delete Ruls
Change Rule Type to GLOBAL

cloze windowr

All listed options and fields can be changed by modifying the desired option or by typing over any
text/value displayed.

For a detailed description of each option, see the section above on adding a handling charge rule.

To convert a Global Ruleto a Specific Rule, or to change a Specific Ruleto a Global Rule, click
on the applicable text link located at the bottom of the administration page.

(Ehange Rule Type to GLDEmD

To delete thisrule, click on the "Delete" text link located on the bottom of the administration
page.




Delete Rule

When finished with modifications, click on the "Update Rule" button to save any changes.

L n m s T

-

(E&3)

Al

To view which itemsthis rule applies to, or to add thisrule to items, click on the "Item" text link
located at the top of the administration page. The handling charge rule details for items page will

load in the current window.

M -

S

To view which packages this rule applies to, or to add this rule to packages, click on the
"Package" text link located at the top of the administration page. The handling charge rule details

for packages page will load in the current window.

-

"“T' Fackage | _

To view which option groups this rule appliesto, or to add this rule to an option group, click on
the "Option Group" text link located at the top of the administration page. The handling charge

rule details for option groups page will load in the current window.




Back

To view which package options this rule applies to, or to add this rule to a package option, click
on the "Package Option" text link located at the top of the administration page. The handling

charge rule details for option groups page will load in the current window.

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Product Catalog Rules
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Tax Rules

Related Links: 10-Step Guide on Setting Up E-commerce | Product Catalog Rules

Overview | Tax Options/Field Descriptions | Add a Tax Rule | Modify a Tax Rule

Overview
Add, view, modify or delete Tax Rules

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click
on the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in anew
window. Click on the"Taxes" text link at the top of the administration page.

The tax administration page will list all existing rules.

® Add Tax Rule ®  Wiew Tax Rules

Status : ACTIVE Tax Mame: package test

Country: {dayd
State:{Any) Apply $1.00
Zip:{Any)

modity Deactivate Delete

Status ; ACTIVE Tax Mame: Sales Tax

Count ey { avy)
State:Mevada LApply &.50% of amount
Zip: {Any)

modity Deactivate Delete

Status ;. ACTIVE Tax Name: rizdrh

Count ey {day)
State:{duvy) Lpply $1Z.00
Zip: {Any)

todify Deactivate Delete




Zip: {Any)

modity Deactivate Delete

Cloze windowr

Tax Optiong/Field Descriptions:
The Heading of each tax rule includes atype indicator (SPECIFIC or GLOBAL), therule ID
Number, and the rule Name.

R spwe: 34 @8

Below the heading, the Status (either active or inactive) and Tax Name will display.

The region(s) that tax rule applies to and the amount to be applied are listed side by side.

Country: {dny)

State: (Any) Apply 1.00
Zip:{Any)

e TR —r—

To add atax rule, click on the"Add Tax Rule" text link located at the top of the administration
page. The add tax rule administration page will open in a new browser window.

— -~

® Add Tax Rule .

To deactivate or activate arule, click on the "Deactivate”" or "Activate" text link located at the



bottom of the rule details. The screen will refresh with the applied change.

j

To delete arule, click on the "Delete" text link.

Coaor

To modify arule, click on the "Modify" text link. The modify tax rule administration page will
load in a new window.

whodify

Back to the Top of the Page

Add aTax Rule

Click on the "Ecommerce" text link located at the top of any main administration page. Click on
the "Product Catalog Rules' text link. The "Discount Rules Administration” page will load in a
new window. Click on the "Taxes" text link located at the top of the administration page. Click on
the"Add Tax Rul€e" text link. The add tax rule administration page will load in a new browser
window.



Step 1.

Add Tax Rule

Rule Type: lterm Specific meanszrule can be aszigned to
| GLOBAL =] item

Global means rule will be applied to all items

that do not hawe specific rule assigned.
Shipping Method Specific means rule can
be aszigned to custom/uzerdef shipping
methad.

Shipping Method Global mean: rule will be
applied to all shipping methods that do not
hawe specific rule azsigned.

Rule Hame: | | Mame far wour reference.

Tax Hame: | | Mame to show in cart.

Status: |ACTIVE = |

Applied to Region:

Country:
(A ;I I:I.'u:u:nie the region to ap!:uly the tax rule.
State- Zip Code can be a partial number (302 or

1.
(A | !
FipCode: I:I

Amount: I:I Amount can be either 55.25(flat fea) ar

S.00%percentage)

Close windowr




T

Rule Type: lterm Specific meanszrule can be aszigned to

| aLoBAL =] item.

Global means rule will be applied to all items

that do not hawe specific rule aszigned.
Shipping Method Specific means rule can
be aszigned to customfuzerdef shipping
method.

Shipping Method Global mean: rule will be
applied to all shipping methods that do not
hawve specific rule azsigned.

—
Rule Hame: | | Mame for wour reference.

Tax Mame: | | Mame to show in cart.

From the top "Rule Type" drop-down menu, select the appropriate rule type:

Item Specific: Tax can be applied to any individual items.

Global: Tax will be applied to all items that do not currently have an overriding specific
rule assigned.

Shipping Method Specific: Tax can only be applied to any custom (user defined) shipping
method.

Shipping Method Global: Tax is applied to all shipping methods that do not have a specific
rule assigned.
Type the Rule name in the space provided. The Rule Name is used for reference purposes only.

Type the Tax Name in the space provided. The Tax Name is the text that will be displayed in the
shopping cart any time the tax is applied.

Step 2:
From the "Status" drop-down menu, select whether the rule will be added as "active" or
"Inactive".



status: |ACTIVE =)

l

[T V—

Step 3:
To apply the rule to an entire country, select the country from the drop-down menu provided.

Applied to Region:

Country:
Ay -] ;hn-:gedthe regl.ji-:-n ta apFully the ;ax ;;ga_
State: 9;]::: ode can De a partial num EI"I: ar
(Any) =l '

ZipCode: I:I

1 e e - .

——

To apply the rule to a specific state, select the state from the drop-down menu provided.

To apply the rule only to a specific zip code or range of zip codes enter part or al of the zip code
in the field provided.

Step 4:
In the "Amount" field provided, type in the amount to charge. For aflat fee, typethevaluein
currency format i.e. 1.35 for one dollar and thirty-five cents. To apply acharge based on a

percentage of the order dollar amount, enter the numeric value followed by a percentage sign,
such as 5%.

Amount: I:I Amount can be either $5.25(flat fee) or

antage )
((racraie) )




When finished, click the "Add Rule" button to add therule.
Back to the Top of the Page

Modify a Tax Rule
Modify the details of atax rule.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration
page. Click on the "Product Catalog Rules" text link. The "Discount Rules Administration” page
will load in a new window. Click on the "Taxes" text link located at the top of the administration

page.
To modify any rule, click on the "modify" text link beneath the rule details.

Option Group Package Option

Modify Tax Rule # 3 {package test)

Fule Name: [Jackage best |

Status: I-':'-':TI"-"E ;I Tax Mame: ||:|an:kage test |

Country:
(Any) -l

State; Apply
(A =l

Ziplode: I:l

Delete Rule

Change Fule Type to GLOBAL

Change Fule Type to SHIPFING METHOD SPECIFIC
Change Fule Type to SHIFFING METHOD GLOEAL

Cloze windowr

All listed options and fields can be changed by modifying the desired option or by typing over any
text/value displayed.

For a detailed description of each option, see the adding atax rule section above.

To change the rule type click on the applicable text link located at the bottom of the



administration page.

Change Rule Type to SHIFFING 8 ETHOD SFECIF
Change Rule Type ta SHIPPING METHOD GLOEAL

e

hange Rule Type to GLOBAL }
IC

To delete thisrule, click on the "Delete" text link located on the bottom of the administration
page.

When finished with modifications, click on the "Update Rule" button to save changes.

Apply |$1 A0

-

&==)

Al

==

To view which itemsthis rule applies to, or to add thisrule to items, click on the "Item" text link
located at the top of the administration page. The tax rule details for items page will load in the

current window.

To view which packages this rule applies to, or to add this rule to packages, click on the
"Package” text link located at the top of the administration page. The tax rule details for packages

page will load in the current window.




To view which option groups this rule applies to, or to add this rule to an option group, click on
the "Option Group" text link located at the top of the administration page. The tax rule details for
option groups page will load in the current window.

To view which package options this rule applies to, or to add this rule to a package option, click
on the "Package Option" text link located at the top of the administration page. The tax rule

details for package options page will load in the current window.

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Product Catalog Rules

Back
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Ecommerce Options

Related Links: 10-Step Guide on Setting Up E-Commerce

Overview | Add and Modify Payment Methods | Merchant Account Options | Checkout Descriptions | Custom
Fields | Other Options

Overview
Set up or modify payment methods, merchant account information, shopping cart options and checkout
descriptions.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page.

Other Options

select one of available payment methodisl:  Zelect one of the activated payment method(z):
I ¢credit card
I online Check
I Personal Check
I Gift Certificate
r Money Orders
" custom Payment Method
" uPs-Cash On Delivery
r PayPal
I International Bank Draft
r Open Account
I Institutional Purchase Order
[ cash

Ackivate == | | <== Deactivate

close window

Back to the Top of the Page

Adding and M odifying Payment M ethods
View, add or modify payment methods available to customers at check out.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the



"Ecommerce Options" text link to load the ecommerce administration page.

Any available payment methods are located in the left-hand column under "Add a New Payment Method".

Add A News Paymert Method |

Select one of available payment methodi(z):  Selact on
I credit Card
I online Check

I Personal Check

I Gift Certificate

r Money Orders

| Custom Payment Method

I uPs-cash On Delivery

r PayPal

I International Bank Draft

I_ Open fcconnt

I Institutional Purchase Order

I_ Cash

Ackivate == | | =

Currently used payment methods are |ocated in the right-hand column under "Deactivate/Modify A Payment
Method.



hodis):  Select one of the activated payment methodiz):

== | | === [Deactivate

To activate an available payment method(s), check any applicable box next to the payment method name. Click
on the "Activate" button.

Select one of available payment method(z):  Select one of the activated payment method(s):

¥ credit card

[¥ online check

¥ Personal Check

V' Gift Certificate

r Money Orders

" custom Payment Method
" uPs-cash on Delivery
r PayPal

I International Bank Draft
I_ Open dccount

I Institutional Purchase Drder

I_ Cash
G&==D

<== Deackivate

Cloge window




The screen will refresh with the chosen payment method(s) now listed in the right-hand column.

Fayment Method Credit Card iz activated.
Fayment dhethod Online Check iz activated.
FPayment Method Perzonal Check iz activated.
Fayment Method Gift Certificate is activated.

Select one of available payment methodiz):  Select one of the activated payment method(s):

r Open Account ™ credit card (hodify)

I institutional Purchase Drder I online Check (hodify)
I cash I Personal Check (hodify)
r Money Orders I Gift Certificate (hodify)

Il custom Payment Method
" uPs-cash On Delivery
r PayPal

I International Bank Draft

fckivate == | | === Deackivate

Cloze windowr

To deactivate any payment method(s), check any applicable box next to the active payment method name. Click
on the "Deactivate" button.

i A News Payment hiethod. I Ceacti vate/odiin A Faymert bisthod.. |
Select one of available payment methodi(z):  Select one of the activated payment method(s):
r Open Account ¥ credit card (hodify)

I Institutional Purchase Order ¥ online Check (it ity

I cash " Personal Check (whodify)

r Money Orders I Gift Certificate (hodify)

Il custom Payment Method
" uPs-cash on Delivery
r PayPal

I International Bank Draft

| Ackivate == |G= DeactivaD

Cloze windowr




The screen will refresh with the chosen payment method(s) now listed in the left-hand column.

Fayment dethod Credit Card iz deactivated.
Fayment #ethod Online Check iz deactivated.

| |

Select one of available payment methodiz):  Select one of the activated payment method(z):

r Open Account " Personal Check (hhodify)
™ Institutional Purchase Drder I Gift Certificate (hodify)
I_ Cash

I credit card

I online Check

I Money Orders

" custom Payment Hethod
I ups-cash on Delivery
r PayPal

I International Bank Draft

fckivate == | | === [eackivate

Cloze window

To view the information that a payment method requires, click on the name of the method. An example which
including all required fields will be displayed at the bottom of the administration page.



TTET T

fckivate == | | === Deactivake

Credit Card Payment dhethod
Card Type O visa cloze windaur

i wasztercard
i Dizcowver
i American Express

Expiration Month

I 1 = I
Expiration Year |2|:||:|2 - I

|

[ ]

Card Mumber

Credit Card Yerification Code

To use a payment type not listed, modify the "Custom Payment Method" from the list of available methods. Y ou
will then see the following new window:

I.'I- — |.'|.'|.'|.'I AL AT ALY AT AL TR AT ATEALAA LA R AT AT ELLTAELLLAY AT AL AT AT AT AT AT LT AL TR AL LA AL AR AL LR AR LAY AL

Castom Payme nt Method Fayment daihod Datails

0 W
Fiekd Two Field Two 20 20 4 B
Field Thres Fiekd Theee | o | [0 | ¥ F
Fiald Four Fnahime | B0 | :EEI ~ =
. m— - &

chog® window

Back to the Top of the Page

Modify a Payment Method
Modify payment method details, including sub-types and required fields.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page. Click on the "modify" text link next
to any currently active payment method. The payment modification administration page will load in a new
browser window.



= W oeactivateitadity A Payment Methed

lath-:-dl:sjl: Select one of the activated payment methodiz):

I Personal Check (hodify)

I Gift Certificate (Modify)

r Money Orders (thodify)

I uPs-cash On Delivery (Modify)
I_ Custom Payment Method (Modify)

I International Bank Dralft fuodify

To add a custom credit card type or a custom online check type, first click on the "modify" link next to the
payment method. When the new page loads, click on the "Add New Card Type" text link.

Credrt Card Fayment Blathesd Details

O

DCWE Digzensr Dt EmacTlumte ACTEwE

WA Wida Dilene Deactivate Actine

A EX American Express Diadete Deactivale Active

CRO tastercard Delete Daactivate AChive
Aidd e Card Typs

Card Humbar Card Humber | 16 | 16 7 =3
Expiration danih ExprationMonth |2 | 2 4 IF
Eepiration Year Expiration Year | B | E (73 v
Credit Card Verification Code Cradit Card YesFication 4 ™3 [¥

Cigcd Witnc

For example, a custom checking account type or anew credit card may be defined and used in the shopping cart
system.
Back to the Top of the Page

Credit Cards
Modify credit card fields and descriptions. Add an existing card type. Create a custom card type.

To activate or deactivate any card type, click on the "Activate/Deactivate” text link located next to applicable



card type. The status of the card type is displayed with an "active" or "inactivate" text label located to the far
right of the card type.

[

DCWE. Dizcower Delets I e Activate

WISA Wizsa Delete Deactivate Lctive

il B2 Admerican Express Delete Ind e Letivate

MC RO Mastercard Delete Deactivate Actiwe
Add New Card Type

To add anew card type, click on the "Add New Card Type" text link located below the list of cards. The add
card type administration page will open in a new browser window.
Back to the Top of the Page

Modifying Credit Card Details:

All field descriptions can be customized. The current description islocated in the first column of the details and
the new description islocated in the second. Type the new text to display in the space provided. For example,
"Card Number" could be changed to "Credit Card Number".

Card Mumber ard Number 16 16 3 e
Exviration Manth Ex.:nhunr-hnth ‘T k2 =3 =
Expiration Year Expiration Year 4 " ] W

4 W W

Thefield size, referring to how many characters can be displayed in the field at one time, can be customized by
typing a new value in the space provided.

The field maxlength, referring to how many maximum characters can be entered into the field, can be
customized by type a new value in the space provided.

Any field in the payment method may be selected as arequired or optional field, and may be set to active or
inactive. Check the appropriate box(es) next to the field to be changed.

The CVV code will be transmitted to a merchant account through the payment gateway (if applicable), but will
not be stored on the servers.

When finished, click the "Update" button to save any changes.
Back to the Top of the Page




Add aNew Card Type
Add acard type that has been deleted. Add and define a new custom credit card.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page. Click on the "modify" text link next
to "credit cards’. If necessary, activate the credit cards payment method before proceeding. The credit card

payment method details administration page will load in a new browser window. Click on the "Add New Card
Type" text link.

WCRD wasztercard [lel=1e Deactivate Lctive

Add MNew Card Type

The add card type administration page will load in a new browser window.

Add Card Type

Select one of card types

American Express
Discover Card
MasterZard

Yisa

JCE Card

Create your own card type

Close windowr

To add one of the major credit cards as a compatible payment method, click on the card name from the list
provided and then click the "Add" button.



Select one of card types

american Express
Discover Card
MaskerCard
Visa

ICE Card

To define a custom card type, type an identification code and card name in the spaces provided below the
"Create Y our Own Card Type" heading. Click the "Add" button.

The current administration window will refresh, and then the credit card payment method details (modify)
administration page will focus. The new card type will display on the active cardsllist.
Back to the Top of the Page

Online Checks
Modify online check descriptions and data fields. Add an existing account type. Create a custom account type.

Oaline Check Payment Methad Details

CHECKMG Chaching &ooount Dot Damctivarte ot

SAVIMG Sawing Account Distata Deactivats Hetiveg

A Maw Bocount Type

Bk e Bank Name 20 € = F

4B Routing MEARoug 0 o | o "

Account Number  [hccounk Mumbsr | o] 10 ] i

Chveck: Humber Chesck: Numbeer i o | v 73
jUpdulﬂ:J

ol Wi

To activate or deactivate any account type, click on the "Activate/Deactivate”" text link located next to applicable
account name. The status of the account type is displayed with an "active" or "inactivate" text label located to
the far right of the card type.

Back to the Top of the Page




M odifying Account Details:
All field descriptions can be customized.

B Nams Bark Mame | 20 | o | [ ¥

ABA Rawting ABR Rauting o | I ¥ (=3

Account Number  Agcount Number 10 o | 3 W

Oheck Humber — (Check Mumber | o] o] v =
[ Undate |

The current description is located in the first column of the details...

|
]
Eank Mame Banl:
LB Routing @
Account Mumber @n
Check Mumber IE

...and the new description islocated in the second.

T T — )
|Eiank Marne | @
\ABA Routing | i
ar ‘Account Mumber | E
|Check: Nurnber | E

f

Updat

Type the new text to display in the space provided. As an example, "Bank Name" could be changed to
"Financia Institution”.

The field size, referring to how many characters can be displayed in the field at one time, can be customized by
typing a new value in the space provided.



The field maxlength, referring to how many maximum characters can be entered into the field, can be
customized by type a new value in the space provided.

Any field in the payment method may be selected as arequired or optional field, and may be set to active or
inactive. Check the appropriate box(es) next to the field to be changed. When done with your modifications, you
must click on the button "Update" to save and apply your changes.

Back to the Top of the Page

Add a New Online Check Account Type
Add an account type that has been deleted. Add and define a new custom account type.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options' text link to load the ecommerce administration page. Click on the "modify" text link next
to "online checks". If necessary, activate the online check payment method before proceeding. The online check
payment method details administration page will load in a new browser window.

Click on the "Add New Account Type" text link. The add account type administration page will load in a new
browser window.

Select one of account types

B e ——

Checking Account
Savings Account
Money Market Bccounk

Create your own account type

I T T e —
L |

Cloze window

To add a currently existing account type, click on the account name from the list provided. Click the "Add"
button.



Select one of account types

Checking Account
| Savings Account
Money Market Accounk

Add

To define a custom account type, type an identification code and account name in the spaces provided below the
"Create Y our Own Account Type" heading. Click the "Add" button.

The current administration window will refresh, and then the online check payment method details (modify)
administration page will focus. The new account type will display on the active cards list.
Back to the Top of the Page

Other Payment Methods
Modify payment method descriptions and datafields.

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options' text link to load the ecommerce administration page. Click on the "modify" text link next
to the payment method to modify.

If necessary, activate the payment method before proceeding. The specific payment method details
administration page will load in a new browser window.

All field descriptions can be customized. The current description is located in the first column of the details and
the new description islocated in the second. Type the new text to display in the space provided.

Thefield size, referring to how many characters can be displayed in the field at one time, can be customized by
typing a new value in the space provided.

The field maxlength, referring to how many maximum characters can be entered into the field, can be
customized by type a new value in the space provided.

Any field in the payment method may be selected as arequired or optional field, and may be set to active or
inactive. Check the appropriate box(es) next to the field to be changed.
Back to the Top of the Page

Merchant Account Options
Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page.

Click on the "Merchant Account Options" text link located at the top of the administration page.



Payment Methods | Merchant Account Options

| Checkout Descriptions | Custom Field(s)

Current default credit card processor: Email Processing

Li=t of all processor=s actiy

* Email Processing

rated;

Specify processar foar each card twvpe:

Card Tupe Frocessor

American Express
Dizcover
taztercard

Yiza

* Default Processar

List of mwailable processo
&4dd AccessPoint

&4dd AuthorizeHet 3.1

4dd Bank OF America

Email Proceszing *
Email Proceszing *
Email Proceszing *
Email Proceszing *

[ Pro siders +:

Bankof America.

4dd CvgG CommercefTransact

&4dd Concord EFS 2.0

&dd C51 LinkPoint APl

Add €51 LinkPoint HTHML

EliTransact com

’D‘--

hurue I\el

whltha= la L Bady

<>

{+>LinkPoinfl

rr‘-q:rmnr £OTm

{>LinkPointl

Fr‘-q:rmnr AT T

| Other Options



&4dd Echo

eeECHO

TR GTTIOE P TTCTTD RY

SKIPJIACK™

SERCHAMT

SERVICES
-— s kiplat: e

i S
-
L)
-

Tinndind ¥ pre v b

Add Skipjack
&dd Sure Pay

&dd Verisign PayFlow Pro 3.0
verisign

+ By zelecting this these merchant provider(z], | acknovwledge and understand that | am not being
prowvided with an account for thizthese merchant provider(s), but should already hawve establizhed

account(z) with thiz fthese merchant provider(s) in order to utilize their service.

cloze windom

The current default credit card processor islisted at the top of the administration page.

Current default credit card proceszor: Email Processing

W e TGy

] L. Bl L 2 -

If "Email Processing" islisted, there is no payment gateway or merchant account currently activated as default.
All orders must be manually processed.

A list of al currently active processorsislisted at the top of the administration screen.

® Email Proceszing

® (5] LinkPoint AFI Set az Default  Modify Deactivate




To add a processing method/merchant account, click on the "add" text link next to the name of the processor to
add, located toward the bottom of the administration page in the section "List of available processor providers.

Dizcower Emazil Frocesszing * Change

American Express Email Proceszing * Change

* Default Proceszar

® (3 LinkPoint HTML

& fAuthorizemMet 3.1

Close windowr

To set any listed processing method as the default, click on the " Set as Default” text link next to the name of the
method.

Current default credit card proceszor: Email Processing

To activate or deactivate any method, click on the "Activate" or "Deactivate” text link next to the name of the
method.

ekl

® Email Proceszing

# (3l LinkPoint AF]

Set az Default

To modify an existing method, used only to change processor-specific information only, click on the "modify"



link next the name of the method.

® Email Proceszing

® (5] LinkPoint AFI Set az Defau wodify Delctivate

U

The processor modification page will load in a new window. Edit any necessary fields, and press the "update”
button to save the changes.

Current default credit card processor: Email Processing

® Email Proceszing

® 5] LinkPoint AFI Set az Default  Modify Deactivate

|B6d585 |
gy i

Upload wour Link Point Digital Certificate

Close windowr

If the desired merchant account/payment processor is not listed, the provider may not be supported. Please
contact technical support for additional information.

To change the processor for a specific card type, click on the “change" text link.



MazterCard Email Processing *

Wiza Email Froce:zsing *
Maztercard Email Processzing *
Discower Email Processzing *
American Express Email Proceszing *

* Default Frocessar

- s " R

- : proery
— —

The "change processor for card type" administration page will load in a new window. Select the desired
processor from the list provided. Click "Update" to save the change.
Back to the Top of the Page

Checkout Descriptions
Add or change a custom text description to each page in the order checkout process

Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page.

Click on the "Checkout Descriptions' text link located at the top of the administration page. The checkout
descriptions administration page will load in a new browser window.



Payment Methods Merchant Account Options Checkout Descriptions Custom Field{s Other Options

|_Checkout Deseriptions.

® [Dezcription for Cart page .

This is the description for the shopping cart page, HTML can be
added in this field For customization, <B=This is bald! </& =,

® Dezcription for Shipping Address page .

This is the description for the shopping cart's Shipping &ddress page.
HTML can be added in this field for custormization,

®* [Description for Billing Address page .

This is the description for the Billing &ddress page, HTML can be
added in this field For customization,

® Dezcription for Shipping Method page :

This is the description for the Shipping Method page, HTML can be
added in this field For customization,

& Dezcription for Payment page .

This is the description for the Payment page, HTML can be added in
this Field For customization.

® [Dezcription for Finalize Order page :

This is the description for the Finalize Order page, HTML can be
added in this field for customization,

® [Dezcription for Successful Order page .

This is the description for the Successful Order page, HTML can be
added in this Field For customization,

close window

Seven custom descriptions can be added/modified for use on the shopping cart checkout pages. The descriptions
appear toward the top of each page.

List of Descriptions:

. Cart Page

. Shipping Address Page
. Billing Address Page

. Shipping Method Page



. Payment Page

. Finalize Order Page

. Successful Order Page Add, modify, or remove descriptions for any page, by typing in the space provided for
each description.

When finished, click the "Update" button to save any changes.
Back to the Top of the Page

Custom Fields
The "Custom Fields" tab allows you to specify your own field(s) that will appear on the Payment page during
the checkout ordering process. The following page loads when you click on the tab "Custom Fields":

Text drea Option r

Mame | |

(The text area option allows customers to send
comments or further information far this arder)

[NEW Text Area Dptiﬂn]

Select Box Option

Mame | |

|Add|

Yalues

Ly

Remove

close windom

The first section allows you to specify atext areafor the customer to add their own comments or words.
Checkmark the checkbox to the right of the text "Text Area Option”. Enter text in the text field "Name" that you
would like to have appear during the checkout process next to the text area.



Text drea Cption [

Mame | |

(The text area option allows customers to send
comments or further information far this arder)

[Hew Text Area Option ]
b, w

i b Bos Opthon

For example, if you put in "Don't forget your email address...” in the field "Name", thisis what will appear:

* L hgpdesut r, xhl_'_ai BT it} B.I:.i.i LR BT <+

(" Credit Card

O Gift Certificate

Don't forget wour emal address..

S

Y ou can also give your Web site customers a drop-down menu to select from. The second section on the page
allows you to specify your drop-down menus. Enter a name for the drop-down menu, whatever isin thisfield
will appear on the Web site during the Payment page of the checkout process next to the drop-down menu. Enter
your drop-down menu selections in the text field next to the button "Add". Then click on the button "Add".
Click on "Update to save your changes.



Corerralrt T oF PRt Poormeston T T oroer

Mewr Tout Reey Dbl

it B Option

Mame | |

|Add|

Yalues

Remove

Ly

M o

el pel s e

For example, if you put "Where did you hear about us' in the "Name" field of the drop-down menu, you would
get something like this:

Cr e gt a F*Fii CEEN T ﬁ.::.i_i

" Credit Card

Gt Certificate

Where did wou hear about us? .
magazine ;I

Back to the Top of the Page

Other Options
Show/hide cart content after adding item to cart, modify order faxing, format order e-mail confirmation,
enable/prevent zero shipping charges, change real time processing for international credit card orders



Navigation: Click on the "Ecommerce" text link located at the top of any main administration page. Click on the
"Ecommerce Options" text link to load the ecommerce administration page.

Click on the "Other Options' text link located at the top of the administration page.

All listed options have two settings. To toggle any option, click on the main description. The page will refresh
and display the new setting.

Option 1.

. Show cart content after adding item to cart.
« Return to the product page after item is added.

¢ Show Cart Content After Add Rewm, to CHAMNGE, click here

Hotes: » Show Cart Coptent After Add tem mean:z aftter shopper click on "4dd to Cart", the

cart content will be dizplayed.
¢ Return To Prodict Page After Add ltem mean: after shopper click on "add to Cart",

the product will be added to cart and the page will ztay at product page.

Option 2:

« Fax Ordersto Web site owner(done at 12:00 AM Pacific Time only; our fax server can only send faxes
to US or Canadian phone numbers).
. Do not fax orders.

# Do not Fax Order Details, to CHAMGE, click here

Hotes: = Fax Order Dedgils means after shopper placed order, we will fax a copy of order
detailz to wour fax number,
o Do pot Fax Order Detgils means after shopper placed order, we will NOT fax copy of

order details,

Option 3:

. Format e-mail order confirmation in HTML.
. Format e-mail order confirmation in text.



# TEXT format Order Confirmation Email, to CHAMGE, click here

Hotes: = TEXT format Order Copfirmaiion Email means after shopper placed order, we wil
zend order confirmation email (to shopper and siteawner) in plain TEXT.
o NTML format Order Confirmation Email means after shopper placed arder, we will
zend order confirmation email (to shopper and siteawner] in HTML formatted.

Option 4:

. Enable customers to place orders with zero shipping charges.
. Prevent customer from placing orders with zero shipping charges.

& Allow Shopper to Place Order at ZERO shipping charges, to CHAMNGE, click here

Hotes: = Block Shopper to Mace Order at FZEROD shipping charges means shopper will not be

able to checkout when zhipping charges is zero,
o Allow Shopper to Place Order at FEROD shipping charges means shopper will still be

able to checkout even the shipping charges iz zero,

Option 5:

. International credit card orders are done via Real-Time processing.
. International credit card orders are NOT done via Real-Time processing.

& Transaction from International Credit Card Holder 1% processed real time, to CHAMNGE,
click here

Hotes: = Trapsaction from nterpational Credit Card Holder s NOT processed real time
means the credit card tranzaction wil not be sent to real time credit card processar(if
applicable) for Mon-Us addrezs shopperiz). Siteawner will have to manually proceszs the

credit card transaction,
o Transaction from interpaitional Credit Card Hoider IS processed reql time means

the credit card tranzaction will be zent to real time credit card proceszar(if applicable) far
5 MMon-U%s address shopperis).

Option 6:

. The system will assume that the billing and shipping addresses are the same.
. Thisisadefault setting. Customers are prompted to provide a shipping address in addition to the billing

address.



& Billing Address will be copied to as Shipping Address automatically, to CHAMGE, click here

Hotes: » Billing Address will be copied to a5 Shipping Address automatically means
checkout process will uze billing addresz as the same az shipping address automatically,
o Billing Address will NOT be copied to a5 Shipping Address qutomaticallymeans
Shipping Addresz will be requested in addition to biling addresz, (default)

Option 7:

. Web site shoppers will not be asked to select a shipping method. Y ou must have one shipping method set
up. If you do select this option, a new drop-down menu will appear asking you to select the default
shipping method if you have more than one shipping method:

* Eligible Rem{s) will use default Shipping Method, to CHAMNGE, click here

Hotes: » Eligibie ftemy(s) will ose defawli shipping method mean: checkout process will set
default shipping method to itemiz) automatically, Pleaze set default shipping method,
o Shipping Method will NOT be set to ftem(s) automa ticelly means shoppers will be

given zhipping method selection step at checkout process,
Select Default Shipping Method:
|Te|epnrtatinn Shipping j
Update

. Thedefault setting. Y our Web site shoppers will have to select a shipping method for their selected
products.

Option 8:

. "Do NOT show shopper login during checkout process' means shopper account login feature is

DISABLED during checkout process.
. "SHOW shopper login during checkout process' means shoppers account login featureis ENABLED

during checkout process.

& Do HOT show shopper login during checkouwut process, to CHAMNGE, click here

Hotes: « Do NOT show shopper login daring checkout process means shopper account login

feature iz DISABLED during checkout process,
o SHOW shopper togin doring checkedt process means shoppers account login feature is

EMABLED during checkout process,

Option 9:



. "DO NOT show product CODE" means the checkout process will not display the product code.
« "SHOW product CODE when available" means product code will be shown at checkout process and

proof of purchase.

¢ DO HOT show product CODE, to CHANGE, click here

Hotes: « SHOW prodict CODE when avaflable means product code will be shown at checkout

process and proof of purchasze,
¢ DO NOT SHOW prodict CODE means product code will not be shawn,

Option 10:

. "DO NOT block shopper from placing order based upon subtotal amount” means shopper will still be
able to place order regardless of minimum subtotal amount.

. "Block Shopper from placing order unless minimum subtotal amount is satisfied" means the shopper will
not be able to place order when subtotal amount is less than the minimum value set. Please set the
minimum subtotal amount.

& DO HOT block shopper from placing order based upon subtotal amount, to CHANGE, click
here

Hotes: « Block Shopper from placing order apless minimom sebiotal amonant s saiisfied
means shopper will not be able to place arder when subtotal amount iz lesz than the
minimum value set, Pleaze =t the minimum subtotal amount,

o DO NOT biock shopper from placing order based gpon spbiotal amouni means
shopper will =till be able to place arder regardless of minimum subtotal amount,

Option 11:

. "Billing Email is required (recommended)" means the shopper will have to enter an email addressin
order to continue with the checkout process.
. "Billing Email is optiona™ means the shopper will not be required to enter an email address.

# Billing Email is required (recommended}, to CHAMNGE, click here

Hotes: « Billing Email is opHoeral means shopper will not be required to enter email address,
o Billing Email is required means shopper will have to enter email addrezs to place
arder,

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
Back to the Previous Page



javascript:history.back(1)

Orders

Related Links: 10-Step Guide on Setting Up Ecommerce

Overview | Order Details | Order Reporting

Overview
Check orders, update the status of orders, and view or download detail and summary order reports.

Click on the "Ecommerce" text link in the secondary navigation menu. Click on the "Orders" text link. The
outstanding order summary administration page will load in a new browser window.

Ecommerce Options
Setup payment method(z)], merchant account, and other e

Orozrs
Wigh Jutztanding order summaty, and detail order repori

Where you will see the following page:



order Reporting |

Outstanding Order Summary

* iew or Download Order Reparts
®* Change Order Status with date ranges

Sort Crder |Checku:uut Date = || Descending =]
Records Per Page : |5 ;I

| Change |

Page: 1
Current Page: 171 (Mote: & Records per page)

2002-07-16 09:48:02

Crrder # 19914 Las Wesas MW 3121 LS

e i

B LU

Order # 19913 Laz Yegasz MW 39121 LS5

N R

B

2003-04-23 11:07:05 o2 000,000 000,00

% 2 000 000 000 005 00

Order # 25 Pazadena,Ca 91107 L%

N o

2003-04-22 17:50:03 o2 000,000 000,00

% 2 000 000 000 005 00

Order # 24 Laz Yegasz MW 39121 LS5

b R ]

=

close windo

Orders may be sorted by Order number, Total, Checkout Date, First Name, Last Name, or by E-mail Address.
To change the sort order, choose the desired sort field from the drop-down menu provided. Orders may be
sorted in ascending or descending order by selecting the desired choice.



sort Order @ fCheckout Date ;” Descending ;I

Re Order Mumber m
Tokal Ascending

Firsk Mame
Last Mame
Current Pa Email , rdz per page]

Outstanding orders are listed five orders per page. To change, choose either 5, 10, 20, 50, or 100 ordersto
display per page in the drop-down menu labelled "Records per page”. Then click on the button "Change".

ot Orcer ;| Chaschondt Diabs

Fecords Per Page .

._,rrllf.illiﬂr 171 Note: & Becord Pl pelg |

To view adifferent page, click on the page number link, located toward the top of the administration page.

Sort Order ;| Checkout Date |« || Descending = |

Fecords Per Page : |5 - I
| Change |

Page: 1
Current Fge: 171 I:NDtE:@EEDFdS er page)

1 Las Weoas, MW 3121 LS

To e-mail any customer, click on the e-mail address provided in the order summary.

Order &118 Las Wegas WW 2108 US
Order Example "'y'-'l.-jd'EEE:@iZI@"'u Iservice.com




To view or update a specific order, click on the order ID number (Order #).

Order & 118 Las Wegas WW 2108 US
Order EX iple my Addressi@myemailsenics.com

The order detail page will load in a new browser window.

Order Details(# 118)
Order Status | Open ;i(i:'armnem; are optional but recommended)
Clomments |
hipment tracking #(f any): ]
To inform customer of the update above by Email, Check Here. I
Update Order History

Inform customer by Email all the product history based on the status selected,

Select status: | Open :I[ Infarr Customer
Mote: Only ct that has been set to the status selected will be sent.

Peanding

Frocessing
Cirder HistBilled AL Proof of Purchasze Text Proof of Purchase

Shipped
Completed
Canceled

Billing InforyBackordered
Mame: Order Exampie Date; 2003-04-17 09:50:0
Busmess MName: IP Address: 67.104.14.4
Aoddress: 222 Testing Avenus
City: Las Vegas State: Nevada ZipCode: 80108

Click on the"View or Download Order Reports" to access the order report administration page, ...



Outstanding Order Summary

* iew or Download Order Reports
Change Order State  lith date ranges
Sort Crder ! |Checku:uut Date = || Descending =]
Fecords Per Page : |5 ;I

| Change |

Damae 1

...which will launch in a new browser window.

Order Report
Select Data to Retrieve Search Criteria

" Detaded List Order Mumber
& Summary List
W Display Orders{Uncheck to Download) Start Date End Date
IV Basic OrderfAmount Information I
I Customer/Billing Information e
™ Shipping Information
[ Basket Details Customer Last Mame

Product Mame

If you have a great number of products, you can quickly close them using the "Change Order Status with date
ranges” link.



I —
Outstanding Order Summary

Change Order Stat%with date ranges

Sort Order : | Checkout Date - || Descending

Records Per Page : |5 - I
| Change |

Damae 1

When you click on that link, a new window will open up:

Change Order Status

Set Orders with Status from 5tart Date ~ End Date to Status

Dpen - Tear: sonth:  Date: TEear: sonth:  Date: | Cpen ;I

SN [ EHECEHE [ EH = EE
E:ﬂﬂd : Hour: Minute: Second: S Hour: Minute: Second: S
<hi

Cu:ulnp'nlg.laeted I ;I I ;II ;I I ;I I ;II ;I
Canceled -
Backordered =

close window

Click on the status of the orders that you want to affect. For example, if you want to change all "Open" orders
to "Completed”, you will select "Open" in the select box. To select more than one status, hold down the CTRL
key on the keyboard and select additional statuses.



St Orders wilth Shatui fram
Y

Cpen | >
Pending

Processing r-
Bill=d (o
Shipped

Completed r-
Canceled
Backordered =

Specify the range of dates that the change of order status will apply to.

statds from Start Date - End Date
.- fear! ponth:  Date: feat! ponth:  Date:

Hour: pinute: Second: Hour: pinute: Second:

[l el M [ e

Y

I ;I I ;I I ;I reset I ;I I ;I I ;I reset

e
-
i

Specify the change in the order status that will be applied to the selected ranges:

to Status

| Dpen ;l

When done specifying your options, click on the button "Change" to apply the order status change to the

selected orders.



ite: Second: Hour:

j Iﬁ rezet Iﬁ I—

cloze windon

Back to the Top of the Page

Order Details
View an order or update an order’ s status.

Click on the "Ecommerce" text link located at the top of any main administration page. Click on the "Orders"
text link.

Ecommerce Option:
Setup payment method(z)], merchant account, and other e

Orozrs
Wigy gsutztanding order summary, and detail order repor

The order administration page will load in anew browser window.



order Reporting |

Outstanding Order Summary

* iew or Download Order Reparts
®* Change Order Status with date ranges

Sort Crder |Checku:uut Date = || Descending =]
Records Per Page : |5 ;I

| Change |

Page: 1
Current Page: 171 (Mote: & Records per page)

2002-07-16 09:48:02

Crrder # 19914 Las Wesas MW 3121 LS

Order # 19913 Laz Yegasz MW 39121 LS5
-

B LU

B

2O0E-0d-23 141
Crder & 25
g

0705 + 2 000000 000 005 .00

Pazadena,Ca 91107 L%

2003-04-22 17
Order # 24
e

003 % 2 000 000 000 005 00

Laz Yegasz MW 39121 LS5

=

close windo

Click on the order ID number to view the order details.
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Order Status (optional):

The order status tracking system can be used to manage orders from the time an order is placed until the order
is completed.

Order Details(# 118)
Order Status: |':'F'E'ﬂ ﬂI{C omments are ophonal but recommended)
Comments: |
Shipment tracking #(f any): |

To iform customer of the update above by Email Check Here. T
Lipdate Order Histony

Inform customer by Email all the product history based on the status selected,
Select status: | Open =i infarm Customer
Note: Only ct that has been set to the status selected will be sent.

Fending

Processing
Cirdier Histi Billad AL Froof of Furchase Text Froof of Furchase

Shipped
Completed
Canceled

Billing Infort| Eackordersd

Wame: Crder Example Drate: 2003-04-17 0050
Business Mame: IP Address: §7.704.14.
Address: 222 Testing Avenue

City: Las Vegas State: Mevada ZipCode: 89708

Open: An order has been placed.



Pending: The order has been received and manually placed on hold pending further action.
Processing: The order is currently being processed.

Billed: The order has been successfully billed.

Shipped: The order or item has been successfully shipped.

Completed: The order or item has been processed, billed, shipped, and completed.
Canceled: The order or item has been cancel ed.

Backordered: The order or item has been placed on backorder.

The order status can be manually controlled by order and by item. Items within an order can have a different
status than the order itself. This alows easy management of orders with items on backorder or orders with
items using different shipping methods.

Any shipment tracking numbers may be entered in the space provided.

Upon an order status update, an e-mail can be sent to a customer by checking the box next to "To inform
customer of the update above by Email, check Here" or by clicking the "Inform Customer” button.

Comments: |

Shipment tracking #{(if any) |
To inform customer of the update above by Email, Check Here. [
Update Order History |

Inform customer by Email all the product history based on the s selected.

Select status: | Open ﬂ| Inform Customer
Mote: Only the history of product that has been it

stabus selected wall be sent.

Order History | HTML Proof of Purchase { Taut Froof of Purchas

Always click the applicable "Update" button when changing the status of order.

To view the order history of the customer, click the "Order History" button.

To view the"HTML" proof of purchase page, click the"HTML Proof of Purchase" button.
To view the text version of the proof of purchase, click the "Text Proof of Purchase" button.

To view any item within an order, click on theitem ID number, located in the order details.
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Order Reporting
For: View or download order reports

How: Click on the "Ecommerce" text link located at the top of any main administration page.Then click on the
"Orders' text link.

Ecommerce Option:
Setup payment method(z)], merchant account, and other e

Orozrs
Wigy gsutztanding order summary, and detail order repor

The outstanding order summary administration page will load in a new browser window.

sort Order @ fCheckout Date ;” Descending ;I

Re Order Mumber m
Tokal Ascending

Firsk Marme
Lask Marme

Current Pa Email , rdz per page]

ogazos ]

Click on the "View or Download Order Reports" to access the order report administration page, ...

[ |

Outstanding Order Summary

* iew or Download Order Reparts
Change Order State  lith date ranges
Sort Crder ! |Checku:uut Date = || Descending =]
Records Per Page : |5 ;I

| Change |

Damae 1

...which will launch in a new browser window.



Order Report

Select Data to Retrieve Search Criteria
" Detaled List Oirder Mumber
@ Summary List
W Display Orders{Uncheck to Download) Start Date End Date
IV Basic OrderfAmount Information I
I Customer/Billing Information Mistomer First M ame
™ Shipping Information
[ Basket Details Customer Last Mame
Product Mame

Select Data to Retrieve:
A summary or detail report may be viewed or downloaded by clicking on the applicable radio button, located

at the top of the administration page.

Uncheck the box next to "Display Orders" to download a comma delimited text file.

select Data to Hetrieve

" Detaled List
o Snfmary ] List ——
( |_ D1splajr Orders(Tncheck to Dc-w:ﬂc-ad}

—

F Basn:: Crdertfarmommt Tafarmation
I Customer/Billing Information

™ Shipping Information
I Basket Details

Upon order generation, a"download" pop-up dialog box will open, allowing the file to be downlocaded and
saved.



Cistotmer Firet B ame

Rl Dovrioad i

_uste P .

File Download |

P
B ® You are downloading the file:
2003-4-18. czv from
.
$| Wiould you like to open the file ar zave it to pour computer?

Save Cancel Mare |nfo

ﬁ Open |

v always azk before opening this twpe of file

Check the box next to any listed group of information to include it in the report.

V' Basic OrderfAmount Information
M Customer/Billing Information

" Shipping Information
I Basket Details

Search Criteria:

Typeinapartia or full valuein any field listed to view or download only orders containing the specified
information or range of data.



Search Criteria

Oirder Mumber

Start Date End Date

Customer First FMame

Customer Last Mame

Froduct Mame

Cost

f) to B

sort Order Status

|Drder Humberj |Any Status j

As an example, to view or download any order containing products that start with the letter "a", type "a" in the
field provided for "Product Name".

Customer First IMame

Customer Last Matme

Product Mame
d

Order reports may be sorted by order number, date, or order total. Select the desired option from the included
drop-down menu. Select a specific value from the " Status' drop-down menu to display or download orders
with the selected status only.



sott Order =tatus
DrderNumberj Ay Status j

‘Order Murmber

Cutstanding Orders
Cpen

Fending
Frocessing

Billed

=hipped
Completed
Canceled
Backordered

Press the "Find Records" button to generate the report.

Find Records

Back to the Top of the Page
10-Step Guide on Setting Up Ecommerce
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