User Manual




B2 B & B

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register fadd & SEARCH ENGINES

Table of Contents

(O Y ol = T 5
1 INTRODUGCTTION .t uuuetttiueetteeeetseeetseeseeseestaseeeessseetssseetasseeissseerssseeessseessseeeseeans 5
(O 1Y adl = 2 T T T T T T T TP 6
2 ABOUT THE USER MANUAL . ettt ittt ettt ittt iesettiaeeeiiseeeseieaseseeeeeeeseiessssseeeeeeen 6
(O A Sl I = 2 G T 7
G 3 Mo e 1 o T TP 7
3.1 FOrgot YOUr PaSSWOIrd 2. .ueeeieeeeieeeeieeeeieeeisseeeisseesaseeesaseeesssesessseeerssnnsnees 7
(O A I = 2 9
4 ADMIN PAGE. .. uutiiiuettiiettiie ettt eteeeteiieeeeiiseetsiseeteseeisseeissseeissseeisssseseeeeesesans 9
o N 1 TSN 1= T 1= Y T 11
4.2 FTP SettingS/Sit@. e uiiuiiiiiiiiiiiiiiiiiiiiiiiiieiiiittiiiieeiiiietiiisiiiiiseeiiiiinsneeeenn 12
4.3 USer ACCOUNES. tuuuettttiieiet ettt ieeiee ettt eeae et eeeeaaeeeeeeseeaaseeeeeeeeeeeeeessnnnnanans 13
(O A Sl I = 2 Y 21

5.1.

5.1.

5.1.

5.1.

5.1.

oY A Yo V=1 aTot=Ye A I I | PP 36
5.1.8 Editor SettingsS..uueieeeeeiieeeeiieeiiieeiiieeeiiieeeiaeeeeiaeeeiieereieiiiineseeeeeerieanns 37

oA L= 1= Lo [ 39

oA A 5 11 [ [ 39
5.2.2 DesSign ManNager .. ee ittt et eeee ettt eeaeetteetteaaeeeeeeeeeeeeeeeeeeesansnnnnnnnns 40
TG T - 14 YU | PP 41
AR N O00) (o] T T 43
5.2.5

5.2.6

5.2.7

5.2.8

5.2.9

5.2.1

.3 Pag

5.3.1

TG T e [ I = T 1= 89
5.3.3 REOIAEr PAg@S wuuiiiiuttiiiiiiiittttttiiiiittttttiaiietteetieiiissteeeiiiiinsseeeeiennnn 89
TG I 3 ©(0) 01 VA = 1o =V 90
5.3.5

5.3.6

4

.5

Admin Manual Version 0.5D Page 2 of 240




EICRER R

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register fadd & SEARCH ENGINES

6.1.1
6.1.2 ShoPPING Calte et iietiit e ittt ittt et taeeeiaeeeiaeeeeeaeeeeeereiasaneeeess 113
6.1.3 Checkout SettingS..uuueueeeiiiiiiiiieiieiiiiiiiiiieiiiiiieieeeiiiiineeeeeiiiiinnneeeen, 115
ST Y 11 0] oY 1 T [ 120
6.1.5 SAlES TAXetttuuettiuntttiat ettt ettt ettt teeeetaeeetaeeesaneeeisseeisnseeeaaeeeanes 134
6.1.6
.2 Adv
6.2.1
6.2.2
6.2.4
6.2.5 Coupon [\ =Y a = 1o [ o 143
6.2.6 Gift CertifiCatesS....uuiueeeriiieetiiieeeiiietiiieeeiieeiiieeeisesiieeeeeeeereiisssseeeess 146
6.2.
2

6.2.9 Product ComMmMENtS..uuieuiiiiiiiii it ittt i ittt iiiiiaen, 151

To enable this feature, click on the Enable Product Comments checkbox. When
this feature has been enabled, users can click a link to submit their own review of
the product and provide a product rating. The product reviews are displayed on
the product detail pages below the product information. All product comments
must be reviewed and approved before they are displayed on your site. After a
comment is submitted, an email is sent to the default email address on the site.
This notification email contains a link that you can click in order to approve the
comment. You can also approve comments by viewing the product detail page
while logged into the site. When viewing the page, click the approve link above

each comment to make it available. If you don’t want to approve a comment, or
want to delete a comment that was previously approved, click on the delete button

that is available when viewing the page. If you do not want to receive an email
notification when a comment is submitted, check the Disable Comment Notification

[SINC I <o 1 ol = e Yo [V [ o 163
[STICTIC I Vo (o I o (o Yo 11 Lo o 181
6.3.4 Add Page/Category . ueeeeeieee e iiie et iait ettt iai ettt iai i teeeeeiiiaaineas 182
[SHCTST [00] 0)o] a WA = dYe] P TP 184
(oI B\ = | = To TSI O ] e (=] 188
(ST A NI ] o 1= 189
(o B =1 A O ] e 1] T 196
(ST G T 1 T d (0 10 == 197
6.4.4 Backordered. ouoeeeeeeeeiiiiiiiee et iii ettt ettt tiiiiiiiiiiiiiiiiees 198
6.4.5 Ready t0 Ship..eeeieeeeiieeeeiiieeiiieeeiiieeeiiieeeiiieeeeeseieisisseeeeeeeereissssneeeess 199
6.4.6 Completed. . oeeeeiite ettt it ittt it it iiieee e iaaiaaeee, 200
6.4.7 EXPOIrt OrderS. iuueeiieiiiiiiieeiiiiiieteeiiiiiseeteeeeeesessesssssssiiissaiisisieeien 201
6.5 CUSEOMIEIS. sttt ittt ettt ettt ettt ettt ettt et ettt eeaaeeeeeeeeeeseeeeseeeeeeeeeeeeeeeess 201
6.5.1 Customer DatabasSe...uueeeiiieeiiit ittt iiie et iiteeeeteiaiiieeeeeeeeiiisnnnness 202
6.5.2 FINA CUSTOM Bl .t uttiett ittt ittt etiieeeteeeeraneeeraneeeraseeeraseeeraseesraseeeees 208

Admin Manual Version 0.5D Page 3 of 240




2 & &8 3

EDIT SITE SETUP STORE UPGRADE SITE ONLINE SETUP EMAIL MARKETING

ACCOUNT register fadd & SEARCH ENGINES
(O 1Al I =] 2 212
A = a a =11 I A ololo 1 U] ) 212
(O 1A I =] 2 < T 217
I ATL=] o) 1 = 1| 217

IR B\ =T = T T N o 221
I ) = 1 1) o L= 222
9.6 Create Mailing LiSt...oueuiieeeeiiieeiiitiiei e iaet it iaie e iiieeeiieeeeseiaanneeees, 223
9.7 MaANAGE USErI (GIrOUD S . ettt tttinuettetttieeettttiteanssteeeitiinnseeeeiiiessnseeeeiiesieieen 224
9.8 Mailing LiSt HiStOIY . uuueeieeeteiieeeiieeetieeeiieeeiieeeesieeeeeiasaeeeeeeeeesessnnnnees 224
O N I = 2 225
10 Site Marketing.uueeeeueeeeereieeeeiaeeteseeeseseeereaseeeaseeeraneeeiaseeeiasseeiaeeeeeeeserananes 225
O N I = 2 226
11 Traffic StatisticS..uuueeeeuiiieeiiiieiiiie et iiie i iiieeiiieeiiieetiaeeeiiiseeiinseerineeereiananns 226
(O 1l = 2 P 230
A = T4 AV =L O T | o 230

Admin Manual Version 0.5D Page 4 of 240




28 @ & @

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
register jadd

ACCOUNT & SEARCH ENGINES
CHAPTER 1
1 INTRODUCTION

Thank you for purchasing this software, which has been specially designed to help
users quickly and easily build a customized website through which they can
communicate and do business with their customers. With its simplified e-mail and
online form management procedures, this software provides easy access to customer
queries and feedback from anywhere and at any time. Features like the Store
Manager, Ecommerce Reports, View/Process Orders, Customer Database, Setup
Products, Guestbook, Referral Booster and more have simplified the entire concept of
e-store creation and management.

Let’s get started!
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CHAPTER 2
2 ABOUT THE USER MANUAL

This user manual is designed to familiarize users with the software’s many features.
The topics that are listed in the Table of Contents cover all the tasks that the site
administrator may perform in building and managing a site.

You may wish to read this manual from beginning to end. However, if you are
looking for information on a particular topic, you may click on an individual topic
listed in the Table of Contents. This will direct you to the corresponding section of
the user manual where the topic is discussed in detail. You can find all the help you
need there.
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CHAPTER 3
3 Login

To begin creating or maintaining your website, the first step is to enter the site
administration domain by logging into the system. The first page that appears
(shown below) requests your login information to validate your identity as the
authorized site administrator.

Login
Enter your account name and password ka login ko vour site,

Site Login Information
Enter your account name and your password, For the Account Mame field, enter either yvour site name
ar your domain name,

unt Lagin

Account Mame:

I Domain Name: If vour site is setup in a domain, enter your Full domain name in the account name Field.

Password:
LDgin Site Mame: If your site is not setup in a domain, enker your sikename,
Forgok vour password? IF wou have any questions about logging into wour site, contact us and we will be glad to help you out!
Thank ¥ou,
Suppork
E-mail Id
Login Page

In the Account Login box, type the site or domain name under Account Name. If the
site has been set up under a specific domain name, then the full domain name must
be typed under Account Name. If the site was not set up under a specific domain
name, you may enter the site name in the Account Name section.

Next, type the corresponding password under Password. To submit the login
information, click Login .

If you have trouble logging in and need technical assistance, you may send an e-mail

inquiry to the contact e-mail address displayed on the page or complete the contact
contack us

form that appears after clicking Contact Us
the page.

on the upper right corner of

3.1 Forgot Your Password?
If you have forgotten or misplaced your password, click Forgot Your Password link.
This will send you to the following page.
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conkact

Request Login Information

Login Request Form: Account Name:

To have your password sent ko wou via email, please enter wour account
name and email address,

Email Address:

Account Name: I

Enter wour account name,
Subirnit |

Account Name for Domain customers:
IF wour site is currently setup and active in your domain name, enter
wour domain name in the account name Field,

Ezxc. wian wourdomain, com

Email Address:
Tao have your login information sent, vou naust enter the email address
that is associated with wour account.

Request Login Information

On this page, you are requested to provide the Account Name and E-mail Address.

If your site has been set up and is active under a domain name, enter that domain

name under Account Name. If your account has not been set up under a domain

name, simply enter your account name.

The E-mail Address section is mandatory. Enter the e-mail address that is associated

with your account. Your password will be sent to that e-mail address.

Click Submit _=24amit_
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Once you have successfully logged in, the site administrative module opens in the
Admin Page. This page has links to all the applications that you will need to design
and manage your site, monitor your e-store, and update your account. You can
return to this page at any time, from any of the applications.

LOGOUT

al.'lmin-1 View site wr/fedit'site™ s dstore /@ help™y

Site builder

Store manager

E

EDIT SITE

Emnail accounts

‘Webmail

SETUP STORE

Mailing fist Manage my store

REPORTS & >
Skare manager
Sike marketing
Traffic statistics |2 ™ Wiew/process orders
0 rewe order(s)
BizLiveChat
RapidInsite stats m Cuskomer database

Build ry website

C% Wiews my site
- E Page manager

\E:ﬂ File manager

Manage my account

a__ My account
Id Traffic statistics

Monitor/markek my site

My accounk

Upgrade account
Billing information

Customer suppork

accept _',,%
credit cards 'I_I

register
dornain narne

.ﬁ% Marketing & search engines
(:) BizLiveChat

Moritar your site in real time
and chat with wisitors, click
here to learn more

< Rapidinsite

comprefensive site statistics

[4}

PREVIEW SITE ©

&)

UPGRADE
ACCOUNT

SITE ONLINE
register/add

;

C
:;’ Site design tools

ﬂ Diskspace usage
@ FTP settings/site inteqgration

() - sctiip email aceoiints
Gl e

“hi‘hﬂ webmail service

Cormrmunity &

d failing list

jﬁ Iser accounts
e

MARKETING
& SEARCE ENGINES

SETUP EMAIL

System Update - ver. 4.11 [04/20§2007]
Blog comments, mailing lisk enhancements,
browser icon suppork, new image
galleryidisplay components, ecommerce wish
list,

learn mare. ..

System Update - ver. .10 [9/23/2008]
Tutorials, ecommerce reporks, mulki order
complete

leatn mare. ..

Tell us what you think - get involed!
Help us build a better service, Click the link
above ko send us any Feedback, comments or
suggestions, lezarn mare, ..

RapidInsite Stats

Adwanced stat and and web site traffic monitoring.,

Generate detailed page viewsgtraffic analysis

reports and track search engines and keywords,
click here ko learn more

BizLiveChat
Maritor your site in real ime and chat with
visitors,

click here ta lzarn more

What's new : 04/25/2007
Coming soan, ..

Supportfhelp

Admin Page

The Admin page is laid out with several vertical and horizontal menus that contain
links to the software’s many applications and functionalities. Let’s look at these

menus one at a time.
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The vertical menu on the left-hand side of the Admin page contains a comprehensive
list of the administrative functions. The topmost horizontal menu (which looks like
tabs with text labels) contains links to the features that are used most frequently.
Under this menu, there is another horizontal menu (a series of large icons) that
contains shortcut buttons to many of the site management and monitoring tools. The
column on the right-hand side of the page contains News and Updates.

The central area of the Admin page contains shortcuts, links, and buttons that are
listed under specific categories (the long blue bars), as follows.

Under Manage My Store, you will find the following shortcut buttons:

== Store manager

» Store manager

=M Wiy fprocess orders

> View/process orders [ ="
Sg Custormer database

» Customer database

m Ecarmrmerce reports

» Ecommerce reports

\# Setup products > Setup products

Under Build My Website, you will find the following shortcut buttons:

'\_%\‘ Wigww My site

“fl Page manager

View my site
Page manager_‘

>
>
» File manager
>
>

, which directs you to the Page List section.

Iﬁ File rnanager

, which directs you to the File Manager section.
A

"L.V Site design tools
. i i

Site design tools which directs you to the Design section.

gﬂ Diskspace usage

Diskspace usage
window.

, which opens the diskspace usage pop-up

e, FTP settings/site
> FTP settings/site_integration @ , which directs you to the FTP

Site Upload/Integration page that contains advanced site integration
information.

Under Manage My Account, you will find the following shortcut buttons:

> My account| = - |

M Traffic statistics

> Traffic statistics
» Setup e-mail accounts‘

1] Setup email accounts

=
Fia 9 < .
& & Webmail service

» Webmail service

Under Monitor/Market My Site, you will find the following shortcut buttons:
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Marketing & search
= engines

» Marketing & search engines :
Marketing section.

+ BizLivechar = = |

, which directs you to the Site

Under Community Tools, you will find the following shortcut buttons:

_ﬁ railing list

j?ﬁ User
gl acCounts

» Mailing list

» User accounts

4.1 File Manager

Clicking on File Manager directs you to the File Manager section on a separate page,
as shown here. The File Manager is a user-friendly interface that allows you to
manage all of the files on your website. You can easily upload, move, rename, and
delete files at the click of a button.

PREVIEW SITE D

[

»
= suppert

File Manager

Admin Home : File Manager

ADMIN MENU

Admin home
Site builder

Store manager
COMMUNICATE W73l

Email accounts Directory:image select a location below Image files: Upload to your image directory. These images

) Upload are available through the site builder to add to your pages
Webmail | |[ Browse ] P and store product catalog.
Mailing list
m Media Files | General Files || HTML Files || Secure Files files/page: |20 |»
Sl TEEg ALLFIES 08 ABCDEFGHIJKLMNOPQRSTUVWXY?Z fiiters clear
Traffic statistics o
)R s
BizLiveChat .
Rapidinsite stats 12
MY ACCOUNT Direckary: Images
My account [] Filename & Size Date Options
Upgrade account ec [dir] delete
Biling information menu [dir] delete
Customer support pdir [dir] delete
s1b [dir] delete
register a [ a2c.qif 1107 bytes 01/29/2008 11:55  wiew delete propertiss
LITET R [ As_wall_Fiier pdf 265639 bytes  10/16/2007 11:17  view delete properties B
accept __J [] banner.jpa 26656 bytes  0B[16/2007 16:21  wiew delete properties
credit cards "Jl
[ brochure_logo.png 28480 bytes  09/24/2007 10:15  wiew delete properties
[ Cindy1.png 17410 bytes 09/26/2007 15:24  wiew delete properties
[] pschooog. PG 724328 bytes 10/16/2007 2309 view delete properties
[] DSChon09_ear. PG 24505 bytes 10/16/2007 23:10  wiew delete properties
[] pscChoozz. PG 640678 bytes 10/16/2007 23:11  wiew delete properties
[] DSCH0022_ear.JPG 27009 bytes 10/16/2007 23:11  view delete properties
[ pschoiiz pa 1509445 bytes 10/16/2007 23113 view delete properties
[] pScro112_ezr.JPG 26815 bytes 10/16/2007 23:13  view delete properties
v
S [# @ mtermet 0% -

File Upload Page
To upload a file to your website, click Browse Mto select the file you wish to

upload. Once you have found it, click Upload MI, and it will be copied to your
website directory.

Admin Manual Version 0.5D Page 11 of 240
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The main File Manager page lists all of your website’s directories (folders and
subfolders) and the files in them. When you click on one of the directories, all of the
files within that directory are displayed as small icons below. You may limit what
types of files are shown by selecting items from the Show drop-down menu. You
may view the file properties, such as the size and date of the file. You can also delete
files if you no longer want them to be part of your website.

If you wish to create a new directory to better organization your files, type a new
directory name into the Create Directory field and then click Create Directory
create directory

Clicking File Upload Utility in the lower right corner of the screen directs
you to the Configure File Upload Utility.

4.2 FTP Settings/Site

Clicking FTP Settings/Site Integration link on the Admin page directs you to the FTP
Site Upload/Integration page (shown below), which contains advanced site
integration information.

_admin o CView site 'y

it'si v V/ [~
e Cedit’site M/ Fstore N/ Shelp™y, PREVIEW SITE

view ’
g\. site @uwﬂd

ADMIN MENU
FTP Site upload fintegration
Admin hame
Admin Home : FTP Site upload/integration
Site builder
R ADVANCED STTE INTEGRATION
COMMUNICATE FTP should only be used by advanced users that are familiar with web design and HTHL.
Email accounts

Advanced site integration allows you to upload your .
Webmail own custom HTML pages designed using tools such FTP login information

as FrontPage or Dreamweaver. Use FTP to upload

Mailing st your site pages and images. HTML pages that you ftp server: madeupcompany.com

: TS & upload are available in the page list, You can easily
EEECEETED link them into your site and even add them to your .

Site marketing site menu. login name: madeupcompany.com/sample [ALL files]
Traffic statistics

Biztivechat madeupcompany.com/sample/h  [html files]

izLiveChaf

Eaali=hia madeupcompany.com/sample/i  [images]
MY ACCOUNT

My account madeupcompany.comysample/f  [general files]

Upgrade account
madeupcompany.com/sample/s  [secure files]
Billing information

Customer support madeupcompany.com/sample/m  [media files]
register e password: your account password
domain name
— ftp settings: enable passive mode fip transfer
3ccept r v " iz

credit cards L-Jl

How it works...

# Design pages in FrontPage, Dreamweaver or other design tools

# Upload pages and images via FTP

# Use the page list to manage custom HTML as well as sitebuilder pages

# Choose to have your HTML pages seamlessly integrate into your site design
® Use both sitebuilder pages and your own HTML pages together

Default HTML page settings

() HTML pages

With the standard HTML pages option your pages will appear exactly as they do in
our design tools. Your site design will not appear when the page is viewed. Use this b

[# €@ mtemet E100% -

FTP Site Upload/Integration

Admin Manual Version 0.5D Page 12 of 240
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Advanced site integration allows you to upload customized HTML pages that are
designed with tools such as FrontPage and Dreamweaver. This page should be used
only by advanced users who are familiar with web design and HTML.

4.3 User Accounts
Clicking on the User Accounts link on the Admin page section takes you to the
following page, where you can view, create, manage, and delete user accounts.

OGO e e e O ——— P
%-, view site N dedit'site N dstore M@ help™y, PREVIEW SITE

8 view = #
\ site @u pport

user accounts | user account settings || administration access || mailing list |

User Accounts

Admin Home @ User Accounts

% Allusers
g8 view all Users

User Account Settings

User accounts

,ﬂ‘ User account settings
; Ecommerce Customers create new grou
o Administration access
L8 All E-Commerce Customers properties Mailing list
Page list & setup security
3 User Groups create new group
L8 Pending list properties 7 ">\
< Mailing List Groups goto mailing list create new group 5”? adll'nin_ist'aﬁon ACCEsE
Click this link to manage users and groups
that have administrative access to your
account. Users/groups with administrative
access will be able to view and modify your
account pages and settings.
Am Import users (sample) User Management
Import new user information or update existing users,

Setup groups

The first step to setting up
security is to create security
groups. Groups are used to
organize users and to assign
access levels. Use user groups to
manage user accounts that have
the same access levels. Click
"create new group” to create a
new group.

Export all users (zample)
Export user account information. To export a group, dick the
properties link and the dick the export link on the properties page.

User Accounts List Page

This User Accounts List Page lists all users and user groups, along with mailing list
groups and the pending list. Clicking View All Users - | will direct you to
the following page.

Admin Manual Version 0.5D Page 13 of 240
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e, /eeasem, /e, /g, /e, PREVIEW SITE G
admin®/dview sitetyd@edit'site ™/ @store /@ helpty
8 view »

“site = support

User Accounts

Admin Home @ User Accounts : All Users

Ee—ICE

O users

| s} Hame Email Address Account Details

@ Goback |G Create User

@ o back

View All Users Page

This page lists all the current users with their ID, name, e-mail address, and account
details. A search box is provided to help you find individual users quickly and easily.
To search for a specific user, type in the user's name, e-mail address or mailing
address, and then click Find \m‘ to display the search results.

You can also use this page to create a new user. Click Create User ‘m} Rl At
the bottom of the page. The Create User Account pop-up window will appear. Here
you can enter the account login information and personal details. Once you have
finished, you may click Create User to register the new user or Close to cancel the
action and close the pop-up window.

From the View All Users page, clicking Go Back will let you return to the User
Accounts List Page.

From the User Accounts List Page, you can click All E-Commerce Customers

I o | under the Ecommerce Customers heading. This will take you
to the following page, where you can view all of your site’s current e-commerce
customers.

T e o /e PREVIEW SITE ©
e fview site i Tedit site s “store i Chelp Ty

= suppord

User Accounts

Admin Home @ User Accounts @ All E-Commerce Customers

Ee—T)

O users

| sl Mame Email Address Account Details

4@ Goback |m3 Assign Users ||% Create User ‘ ‘m] Remaove Lsers |

@ Go back

All E-Commerce Customers Page

Admin Manual Version 0.5D Page 14 of 240
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On this All E-Commerce Customers Page, all the e-commerce customers are listed
with their ID, name, e-mail address, and account details. A search box is provided to
help you find individual e-commerce customers quickly and easily. To search for a
specific e-commerce customer, type in the customer’s name and then click Find

\m to display the search results. At the bottom of the page, you will find
options to Assign Users, Create User, or Remove Users.

Asgign Lzers

If you click Assign Users % . , a Select Users pop-up window will appear
showing all users. You can find users with the Find option, or mark users and click
Select to select specific users. Click Close to close the window.

% Create Lser . . . .
The Create User option functions in the same way as that described
above.

a’d Remove Users . .
The Remove User option allows you to remove users from the list
of all e-commerce customers. Select users for removal by marking the user ID box
and clicking Remove User.
You may click Go Back at any time to return to the User Accounts List page.

From that page, clicking Properties directs you to the E-Commerce Properties Page.

B PREVIEW SITED

@un";orl

User Accounts

Adrnin Home @ User Accounts @ All E-Commerce Customers

Group ID: 10 Export Group

Group Name: Al E-Commerce Customers Click the export link to generate a comma separated expart file {.csw) For this group.

@ Go back

E-Commerce Properties Page

The E-Commerce Properties Page allows you to export an entire group to another
program. You can create a comma-separated file (.CSV) by clicking Export Group
link, which directs you to the Export Users page where you'll find step-
by-step instructions for exporting the information.

The User Accounts List Page also allows you to create a new user group for various

categories. To do so, click on the adjacent Create New Group option to make a new
group in a category. You will be taken to the following Create User Group Page.
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Veaelattvtasddic

Lser Accounts

Create user group

and create new user accounts For this group,

Group Name: I

& create user group

- P\ P P P —— o
admin s Cview site i Tedit site ™ id “store™ help™y FHEVIEW SITE
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To create a user group, enter the group name and click the “create user group” buttan, After creating the group you will be able to assign users to the group

@ 50 back

To create a new user group, simply type an appropriate hame into the Group Name
field and then click Create user group. Once you have finished, you may click Go

Create User Group Page

Back to return to the User Accounts List page.

Going back to the User Accounts List Page, by clicking Pending List under the User
Groups heading, you can view a list of all the users who have yet to be assigned to
any particular group. The page that opens to display this information is similar to the

other e-commerce customer pages and contains similar features.

Clicking Go to Mailing List will direct you to the Mailing List page.

Back on the User Accounts List Page, if you wish to make a new mailing list group,

click the Create New Group link to reach the following page.

o view site’ i

8 view

N site
User Accounts

Create account based mailing list group

and create new user accounts For this group.

editisite s dstore s/ Ahelp )

it ...

Group Name: I

enable user account creation

|O Create malling list group

Access: |Pub\ic(any0ne can jain the mailing Iist)j

IMPORTANT NOTE ON USER BASED MAILING LIST GROUPS
Ta allow visitors ba your site bo create their own accounts and signup For this
account based mailing lisk group, vou MUST enable user account creation,

PREVIEW SITEC
sicntiadeli:

= support

To create a user group, enter the group name and click the "create user group” button, After creating the group you will be able to assign users to the group

Mailing list group properties

User account creation

To allow visitars to your site to create their own accounts
on your site you must enable user account creation from
the user settings page.

enable user account creation

Access

Setup the access to this mailing list group. Set a mailing
list group to public access to allow any user with an
account on your site to add themselves to the mailing list,
When a group is set to private access, the group is not
visible when a user logs into their account and users can
only be added by the site administrator.,

@ 5o back

Create Mailing List Group Page
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On this page, enter the new name for the new mailing list group in the Group Name
field. The Access drop-down menu allows you to specific who should have access to
the mailing list group. If you select Public from the Access drop-down menu, then
any user who has an account on your site will be able to be added to this group. If
you instead select Private from the Access drop-down menu, then only the site
administrator will have the ability to add new users to this mailing list group.

Note: If you select Public from the Access drop-down menu, you must Enable User
Account Creation in order to allow visitors to create accounts of their own. To do so,
click on the enable user account creation link. This will direct you to the Global User
Account Settings Page.

Once you have finished, you may save your changes by clicking Create Mailing List

Group |Q Create maiing list groLp | at the bottom of the page. To undo your changes,
click Go Back to be returned to the User Accounts List page without saving your new
mailing list group.

Back on the User Accounts List Page, the Import Users option allows you to upload
files that contain detailed user information. To access this section, click Import Users
to reach the following page.

_ PREVIEW SITE o

view
Q\ site

ADMIN MEMU
Admin horme
Site builder

User Accounts Home @ Import User Accounts (Step 1)

Upload your file
Select the comma separated file that contains your user account data,

Stare manager

1. Click browse, find file on your machine,

Email accounts 2. Click the upload button

‘webmail
Mailing list Browse... | Upluadl
REPORTS & INFO
Site marketing

UserImport.csy (zample)

Field Name Field Description
Traffic statistics

Group User account “group name", Separate with ; For multiple groups, ex "groupl;group; groupa”
BizLiveChat Email Email Address
RapidInsite stats Password  Password
MY ACCOUNT Firstname  First name
My account Lastname  Last name

Company Campany narme

Upgrade account

T : Fhone Phione number
Billing information

Aaddress1 Mailing address1

Customer suppork
Addressz Mailing addressz

ity City
.reg‘StBr a Skate Skate/Province
domain name
PostalCode  Postal/Zip Code
accept 1j Taxable User's taxable status
credit cards ﬂ Motes Motes about the user account

5-@ Go hack

Import Users Page
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On this page, you can type the file name into the box, or click on Browse M

to locate the file on your computer. Select a file and then click Upload MI to
upload the file to the website.

The file you upload should follow the format shown on the Import Users Page, or use
the sample UserImport.csv spreadsheet for import, which you can download by
clicking Sample. Delete the sample data and enter your user information into the
spreadsheet, using the existing format. At any time, you may click Go Back to return
to the User Accounts List page.

Once you have uploaded user information to the website, the Export All Users option
allows you to export files containing the user information so that you can view and
manipulate it within other applications. If you click Export All Users, you will reach
the following page.

PREVIEW SITED

ADMIM MEML

Admin harne
Site builder

Skore manager

COMMUNICATE

Email accounts

‘iebmail

Mailing list

Site marketing
Traffic skatistics
BizLiveChat
Rapidinsite stats

MY ACCOUMT

My accounk
Upgrade account
Eilling inforrnation

Cuskomer suppork

<

accept [T

credit cards iji

register
IHaornain name

Mailing List

User Accounts Home @ Export User Accounts

User Export: All E-Commerce Custamers
To download the user export .csv file, click the link below,

UserExport.csv Lisers table

UserExport.csy (sample)

Field Name Field Description
Group User account "group name”. Separate with ; for multiple groups. ex "groupl ;groupZ;group3”
Email Address

Password

Ernail
Password
Firstnarne First name
Lastname  Last name
Camparty Company Name
Fhone Fhone number
Addressl
Addressz
Ciby

State
PostalCode

Taxable

Mailing address1
Mailing addressz
Ciky

SkatefProvince
PostaliZip Code
User's kaxable status

Motes Motes about the user account

4@ Goback

On this page, you can generate and download a .csv file that contains information
and save the file

about all of your users.
on your computer.

Back on the User Accounts List Page, clicking on the Site Administration Access link

Export User Accounts Page

To do so, click UserExport.csv

will bring up the following page.
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= suppor

ADMIN MENU

user accounts || user account settings |JELINTNTERE LG e e =0 | mailing list

Admin home
Site builder
Sz mrErs Site Administration Access for User Accounts
COMMUMNICATE Admin Home @ User Accounts : Administration Access for User Accounts
Email accounts Use this page to configure admin fedit access to various parts of your site editor. To give a user account or group access to an
area of your site administration backend, use the configuration options below.
Webmail
S %, SITEADMINISTRATION ACCOUNT ACCESS:
Y TS & 3} .
REPORTS & INFO ‘ill |d|sab|ed v| [ update ]
Site marketing
Traffic statistics . L. R
Bidive chat Site administration access
2909 Use the admin access features to allow other users to edit/access various
Rapidlnsite stats L@J areas of your website administration area.
MY ACCOUNT
My account L # Provide edit and management access to your website
® Assign access based on user groups
Upgrade account ® Assign access to individual user accounts

Billing information
T Access control areas

Domain manager

register o
domain name

accept |
credit cards "'JI

Edit all site content

Edit access for individual pages
Access to filesfimages

Manage email accounts

View statistics

Manage store customers database
Vigw/manage store orders

Wiew store reports

4@ Go back

Site Administration Access Page

Enabling this feature will allow you to give administration access to certain users or
groups. These users will be able to edit different areas of your website.

Back on the User Accounts List Page, the right-hand side of the User Management
Bar contains helpful tips for setting up groups, creating and assigning users, and
configuring page access. To configure the access permission settings, click Goto Page
List & Setup Security, which directs you to the Page List page.

You can access the Security User’s Guide by clicking Security User’s Guide.

At any time, you may click Go Back to return to the Admin Page.

The upper left-hand corner on the screen displays a Preview Site B icon. Clicking
on this icon allows you to preview your site as your website visitors will see it.
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The upper right-hand corner of the screen displays a Support m icon. Clicking
on this icon directs you to the Online Help Form (shown below) which lets you send
technical questions or comments to support services.

Support

HELP TOPICS PP support kopics | quick bips | knowledge base | tutorials | @) ASK A QUESTION

Contact Support e
I yyou have questions or need assistance with your web site you can contact Web Design Software support by Support Tapics
subrmitting the Form on this page, or sending email b0 support. Flease be sure boinclude your current
email address so that we can promptly respond bo woor queskions.,

BUILDING YOUR SITE
Getting started
Site design
Managing pages

Your Email Address: I Editing pages

Text editor
: . Images
First Mame: I Image toals
Creating links
Page components

Last Marme: I

ECOMMERLCE
Getting started
Ecommerce overyview
Iy question is related to: Stare products
I Salact From List j Shopping cart settings
Shipping configuration
surimary of question or problerm: Sales kax
Merchant accounts
Order processing
Detailed description of question or problem: Customer database
;I Impork/Export
advanced Features

SITE ADMIN
‘our account
Account ackivation
Darnain nanes
ﬂ Email accounts
File manager

Subrmit Cluestion

Search Support:

search |

Online Help Form

To use the Online Help Form, simply fill out the Account Information section and then
type your message into the Questions/Comments section. Submit your inquiry by

clicking Submit Question | Submit Question |

The lower right-hand corner of the Admin page has another Support/Help """

icon. Clicking on this icon directs you to a Help page, as described in the Customer
Support section.
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5 Site Builder
The Site Builder application allows you to create, design, and modify your website
quickly and easily. Click Site Builder to access the Site Builder Page.

The Site Builder application opens with a preview of your site, letting you see what
visitors to your site will see.

The Site Builder application is divided into the following sections.

Settings
Design

Page List

Add Page

Page Properties
Edit Page

YVVVYVYYVYY

For easy access, each of these five sections is listed in the horizontal shortcut menu
(shown below) on the Site Builder Page.

Wi { settings )

Site Builder Menu

5.1 Settings

Under the Settings section of the Site Builder application, you will find the following
options.

Title/footer

Search engines

Site search

User account settings

Social Networking Links

Referral booster

Advanced/HTML

Editor settings

VVVYYVVYYVY

In the following sections we will look at each of these options individually.

5.1.1 Title/Footer
Title/Footer is the first section under Settings within the Site Builder application.
Here you can create the title of your site and provide your contact information.
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admin ¥

A iewsite /e ditsite ™

i

SETTINGS

Title /footer

Search engines

Sike search

User account settings
Referral booster
AdvancedfHTML

Editar settings

Apply changes at the bothom of this page to continue,

Browser Icon:

| Select icon From lbrary || Upload .ico file ‘ | Cleat/reset ‘

Browser Title:
ITesting Site

Site Footer:
Software Testing

The footer is a good place to place a slogan for your organization.

Address:
Font Hame ~ Font Size

A R

o

Eunkick @ 4 & '

(1L}
Il
il
11
s
(UL}
(UL}
Tl
U]

This i & gite on software testing,

[T HTML Editor version: 1.0 change version | manage styles s

[¥ Enable guest book - view
¥ Enable site registration/mailing list - manage list

[¥ Footer menu;
Select this aption ko show the main menu at the bottom of vour site,

[+ Enable referral booster - configurs

check thiz B ke enable refereal Booster intagrated refer-a-friznd marketing. This aption
Places & pafarral Buthan or the Bottam of ssch page of your sibe, Wihen visibors dlick. your
referral button a window pops up that alloses them bo easiby send a link bo wour web site ba

ather people,

vi@®D s ¢ B I UGB

Use Shif and Enker to single

In newer browsers the browser
icon is displayed in the browser
address bar, an browser tabs
and in the favortes list,,

appears in the title bar of yvour
internet browser,

Change atvle

Put Address or Contact
Info

Put your email address, phone
nurmber, fax nurmber, and
mailing address anthe bottom
of every page.

Enter "Hours of Operation™
Try entering your "Hours of
Speration” or other impaortant
informnation beneath wour
address in the "Address" box,

4 guest book allows people to
tell you that they have found
your web site,

Mailing List Signup allows a
user to register with your site
to receive informmation from
you, Click the Manage List
link for more information.

‘ G Cancel ‘ ‘G Apoply changes

Title/Footer Page

5.1.1.1 Browser Icon

You can create a browser icon for your site. Visitors can see the browser icon in their
browser address bar, tabs, and favorites list. To select an icon from the icon library,

click Select Icon from Library | Select icon from library | to open the pop-up window shown

below.
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aradi-bluez.ico
7 -

i
agradi-colorl ico gradl-gold.ico gradl-gresn.ico

letters

gradi black ico
shapes =

gradi-blob.ico gradi-blue.ico
>
gradi-blued.ico
&)
&
aradi-greendiamond.ico aradl-greenines.ica

gradl-gsgs.ico grad1-purple.ico

gradl-rainbowz.ico gradi-red.ico

] =

bd iy
gradi-star.ico gradl-sun.ico

grad!-rainbow.ico gradl-redcircles.ico

gradi-redines.ico

gradi-swil.ica

aradi-yellow.ico

& Clase window

Icon Library: Gradient

You will first see the Gradient Icon Library. If you prefer to view other icons, simply
click one of the other categories in the menu on the left-hand side of the screen.
These options will display the other available icons. Examples are shown below.

Icon Library

gradient

letters

o
e fico qkca hoica
e b Kits Fito
1]
m.ica nico o.ico p.ico
q.ic0 r.ico sica Lico
u.ico = w.ico x.ico
y.ico zico
€ Close windaw

Icon Library: Letters

Icon Library

gradient

letters

circlel-brown.ico

cirched -blug.ico

circlet-green.ico circlet-pink.ico

*

circlei-red-dk.ico circlel-red.ico flower1-black.ico Flower 1-blue.ico

*
*

Flowsner L -brown,ico flower1-green.ico Flawer 1-pink.ico Flower1-red-dk.ico

O

sql-blackica

(W]

sql-pink.ico

*

skarl-blue ico

#*

starl-red.ico

O

sql-blue.ico sql-brown.ico
sql-red-dk.ico sgl-red.ico

*

starl-brown.ico star 1-green.ico

|

sqi-green.ico

*

stari-black.ico

*

star1-pink.ico

3 lose window

Icon Library: Shapes
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Once you find the icon you would like to use, simply click on your selection to make
it your browser icon.

If you have a pre-existing icon that you would like to upload as a browser icon,
rather than using an icon from the icon library, simply click Upload.ico file

to open the following pop-up window.

“J File Manager - Microsoft Internet Explorer =1 S|
=
Directory: image select & location below Image files: Upload to your image directory . These images are
ETEE.. | Upload ::;gs‘cj:ectaht;?;;h the site builder ko add to your pages and store
files/page: lﬂ
ALLFILES 0-3 A B CDEFGHIJIJKLMMNOPQRSTUNWRYZ Filter:l— clear
¢ L K show Im
Directory: Images |
[T Filename & Size Crake Cptions
ec [dir] delete
menu [dir] delete
T capital.gif 126949 bytes 12/05/2006 22:33 view delete properties
[T capital_eer.gif 36005 bytes 12f05/2006 22:33 view delete properties
[T HEADER.jpg 34935 bytes 06/16/2007 16:35 view delete properties
T mockipg 13558 bytes 12/05/2006 22:33 wigw delete properties
T mockz.jpg 70992 bykes 12/05/2006 22:33 wigw delete properties
T mockz_ezr.jpg 19154 bytes 12f05/2006 22:33 view delete properties
[T painter.jpg 177654 bytes 12f05/2006 22:33 vigw delete properties
T painter_ezr.jpg 20936 bytes 12/05/2006 22:33 wigw delete properties
™ quality.ipg 139772 bytes 12/05/2006 22:33 wigw delete properties e
T quality_ezr.jpg 9347 bytes 12052006 22:33 view delete properties
17 create directary | file uDIDadl utilitilll
4 *

Upload File Pop-Up Window

Type the file name for your icon in the Directory field and click Upload —II"'JFjl':IEld , or
click Browse %I to search for the file on your computer.

If you wish to clear out the current browser icon, click Clear/Reset .

5.1.1.2 Browser Title
Your website visitors will see a website title in the title bar of their internet browsers.
Type your text for this title in the Browser Title field.

5.1.1.3 Site Footer

The site footer is information that appears at the bottom of every page on your
website. You may wish to use the site footer to publicize your company’s slogan.
Enter your chosen text in the Site Footer box.

You can choose one of three styles for the footer. Do so by clicking Change Style,
selecting your favorite style, and then clicking Apply Changes. You may click Cancel
to cancel the changes you have made.
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® view
 site

W GEMERAL SETTINGS

Site Footer Settings
Site Settings : Site Footer Style

Choose & style for your site footer, and the select Apply changes at the bottom of this page to continue.

Title/footer

Search engines

Site: search

User account settings
Referral booster

fick d[HTML
vanced] Colored divider line

Text Only

Editor settings

€.
Zsupport

|0 Cancel ||0 Apply changes |

Change Footer Style

5.1.1.4 Address

Enter any information that you want to appear at the bottom of every page. For
example, this information could be your e-mail address, mailing address, phone
number, and fax number. You may also include contact information or working hours

and other important information in the address bar.

5.1.1.5 Guest Book

If you wish to have a guest book for your website, mark the box titled Enable Guest

Book. Click View to see the guest book at any time.

PREVIEW SITED

Siew ([ settings J( design )| page list J{ add page ) ecit page ) e

PP Guest Book

Sign Guest Book

& site map | B contact

Site Mailing List Sign Gusst Book Wisw Guest Book

CLICK HERE to

email this site !

Guest Book Page

Click Sign Guest Book to access the following online form.
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o view

N\ site

& site map | B contact

Sign the guest book

MName:

| |-

MEs5a0e ! (max 750 characters)

Sign guestbook

* Required Fields

Home Request a Quote Our Guarantee About Us Conback newl

Sike: Mailing List Sign Guest Book Yisw Guest Book

CLICK HERE to ;5
email this site ! E

Sign Guest Book
Your site visitors can use this form to leave their names and messages.

5.1.1.6 Site Registration/Mailing List

You may wish to activate your site mailing list, so that site visitors can register on
your site to receive information. You may do so my marking the box titled Enable
Site Registration/Mailing List. Click Manage List to go to the Mailing List area.

5.1.1.7 Footer Menu
If you wish to display the main menu at the bottom of each page on your site, mark
the Footer Menu box.

5.1.1.8 Referral Booster

If you wish to give your visitors the option of sending a link to your site to other
people, mark the box titled Enable Referral Booster. This can be a great way to
increase the number of visitors that your site receives. Click Configure to get more
information about the Referral Booster and how to configure it.

5.1.2 Search Engines

In the Search Engines section of the Site Builder application, you can optimize your
site with keywords and descriptive meta tags. This will help your site get better
rankings in the search engine results and thereby attract more visitors. Click Search
Engines in the General Settings drop-down list to access the Search Engine Settings
page.
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PREVIEW SITE ©

L €T €D €D | CTD €.

¥ GENERAL SETTINGS

Titie/footer Pay Per Click External Links Email/Newsletters
target keywerds, Get premium listings in Drive traffic to Build and manage an
Site search optimize webszite, Google, Yahoo your site from other email list/newsletter

X submit to search engines and more... websites and resources... build customer base.
User account settings
search engine manager = pay per dick search »> external links == emailnewsletters ==

Referral booster
Advanced/HTML
Editor settings

@ |0 § ¥ @ @ &

Search Manager Target Configure Meta Optimize Your Generate Search Engine Expand Your
Overview Keywords Tags Site Sitemap Submission Marketing

next: target keywords >>

Search engine manager
Use the search engine manager to optimize your website and have it submitted to the search engines. Click the links

below to get started.

Target Keywords (start here)

Setup site meta tags

Optimize your website for search engines

Generate your search engine sitemap file

Submit your site to the search engines

Beyond search engines: Expand your marketing strategy

oInpLNE

next: target keywords >>

Search Engine Settings Page

This section will not be covered in detail here. The various sections of the search
engines area are covered in detail on the website builder. Just click on each section
to get a walkthrough on that specific section.

5.1.3 Site Search
In this section of the Site Builder application, you can customize your site search

settings, thereby helping visitors find what they are looking for more easily. To do
so, click Site Search in the General Settings vertical menu. This directs you to the

following page.
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PREVIEW SITED

*:*:r:-ﬂﬂ @Dn- e

Custemire search resulls

Site settings : search results

2ol Apply chamges at the bothom of this page 1o continue

Siarch match:
default {zny words) ught AND per Formansce

Default results: P DR e fior mande

_ the werd high ce the
store product search % perfonmance

LD SEARCH BNCEX

i Go bk ﬂ Appdy changes

S Mo

Site Search Page

Under the Product Search Results header, you can choose one of four layouts for the
product search results.

Use the Search Match drop-down menu to define the matching requirements. You
can either use the default setting, or set the search engine to look for either All
Words or an Exact Match.

Use the Default Results drop-down menu to select whether the default search will be
for store products or for pages on your site.

Once you have finished making your selections, click Rebuild Search Index

| RreBULD SEARCHINDEX. | to start rebuilding your search index. This process might take
up to 15 minutes.

Click Apply Changes |G Apply changdes | o save and apply your changes. At any time,
you make click Go Back to undo your changes and return to the General Settings

page.
5.1.4 User Account Settings

This section within the Site Builder application allows you to set advanced user
settings. When you click User Account Settings in the vertical Settings menu, you are
directed to the Global User Account Settings page, shown below.

5.1.4.1 User Account Settings

You can use the following User Account Settings page to select general user account
settings.
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PREVIEW SITE ©

% et view site i m.--, store S @help™y,
oihe .

W GEMERAL SETTINGS

3 X Site user settings
Settings overview

Title footer Site Settings @ Site User Settings

Search engines Enter advanced settings for your site, and the select Apply changes at the bottom of this page to continue.,

Google Adwords NEWY
User Account Settings

Site search
User account settings [] Enable user account creation from the my account page R —

i ing li User account settings
Social netwaorking links Default Page (after login): = . la}
Referral booster Eselect page | reset Administration access
Advanced HTML Enter the name of the page that users see after they login. If no page name is set, users wil Mailing list

go to their account information page. Page list & setup security

Editor settings

FTP access for user accounts
| Disabled v

(note: users with accounts on your website will be allowed to use FTP to transfer files to your
website) Users must have their own FTP program to transfer files to your website, Each user
will have their own directory for transferring files. For FTP login information dick here.

Login form:
|Iogin label: email address (defaulf) v|
Use this setting to set the label that is used on the password protected page login form.

Login page message:

: [=] Source | : | 27| : |
§ Style ~ | Font | Size v E Ti" %' E
l@o=ieasoy

Global User Account Settings Page

Use the Default Page field to determine which page a user will be directed to
immediately after logging into your site. Click Select Page to open a pop-up
window with a full list of all the available page options so that you may select one.
Once a page has been selected, its name will appear in the box. Click Reset [~ | to
undo your entry. If you do not enter a page name, users will be directed
automatically to their account information page after registering.

The drop-down menu titled FTP Access for User Accounts allows you to either disable
or enable FTP access for users. You may choose to allow access to individual users or
to all users. If you wish to learn more about FTP login information, select Click Here
to be directed to the FTP Site Upload/Integration page.

For the Login Form option, choose the login label that is used on the login form for

password protected pages. Under the Login Page Message heading, type the
message that will appear on the user login page.
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If you check the box titled Enable User Account Creation from My Account Page, you
will have access to options for more advanced settings, as shown on the screenshot

below. Specifically, you can use this page to configure the user signup form settings.

p
admin T V|ew5|te i ed|t5|te i 'store s FREVRWLTE

W GENERAL SETTINGS

Settings overview

Site user setfings

Title foater Site Settings : Site User Settings

Search engines Enter advanced settings for your site, and the select Apply changes at the bottom of this page to continue.
Google Adwords MEWW

Site search R OIS User Account S

= N
Enable user account creation from the my account page LUser accounts

User account settings

Social netwaorking links ’@Hm: - - User account settings

Refierral booster Default- full contactinformation vl e ————
Choose the new user signup form, the simple form only collects name, email address o

Advanced HTML and password. The default form collects full contact information. Mailing list

Editor settings Signup Passcode: Page list & setup security

The passcode is used to control new account signups. If the passcode is set, new users
must enter the correct passcode to register foreate an account on your website,

Default User Group:
| Ecommerce Customers: All E-Commerce Customers v

Select the default user group for newly created accounts. Mew users are automatically
placed in this account. Ex you can have new accounts go to a pending user group for
approvalfreview,

New User Welcome Page:

selectpage | reset

Enher the name of the new user welcome page. If no page name is set, users wil go to
their account information page.

Default Page (after login):

select page | reset
Enter the name of the page that users see after they login. If no page name is set, users will
go to their account information page.

FTP access for user accounts

Disabled v

(note: users with accounts on your website will be allowed to use FTF to transfer files to your
website) Users must have their own FTP program to transfer files to your website, Each user
will have their own directory for transferring files. For FTF login information dick here.

Password protected pages

Login form:
login label: email address (default) v|

Uze this setting to set the label that is used on the password protected page login form.

Signup Form Settings Page
Use the Signup Form drop-down menu to select a default or simple signup form. The
Default form collects detailed contact information, whereas the Simple form gathers
only the user name, password, and e-mail address.

If desired, type a passcode into the Signup Passcode field. Users will have to enter
this password correctly in order to register/create an account on your website.

From the Default User Group drop-down menu, select a user group under which all
new users will be registered for further review and approval.
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Use the New User Welcome Page field to determine which page a new user will be
directed to immediately after registering on your site for the first time. Click Select
Page to open a pop-up window with a full list of all the available page
options so that you may select one. Once a page has been selected, its name will
appear in the box. Click Reset [~ ] to undo your entry. If you do not enter a page
name, users will be directed automatically to their account information page after
registering.

The options for Default Page, FTP Access For User Accounts, and Login Page Message
settings are similar to those described under User Accounts Settings.

5.1.4.2 User Accounts
From the vertical User Account Settings menu, click User Accounts to be directed to
the User Accounts page. Here you can view a full list of all the user accounts.

5.1.4.3 Administration Access

From the vertical User Account Settings menu, click Administration Access to be
directed to the Administration Access section. Here you can give users the ability to
edit areas of your site.

5.1.4.4 Mailing List
From the vertical User Account Settings menu, click Mailing List to be directed to the
Mailing List section. Here you can track and manage your site visitors.

To save your changes, click Apply Changes @ pply changes . At any time, you may
click Go Back to return to the General Settings page without saving your changes.

5.1.4.5 Page List and Setup Security

From the vertical User Account Settings menu, click Page List & Set Security to be
directed to the Page List section. Here you can view a full list of all the pages on your
site.

5.1.5 Social Networking Links

From the vertical User Account Settings menu, click Social Networking Links to be
directed to the following page.
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PREVIEW SITE C

@untwrl

‘C’;ﬁ‘: 1 settmgs )L de'.ilgn ) | _Ppage list list J{ add page} page properties m

W GENERAL SETTINGS

Customnize search results

Settings overview

Titleffooter Site settings : social networking
Search engines
Google Adwords NEY
Site search Configure where sodal networking links are displayed on your website.
User account settings Enable networking links Add social networking to your pages
Social networking Blogs: To add the social networking links to a page on your site, edit any page, dick the add
links 00s: button and select the sodial networking component from the “sodalmarketing” section.
Referral booster
s
Editor settings -
Section title: |Share1‘h|s page Share this page
ex. share this page I ! Rm
Link title: |madeupcompany.com I
ex, your website address - title that is l ‘ lu‘

sent with the sharing link

Style: configure / select icons

Size: | 32x32 v

Layout: | icon only v|

AddThis button / get AddThis button
£ sSHARE W™ YR

Share button / get ShareThis button
E ShareThis

To add more sharing and bookmarking links you can get HTML codes to
add. You can try AddThis, ShareThis or any other service. Get the
HTML codes and paste them into the box above.

4@ Goback 0 Apply changes

Social Networking Settings Page

If you want social networking links to automatically be enabled on your blog pages,
then select that option from the drop down box. You can customize the Section
Title, Link Title, Style, Size and Layout of the Social Networking Links. You can also
configure the social networking icons that are displayed. If you want to add
additional sharing and bookmarking links, you can these by entering the appropriate
HTML codes.

5.1.6 Referral Booster

The Referral Booster lets users recommend your site to their friends with a simple
click. To access the section where you can activate the Referral Booster, click
Referral Booster from the vertical General Settings menu. You will be directed to the
following page.
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m v,/ ___l PREVIEW SITE ©

W GEMERAL SETTINGS
Titlefooter

Search engines

What is referral booster?
Site search Easily leverage the power of refer-a-friend based marketing, With referral booster ensbled on your site,
wisibors can recommend your sike ko their Friends with the click of a butkan,

User account settings

Referral booster To recommend your site, visitors simply click the referral booster buttan, fill aut the popup Form and push NOW.INCLUDED
send emall, Their friends are automatically sent emails with information and a link back ko your sike, WITH

Advanced/HTML EVERY

Editor setkings click here ko see a sample referral window ACCOUNT!
REFERRAL BOOSTER: What is referral booster?

¥ Show button on every page
check this box to enable referral booster at the bottom of every page on

iter
wour site, It will sppear in your sie footer area, tibiiedo Tsefepirefetral bnnsken ofvmy, ste?

Il Ermnail nokification Whe_re does the referral booster button appear on
check this box ta receive & nofification whenever somecne fills out the iy site?
referral Form

wihat happens when a visitor ko my site clicks the
REFERRAL BUTTON: referral button?
Click the link below to select vour referral booster button,

How do T know when someone has referred people

ite?
CLICK HERE to b my site

email this site !

click here to change the button image

REFERRAL POPUP YWINDOY
Enter settings below ko configure the referral popup window,

Popup Window Text

Send your friendi(s) &n email with ﬂ

s clickable link to this website.

Fill out the form below and click j mﬂ\

This text will sppear in the referral popup window.

REFERRAL EMAIL r—
Enter the emsil subject and description of your web site. This information will be g fo a fri

included i referral booster emails that are senk by the sysker, add your referral booster bution
to the botlom of every page

Email Subject
|Afriend is recommending this site

This text will appear a5 the subject of referral emails that are ert,

Web site description:

B
[ -

This text will sppear inside the email that is sent.

ﬁ G0 hack a Apply changes

Referral Booster Settings Page

To learn more about Referral Booster, click any one of the Referral Booster FAQs
(frequently asked questions) on the right-hand side of the page, and the answer will
appear in a pop-up window.

When you activate the Referral Booster, users will have the option of filling out a
form that appears in a pop-up window when they click the Referral Booster button.
Select Click Here to See a Sample Referral Window to get a preview of the referral
form, which will open in the following pop-up window.
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Send vour finend(s) an email with a chickable bnk to this websste. Fill out the form
below and chek the send emal button
Your Name
Your Email

Email Addrezses

Oprienal Personal
Message

Sarac i

Verify the image shown

Send Emal

Referral Form Pop-Up Window

Users can fill out the form and click Send E-mail Ml to recommend your site
to their friends.

You may select your Referral Booster settings under the Configuration heading as
follows.

Check the box titled Show Button on Every Page to place a Referral Booster link at
the bottom (in the footer area) of every page on your site.

If you check the E-mail Notification box, you will receive an e-mail notification each
time someone sends a referral form to a friend.

Under the Referral Button heading, you may select an image for your referral button.

To use an image other than the one that is currently displayed, select Click Here to
Change the Button Image to open the following pop-up window.
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#3 Select referral button - Microsoft Internet Explorer 5 |E| ﬂ

El

To select a button click on of the buttons below ar click the custom image link to upload your own image,

s Custom Image
. send this site CLICK HERE to Click this link to select
1o a friend
email this site ! or upload your own
nd this site Btton
I *\oa friend CLICK HERE to
emll this sie!

&

CLICK HERE to
semd this site email this site ! EE
|

email this site !
|
.
o

4

Referral Booster Image Pop-Up Window

Select your favorite image within the pop-up window by clicking on it. If you would
prefer to use a pre-existing image stored on your computer, click Custom Image to
select and upload a button image, using the following pop-up window.

/) select Image - Microsoft Internet Explorer B ] 5
|

|-. Return || View imags H Advanced upload H My images || Image library |

il

Seleck an image from the image library, You can also Upload an image from your computsr ta your web sike,
select your image by bype. I T Upload

SPEED METER

My Uploaded Images
lip At

: 1, Click browse, Find file on your machine,
® Animations

.

.

2. Click. the upload button

Photos
All Images

‘o Close window | |0 Apply changes |

H
Customize Referral Booster Image Pop-Up Window

Use this page to select an image from the Image Library or browse your computer to

locate and upload an image. Click Apply Changes ‘a Apply changes | to save your
changes, or select Close Window to close the window without saving your changes.

On the Referral Booster Settings Page, under the Referral Pop-Up Window heading,
you can select options for the referral form settings. In the field titled Pop-Up
Window Text, type the header message. This message should contain clear
instructions for the users.

In the field titled E-mail Subject, enter the subject that will be used for all the
referral e-mails sent by your users. In the field titled Web Site Description, enter a
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brief description of your site. This description will appear in all of the referral e-mails
sent by your users.

Click Apply Changes D apply changes to save your changes. At any time, you may
click Go Back to return to the General Settings page.

5.1.7 Advanced/HTML
If you would like to configure advanced settings for your site, click Advanced/HTML
in the vertical General Settings menu to be directed to the following page.

PREVIEW SITE

@u nizon

LOGOUT

admin A fview site’y :editsite--. store s/ “help™y

ke

¥ GENERAL SETTINGS
Title/footer

Advanced Site Settings

Site Settings : Advanced Settings
Search engines

Site search

Enter advanced settings for your site, and the select Apply changes at the bottom of this page to continue,

User account settings

Referral booster

| dvanced/imrn_ [
page_name [underscore] ¥

Editor settings Spaces in page names can either be converted to an ”

" or ™", Uge this setting to set how spaces are changed for page names.

[] Footer menu: Select this option to show the main menu at the battom of your site.

[ colored scrolibar: Use your site colors for the browser scroll bar, The colors will only appear in the Internet Explorer
browser,

Use the following box to customize the <HEAD > section of your HTML pages. If you have errors on your site and need to dear
your site head section, dick the following link: Clear HEAD

IMPORTANT: Use this option only if you are familiar with HTML and have the correct HTML codes.

s

Advanced/HTML Page

w o

Spaces in page names can be converted to either an underscore “_" or a dash “-".
Select between these two options by using the Page name format drop down menu.

Check the box titled Footer Menu box to place a footer menu at the bottom of all the
pages in your site.

Check the box titled Colored Scrollbar to customize your scrollbar by using site
colors. Please note that the colored scrollbar appears only in the Internet Explorer
browser.

Under the Advanced HTML Setup (HEAD) heading, you can customize the <HEAD>
section of your pages. If you are not familiar with HTML and its codes, do not alter
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the text. If you believe there are errors in your site header, select Clear HEAD

5.1.8 Editor Settings
You can configure additional advanced settings for your site by clicking Editor
Settings in the vertical General Settings menu to be directed to the following page.

[ b
fst_o: -‘-/T;K ' PREVIEW SITE

| design J{ page list }{ add page i '.-wnzorl

W GEMERAL SETTI
Titleffooter

Search engines

Site Settings : Editor Settings

Enter advanced settings for vour site, and the select Apply changes at the bottom of this page ko continue,

Site search
User account settings
Referral booster

Page name format:
Advanced/HTML
page_name [underscore] =

Editor settings

Spaces in page names can either be converted to an "_" or "-", Use this setting to set how spaces are changed for page names,
This setting only applies to newly created pages. Existing pages will not be changed.

This page is provided Far cormpatibility purposes. The new 2.0 kext editar has many enhanced Features, IF you do have problems
using the new editor, you can choose ko swikch back ko the 1.0 editar, Send an email ko suppart with & description of any
problems thak yvou are having along with and steps to reproduce wour problem,

Text editor version:
1.0 hd

Text Editor 1.0:
The 1.0 version of the text editar was the default editor used by the site manager until site manager version 4,09, If vou are
having trouble editing text with the 2.0 text editor vou can switch back bo the 1.0 version,

Mote: some Features such as links that you createdfedited with the 2.0 editar may nok be campatible with the 1.0 editar.

Text Editor 2.0:
The 2.0 wersion of the text editor has enhanced editing features and is supported in the FireFox browser,

Additional Text Editor Fonts

Use the addition fonts setting to add your own font names ko the text editor, groupboxes and page titles, The additional fonts
will shaw up in the drop down selection lisk of fonk names, Enter additional Font names in the field abave, Separate each fonk
name by a semi-colon, The Font name must match exacthy,

e, Arial; Times Mew Foman; Tahoma;

IMPORTANT NOTE ABOUT FONT NAMES:

Visitars to vour site must have the font installed on their computer to see the Font, This means thak visitars to vour site may not
see the same fonks that vou see when vou view your site, When viewing vour site From their computer, wisitors may not be able

to see the Font you have selected (font is not installed on thier computer) Instead they will see the default Font setup in their web
browser,

Use the file upload utility From the file manager and the image gallery components to easily upload images|files to vour website,
To enable or disable the upload utility click the link below,

File Upload Ukility: DISABLED

confiqure file upload ukility

|0 Caricel ||Q Apply changes |

Editor Settings Page
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On the Editor Settings page, use the Page Name Format drop-down box to select the
format of your page names, choosing either *_" or “-" by selecting the corresponding
option in the drop-down menu.

In the Text Editor Version drop-down menu, you can choose to use either the default
text editor version 1.0 or the enhanced version 2.0.

Use the Additional Text Editor Fonts field to list additional font names, separating
each entry with a semicolon. Doing so allows you to use additional fonts in page
titles, group boxes, and the text editor.

You may click Configure File Upload Utility L~~~ - -~ [to enable the file
upload utility. This directs you to the following page.

PREVIEW SITE @

@,
Zsuppert

W SEMERAL SETTINGS
TitlefFooter

Editor settings
Site Settings @ Editor Settings

Search engines : .

File Upload Utility

Site search The filz upload utility is & java application that wou run From the site builder, The utility allows vou ko view a list of directories and

e uploaded files, It allows you to upload mulitple files at the same time, ¥ou can also use the utility to upload larger files that can
nok be uploaded wia the file manager brawser based uplaad.

Referral booster

AdvancedHTML Requirements
/ The file upload dtility required that you have Java installed on your computer, IF java is installed you can click the "enable FILE
Editor settings UPLOAD UTILITY" butkon below, After the utility is enabled wou can click the link. to launch the application. wWhen launching the

application you may see several boxes/windows open as the program is initializing. If you are using firefox you may be prompted
to download the application,

JA¥A INSTALLED IN BROWSER
Click the enable link below to enable the file upload utility.

File Upload Utility: DISABLED
The file upload utility is currently disabled. To enable the utility make sure that yvou
have java installed and click the enable button below,

4@ Goback |@ Enable FILE UPLOAD UTILITY | |0 Disable FILE UPLOAD UTILITY

File Upload Utility Page
Please note that you can use this feature only if you have Java installed on your
computer. If you have Java, click Enable FILE UPLOAD UTILITY to enable the feature.
If you wish to disable the feature, click Disable FILE UPLOAD UTILITY.

At any time, you may click Go Back to return to the Editor Settings page.

On the Editor Settings page, click Apply Changes & pply changes at the bottom of
€3 cancel

the page to save your changes, or click Cancel to undo your changes.
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5.2 Design

The Design section of the Site Builder application allows you to customize the design
of your website. To access this section, click Design in the Site Builder horizontal
menu to be directed to the Design page.

5.2.1 Design
On the Site Design page (shown below), you can select a design for your site by
choosing among various options.

m layout || colors || header &images || logo builder || menu || text & styles

Design Library Design settings
Find designs and share ideas... Customize your current design...
Design library Layout settings Text and styles
T | site layout ::‘ logo builder
N o | _
S @ site colors ﬂ text/font settings
‘-‘wheader & images &= page titles
:‘ja:.-menu design |=w) groupboxes
S layout properties ‘J shopping cart

'y’-. quickbar links

LN design library
LY Find pre-built designs and
customize them with your own

settings. Design manager/more options
-
\bﬂ? whats new! [7/24/09] 2
s H design manager ‘dmore options

?_) submit design ideas

@, View site J

Site Design Page

The Site Design page provides links to many design options. The horizontal menu
has tabs that direct you to the primary design elements, listed below.

Design

Layout

Colors

Header & images

Logo builder

Menu

Text & styles

VVVYYYY

Under the Layout Settings, Text and Styles and Design Manager/More Options,
headings, you will find shortcut links to some of the most frequently used design
applications.
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. el e | T
> Site Layout T ety
. & site colors
» Site Colors
> Header & Ima es‘ — ‘
. E rmenu desigr
» Menu Design -
> Layout Properties| — "7
. "':‘ logo builder
> Logo Builder g
) .ﬂ. fonts settings
» Fonts Settings
> Page TitIes’ i ‘

=m| groupboxes

Groupboxes

gg shopping cart

Shopping Cart
uickbar Links
Design Manager

‘d more options

»r:_“ submit design ideas

‘ - quickbar lirks ‘

a design manager

vV V VYV V

A4

More Options

» Submit Design Ideas

5.2.2 Design Manager

The Design Manager feature allows you to save your current design so that it can be
restored at a later time. That way, you can experiment by creating a new design,
while still having the ability to restore your current design. To do so, click Design
Manager under the Advanced Design Options heading to be directed to the following
page.

m layout || colors || header &images || logo builder || menu || text & styles

Design Manager m

Use the design manager to save your current design so that it can be restored at a later time. If you want to experiment with creating a
new design, save your current design settings. To restore your previous settings, select the design from the list below.

Design Name Update Time

No designs found H

To save your design, click the "save current S AVE CLRRENT DESIEN
design" button on the right side of the page.

old design manager

ﬁ Go back

Design Manager Page

You can use the Design Manager page to copy the existing design settings by clicking
the Save Current Design link. L~~~ | Enter a name for the design that is
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being saved and click on the Save button. The design name can only contain letters
and numbers and must start with a letter. Also, do not include any spaces in the
design name.

Once you have saved your design, you can use the Site Design page to set the
design of your site. Click the Design Library link to be directed to the following page.

Select design

What type of design are you looking for?

Design home

search | popular category : default | | clean || graphical | | dark | | light | | colorful build your own

1| 12| 3] |4 |5] (6] |7 [8] |9 10| [11] [12] 115 |Next >

Select Design Page

You can click on any of the categories to see the designs for that particular category.
To select one of the displayed layouts, simply click on the design of your choice.
Please note that selecting a new design will also change the menu buttons.

5.2.3 Layout
The Layout section of the Site Design page allows you to select a layout for your site.
Click Layout on the horizontal Design menu to be directed to the following page.
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EDIT SITE SETUP STORE

design m colors || header & images | logo bulider || menu || text B sthyles

Site Layout:; Select "

mmw basmicidesn || &l layvouts | dark

112134 |More Desgns

PREVIEEW | SELECT LAYOUT PREVIEW | SELECT LAYOUT

S oo Lo
PREVEW | SEECT LAYOUT

T —
FREVIEW | SELECT LAYCUT

FREVEW | SELECT LATOUT [ PREVEW | SELECT LAYCUT | PRIV | SELECT LAYOUT

1{2[|3] |4 [More Desigrs
48 Go back

Layout Page
The Layout page displays many layout options. To view each layout in greater detail,

click the PREVIEW option that appears below each image. The preview will
appear in a pop-up window.
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“J Layout Preview - Microsoft Internet Explorer i ] |

B RE

-

k1 BB PageTitle

Rt I Lorem g {arisle beet) dofer o amet, commctetus: sekpincr s 5aé bictus, iem
Linkd Touw Loge | qus shamcsrpar sabctud e

BB PageTitle ¥F PageTitle

eoen i (s ph Seat] dakr 1
6, ConGRCIRIST abpiacng Si

uch 0 s wlamarper
mibtecin aunc.

m s (sampe het] dakr st

(@) PREV »SELECTLAYOUT 4 NEXT (3)

Close Window |

Layout Preview Pop-Up Window

Once you have opened a Layout Preview pop-up window, you may click Prev or Next
to preview the previous or next layout, respectively. Click Select Layout
[ ———-———- | to select the layout for your site. You may also select a layout
simply by clicking on the chosen image.

5.2.4 Colors
The Colors section of the Site Design page allows you to select colors for your site.
Click the site colors link to be directed to the following page.
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design || layout m header &images || logo builder || menu || text & styles

Colors: Advanced color customization m

|\gr' Color selector Hﬁ Color scheme H& Advanced setup ‘

text background [REIEES Wl | Color grid

I
dark 1 dark2 dark3
I B e

light 1 light2 light 3

4@ Go back a Apply changes

Color Selector Page

Choose what you want to change the color of from the left hand side of the screen
and use the color selector to change the color. You can also click on the Color Grid

tab and pick the color you want.

& Color scheme

To define a new color scheme for your site, click Color Scheme to be

directed to the following page.

“Home " REQUESTAQUOTE " QUR GUARANTEE " ABOUT U | CONTACT " NEWH

design || layout __ header &images | logo builder || menu || bext 8 styles

Cr 1EME

|‘W Calar selectar ||$ Color schems ‘ ‘.& Advanced setup ‘

Select base color

select ‘ select ‘ select | select | select |
HE R B B B
[ [ ] [oe] [ ] ]
select ‘ select ‘ select | select | select |
< LIGHTER ol
= COLOR SHIFT | s

@ Gnback G Apply changes
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Color Selector Page

On the Color Selector page, you can select the base color of your site pages and a
color scheme for your site. Click on any of the color cubes and then select any of the
schemes. Click <LIGHTER OR DARKER> to adjust color shades slightly. Click
<COLOR or COLOR> to view more shades to choose among.

Once you are finished, click Apply Changes to save your changes. At any time, you
may click Go Back to undo your changes and return to the Color Selector page.

& Advanced setup

Clicking on Advanced Setup
settings on the following page.

allows you to define advanced color

REQUEST A QUOTE OUR GUARANTEE ~ ABOUT US CONTACT NEW1

design || layout m header & images || logo builder | menu || bext & sbyles

Advanced color customization

To change a color, click on the color wou wish ta change, and use the color palette located below,

Link Color g COLOR DEFINITIONS:
Link {link): This is the default calor For hyper links on your site,
Link Calor Visited DEF Link ¥isited {link visited): The visited color is used For links that have been clicked on by
wisibors,
Menu Text DEF Menu {menu): Main menu text color
Menu Over {over): Main menu text colar when you move the mouse over the menu
Menu Text Selected DEF butkan

Menu Selected {selected): Main menu kext colar that is displayed For the current page
Submenu (sub): Sub menu text colar

Submenu Over (sub over): Sub menu text color when you move the mouse over the menu
butkan

Menu Text Over DEF

SubMenu Texk DEF

Submenu Selected (SU;J Sub menu text color that is displayed For the current page

SubMenu Text Selected DEF sel):

reset colors reset links
SubMenu Text Over DEF

@@ Goback a Apply changes

Home Reques Our Guarankes  About s Contack newl

Advanced Color Settings Page

On the Advanced Color Settings page, you can define colors for Link Text, Menu Text
and Sub-Menu Text, both before and after a user has clicked on the text.

Click on any of the options listed in the left-hand side column and then choose a
color from the color palette that appears in the following pop-up window.
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o o 110 £

close window

[ | [ [ [ [

Color Palette

If you are displeased with your selection, you may click Reset Colors or Reset Links
to undo the changes you have made. Once you are finished selecting colors, click

Apply Changes Q Apply changes | to save your changes. At any time, you may click
Go Back to undo your changes and return back to the Color Selector page.

5.2.5 Header & Images

The Header & Images section within Site Design allows you to select and customize
the header image on your site. Click Header & Images on the horizontal Design
menu to be directed to the following page.
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Somple Websitfe

SlogQonLliIneE =

HOME 5% PRODUCTS 33 WHOLESALE AREA 33 PHOTOS 32 J

design || layout || colors |JESELEERIHENR S | logo builder ” menu || text & styles |

Header & Images “

s Ty

T

@@@DDD

‘@ Select banner H@ Customn header ‘

Heights[sdion 120 9]
or Graphic Width:
click image [57] EIEIEQEID o

Here

to changa

The banner fill sets how the right side of the banner locks when your pages are wider than the banner area.

- com

Header & Images Page

On the Header & Images page, you can enable the animated flash banner by
checking the box titled FLASHANIMATED [T [V omvw=m

Click any of the color icons displayed below the header image to change the base
color. The small black arrow indicates the color that is currently selected.

. . Q Select banner o
To view other banners, click Select Banner . This will open the

following pop-up window that offers many banner options.
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} Theme Header Selector - Microsoft Internet Explorer I i m] 5[

-

site hanner

The site header is displayed across the top of wour site. To change wour header click the preview banner image From the list
below, {Mote: the header will use the colors you have currently selected For your design)

Search: ul 1 |E| Ej imore Banrers |
[

Cabegory:
generic L4 ﬂ
Standard:

patterns (25)
genetic (21)
abstract (22)

salid (6)

gradient {4)

custam header (5)

Categories:

animals (15}
architecture (93
arkiphotography (11)
automotive (10)
business (28)
candles (73
city life {13)
communication (7}
computers (11)
construckion (7}
education {7}
Farmfagriculture (51
fashion (3)
finance ()
Flowers (15)
holiday (41)
home interior {14}
insurance (61
internet {12}
jewelry (73
legal (B}
medical (9}
rusic {19)
nature/outdoors (26)
peoplefFamily (29)
politicsfelections (2)
realestate (7)
religion {24)
restaurant/food (12)
romance/wedding {2
sportsfgames (29)
transportation {5)
travelfevents (6)
techfspace (6)

Custom Banners

Dan't see a banner that vou
like? Upload your own! Close
this window and click the link
to upload & custom banner
From the header & images
page.

=
Hl [

Banner Pop-Up Window

Within the Banner pop-up window, you can use the search option to browse banners
in each category listed on the left-hand side of the page. To select a banner as your
header image, simply click on the chosen banner. It will automatically be set as your
header image. Click Close Window to close the window.

@ Custom header

If you wish to a different header image, click Custom Header . This
will open the Theme Header Selector pop-up window, where you can locate and
upload the header image of your choice.
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Solid badkground fcustom header styles

System Banners

Use a system banner. Customize the header area using your own HTML, or images.
N
upload your own banner your graphic
b | b 1 L | L L A
select a system banner your graphic { fills header area )

System Banners

System banners allow you to have a
banner that fits into your layout. You can
enable flash/banner animations and have
your site logo overlay the banner image.

CUSTOM HTML

LOGO BUILDER

LOGO BUILDER

LOGO BUILDER

€3 Close window

Theme Header Selector Pop-Up Window

Within the Theme Header Selector pop-up window, click on upload your own banner
and you can type the file path of the desired image in the field, or click Browse

Browse.. | to locate the file on your computer. Then click Upload = YPlead to upload
the selected file.

You can also use the Theme Header Selector pop-up window to customize the header
by using logos or by using custom HTML.

. . . o Close windom
To close the window, click Close Window

If you want to have an image in the custom banner, then click on the Image link
under the Customize Banner/Images section. The Select Image window will open
that will allow you to select the image that you want to appear in the banner. See
the Image Upload section to learn how to upload an image. After an image has been
selected, a thumbnail of the image will appear under the Customize Banner/Images
heading on the Header & Images page. You may customize the banner further by
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setting its Height and Width. This is done by choosing an appropriate option from
the corresponding drop-down menus. The Fill drop-down menu allows you to specify
the pattern that will fill the right-hand side of the banner if the pages are wider than
the banner.

" . A changes
When you are finished, click Apply Changes 2 seevennoes | | vo save your changes.
At any time, you may click Go Back to undo your changes and return to the Design

page.

5.2.6 Logo Builder

In this Logo Builder section of the Site Design page, you can change the style of your
site’s title text and logo. To access this section, click Logo Builder on the horizontal
Design menu to be directed to the following page.

design || layout || colors || header & images menu || text & styles

Logo Builder “

‘ = Select logo from lbrary ‘ |ﬁ Upload your own logo ‘

Logo text Logo style
line 1:|Sample Website || middle w e - ~
ﬁf SITE TITLE
line 2: | Slogan/Line 2 | | left b | ]

‘ =a| Select logo | ‘ﬁ Upload logo

s TITLE #TLE + % % XK * *

Logo line 1 - style Logo line 2 - style

Font: ' xr Font: ' xr

Nsuropolitical |35 + || Bold/talics | [ default .. [ 18 |+ | Bold/talics |+
IE@@I;DD i I:ll:llill:ll;”] i
options/feffects options/effects

@@ Goback O Apply changes

Logo Builder Page
Type your desired site title in the Line 1 and Line 2 fields under the Title Text

heading. You can adjust the alignment of the two lines by selecting one of the
options provided in the Align drop-down menu, as shown below.
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align
default A l
default (scale to fif

top left

top middle
top right

left

middle

right

hottom left
baottarn middle
hottom right

Align Drop-Down Menu

You may change the appearance of your logo by using the Logo Style options on the
right-hand side of the page. To change the current logo style, click Select Logo to
open the Logo Selector pop-up window.

Z} Logo Selection - Microsoft Internet Explorer =01 x|

t e logo j
To chonse a nevr sits loga, dlick one of the logo preview images belov,

Logo Categories:

logas (139) SIT& TITLE

patterns (19) SLOGAN/LINE 2 > loge, 1 yotr peoder
sutomative (3)
computers (3) PE e TIML
fashion {1} SITE TITLel': wa&
SLOGAN/UNE
internet (1)
music (1)
raefutdors ) oive TiLe | 4, sie TMLe
peapleffamily (%) SLOGANSLNE 2 SLOCARNALINE &
realestate (4)
religion (5) .
imar se e | (SSiTE TITLE

sportsigames (2)

ecommercefshopping (2)
wio (DoiTe TMe | e TMLe
SLOGAN/UNE 2 L SLOGAN/UNE 2
L]

= TITLE SITE TITLE

SLOGAN/NE 2 SLOGANJUNE 2

Oal
K e fare tme

ot SLOGANJLINE 2

® SLOGAM/LINEZ

| »

Logo Selector Pop-Up Window

Within the Logo Selector pop-up window, select a new logo style by clicking one of
the displayed images. Click Close Window to close the pop-up window. Once you
have chosen a logo, you can change the position and size of it by selecting from the
Logo Position/Size box.

If you prefer to use you own logo image, click Upload Logo to be directed to the
following page.
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design Ia\,rout' colors 'header&images meny | text & styles

Logo Builder m

Choose a style for your site title, and then select Apply Changes at the bottom of this page to continue. You can view your g.%

current title at the top of the page.

Upload your own logo
Your logo will appear in the banner area - Use .png images with transparancy to have your logo blend into the banner
background.

Logo alignment: | Middle v ‘C@\\J Change to logo builder ‘
g smmston e ¥

i gy &
NG Rt R
Click here to change this image

-

Your Own Logo Image Page

On the Your Own Logo Image page, you can select the logo of your choice. You may
also customize your chosen logo, setting the Logo Alignment and Logo Animation
options by using the corresponding drop-down menus.

To change the logo image, select Click Here to Change This Image. This will direct
you to the Select Image section.

@ Apply changes
L, Change to logo buider

to save vyour

When you are finished, select AppIT Changes

changes. Click Change to Logo Builder to return to the Logo
Builder page. At any time, you may click Go Back to return back to the Design page.

When working with the Logo Builder, you can use the Logo Position and Size box in
the middle of the screen to select your logo’s position on the page and its size.

You can also change the formatting of the title text for both logo lines. Select your
desired font from the Font drop-down menu. The Sample Text area displays how text
will appear in the selected font. You can also change the size and style of the text
by selecting them from the appropriate drop down boxes. Click the options/effects
link to reveal additional options for the logo text. You can change the Fill, Draw Style
and Text Effect on the logo text.
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.. § A changes
Once you are finished, select Apply Changes D seevenanoe: | | o save your changes.
At any time, you may click Go Back to return to the Site Design page.

5.2.7 Menu

The Menu section of the Site Design page allows you to customize the menu settings
on your site. Click Menu on the horizontal Design menu to be directed to the
following page.

design || layout || colors || header & images || logo builder m text & styles

Site Menu Settings m

Menu style: ome 22 | mouseover on v Site menu

D Invert colors

Select GRAPHIC menu button
Show main menu in upper case

Select TEXT menu button Showr sub menu in upper case

Font family: | Trebuchet MS v| ‘?y Custormize menu text colors |
Sample Text
oot s [ Wt
Shadow: Popup Menu: ENABLED

Click here to disable popup submenus

NOTE:

Popup windows may not work in all browsers and will
not appear over flash animations or form controls
such as drop down boxes.

IMPORTANT:

If you have = design in which the popup menu
overlays an animated flash banner, you should
disable either the popup menu or your flash banner
Popup menus will not overlay flash banners in all
brovsers

Window color: B OO
r

Border color: [}

Border size:

s

Menu Page

On the Menu page, you can adiust settings for the main menu and the sub-menu. By
clicking Main Menu , you can access the options for the main menu

settings. Similar options will appear when you click Sub Menu | submenu |
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You can change the menu style by selecting either the Select GRAPHIC menu button
| e o | or the Select TEXT menu button ‘ Tomes TR mena Remeen ‘ Clicking

on the Select GRAPHIC menu button will open up the following pop-up window.

Categories

Select Style

Available Styles

bulet [41]

@ = o

€ close window

Graphic Menu Style Pop-Up Window

Click on the desired button style to make it the style that will be used on the menu.
The graphic menu buttons are sorted by three categories: buttons, bullets and text.
Click on each category to see the available buttons.

Clicking on the Select TEXT menu button will open up the following pop-up window.
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Select Style
Available Styles Preview

light backeround | dark backsround

Bl bin1

;: bin2 o close wmdm'.;: @ select style ‘
Bbm3

B b

Bl ots

B

Bl otns

Bbins

Bl

Bl oo

Preview Style:
To preview a style select the style from the list above. The preview will be
displayed on the right side of the page.

Select Style:
To select a style, dick the "select style” link below the style preview,

€3 Close window |

Text Menu Style Pop-Up Window

The available button styles are on the left hand side of the page. Click on a button
style and a preview of the style will show up on the right hand side of the screen.
Click the Select Style button to load the desired style.

On the Menu page, the Font Family drop-down menu allows you to select a font for
your menu text. The Sample Text below this drop-down menu shows how the text
will appear. Select the Font Size, Style, and Shadow from the corresponding drop-
down menus below the Sample Text.

The Site Menu box on the right-hand side of the page gives you three options; Invert
Colors, Show Main Menu in Upper Case, and Show Sub Menu in Upper Case. Check
the appropriate box(es) to specify your preferences.

To select colors for the menu text, click Customize Menu Text Colors. You will be
directed to the Advanced Setup section under Colors.

In the Pop-Up Menu Settings Box, you may either enable or disable the pop-up menu
functionality by selecting Click Here to Enable Pop-Up Submenus.

G Apply changes

Once you are finished, select Apply Changes to save your changes.
At any time, you may click Go Back to return back to the Site Design page.

5.2.8 Text & Styles
The Text & Styles section of the Site Design page allows you to determine how text
will appear on your site. When you click Text & Styles on the horizontal Design
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menu, you will be directed the following page, which opens to the Default Text
cerautt text JUIY

design || layout || colors || header &images || logo builder || menu

Default Text Preview

Default text

Footer Fext Text Title 1 Tidle 1
Page titles Lorem ipsum {sample text) delor sit amet, consectetuer adipiscing elit. Ultricies pharetra  Title 2
Groupboxes wisi orei et massa. Title 2
sample link text

Shopping cart

Layout

‘Ia Select font style ‘

defaulttext text titles || links

Default text style

Text:|—defau|tfnrrt— v”- v||pt v|| v”- W

Text color: E
Line height:

-

IMPORTANT INFORMATION ON USING THE STYLE SETTINGS:

When vou change your default text settings. you may need to reformat text on your site to use the new
default settings. To change text to use the default settings, edit any text component and choose the
"default text” setting from the font size or font name menus.

After changing vour default text settings, review your site to make sure vour text displays propetly.
GENERAL NOTES ON USING TEXT & STYLES SETTINGS

¢ The default font settings may not apply to all text on your site. If you have edited text. set the font
size and color using the text editor the font size will not be the default. To set text editor fonts to the
default, highlizht the text, click the font size option in the editor and select "default text”.

* Use the default values whenever possible to make it easier to manage your text styles. Select """ to
choose the default value.

+ There may be places on your site where the default text settinzs do not apply.

¢ The default site font is "10pt"

+ Font size: pt - point size {font size varies depending on the text settings of the computer viewing
your site) ** recommended

+ Font size: px - pixel sized (font size is set to a fixed pixel size. This setting can cause problems if it is
too small because the text will not get bizger on computers with hizher screen resolutions and may
be difficult to read.

Text and Styles Page
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As you can see, the menu on the left-hand side of the Text and Styles page presents
five tabs:

Default text

Footer text

Page titles

Groupboxes

Shopping cart

Layout

YVVYVYVVYYVY

5.2.8.1 Default Text

Within the Default Text tab, you can define the default text, text titles and link style
settings. To change the text style, click Default Text to access the options shown
below.

defaulttext text titles || links

Default text style

Text:|—defauhfcunt— VH v”pt v”- v”- v|

Text color: E
Line height:

Default Text Settings Options

Within the Default Text Settings Options, you can select the font, size, and style of
text by choosing options from the corresponding drop-down menus. To select the
text color, click on the color icon and choose an appropriate text color from the color
pop-up window that opens.

[ ol [ (8 1 1 ] :E: close windaw

HEX code: select hex

Color Pop-Up Window

Select a text color by clicking on the color of your choice. To close the window, click
Close Window. You can also choose the line height of the text.

To change the text title style click Text Titles to access the options shown below.
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Text title 1

default text w links

Text: |—defauhfu:unt— w

Text color: E
Bottom margin:

Text title 2

Text color: E
Bottom margin:

Text title 3

| B N | ™
Title 2: |—|:|efaurtfu:|nt— v|| v||pt v|| v|| W
Title 3: |—|:|efaurtfu:|nt— v|| v||pt v|| v|| W

Text color: E
Bottom margin:

Text Title 1:

use the heading style on your fo

rm builder titles.

Faragraph headings are used on standard =ite pages such as the my account page, ecommerce
pages, site registration page, guest book and various other places on your website. You can also

Text Titles Settings Options

Within the Text Titles Settings Options, you can select the font, size, and style of text
titles by choosing options from the corresponding drop-down menus. You can select
text title font colors through a process similar to that used to change the default text
color. You can also change the bottom margin by choosing from the drop down box.

To configure settings for link text, click Links to access the options shown below.
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default text || text titles

Text: | —default font — % |[[-  »|[|pt »||- ] - w
Text color: E
Underline: | - v

Text: | —default font — ¢ |[[- | »|[|pt w||- |- w
Text color: E
Underline: | - v

Link Colors:

Uze the settings above to set the text style for your site links as well as the link style when the
mouse i= moved over the link. Make sure your link colors are different that your text colors so they
can be identified as links. To remove the text link underlines, set the underline property to "none”

Links Settings Options

The Default Links Settings Options allow you to set the style for normal links and for
links when the user’s cursor is placed over them. The options under the Link Text
Style heading lets you select the font, size, style, and color for the links through a
process similar to that used to change the default text and text titles styles. The
Underline drop-down menu allows you to remove or place lines under the text for
your links.

The options under the Link Text Style (Mouse Over) heading let you change the style
of links when the user’s cursor is placed over them. You may select the font, size,
style, and color from the corresponding drop-down menus. The Underline drop-down
menu allows you to remove or place lines under the text for your links.

Please note that links and default text should have different text colors, so that links
stand out and can be easily identified.

(~] Apphy changes

Once you are finished, select Apply Changes to save your changes.
At any time, you may click Go Back to return back to the Site Design page.

5.2.8.2 Footer Text
The Footer Text tab will allow you to change the text of your Footer Menu. Click
Footer Text in the vertical Text & Styles menu to be directed to the following page.
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SETUP EMAIL

design || layout || colors || header &images || logo builder || menu |RESLf- RS =5

Text & styles

Default Text Preview

Default text
Footer text
y Home Products Services Aboutus Sitemap Contact
Page titles Lorem ipsum {sample text) dolor sit amet, consectetuer adipiscing elit. Ultricies pharetra wisi orci
Groupboxes et massa.
sample link text

Shopping cart

Layout

footer Lol footer menu

Footer : area/box

Border:
Padding:
Background Color: E

Background image:

| Select background from library | | Upload background file | | Clear reset |

Footer : text style

v |- v

Text:l—defaultfont— v|| v||pt v||

Text color: B

Footer : Link text style

Text:l—defaultfont— v|| v|||:|t v|| v”- v

Text color: B
Underline:

Text: | - default font —

Text color: E
Underline:

v Mesl & =

restore default settings

-

Footer Text Page

For the footer box area, you can put a border around it by selecting from the drop
down box. You can also change the padding and margin of the area. If you want to
change the background color of the footer box area, just click on the Background
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Color option and select the desired color. You can also upload your own background
image or select a background from the library by selecting the appropriate button.

For the footer links, you can change the font of the text as well as the size, color and
whether or not you want the link underlined. You can do the same thing for mouse
over footer links.

You can click on the Footer Menu tab to make similar changes to your footer menu.

5.2.8.3 Page Titles

The Page Titles tab of the Text & Styles section allows you to define the styles for the
global site page titles. Click Page Titles in the vertical Text & Styles menu to be
directed to the following page.

design || layout || colors || header &images || logo builder || menu | RIS EE 2 3

Default text

Eooter text Use ﬂnelpage title settings to define ﬂ:ue global page title styles for your site, To add a title to a page, edit the
page, dick the add button and select “page title”™ from the standard web components menu. You can create

Page titles three different global titles styles. (Page Title 1, Page Title2, Page Title 3). When you change your title style, it

is automatically applied on all of your sites pages that use that style.

Groupboxes

LRl Page Title 1 : |change style | |text&c0l0rs

Layout Sample Title

Page Title 2 : | change style | | text & colors

»r Sample Title

Page Title 3 : | change style | | text & colors

P> Sample Title

Site Titles Settings Page

The Site Titles Settings page provides options to create three different global page

title styles. To configure a title style, click Change Style to open the
following pop-up window.
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3} Page Title Selection - Microsoft Internet Explorer

=101 x|

Select page kitls style

To select a page title style, click one of the preview images below,

| select | | customize/icon

|" 3¢ Sample Title

select | |customize/icon

- Sample Title select | | customize/icon

# Sample Title select | | customizeicon

B Sample Title select | | customize/icon
4

1

or”

Page Title Selection Pop-Up Window

The Page Title Selection pop-up window provides page title options for you to choose
among. To choose one, click on the corresponding Select button. You may customize
the style with the use of different icons. To do this, click Customize/Icon to view the
icon options in the same window. Click your favorite displayed icon to select it and
click Go Back to return to the Title Selection page. To close the window, click Close

Window.

To modify the appearance of page title text, click Text & Colors on the

Site Titles Settings page to display the following options.

Page Title 1

QSampIe Title

. Sample Text
Size/Style: |15 'l IEIDId [~

Text Color 1: ] (][ (][] i
a
Text Color 2: W]
=

Text & Colors Options

You can use the Text & Colors Options to select the font, size, and style of the text
from the corresponding drop-down menus. The sample text in the Font field shows

you how the text will appear with current selections.

You may choose two different title text colors by clicking on the individual color icons

displayed to the right of Text Color 1 and Text Color 2.

Once you are finished, click Apply Changes

[~ Apphy changes

Click Close to close the options section.
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The Sample Title section on the Site Titles Settings page shows how titles will appear
with the current selections.

You may configure style settings for all the three global page titles by following the
steps described above.

5.2.8.4 Groupboxes

The Groupboxes tab of the Text & Style page allows you to define the style for your
site’s global groupboxes. Click Groupboxes on the vertical Text & Styles menu to be
directed to the following page.

design || layout || colors || header & images || logo builder || menu

Default text

oot Use the groupbox st'ylg settings to define the global _gr-:upb-:-x §t'yles for your site, To add a groupbox to a
page, edit the page, didk the add button and select "groupbox™ from the standard web components menu. You

PENRuu -l can create three different global groupbox styles, (Groupbox 1, Groupbox 2, Groupbox 3). When you change

- your groupbox style, it is automatically applied on all of your sites groupboxes that use that style.

Groupboxes

Shopping cart

Groupbox 1 Groupbox 2 Groupbox 3

box contents

box contents

box contents

select style| | text & colors

select style | | text & colors select style | |text & colors

oo

Groupboxes Styles Page

The Groupboxes Styles page lets you define three different groupbox styles. The
current groupbox styles are displayed below the Groupbox 1, Groupbox 2 and
Groupbox 3 headings. Click Select Style under each groupbox to define a new style
for the corresponding groupbox. This will direct you to the following page.
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|

Select Style

Categories

simple boxes [11] Category : groupboxes

background [7]

select  customize icon select  customize icon select  customize icon

Title L3

select  customize icon select  customize icon select  customize icon

Groupbox Selection Pop-Up Window

Choose from the available groupboxes to change the groupbox. On the Groupbox
Styles page, click on Text & Colors under each groupbox to change the settings for
that groupbox. This will direct you to the following page.

Groupbox settings

Groupbox 1 Preview:

Title

box contents

Groupbox Settings:

Fort[Tahoma ¥ |Sample Text

size/Style:| 12 v| |[Regular  v|

Title text color: W E O] i3
FY

Groupbox colorl: W EE[JEC] 1
FY

Groupbox color2: W[l W] {7
FY

Background color: [l JTI[] [}

F Y

|0 Close ||0 Apply changes |

Groupbox Settings Window
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You can select the font, color, and style for a groupbox from the corresponding drop-
down menus. The color icons below these drop-down menus allow you to select the
Title Text Color, Groupbox Colorl, Groupbox Color2, and Background Color. Click on
any of the color boxes to select it. The small black arrow indicates which color is
currently selected.

&2 Apply changes

Once you have finished, click Apply Changes to save your changes.
At any time, you may click Go Back to return to the Groupboxes Styles page.

You may use the Groupboxes Styles page to configure style settings for all the three
types of groupboxes by following the steps described above.

& ~pply changes

Once you have finished, click Apply Changes to save your changes.
At any time, you may click Go Back to return to the Site Design page.

5.2.8.5 Shopping Cart

A shopping cart displays all the products that you offer for sale and gives customers
a way to select their purchases. Clicking the Shopping Cart tab of the Text & Styles
section opens the following page, where you can select the style and color of text for
your site’s shopping cart.
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EDIT SITE SETUP STORE UPGRADE SITE ONLINE

design ” layout || colors ” header &images ” logo builder || menu

Default text
Footer text

Shopping cart colors and display settings

Customize your shopping cart color and text color. To customize & color, dick the color box to open the
Page titles color selection window. Choose your color and dick OK to save your changes.

Groupboxes
. Shopping Cart Colors Shopping Cart Preview
Shopping cart
pping [ cart Color Product Qty. Price Total
VN (W] Cart Text Color sample Product A I:l §19.95 £19.95

[reset] [ update/preview

Sample Product B I:l $12.00 £12.00

Sub Total %31.95
Shopping Cart Buttons

) Customize your shopping cart buttons

More Shopping: more shopping ‘a change button style |
Cancel Back:
aneelfo= m ‘a upload your own buttons |

a reset to defauft
Submit Order: submit order

Add to Cart:

Add to Wishlist: add to wishlist

Buy Mow:

LYL Y ADD 10 CART |
(smal) Buy Mow: JETTEETN

(small) Small Cart: Lf
Checkout Progress: i p

Remove from Cart: ﬂ

Shopping Cart Tags

NEW ARRIVAL SPECIAL OFFER CLEARANCE
a select tag style
(D sekcttag e |

[ X
[ X

s

Shopping Cart Settings Page

The Shopping Cart Colors section of the Shopping Cart Settings page allows you to
customize the text and body color for your site’s shopping cart. Click on the color
icon to open the Color Selector pop-up window (shown below) where you can select

a color for your shopping cart’s body and text color.
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J select a color - Microsoft Internet Explorer P ] 4|

ol lector
Tao =select a colot, click a colot from the color grid below.

HEX code: select hex

io Cloza window ‘

Color Selector Pop-Up Window

To select a color, simply click on one of the color cubes in the Color Selector pop-up
window. Click Close Window to close the window. On the Shopping Cart Settings
page, you may click Reset to cancel your selection and revert to the previous colors.
To save your changes, click Update/Preview.

The Shopping Cart Preview section shows how your site will appear with the current
selections.

The left-hand side of the Shopping Cart Settings page displays all the buttons that
are used in your site’s shopping cart. Under the heading titled Customize Your
Shopping Cart Buttons, you will find options to change the button style, upload your
own buttons or reset to the default buttons.

To select a new style for your site’s shopping cart buttons, click Change Button Style
to open the following pop-up window.
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Select Style

Categories Awvailable Styles

Round Buttons [80]

TEEEnpoT Bore B Jecure Checkout Jecure Checkout Secure Checkout
Color - Blue [23]

Color - Red [17]

Color - Gl 25
o] JSecure Checkout Secure Checkout Secure Chechout
Color - Gray [32]

Color - Teal [14]
Color - Orange [12]

Calor - Brown [2] ( {8 Secure Checkout ) L & Secure Cm::kuul_:'
Color - Yellow [11]

Color - Pink [16]

e B " B Secure Checkout | (B}, Secure Checkout ( ) Secure Checkaut )

All -Page 1[49] . > .

All -Page 2 [48]

All - Page 3 [48]

All - Page 4[45] ‘ I Secvre Checkovt I Q Secvre Checkovt I o Secvre Checkovt I

0 Secvre Checkovd I o Secvre Checkovd l 0 Secvre Checkovd |

(:i JSecure Checkout ) f\’. JSecure Checkout o JSecure Checkout

0 Close window

Change Button Style Pop-Up Window
Click on any of the displayed options to select a button style.
The Shopping Cart Buttons column on the left-hand side of the Shopping Cart
Settings page will automatically display a preview of the buttons that you have
changed. If you are displeased with your changes, click Reset to Default Buttons to
revert to the default button style.

To upload your own button style, click on the Upload Your Own Buttons and then
click on the button you intend to replace. This will open the following pop-up window.
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-3 upload Buttons - Microsoft Internet Explorer B ] 5 |

Upload Button
To upload a nesy button use the form below,

Current Image:

»

1. Click browse, find file on your machine,
2. Click the upload buttan

Browse... | UP‘Dadl

close window

Upload Buttons Pop-Up Window

Click Browsewl to locate the button image file on your computer. Click Upload

Ml to copy the file from your computer to the website. Then click Close Window
to close the window.

As stated above, the Shopping Cart Buttons column on the left-hand side of the
Shopping Cart Settings page will automatically display a preview of the buttons that
you have changed.

You can also change the Shopping Cart Tags by clicking the Select Tag Style button.
If you are displeased with the changes, click the Reset button to revert to the default
shopping cart tags.

To save your changes, click Apply Changes a Apply changes
click Go Back to return to the Site Design page.

. At any time, you may

5.2.8.6 Layout
The Layout tab in the Text & Styles section lets you define page layout settings.
Clicking on the Layout tab will direct you to the following page.
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desian ” layout || colors || header & images ” logo builder || menu |

Page Divider Lines

EDIT SITE SETUP STORE

Default text

S e se this setting to change the page divider lines. To show page divider lines on your pages either create a
new page and choose one of the layouts with divider lines or edit one of your existing pages and dlick the
PELCRun - change layout button at the bottom, Choose one of the new layouts with divider lines,

Groupboxes

: Divider line le:
Shopping cart graydots ¥

Page Width

Select the width for the content area of your pages. You can either select a fixed width for your page or a percentage
width. If you select a percentage based width, the width of your site will vary depending on the screen resolution of
the person visiting your site. NOTE: Some layouts may not work with the 640 width,

Om=n © gy O gmem O g

default &40 800 10248 my pages are too wide, how do i fix them?

Oy O O e (O gom

80% 0% 95% 100%

advanced layout settings
Use the advanced layout settings page to adjust your site margins, spacing between components, minimum sidebar

widths and mare,
4@ Goback a Apply changes

Page Divider Line Settings Page

A page divider line is the line that appears between sections of your website. To
change the style of your site’s page divider lines, choose one of the four options
listed in the Divider Line Style drop-down menu.

The options under the Page Width heading allow you to select the width of the
content area on your site. You may select either a fixed or percentage width by
checking one of the boxes. If you would like additional information about page
widths, click on one of the questions displayed under the Frequently Asked Questions
heading. The answers will appear in a pop-up window.

The options under the Advanced Layout Settings heading allow you to alter the page
margins, spacing, and sidebar settings. To do so, click on Advanced Layout Settings
advanced layvout settings to pe directed to the following page.
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design || layout || colors || header & images || logo builder || menu |REZad Eaab 2

Layout: Advanced Settings : m

Use this page to adjust the spacing of your site layout and spacing between page components.

PAGE MARGINS :
top margin: | 10 |+ !pixels
_ | ]
; S | .
side margin: I_E,:ip'mls o ool el P RPN Y
PAGE LAYOUT .
component spacing: l__-_I_E[P_x__:’_,EDiXEh - .I.
column spacing: !_Bpx V!pixels I
LEFT SIDEBAR
spacing: | 15px ¥ pvet
width {minimum): | 100+ Epixels I S10E MARGING
L~ &S B TOP MARGIN
RIGHT SIDEBAR . M SIDEBAR: LEFT - width/spacing
spacng: | 15px | | pixels M SIDEBAR: RIGHT - width/spacing
e vl . B COLUMN SPACING
v (i ) | __!DIXE|S B COMPONENT SPACING
reset spacing

@ Goback @ Apply changes

Advanced Layout Settings

Under the Page Margins heading on the Advanced Layout Settings page, you can
select the top and side margin measurements from the corresponding drop-down
menus.

Under the Page Layout heading, you may specify that columns and other page
elements should maintain a certain distance from one another. Select your preferred
options from the Component Spacing and Column Spacing drop-down menus.

Under the Left Sidebar and Right Sidebar headings, you can define the sidebar
Spacing and Width. Select your preferred measurements from the corresponding
drop-down menus provided under each heading.

The Advanced Layout Settings page also contains a picture guide, which shows how
columns and other page elements are spaced on your site. The colored arrows
correspond to the measurement options provided under the various headings on the
left-hand side of the page.

If you are dissatisfied with your changes, you may click Reset Spacing to
discard your changes and revert to the previous settings. Once you have finished,

click Apply Changes a Apply changes to save your changes. At any time, you may
click Go Back to return to the previous page.

On the Site Design page, you will find some of the most frequently used design
options grouped under the More Design Options heading.
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5.2.9 More Design Options
Clicking More Options under the Design Manager/More Options heading on the Site
Design page directs you to the following page.

m layout || colors || header &images || logo builder || menu || text & styles

Freguently Asked Questions

More design options

Page Background Your own logo = My pages are too wide. how
Use your own logo image. To use your own logo do i fix therm?
| page background image, go to the logo builder. Click the option to

§ Click this link to select a page background | .o your own logo image.
or upload your own background image. logo builder

MNOTE: not all layouts will wark correctly if
you change the default background
image.

Your own banner image

Use your own banner image in the header &
images area. Go to the header & images page
and dick the custom header button. Choose the

Popup submenus option to upload your own banner image.

To enable popup submenus, go to the menu header & images

settings page and dick the link to enable popup

submenus. Color scheme

menu settings Create & new color scheme for your website,

color scheme generator
Link/menu colors

Customize your menu link colors Advanced layout settings

custom menu colors Adjust spading between layout sections and set
minimum sidebar widths,

Page width advanced layout settings

Madify the default width for your site pages. You

can set a fixed width or set the width to be shopping cart buttons/colors

percentage '_JF the screen size. Customize the shopping cart colors and upload

layout settings your own set of shopping cart buttons,

shopping cart settings

4@ Goback

Design Options Page

5.2.9.1 Page Background
The Page Background option takes you to the following page, where you can modify
the background image of your site.
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m layout || colors || header &images || logo builder || menu || text & styles |
Background Images

bEL RO TG | content area background

| Select background from library | | Upload background file |

MOTE: Some layouts may not work well with a different background image.

s

Modify Background Page

The background preview area shows the current page background. You can either
choose a background from a library of background images or upload your own
background file. Clicking on Upload background file will open the File Manager
showing a list of your file images. Just choose the image that you want to be your
background image. Clicking on Select background from library will bring up the
following page.
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EDIT SITE SETUP STORE

Select Style

Available Styles Background Preview

solid [7]

gradients [13]
holiday/seasonal [20]
patterns [63]
abstract [15]
traditional [11]
texture [13]

playful [13]

space [3] select | fadeout | preview select | fadeout | preview select | fadeout | preview
music [6]

nature [12]

select | fadeout | preview select | fadeout | preview select | fadeout | preview

select | fadeout | preview select | fadeout | preview select | fadeout | preview

Q Close window

Background Library

The available background images are grouped by categories. Click on a category to
see the available backgrounds in that category. To choose a background image, click
on select for that background or click on the background itself.

You can also modify the background of the content area of your site by clicking on

the content area background tab on the Page Background page. Doing so will take
you to the following page.

Admin Manual Version 0.5D Page 74 of 240




FEEE &

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register /odd & SEARCH ENGINES

layout || colers || header &images || loge builder || menu || text & styles

Background Images m

W e e iyl content area background

Background image:
noTepeat v

Select badkground from library | | Upload background file | | Clear reset

@ coback | &9 Apply changes

Content Area Background

Clicking on the Select background from library button will bring up the Background
Library page. You can choose a background from the available selections. You can
also upload your own background by clicking on the Upload background file button.
Once you have selected the content area background image, you can choose how
you want that image to repeat from the drop down box. If you choose repeat, then
the image will repeat itself throughout the content area background. If you choose
the repeat-x option, then the image will only repeat horizontally across the top of the
content area. If you choose the repeat-y option, then the image will only repeat
vertically across the left side of the content area. If you choose the no-repeat
option, then the image will only appear once at the top left hand area of the content
area.

Clicking on the Clear/reset button will delete the background image from the content
area.

5.2.10 Submit Design Ideas

The Submit Design Ideas option takes you to the following page, where you can
make design idea submissions.
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layout || colors || header &images || logo builder || menu || text & styles

Design idea submission
We are looking for your feedback, Use this page to let our designers know what type of layouts, designs and webpage elements you are looking
for. Qur designers use this feedback to enhanced the design options that are available within the system.

Sample website link
|hitp:j/

If you have a website that contains samples of the elements that are looking for, enter the website address here.

Website elements
Select each of the elements from the website above that you like.

D Page Layout |:| Groupboxes
IF] Background Image | Page Titles
] Menu Buttons [F Logo Style

IF] Banner/Header Image [ other

Comments

Submit Feedback

'F Go back

Design Idea Submission

If there is a website that contains samples of the elements that you are looking for,
enter the website address in the Sample website link box. Use the checkboxes to
indicate which elements of the sample website that you like. You can also enter text
into the Comments dialog box.

5.3 Page List

The Page List section of the Site Builder application allows you to add, remove,
reorder, or edit your site’s pages. You can reach this section by clicking Page List in
the horizontal menu on the Site Builder page. The Page List main page provides the
following options, which we will consider one at a time.

Add page

Reorder page

Copy page

Manage groups

Quicklinks bar

VVVYVVYVYY

5.3.1 Page List Main Page
The Page List main page is shown below.
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/5 / r——— Vo /5 G
admin™ /' “view site  pAdfedit'site™ ./ “store /' help™ LAl

Page List

EDIT SITE SETUP STORE

Add, Remove and Change the menu order of your site's pages.

‘_ Add page ‘ ﬁ Reorder pages ‘ ‘_ Copy page ‘ ‘ Manage groups ‘ |W|' Quicklinks bar |

Intro Page DISABLED Quick Add Page

£ index  edit view intro page enable flash intro

1) R

Main Menu FORM BLOG
| Home edit properties delete sddpsge  sddform  =dd blog

@[ ) Products edit properties delete

@ )Wholesale Area  edit properties delete view all page types

@ ) Photos edit properties delete

Store Category Pages [4 pages] CLOSE [ B pose B flashintro

store manager | manage categories | add category | move pages | show all D products @ himl

[ wholesale Products (2) edit properties add/edit products B]:= heml integrated

() Featured Products (5) edit properties add/edit products & under construction

() Apparel (10) edit properties add/edit products @ password security

[ subscriptions (3) edit properties add/edit products

B CE QOrganize your non-Menu pages into
categories.

maove pages | upload HTML pages via FTP
manade pade aroups

Non-menu pages [Tl Site Menu
move pages Edit
Change the graphics and text that appears

_IFAQ edit properties delete on the page.
| Contact edit properties delete Properties

; : Change the name and the location of the
¥ Blog edit properties delete page in the menu,
_JAbout Us  edit properties delete Delete
)Services  edit properties delete Delete the page.
_]Site Map  edit properties delete Subpage Order

Change the order of the subpage menu.

Page List Page

On this page, you will find a list of all your site’s pages, grouped under the following
headings: Intro Page, Main Menu, HTML Pages, Store Category Pages, and Non-Menu
Pages.

5.3.1.1 Intro Page

The Intro Page heading lists the intro page. Clicking View Intro Page
gives you a preview of your site’s intro page. To enable a flash intro, click Enable
Flash Intro [_~———-——- | If the flash intro is being enabled for the first time, you
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will need to customize your animation. To do this, click Edit I:' to be directed to the
following page.

B view »
N site @v pport

Intro Preview Font Family Font Preview

finpect =l SampleText

Back%uund Color
L @I Ooois

SELECT INTRO I

Site Information
Erther your site title and & slogan.

Site Title: |S|te Title

Slogan: |Slogan

Rotating Text
Erther up to four lines of text o display on your infro page.

Text 1: Ikeyward 1

Text 2 |keywnrd ?

Text 3: Ikeyward 3

Text 4 |keywnrd 4

Options:
I Disable sound.
I aummatically show site after animation is finished.

Extra Paragraph: (optional)
Use the extra paragraph to display exira text, images and information below your intro animation
Font Name ~ FontSize ~ X [y % ¢ B I U ¥ & n

R link link B & & ¥

M HTML  Editer version: 1.0 thange version \ manage gm\eg Use Shift and Enter bo single space help

Edit Page

On this page, you can select and customize the visual and textual content of your
flash intro page.

Under the Intro Preview heading, you will see a preview of %our flash image. You can

choose a different flash image by clicking SELECT INTROSELECTINTRO | 5 open the
Flash Selector pop-up window (shown below).
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2} Flash Selector - Microsoft Internet Explorer == =]

an infro animation, or click preview to view an animation preview

Site Slogan

SeiEc | [pReview ) [sewecr ) [PReview ) [sewser | [FReview]

Site Title

SELECT | [PREVIEW | SELECT | [PREVIEW | SELECT | [PREVIEW |

!
Lo

Flash Selector Pop-Up Window

Clicking PREVIEWIPREVIEW | helow any of the flash images will show you a preview of

the corresponding flash intro page. Click SELECT _SELECT | ¢ you wish to use that
image.

You may customize the text in your flash image by selecting a font from the Font
e |

Family drop-down menu. The Sample Text under the Font Preview
heading shows how your text will appear with the current selections.

You may select a background color for the intro page by clicking on any of the color
boxes displayed under the Background Color heading. The small black arrow
indicates the color that is currently selected.

Under the Site Information heading, type your Site Title and Slogan in the
corresponding fields.

You are allowed to place up to four lines of text on your site’s flash intro page. Under
the Rotation Text heading, you may type these four lines of text in the Text 1, Text
2, Text 3 and Text 4 fields, respectively.

Under the Options heading, you may check the Disable Sound box to opt not to have
sound accompany your animation. (Note that not all flash intro pages have sound.)
If you check the box titled Automatically Show Site After Animation is Finished, your
site will appear immediately after the animation ends.

You may opt to display paragraphs or images below the animation. Use the text
editor provided under the Extra Paragraph heading to display text below the
animation. Click Insert/Update image to insert an image under the animation.

ok

Once you have finished, click OK
CAMNCEL

to save your changes. To undo your

changes, click Cancel

5.3.1.2 Main Menu
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Many pages are listed below the Main Menu heading on the Page List main page. You
may edit these pages, view their properties, or delete them. To edit a page under
the Main Menu heading, click Edit next to the corresponding page name to be
directed to the following page.

HOME =~ REQUESTAQUOTE = OQUR GUARANTEE '~ ABOUTUS = CONTACT I\'{\-‘-’I_

site sidebar m section 1 m site sidebar m
-~ — - -
SELECT ADD| | Eﬁml SELECT ADD
PP newl
page sidebar m == page s\daharm
o EFEdensem
-~ -
SELECT ADD SELECT ADD
» Paints
* Hardhware
site sidebar m s Category 3 site sidebar m
= » category 4 2
SELECT ADD SELECT ADD
section 2 m section 3 m
Y -~
SELECT ADD SELECT ADD
section 4 m
F
SELECT ADD

Page Settings

Page Mame: Keep name SHORT
[newT |

Page Title:
[newt

| change layaut

& Properties

x.}.‘ Wiewr page | |@ Apply changes |

Edit Page

On this page, you may add a site sidebar and/or a page sidebar to create columns on
the right- or left-hand sides of the page. To select a site or page sidebar, click ADD

m next to the desired position. The sidebar will appear in the chosen position on
the page. Note that material entered into a site sidebar will appear on every page
on the site, while material entered into a page sidebar will only appear on that
particular page.

You can also add material to the different sections in the central part of the page.

Click ADD m to add material to the corresponding sections to the page. These
sections can be edited separately. You may change the alignment and/or remove or
reorder the sections. For additional editing features, click Edit to modify section
components.

5.3.1.2.1 Add Components

Each ADD Mdrop-down menu offers several options, as shown below.
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Carnponents

Texk

Links

Images

Design Accents
Ecommerce
StandardHTML
Inkeractive
Audio/video Multimedia

Marketing
VIEW ALL

Add Drop-Down Menu

The Text option in the Add drop-down menu allows you to add text and image
components in different layouts. Placing your cursor over the Text option displays
the following icon options:

Text (click icon to add)

= = §E EBE =
text textfirnage textfirage textfirnage  textfimage
= = S E =5
ket textlimage textlirmage textiimage  kextfimage
= [ [
ballat list Fag wertical scraller

Text Components
Click on any one of the displayed options to select it.
The Links option in the Add drop-down menu allows you to control the placement of

links on the page. Placing your cursor over the Links option displays the following
icon options:

Lir_lk: [:l:lil:l-':. icon bo a-:l-:[]

link link 2 link: & bullet links
image irage
pages group irmage link link: & docurment ffle
link:s irnage link:
map

Link Components

Click on any one of the displayed options to select it.
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The Images option in the Add drop-down menu allows you to upload one or more

images, which can be sized manually or automatically. Placing your cursor over the

Images option displays the following icon options:

IrI_IEH;lE! [click icom to add)

to add a cornpanent to
your page, click an icon, EI

irnage irnage link

Aukaratic: mulki-image upload [ auko image sizing

= Ea B .

i i = e ot
irnage irnage thurnbrail irnage irnage
rotator gallery wiewer bar slider

Manual: upload and size each image individually

I3 Lk Ll LT ErrL
| = FEE & 44
image image thurnbnail image image
rotatar galleny iewer bar slider

Images Components
Click on any one of the displayed options to select it.
The Design Accents option in the Add drop-down menu allows you to add page titles,

group boxes, tabbed content, and a content rotator to the page. Placing your cursor
over the Design Accents option displays the following icon options:

IrI_IEH;IE! [click. ican to add)

= =B BN

page title group bow tabbed content content rotator

Design Accents Components
Click on any one of the displayed options to select it.
The E-commerce option in the Add drop-down menu allows you to add an e-

commerce icon to the page. Placing your cursor over the E-commerce option displays
the following icon options:

E-Commerce (click icon to add)

to add a companant ta

wour page, click an icon, | N |

single product product catagory product directory
itarn
= - —
& ]
package tracking account lagin product search
Fartrn b

E-Commerce Components

Click on any one of the displayed options to select it.
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The Standard/HTML option in the Add drop-down menu allows you to add HTML
components to the page. Placing your cursor over the Standard/HTML option displays
the following icon options:

Standard ,."HT['-'1L [click icon to add)

ta add a component to -

wour page, click an icon, | | |EEII| | - — | L | |H‘r.nl{'|
Divider counter  page title group box  HTML
IFrarne

ernbed web page

Standard/HTML Components

Click on any one of the displayed options to select it.

The Interactive option in the Add drop-down menu allows you to add interactive
icons to your page. Placing your cursor over the Interactive option displays the
following icon options:

Interactive (click icon to add)

to add a cornponent to — —
wour page, click an icon, = E=—
Forrn builder quest baak polling boath
)
o ol
default mailing list signup account lagin Form
RSE Fead

Interactive Components
Click on any one of the displayed options to select it.
The Audio/Video option in the Add drop-down menu allows you to add various audio

and/or video components to your page. Placing your cursor over the Audio/Video
option displays the following icon options:

Audiofviden (chick icon ta add)
to add a cornponant to R B
your page, click an ican, | \HE v E%un

audio il wideo Rl woutube video

| F [ | [agal [HMAL]
pasu|  (dova AR Ry

Aash hotizontal  rainbow  insert your  wertical
anirnation Fader bext own Aash scroller

Audio/Video Components

Click on any one of the displayed options to select it.
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The Marketing option in the Add drop-down menu allows you to add a referral

booster button to your page. Placing your cursor over the Marketing option displays
the following icon option:

Marketing iclick icon to add)

to add a companant ta
wour page, click an icon,

referral booster button
kA moe...

Marketing Components

Click on the displayed option to select it.

Use the Page Settings box on the Edit page to enter the Page Name and Page Title.
You can also see/change the properties of the page by clicking on the Properties link.

To change the layout of the page, click Change Layout | " |, which will direct you to
the following page.

N Fiew site i/ FEait S1te M | BRI O]

S e i 2 =
YR setting: ) dosion )

Enter text and select graphics for this page. Click OK at the bottom of this page to continue, D

To change your page layout, select one of the layouts below,

Page layouts

s)E|=]E

Page layouts with section dividers

0 () (= [ LA

No theme graphics page [na site design/menu]
|
]

BLAMK/

INTRO
‘ Section 1 ||'¢y section color
Section 2 [ section coor| ‘ Section 3 [ section color
e | A J
wiidth E wicth E %
‘ Section 4 ||W section color

Reset Colors

) @@

Change Layout Page
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To change your layout, just select one of the optional page layouts that appear. The
Change Layout page also allows you to select colors for different sections of your

'-:}" section [[Il[ll' . .
page. Click Section Color = for the section you wish to change, and
you will see the following Color Picker where you can select the color of your choice.

ColorPicker
HLS | RGB | GRID |
[(ommm— w
= Hifo
{100
< [o
o]
Cancel
<
Color Picker

To revert to the previous colors, click the Reset Colors button. The Change Layout
page will also allow you to change the widths for those sections that do not span the
entire width of the page. To save the changes you have made to the page, click OK

K| 7o undo your changes, click Cancel _538E81 |

The View Page | " P38 | ohtion at the bottom of the page allows you to preview

the page as it will appear to visitors with the changes you have made. Once you

&P 2pply changes

have finished, click Apply Changes to save and apply all of your
changes.

For additional editing options, click Edit I[E235d at the bottom of the page to be
directed to the Title/Footer section of the Settings page.

On the Page List page, clicking Properties
where you can view and edit page properties.

takes you to the following page,
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m page layout || securityfaccess || search engines || advanced

Page Name: (appears in your site's menu) -
g (app . . Page options

|Home
MNOTE: Keep your pages name short. [] Page under construction

The contents of pages that are under construction can only be
UPPERCASE: Your menu is currently set to display in seen when you are editing your account, The page will display an
uppercase. Click the design button and then the menu option under construction” message to anyone that is not logged into
to change this setting. your account with site edit priviledges. Pages that are under

construction are not visible in your site's menu.
Page Title: (displayed in your browser title bar)

|H0me | * page layout

® securityfaccess control
Page Location: » cearch engines
| Main Menu V|

Last Modified: 08/21/2008 - 03:13 PM

‘0 Cancel H@ Apply changes

Page Properties Page - Settings

The settings tab on the Page Properties page will allow you to specify the page
name, title and location. Enter the Page Name and Page Title in their corresponding

boxes. You can place this page in any of the locations displayed in the Page Location
drop-down menu.

If you check the box titled Page Under Construction, visitors will see a “page under
construction” announcement instead of the page’s elements.

Clicking on the page layout tab will bring up the following page.

settings |RELEAEANCTS | security faccess || search engines || advanced

Page layouts Mo site graphics page [no design/menu] Page sidebars
I, I, I, by, Left sidebar:

BLAME/
INTRC

Right sidebar:
enabled

=N =% |- =N T T
submit

Page Properties Page — Page Layout

Page layouts with section dividers

I

The current layout of the page will be highlighted. If you want to change the
physical layout of the page, just choose one of the other layouts. On the right hand
part of the page, there is an option to disable the left and right page sidebars.

Clicking on the security/access tab will bring up the following page.
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settings || page layout |EESelaIE =20 search engines || advanced

Security [ Access:
Setup password protected user access to this page. When access control is enabled, users will be prompted for their user name/password to view this

page. Only users that are assigned access to this page will be able to view it. You can also configure editing priviledges for other site administrators
below,

Enable page security/access control (Password protect this page)

Groups with access m ASSIGN GROUPS |  IIETTERTT o) I Tolwl=To0
£8 All E-Commerce Customers VIEW
Mo Users Configured
User accounts manager Site administration user accounts
Click the user accounts manager to setup user groups and to create user  Configure additional site administration access for user accounts,
accounts.

‘0 Cancel Ha Apply changes ‘

Page Properties Page — Security/Access

This section will allow you to password protect the page. Click on the Enable page
security/access control checkbox to enable this feature. After this has been enabled,
you will then need to give users access to this page. If you want to give groups

| __m#.ssm—;n GRUUPSI
access to the page, then click on the Assign Groups link. This will

bring up a list of all the groups set up on the site. Just choose which ones you want
to give access to the page. If you want to give access to the page to individuals
instead of, or in addition to, groups, then click on the Assign Users

| S'E} ASSIGN USERS I

link. This will bring up a list of all the assigned users for the
|a ASSIGN USERS I
page. Click on the Assign Users link again to get a list of all the
users on your site. You will then be able to select which users have access to the
page.

Clicking on the search engines tab will bring up the following page.

Admin Manual Version 0.5D Page 87 of 240




28 & 8 =B

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register /odd & SEARCH ENGINES

settings || page layout || security/access advanced

Search Engines/Meta tags: Use this settings page to change the keywords and description for this page only.

[ use page spedfic keywords and description ( set global meta tags )
Site Description: (global site description will be used for this page description)

Descriptions are used by some search
engines when displaying your site in a
search result, Keep your description short
(25-30 words) or most search engines will
truncate.

Site Keywords: (global site keywords will be used for this page)

Keywords are used by search engines
such as Lycos, and Excite to index your
site. Enter each keyword or phrase
separated by a comma.

‘a Cancel HO Apply changes |

Page Properties Page - Search Engines

In order to set up page specific descriptions and keywords, click on the checkbox and
then enter the page description and keywords.

Clicking on Advanced Properties will direct you to the following page.

settings || page layout || security/faccess || search engines

ADVANCED PAGE SETTINGS
Only use this feature if you need to link one of your main menu buttons to another web site, Be sure to test the link after making changes.

LINK TO ANOTHER WEBSITE
To link this page to another website enter the site address in the input field below. You must indude the full URL wiih "hitp://™. To remove the link
dear out the input field and save your changes.

LINK TO:

ex: http:/fwww. domainname. com

‘{3 Cancel Ha Apply changes ‘

Page Properties Page — Advanced Properties

On the Advanced Properties page, you can link your site’s page to another website
by typing the full URL of the destination website into the Link To field. Click Apply
Changes to save the changes. At any time, you many click Cancel to return to the
Page List page.

Back on the Page List page, if you no longer wish to have a particular page on your
site, click the corresponding Delete option on the Page List page.
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5.3.1.3 HTML Pages
The HTML Pages section of the Page List page lists all the HTML pages that have
been uploaded to the HTML files directory in the file manager. As described in the
previous section, to view and edit page properties, click Properties and you will be
directed to the Page Properties section.

5.3.1.4 Store Category Pages

The Store Category Pages section of the Page List page lists site pages that comprise
the store category section. You can edit or view the properties of these pages in the
same way as described above for the pages under the Main Menu heading.

On this page, you also have the option of moving pages from one location to
another. Click Move Pages to be directed to the following page.

Page properties

Page List : Move pages

Check the box next to the pages that you want to move. Choose the location to move the pages and click the move button.

Select pages to move:
[ sample Products

[ Featured Products
] Apparel

[ Subscriptions

Select location:
Main Menu hd

& Go back

Move Pages

Under the heading titled Select Pages to Move, you must check the box next to the
page you wish to move and then select the destination page location from the Select

Location drop-down menu. Click Move Pages =~ Move Fages | to move the page

location accordingly. At any time, you may click Go Back to return to the Page List
page.

5.3.2 Add Page

In this section, you may create a new page by selecting the desired page type and
name. Click Add Page in the horizontal Page List menu to be directed to the Add
Page section.

5.3.3 Reorder Pages

This section allows you to change the order in which the Main Menu pages appear on
the site. Click Reorder Pages in the horizontal Page List menu to be directed to the
following page.
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'BQ":"‘: settlngs 1 design H list H add page H edit page } @uﬁ’“d

Reorder Pages

Page List | Reorder Pages

Use this form ko change the arder of the pages in this menu, To move a page, click on the page in the lisk and select either move up or move down,
when you are done select Apply changes at the bottom of this page.

ITIOWE U |

Fequest a Quote

Ciur Guarantee maowve dowwn |
About s

Contact
il

4@ Go back a Apply changes

Reorder Pages

Select a page in the page list and then click either Move Up M or Move
Down = MOVEHDWN | ¢4 move that page up or down in the list.

Once you have finished, click Apply Changes to save the changes. You may click Go
Back at any time to return to the Page List page.

5.3.4 Copy Page
This section allows you to add new pages that are based on your site’s existing

pages. Click Copy Page in the horizontal Page List menu to be directed to the
following page.

A———— [ -
admin S f@view siteNsfeditsite N @store s Ehelp ™y PR ST

i CD) €D €I, 6.5

Page List : Copy Page

To add a new page to your site, enter the page name, select the page location and then dick Create page at the bottom of the page. For pages that are
in your menu you want to be sure to keep the page name short so that your menu does not get too large.

peactume: |

N Page name:
NOTE: Keep your pages name short. Displayed in your site menu.

Page Location:

Page location/sub pages:
Main Menu V| Helps you organize your site menu, and keep it from becoming too long.
Sub pages are displayed below main menu pages.

Page To Copy:

| Select Page To Copy

4@ Goback |""' || Create page and goto page list ‘ |""' || Create page and view page ‘

Copy Page

Type the name of your new page into the Page Name field and select the destination
location from the Page Location drop-down menu. Next, choose the existing page
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that is being copied by clicking on the Select Page to Copy| |and select
the appropriate page from the list of pages displayed in the pop-up window that
appears.

Select Page To Copuw

iEix]
- H

Main Menu

|1 Home select

| Request a Quote seleck

] Our Guarantee select

) Bbout Us select

U Mew select

] Contact select

newl select

HTML Pages

Store Category Pages

] Sample Category 1 select

|) Hardware select

_ ] Category 3 select
|| category 4 select
Non-menu pages

] Site Map select

| o Close: window

Select Page Pop-Up Window

To choose one of the listed pages, simply click the corresponding Select option.

| Create page and view page |

Click Create Page and View Page to view the newly
created page. Alternatively, «click Create Page and Goto Page |List

| | Create page and goto page list |

to create the page and return to the Page List page.

5.3.5 Manage Groups
In this section, you can create and/or rearrange page groups. Click Manage Groups
in the horizontal Page List menu to be directed to the following page.
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admin

9:":;" settings _} design J{ page list J{ add page i : »

Page List : Page Groups

IUse page groups o organize the pages on vour site, Click the add page group link bo create a group, Each group will be shown in your page list, *:
!

NOTE: you only need to use the page group feature if you have a large number of pages on your site.

Fage group name

HTML Pages 0 edic What is a page group?
A page group lets you organize the pages an
Store Category Pages 4 edit your site into groups or folders,

PREVIEW SITE ©

e |t 5|te Store

view site

e/ Ahelp™y

o bbbl e

support

How do i use page groups?

.| add page group |

i\ renrder page groups When vou are adding a new page, or setting the

page location of a page, you can assign itto a
group. To move an existing page between
groups, click the "properties” link next to that
page in the page list,

How do i delete a group?
To delste a page group, remove all the pages
and click the delete link.

@ Gaoback

Manage Groups Page

The Manage Groups page lists the existing page groups under the Page Group Name
heading. To edit a page group, click Edit next to the name of the group you wish to
edit, and you will be directed to the following page.

N site

P r“-"—— P o
—UT/;;;F view site deditsited store The g FHEVIEWSITE ]

8 view l seth

i design )} page list H add page I @upzm

Page List : Page Groups : Edit Group

Edit the page graup name. Enter a new name in the box and click OK ta save vour changes.

Page Group Name:

bbb _J & i

JHTML Pages

[ site Map: Show page group in your site map.

@ Goback 6 spply changes

Edit Page Group Page

On this page, you can edit the name of the page group. Enter the new page group
name in the Page Group Name field. Check the Site Map box if you wish to have the
page group appear in the sitemap. Once you have finished, click Apply Changes

g Apphy changes

to save your changes. At any time, you may click Go Back to

return to the Manage Groups page.

To add a new page group, click Add Page Group to be directed to the Add Page

Group page.
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/B, PREVIEW SITE ©
kbl

TGaTin oW S e AG TS oWy 5107 e

O sevings ) design ) poge 1 ) =0 pae ) odit pose) @.2..

Page Group

Page List : Page Groups @ Edit Group

To create a new page group, enter the group name in the box below and click the OK button at the bottom of the page.

Page Group Name:

™ site Map: Show page group in your site map,

-
Add Page Group Page

To add a new page group, type the name for the new page group in the Page Group
Name field. Check the Site Map box if you wish to have the new group name appear
in the sitemap. Click the Create Page Group button to add the page group to your
site. At any time, you may click Go Back to return to the Manage Groups page.

To rearrange your site’s page groups, click Reorder Page Groups to be directed to
the following page.

OO Aadmin e/ View site Npd/Ae ait Site M/ 'store

3

fr.';l-p_ PREVIEW SITE ©
O ite settings J{ desten J{(page tist J{( add page J{(ecitpage)) -l

Fage Groups Order

Page List : Page Groups : Page Groups Order

Use this Form ta change the arder of the pages in this menu. To move a page, click on the page in the list and selzct either mowe up or move down.
wWhen you are done select Apply changes at the bottom of this page.

mowve up |
rnove down |

4 Goback |(F Apply changes

Reorder Page Groups

Store Category Fages

The site’s page groups are listed on the left-hand side of the page. To change the
order of the page groups, click on the name of the page group you would like to

mowe Up rrose down

move and then click Move Up or Move Down | to move it

up or down in the list.

Once you have finished, click Apply Changes to save your changes. At any time, you
may click Go Back to return to the Manage Groups page.

5.3.6 Quicklinks Bar

The Quicklinks Bar on the Page List page allows you to add, rearrange, and/or edit
links in the quicklinks section of your site. Click the Quicklinks Bar button on the
horizontal Page List menu to be directed to the following page.
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QuickLinks Bar
Page List : Quicklinks bar
Use the quicklinks bar to place links and content in the quicklinks area of your site. The quicklinks bar location is generally near the top of your — 1
website in the header area. J_ - J
\ l-.l o

Quicklinks preview:

» wishlist I:I { 88 my account

Quicklinks status:

Link type Name Quicklinks Settings
» wish list wishlist edit delete N—
ink divider: ;
2, search box search edit delets dotted line v
"8 account login link my account edit delete

link texct: M (M1 1]

2] reorder links link over: @I:II:IDDD il
icon: @IEIEDDD i

divider: [l I E O W

background: @E”:“;DD i

add guicklink |

‘Ji-) Page list ‘ ‘u‘i) View site ‘ ‘a Apply changes ‘

Quicklinks Page

Under the Quicklinks Preview heading, you can preview the quicklinks bar as it will
appear to the visitors browsing to your site.

The Quicklinks Status drop-down menu allows you to enable or disable the quicklinks

bar. Choose your preferred option and then click Apply Changes = &Rply changss | to
save your changes.

Under the Quicklinks Settings heading, you can select the style of the link divider line
and define the color settings. Select a link divider line style from the Link Divider
drop-down menu. To select a color for Link Text, Link Over, Icon, Divider and
Background, click the corresponding color boxes. The small black arrow indicates the
color that is currently selected. Click Apply Changes = aPply changes | to save your
changes.

Under the Link Type heading, you will see a list of the existing links in the quicklinks

bar. To edit one of these links, click the corresponding Edit option to be directed to
the following page.
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Quicklinks Bar

Page List : Quicklinks bar : Edit link

Edit the page group name. Enter a new name in the box and dick OK to save your changes.

QuickLink type: —
( 5
Quicklinks bar

WISHLIST LINK

. Link to wiew your wishlist or search for items on another customers wishlist.
Link name:

|wishlist |

* change icon

|(3 Cancel ||@ Apply changes |

Edit Link Page

To change the link type, select a link from the QuickLink Type drop-down menu.
Then enter the link’s new name in the Link Name field. To change the link icon, click

= change icon

Change Icon to display the following options.

Choose an icon
mrFAAEnE B

close

Change Link Icon Options

To select a link icon, click on the desired icon and then click Close to close the
options window.

If you are dissatisfied with your changes, click Cancel IM to undo your

changes. Once you have finished, click Apply Changes @l

changes.

to save your

To place a new link on your site, click Add Quicklink to be directed to the following
page.
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Q:isf;: { settings J{ design J{ page list J{ add page ) edit page ) @.m%on

Quicklinks Bar
Page List @ Quicklinks bar : Edit link

To add & guickiink item, select the type, enter the link information and then dick the "Apply changes" butkon,

* Home page
puts in a link ta your website home page.

Shopping cart link
link to your site shopping cart/display of number of items in cark,

Wishilist link
links ko the wishlisk page bo search For or manage a wishlist,

Link to search page
link b0 your site search page,

® Site page
link to a page on your site,

Link bo another website
enter alink to another website, The link will open in a new window,

Search hox
a sike/product search box,

My account login link
link to the my account page, were & user/customer can login to their account on vour website

Custom HTML
entker your own custom HTML codes

Select Page

On this page, you must select the type of link that you want to add. Clicking on any
of the page links will direct you to the following page.

V' / —w v p
view site i dedit store’™y help™y EREVIEWISITE
Q:'sf;: [ settings'} design J{ page list J{ add page ) 5 mzo "

Q ar
Page List : Quicklinks bar : Edit link
Ta add a quicklink item, select the bype, enter the link infarmation and then click the "apply changes" button.

QuickLink type:
harne lirk.
HOME PAGE
Link name: Inserts a link to the home page on vour site.
home

£ change icon

|0 Cancel HO Apply changes |

Add Links Page

On this page, you must type the name of the link in the Link Name field. You can
choose a new icon by using the Change Icon option as described above.

If you are dissatisfied with your changes, you may click Cancel to undo your

O Apply changes

changes. Once you are finished, click Apply Changes to save your
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changes. Once you have returned to the Select Page section, you may click Cancel to
undo your changes again.

To rearrange the order of links in your site’s quicklink bar, click Reorder Links to be
directed to the following page.

Page Groups Order
Page List : Quicklinks bar : Reorder Quicklinks

Use this form to change the order of your guicklinks bar. To move a link, dick on the linkname in the list and select either mowve up or move down. When
you are done select Apply changes at the bottom of this page.

mave up

search

|o Cancel ||a Apply changes |

Reorder Links Page

The column on the left-hand side of the page displays the order in which links appear
in the quicklinks bar. To rearrange the links, select the link that you would like to
move and then click Move Up or Move Down to move it up or down within the list.

If you are dissatisfied, you may click Cancel to undo your changes. Once you have

D spply changes | 1 cave your changes.

finished, click Apply Changes
Click Page List to return to the Page Lists page. Clicking View Site allows you to view
your website as it will appear to site visitors. Once you have finished, click Apply
Changes to save your changes.

5.4 Add Page

The Add Page section allows you to create a new page by selecting the desired page
type and name. Select Add Page in the horizontal Site Builder menu to be directed to
the following page.
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admm {iew site s Aedit site Store s/

R (o XorX m@m Phor

Page List : Page Types

To create a new page, seleck the bype of page that you want to create and enter a name For the new page,

Standard blank pages No theme graphics Interactive pages
i N N LN — = BN [ N
e =2 & 12 .
INTRC FORM ELOG -
layaut layout layraut layaut product page blank page Farrn builder Elog calendar  message board
(upgrade)  (upgrade)
Standard blank pages with section dividers
LY LN [N % LY [ 2 " - —
v -
CHAT F.ACE VOTE
layraut layout layaut layaut layaut layaut chiatiraon faq page ste:map poling booth
{upgrade)
Starter layouts =) ;..%
A [E= | = =
= show more, PHOTOS
phato gallery

@ Goback

Add Page

The left-hand side of the page displays standard page layout options. To choose one,
click on the desired layout image. The right-hand side of the page displays more
interactive page layouts, such as form builder, blog, calendar, chat room and many
others. Click on any one of them to make it your new page layout.

Click Go Back to return to the Page List page.
5.5 Image Upload

In this section, you may modify an existing image or upload a new image. Click
Modify Image to be directed to the following page.
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view
e\ site

Eiackground

Therme : Modify Background

|‘ Return H Yigw image || Advanced upload H_? Resize/ Tools || e My images || Image library | T

WO THUMENAIL

create
thumbrail

Select an image From the image library, You can also select vour image by Upload an image From waour camputer ba yvour web site,

bvpe. Browse... | Upload
: EIIY L'g:ultoaded Images 1. Click browse, find file on your machine,
s 2. Click the upload button
= Animations
® Photos
» Al Images
Image Border Size: IND harder VI
Alk Texk: I

@ Go hack

Image Upload Page
On the Image Upload page, you have many options to modify an image.

5.5.1 View Image

Under the View Image tab, the upper half of the page displays the currently selected
background image. You can upload an image from your computer or choose one
from the Image Library or from the My Images section. Under the Image Library tab
in the upper right-hand corner of the page, you can find many links that direct you to
different sections of the Image Library.

Use the Image Border Size drop-down menu to select a border size for your image.
Type in the alt text (text that appears when the cursor is placed over the image) for
your image in the Alt Text field.

The Create Thumbnail option allows you to create a thumbnail of your image.

The speed meter estimates the amount of time users will need to download your

page with the current image settings. Clicking SPEED METER will direct you to the
following page.
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b e, /e, /e, /amel, PREVIEW SITE O
(Aviewsite pidedit'site N Istore N/ Chelp™y,

9&";“: { settings ) page list ){ add page ) edit page!) @w’wﬂ

Background

Theme : Modify Background

Return || View image || Advanced upload ||+ 3 ResizefTodls || sea My images || Image lbrary
o

SPEED METER:
The chart below shows the estimated download tirme for this image based on the visitors connection type, You want 1 make sure
that your pages Ioad as fast as possible. Try to keep each of your image sizes small so that your pages load faster.

SPEED METER

FILE SIZE: 192 KB

Connection Type Download Time

Dialup 28.8k <1 sec I
Dialup 33.6k <1 sec NN
Dial-up Sek <1 sec I

1SDN &k <1 zec DDA
150N 126k <1 zec I
DSL 384k <1secll

DSL 768k <1 zer |

DEL 1.5mb <1sec|

@ Goback

Speed Meter Page

The Speed Meter page displays a chart that shows the amount of time required for
the download through different Internet connections. The page also displays the size
of your image file.

5.5.2 Advanced Upload

To upload an image from your computer, click Advanced Upload to reach the
following page.

PREVIEW SITE

o W e W e W

; : E AT,

e o) ) e v s v e €.

|-‘ Return || “Wigwy mnage || Advanced upload ||-:j Resize/Tools || = My images H Image lbrary ‘

Upload an image from your computer bo your web site,
Upload kot Imaim directary = . ced uplnad
Resize image: I nochange = I cuskomize
Use the advanced upload Feature to automatically upload images

Thurnbnail: | no thurmnail = | customize to a specific directary, resize images and create thumbnails,

FiIe:I Browse. .. I Upload

e

Choose the upload directory. {optional)
Choose a size for the image you are uploading,
{optional)

3. Choose a thumbnail size, {optional}

4, Click browse, find file on your machine,

5. Click the upload button

@ Go hack

Advanced Upload Page

On this page, you can upload images to specific directories, resize them, and create
thumbnails. Type the path of the filename of the image into the File field and click

Upload Ml, or click Browseml to locate the file on your computer and
click Upload. To resize the image, select an appropriate option from the Resize
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Image drop-down menu. For more options, click Customize to open the
following pop-up window.

4} standard image size customization - Microsoft Internet Explorer =0l

The system allows you to setup standard sizes to use when resizing images for your website, Use this page to customize the standard image sizes
that are available in the image resize tools, To add a size use the add image sizes box, You can choose to either add & size with a width and height
ar yau can create a fixed width image size, Far fixed width images, leave the height field blank when adding the size. When images are resized the
hizight will automatically be scaled to the same propaortions as the new image width. When you are finished setting up your image sizes click the apply
changes butkan on the left side of the page.

Image sizes:
LANDSCAPE o
100475
1604112
200x150
260189
300x226
360263
400300
B00:37E
E00x451
FPORTRAIT
100133
150200
2004266
250x333
300400
3600466
a5z x|

width  height

image size: % I preview | add size |

PREYIEW SIZE

Remove

\9 Apply
€9 Cose

reset ko default

Customize Image Pop-Up Window

On this page, you may define a standard size for all of your site’s images. You can
choose either a fixed size from the Image Sizes drop-down menu, or submit image
Width and Height specifications under the Add Image Sizes heading. With either
method, you can preview the image size in the space under the PREVIEW SIZE
heading. Click Add Size under the Add Image Sizes heading to set the indicated size
as the standard image size.

If you have chosen one of the fixed image sizes, you may click Remove | FEMIYE | ¢

undo your selection, or Apply a Apply to save your selected image size. If you are
dissatisfied with your changes, you may click Reset to Default to undo

t:’ Close

your changes. Click Close to close the window.

On the Advanced Upload page, you can create image thumbnails by setting the size
specifications under the Thumbnail heading. For additional options, click Customize
to open a window that is similar to the Customize Image pop-up window for image
resizing. You can select a fixed or customized thumbnail image size as the standard
thumbnail image size by following the procedure described above.

5.5.3 Resize/Tools

To access more dynamic and faster resizing options, click Resize/Tools to be directed
to the following page.
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/dViewsite’ detitsite

¥ Q:l;;: e ) page “st--- — @u Dzm‘
EBiackground
Therme : Modify Background

|‘ Return || Wiewy image H Advanced upload H,‘_-ﬁ Resize|Tools || = My images || Image library |

|_‘*1 resize || 7= quick resize |||_-E"|crap || resize (- || resize (+) || thurnbnal generator ‘

5 ' 1

] options [ '
lesize options H '
[ i

' '

Dynamic resize: H H

moveyourmousecvertheright | SEee s e e e e e e essssseessesssesnransennnyl
aor battom baorders, click and drag
b resize the image.

Manual resize:

Enter either the image width ar
height in the boxes below and
click update.

width height

29w |52

update

(:'Q(J preview

0 apply changes

7

DL

@ Go back

Resize/Tools Page

The Resize/Tools page provides the following options:
Resize

Quick resize

Crop

Resize(-)

Resize(+)

Thumbnail generator

VVVYVYYYY

The Resize/Tools page automatically opens to the Resize tab. Here you can access
both dynamic and manual resizing options. The dynamic option requires clicking on
and dragging the dotted border to resize the image. The manual option requires
submitting Width and Height specifications in the corresponding fields and then

clicking Update ﬂl to save your changes. Click Preview to view the

image as it will appear to your site visitors. Once you have finished, click Apply

a apply changes |

Changes

To resize an image more quickly, click Quick Resize to be directed to

the following page.

to save your changes.
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9“.";";‘ { semngs ( design )( list )( add page )

Theme Modify Background

Rl

|‘ Return || Wi image || Advanced upload H,\j Resize Tools

‘ ‘ Image library |

|‘1 resize ||_= quick resize H%[rnp || resize (-) || resize {+) H thurmbnail generator ‘

LANDSCAPE
100x75
150%113
200x150
250x189
300x226
350x263
400300
500376
BO0x451
PORTRAIT

200x150

100x133
150%200
200%266
250333
300400
3E04EE
400x532
500665
SQUARE
100100
150%150
200%200
250250
300300
350350
400400
500500
cuskomize sizes

0 apply changes

4@ Goback

Quick Resize Page

Here you can select the appropriate image type and size from the options under the
Quick Resize heading. The selected image size will be displayed on the right-hand

side of the page. Clicking Preview

'\% previsw

will direct

you to the following page.

J-A‘ store Ve h

QV':;‘: { 5etl1ngs) design J{ page list J{ add page [ edit page )

Therme : Modify Background

PREVIEW SITE

=

“ Return H Wigw image || Advanced upload Hq ResizefTools

‘ ‘ Image library |

‘—“I resize H_=quickresize |||E|crup H resizge (-} H resize (+

i H thurmbnal generator |

The preview images shaws your
chaniges. To keep the changes
click the apply changes button or
click go back,

@@ Goback

Preview Changes Page
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On this page, you can preview how the image will appear with the changes you have
made. If you are satisfied with the image, click Apply Changes. Otherwise, click Go
Back to return to the Quick Resize page. On that page, click Apply Changes

@ apply changes

to save your changes.

To crop images, click Crop “ to be directed to the following page.

ﬂ/‘"‘“ T . : PREVIEW SITE (3
admin S fdview site

i e—n = iy
Oy serings J{ desion J{ pae i) Sk
EBackaraund

Therme : Modify Background

“ Return H Wi image H Advanced upload ||.j- Resize{Tools

tma My images || Image library |

‘_‘H resize ||_= quick resize H%crop || resize (-] H resize (+) || thurmbnail generator ‘

Crop options

Ta crap your image, click the
white dotted ling, hold the mouse
buttan down and drag the line to
where you want o crap the
image. rhen you have
everything setup dick the preview
buttan ta view what the cropped
image will look like,

& apply changes

@ Go back.

Crop Image Page

To crop the image, click on and drag the white dotted border to the desired image

edges. Then click Preview
visitors.

to view the image as it will appear to site

To make an image smaller, click Resize (-) and you will be directed to the following
page.
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Y i ! Freweml,  PREVIEW SITE O
edit’siteNy -

(e pee)
und

Therme @ Modify Background

Return || View image || Advanced upload ||+ 4 ResizefTook || g My images || Image lbrary
—

"\1 resize H_= quick resize ||@cmp H resize (-} H resize (+) H thurmbrail generator |
Reduce Image Size

Click an image to resize your current image. This will create a new image on vour site with the new size. NOTE: Each time you
resize your irmage it may become slightly distorted.

N
N

-

o I

25% [
10% m—

@ Go back

Resize (-) Page

To make an image smaller, click on one of the options in the displayed image size
scale. Click Go Back to return to the Modify Background page.

To make an image larger, click Resize (+) and you will be directed to the
following page.

- e —W N
i o AT e B A5T0TE N ATeTp)

B0 v ) s ) e 1)

[Background
Theme : Modify Background

Return || Vigw image || Advanced upload || <3 Resize/Tooks || &) Myimages || Image library
2

= cuick resize | [ erop | resze () [ resee () || thumtinal generator |

Increase Image Size

Click an image to resize your current image. This will create a new image on your site with the new size. NOTE: Each time you
resize yaur image it may became slightly distorted.

85%

@ Goback

Resize (+) Page

To make an image larger, click on one of the options in the displayed image size
scale. Click Go Back to return to the Modify Background page.
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The Thumbnail Generator option allows you to produce a thumbnail image. Click

Thumbnail Generator| thurmbnail generatar |to be directed to the following page.

Theme : Modify Background

—— W M. PREVIEW SITE G
N /i site B I5t0

]
=-support

|-‘ Return ‘

‘ “igs image || Advanced upload ||_j. Resize|Tools

e My images || Tmage library |

|7“1 resize ||_= quick resize ||%crnp || resize (-) || resize (+) || thumbnail generator ‘

Thumbnail generator

THUMBNAILS
7975

100100
150150
200200
customize sizes

0 apply changes

200x150

@ Go back

Create Thumbnail Page

Under the Thumbnail Generator heading, you may select a specific size for the

thumbnail image. The Preview
have made.

5.5.4 My Images

option allows you to view and save the changes you

Clicking My Images provides access to the images directory by opening the following

page.
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==, :
Q\ et settings } y @w’wd
Backaround

Theme : Modify Background

|Q Return || “iew image || Advanced upload ||1 Resize/ Tools || mca My images || Image lbrary |

Select the image category from this list below. Find your new image and click on it to select it.

@ files/page: I 20 - I

BLLFIESI09 4 B CDEFGHIJKLMMNOPGQRSTUYWSRYZ fkers[  clear
¥ - x Shiow: W

Directory: Images
[T Filename & Size Date Cptions

ec [dir] delete

rmenu [dir] delete
T capial.gf 126949 bytes 12/05/2006 22:33 wigw delete properties
T capial_ezr.gif 36005 bytes 12/05/2006 22:33 view delete properties
I HEADER.jpo 34936 bytes 06/16/2007 16:35 wiew delete properties
T mock.jpg 13558 bytes 12/05/2006 22:33 wigw delete properties
T mock2.jpg 70992 bytes 12/05/2006 22:33 view delete properties
T mockz_ezr.jpa 19154 bytes 12)05/2006 22:33 wiew delete properties
[T painter.jog 177654 bytes 12/05/2006 22:33 wigw delete properties
[T painter_ezr.jpg 20936 bytes 12/05/2006 22:33 view delete properties
T quality.jpg 139772 bytes 12)05/2006 22:33 wiew delete properties
T quality_ezr.jpg 9547 bykes 12/05/2006 22:33 wigw delete properties

create directary | file upload utility

@ Go back

My Images Page

On this page, you can select an image category from the alphabetical list. You can
also choose to display the image files by their filenames, small icons, or images. To
select an image from the displayed list, simply click on the image. To preview the

image, click View D and the image will appear in a pop-up window. To view image
property details, click Properties h and the details will appear in a pop-up

To create a new directory, type the name of the new directory in the Create
Directory field at the bottom of the page and then click Create Directory

create directony

I. The new directory will appear in the list. Clicking File Upload Utility
directs you to the Configure File Upload Utility section of Settings.

5.5.5 Image Library
You may also select an image from the image library by clicking Image Library to be
directed to the following page.
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O D ED D S

Background

Theme : Modify Background

|‘ Return || Wignw imnage H Advanced upload H_é Resize/ Tonk H My images || Tmage library

Select the image category from this list below. Find your new image and click on it to select it.

Root /'
EEORICESN 00 ABCDEFGHIIJKLMNOPQRST UMY WHRYZ

Shnw:lsmall image x| gort hy:lhlename =l Fiesjpags: [50 vl uDdatel

image image name size dimensions date options
alphahts [dir] delete
animations [dir] delete
backgraunds [dir] delete
bullets [dir] delete
buttons [dir] delete
rrlogas [dir] delete
clip_art [dir] delete
custam [dir] delete
dividers [dir] delete
ecommerce [dir] delete
photos [dir] delete
themes [dir] delete

Image Library Page

On this page, you can select an image category from the alphabetical list, or you
may choose to view a list of all the image files by their filename, small icons, or
images. The images can be sorted according to their filename, size, or date. Choose
your preferred option from the Sort by drop-down menu. To select an image from
the displayed list, click on the image. Click Go Back to return to the Image Upload
page.
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CHAPTER 6

6 Store Manager
The Store Manager section allows you to setup and customize your e-store and
manage your products, orders, and customers. Click Store Manager in the vertical

Admin

ACCOUNT register 'add & SEARCH ENGINES

Menu to open the following page.

8 view
\ sife

WSETUP

General settings SEIEManager

Shopping cart Setup store Manage store

Checkout settings

PREVIEW SITE C

’
-.sunwrl

STORE

&

Click each of the sections below to setup and customize your =2 Setup products

Shipping store, ¥ Add new products, modify product information, setup
Sales tax 1. Setup products categories, and manage your store's inventary,
Payments/gateway 2. Generél settings ) [-._b View/process orders
e 3. Shopping Cart_ settings *ﬂ] To process and manage orders dick the view process
4. Checkout settings orders link or dick one of the order status links below.
P ADV SETTINGS 5. Shipping options Order status Count
b D 6. Sales tax new orders 2
EELPIRITLEY 7. Payment methods/merchant account EE{:EQ;IESS 0
\ , 8. Settings overview ackorder ! phane [ in store
P MANAGE ORI g read\,i’ btae ;hip g orders
P CUSTOMERS = FompE
‘Advanced store settings
P REFORTS Customer database Search
e Inventory control View customer information, and order history.
o Upsell & related products
l:l # Customized checkout form (3, Subscription Manager
find product « Email notifications l\'.s View and manage subscription information,
« Coupon manager
* Gift certificates . Ecommerce reports & analysis [Updated]
e E-Commerce tracking | View sales reports, top products, inventery, coupan
s Customize fields/International settings usage, tracking codes, cart analysis. ..
o Product reviews/comments

Am Import/export
Import product data and inventory, Export product
Advanced features information, customer data, and store orders,
Enable advanced features such as downloadable products,

accept Lg Accept credit cards on your site
=

credit Get a merchant account to take credit cards orders from customers in your online store,
cards

‘% Viewr site ‘ ‘Q\\ﬂ Admin Home ‘

Store Manager Page

The Store Manager page has six sections (listed on the left-hand side of the page)
that organize different elements of your e-store:

YVVYVYVYVYYVY

Admin

Setup Store
Advanced Settings
Setup Products
Manage Orders
Customers
Reports
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The Store Manager page also provides access to some of the most frequently used
features, along with a few advanced features.

6.1 Setup Store
Under the Setup Store heading, you can access many e-store setup and
customization functionalities.

General settings
Shopping cart
Checkout settings
Shipping

Sales tax
Payments/gateway

YVVVYVYVYY

6.1.1 General Settings
Click General Settings to be directed to the following page, where you can define the
general settings for your e-store.
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Store Home : Store Setlings

General sattings

Store Currency International settings
Enter in the currency symbol for your store (e.g. §)  Click this ik to setup VAT tax and to customize checkout form felds.
T International setfings

18 select(s) select(@) select(s)
Shopping Cart Indicator
Select settings for the shopping cart indicator, The shopping cart indicator is a small box that appears on the upper part of your
Inventory control ‘site. It displays the number of items in a users shopping cart.
Always show shopping cart indicator v
Email notifications Time i
Cougon manager [us cenral ] MWDDYYYY ¥
Gift certificates Enter the trme zone to use for order display and set

your defaut date format.
Store poices

Display Privacy Palicy
Enter your privacy polcy in the text area below

-] sie

L LKA

find product

Edier vesons 10 change version | manage styles Use SHt ard Eres sl s @)

]

Display Return Policy
Enter your retum polcy in the text area below.

BRBREGIS]

Edor versions 20 change version | manage styles Use Shikt and Enver 10 2ngis spxce (@)

Select the layout to use garies in your

subcategory layout Default categary image
cEEcEcEcECE |

P
1 ¥ columns
number of coumns to use when displaying subcategories.

:mlstwcrviewlaym Columns: [ v
oc jew layout,

categories that do not have an layout selected.The product overview dsplays the product smal products [ 159
image and short description. perpage: |

cEoMomom

Default product details layout:

The product detais page s displayed when a visitor cicks on the prod
displays the larger The defau
layout selected.

©E o= oWE oER oEE oEE o=

Use the following input box to setun a custom header on your inveice page. Use the custom invice header to put your company
infarmationflogo on the tap of the printable orders and invowes. Your header wil be displayed when you choose: the printable:

orders option or dick the show invoice from the order detal page.

toverview for more detais. The product detal psge
k d on products that do not have a dfferent

TDEA: enter your company name, address, contact information or logo

Eduor verson: 2.0 change version | manage styles. Use Shift and Esmes t single space. (@)
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Use the Store Currency field to seléc"tmé'currency symbol for your e-store. Choose
one of the options by clicking Select next to your preferred currency symbol.

Under the Shopping Cart Indicator heading, you can adjust your shopping cart
display settings by selecting an appropriate option from the Shopping Cart Indicator
drop-down menu.

Next, select your time zone from the Time Zone drop-down menu. Select the default
date format from the Date Display drop-down menu.

Under the Store Policies heading, you may opt to display privacy and return policies
in your e-store. To display an e-store privacy policy, check the Display Privacy Policy
box and enter the text of the privacy policy content in the corresponding text editor.
Similarly, to display an e-store return policy, check the Display Return Policy box and
enter the text of the return policy in the corresponding text editor.

Under the Category Display Settings heading, you can select a layout for your
product categories. Mark the circle next to your preferred layout option. Then use
the Columns drop-down menu to select the number of columns that should be used
to display product subcategories. Under the Default Category Image, you can see the
logo that is currently in use. To replace it with another image, click on the logo
image to open the following pop-up window.

/3 Select Image - Microsoft Internet Explorer _(ol x|

4 Return || View image || Advanced upload || s My images || Image fibrary

Upload animage From your computer o wour web site.

Upload ko I main directory = Advanced upload
Resize image: I no change 2 I custamize .
- 44 Use the advanced upload feature to automatically upload
Thurnbnail: I ho thurminail = I customize I images to a specific directory, resize images and create
File: I— Browse... | Upload | thumbnls.
1. Choose the upload directory. {optional)
2, Choose a size for the image you are uploading.
{optional}

3. Choose a thumbnail size. {optional)
4, Click browse, find file on your machine,
5, Click the upload button

o Close window @ Apply changes

Select Image Pop-Up Window

You may choose an image either from My Images or from the Image Library. You
can also upload an image from your computer. To choose an image from My Images
or the Image Library, click on the corresponding option and choose an image from
the displayed list, following the same procedure that was described in the My Images
and Image Library section. To upload an image from your computer, follow the same
procedure as described in the Advanced Upload section.

Once you have finished, click Apply Changes & #poly changes

Then click Close to close the window.

to save your changes.
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Under the Default: Product Overvie\'N""Léyout and Default: Product Detail Layout
headings, choose the default layouts for the product overviews and product details.
These defaults will be used on products whose layouts are not specifically selected.

The Custom Order Invoice Header section allows you to create the header for your
invoice page. Create your custom header in the corresponding text editor box.

Once you have finished, click Apply Changes QD ooy changes | 1) cave your changes. At

any time, you may click Go Back to return to the Store Manager page.
6.1.2 Shopping Cart

Click Shopping Cart under Setup Store to open the following page, where you can
select your shopping cart settings.
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o view
N\ site

W SETUP STORE

General settings

Shopping cart
Checkout settings
Shipping

Sales tax

Payments gateway

Settings overview

¥ ADV SETTINGS
Inventory control
Upsellfrelated prods
Checkout form

Email notifications

Coupon manager
Gift certificates
E-Commerce tracking
Custom settings
Product comments

P SETUP PRODUCTS
P MANAGE ORDERS

P cuSTOME

P REPORTS

find product

PREVIEW SITE C

@u ::wrl

Shopping Cart Display

Store Home : Shopping Cart Settings

0 Add Quantity - Shopping cart setting
Display an input box that allows shoppers to set the quantity of items to order when adding a product to the shopping
cart.

v| Add to cart button - Display the add to cart button on your store product pages.
By dicking the add to cart button shoppers can bypass the product detail page and add the product directly to their cart.
If the product requires options selection, the add to cart button will show the product detail page.

Buy Mow button - Display buy now button on your store product pages.
By dicking the buy now button shoppers can bypass the product detail page and shopping cart page and go directly to
checkout, If the product requires options selection, the buy now button will show the product detail page.

Wish list/Gift Registry [New] - Enable wish lists on your site. Customers will be able to add products to their wish list
and allow others to buy items from their wish list. Note: if you are using your own custom ecommerce buttons, you wil
need to provide a button for the Wish List

Shipping estimator - Allow customers to estimate shipping charges from the cart.
When this option is enabled a zipcode entry field is displayed on the shopping cart. Customers can enter their zipcode and
dlick the “calculate shipping”™ button to see the shipping costs before going to checkout. The shipping estimator only works
with UPS and U.5.P.5 shipping methods, It does not work for DHL, FedEx, flat rate or table based shipping methods,

Additional "add" buttons on product detail - Enable this option to indude add to cart and buy now buttons (if so
configured above) to display on the top of the product detail.

Show product image in cart - Check this box to display the small product image in the shopping cart display.

Image Width:

Colors & buttons
Click this link to customize your shopping cart buttons and colors

Shopping Cart Message (Optional)
Customize your shopping cart page. This message will appear on top of your shopping cart page.

[ ElSouce & B BB @ S0 o |4 5 H &

1
=
=

.
&

- | Size @

- =

-

Customized shopping cart message.

Editor version: 2.0 change version | manage styles Usa Shift and Enter to single space g

-

Shopping Cart Settings Page

This page presents options to enable the following store features:

» Add quantity
» Add to cart button
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Buy now button

Wish list/gift registry

Shipping estimator

Additional “add” buttons on product detail
Show product image in cart

YV VVYVYVYY

To enable any of these features, simply check the corresponding box(es). If you wish
to display a product image in the shopping cart, select an image width in the Image
Width drop-down menu.

You may customize the color of your shopping cart buttons and images by clicking
&

Colors & Buttons
Styles.

, which will direct you to the Shopping Cart section of Text &

Under the Shopping Cart Message heading, you may use the text editor to write an
optional introductory paragraph for your shopping cart page.

Once you have finished, click Apply Changes D ooty changes | 1 cave your changes. At

any time, you may click Go Back to return to the Store Manager page.
6.1.3 Checkout Settings

The Checkout Settings option under Store Settings allows you to adjust the checkout
settings for your e-store. Click Checkout Settings to open the following page.
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PREVIEW SITE ©

view
q\ site

W SETUP STCRE

Store Checkout

General settings
Store Home @ Checkout Settings

Shopping cart
Checkout settings
Shipping '| General Checkout Settings
Sales tax
Hide Site Graphics During Checkout
Payments/gateway When this option is checked your site's menu, title, and other graphics are not displayed during checkout.

Settings overview

Check Out Meter
W ADV SETTINGS Check this option to display the check out progress meter thoughout the chedk out phase of your store. This allows
customers to see which step of the check out progress the are currently on and how long till they complete their order,

Display check out progress meter V|

Inventory control

Upsellfrelated prods
Checkout form
Emai nolifications | Customer Login Page

SLETTINETERE Disable login page/return shopper accounts

Gift certificates When this option is set, users will not create an account which they can use to return to your store, They will be

. required to re-enter their information each time they buy something from you. Note: certain features that require an
E-Commerce tracking account on the system, such as Wish Lists, Subsariptions and Product Comments, will not be available when selecting
Custom settings this option.
Product comments

Login Page Message (Optional)
P SETUP PRODUCTS Customize the new customer login page. This message will appear on top of the customer login page.

P MANAGE ORDERS iBEswes f BERBER S | #4425 B & (= i=|E I8

P CUSTOMERS

- | Font - | Size T -
Ul I@AE=¢€8 ¢ 8%

l:l CUSTOMIZED LOGIN PAGE MESSAGE.

find product

=
-
=]

Editor version: 2.0 change version | manage styles Us= Shift 2nd Enter to single space .3,

Checkout Settings Page (cont....)

Under the General Checkout Settings heading, you can choose to Hide Site Graphics
During Checkout by marking the corresponding box. Use the Check Out Meter drop-
down menu to display or hide the check out progress meter.

Under the Customer Login Page heading, you can control the customer login page
details. If you mark the Disable Login Page/Return Shopper Accounts box, then
customers will not be able to create an account to facilitate frequent visits to your e-
store. Instead, they will have to re-enter their information each time they buy
something from your e-store. Note that when the login page is disabled, certain
features that require an account on the system, such as wish lists, subscriptions and
product comments, will not be available.

Use the text editor under the Login Page Message heading to create an optional
message for your customer login page.
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‘| Account Information Page

Enable mailing list signup during checkout
Enable this if you wish to allow your customers to signup for your mailing list during chedkout

Require customer to confirm email
Enable this if you wish to force customer to confirm their email address when entering their account details

Account Information Message
Allows you to place a message on the account information/billing information page.

5:80urcec¥; |§'ﬂ |M"“':|0§§EEE|€§

.
L]

¥

* | Font | Tahoma ~ | Size |size 2 - i Tg~
U= @O =@L Oy

=
~
=]

Editor version: 2,0 change version | manage styles Use Shift and Enter to single space (&)

Checkout Settings Page (....cont....)

Under the Account Information Page heading, you may adjust the customer account
settings. If you wish to let your visitors sign up for your mailing list, mark the box
titled Enable Mailing List Signup During Checkout. If you want to force customers to
confirm their email addresses when entering account details, then mark the box

titled Require Customer To Confirm Email.

Use the text editor under the Account Information Message heading to create a
message for display on the account/billing information page.
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|| Shipping & Payment Methods Page

O Disable shipping calculations

Check this box if you do not ship your products. When this box is checked, no shipping method or address will be
asked for during the chedkout process.

[] Disa ble alternate shipping address
Check this box if you do not want to allow an alternate shipping address.

Display payment methods as radio button list

By default payment methods are displayed in a drop down selection list. Check this box to display payment methods
as a radio button list,

|:| Require agreement/consent CHECKBOX
Use this option to have a required checkbox during the checkout process. The customer will not be able to proceed
with their checkout unless this required checkbox is checked. Enter the text to appear next to ﬂwe checkbox below

ISource dBRRBBREBISio o|d# GBI =

Style ~ | Fart v | Size - Ty~ Oy~
B 7 U&= <iQE=I6R B3 Y
Editor varsion: 2,0 change version | manage styles Use Shift 2nd Enter to single space Q.

0 Collect Additional Information
When this option is checked, users will be able to provide you with additional information on the shipping screen.
Enter in the message you want your customer to see below.
&

iElsowcee  BBREI&io o> |[# LG

- | Fort v | Size - Ty~ Oy~
- = i QdE=e8 tE VY
Editor version: 2,0 change version | manage styles Use Shift 2nd Enter to single space Q.

Payment Message
This message is displayed about the list of available payment options.

PElSowce ¥ B R G &io o [ (E &

i
e

: Shle ~ | Font | Tahoma - | Size |size 2 - E TI' %'
B I U= QOB TEY
Editor version: 2,0 change version | manage styles Us= Shift 2nd Enter to single spece G
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Under the Shipping & Payment Methods Page heading, you will find options to modify
the shipping and payment method features:

» Disable shipping calculations

» Disable alternate shipping address

» Display payment methods as radio button list

To select any of these features, simply check the corresponding box(es).

To require the customer to agree to certain terms, check the box titled Require
agreement/consent Checkbox. A customer will not be able to proceed with a
checkout unless the box is checked. Use the corresponding text editor to enter the
text that will appear next to the checkbox.

If you check the box titled Collect Additional Information, you will be able to collect
the additional information that users leave on the shipping page. Use the
corresponding text editor to create a message that invites your customers to leave
additional information.

Under the Payment Message heading, use the text editor to create a message that
will appear above the list of available payment options.

secure Checkout Page

Enable order amount enforcement

Enable this if you wish to enforce a minimum order or maximum amount, that must be met before someone can
complete the checkout, Enter O into either field to dizable it {e.q., if you don't want & maximum order amount, leave it
at 0}, Do not enter currency symbols

Minirmurn Order Amount: Mazdrnum Order Amount:

(] Show 551 security seal on checkout page
Zheck this option to display the 550 security seal on the checkout page. This seal verifies that the page is being
displayed over a secure link.,

Checkout Page Message (Optional)
Customize the checkout page, This message will appear on kop of the checkout page,

Font Name ~ FontSize ~ A O % ¢ B I U ¥ & a
B lnk link & & @

[T HTML Editor warsion: 1.0 change wersion | manage styles Use shift and Enter to single space help

Order Complete,/Confirmation Page

Checkout Complete Message
The checkout message is displaved on the order confirmation page after a user completes checkout,

Font Hame ~ FontSize ~ X 04 % ¢ B I U & a* a

[~ HTML Editor wersion: 1.0 change version | manage styles Use Shift and Enter to single space help

@ soback |2 Apply changes |

Checkout Settings Page (....cont)
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Under the Secure Checkout Page heading, you can adjust the settings for the
checkout page. Mark the Enable Order Amount Enforcement if you wish to establish
a minimum or maximum purchases amount that a customer must make before the
checkout process can be completed. To disable the feature, set the Minimum Order
Amount and Maximum Order Amount fields to zero.

If you mark the box titled Show SSL Security Seal on Checkout Page, then all of your
checkout pages will have the SSL security seal, which indicates that the page is
being accessed over a secured link.

Use the text editor under the Checkout Page Message heading to create a message
for display at the top of the checkout page.

Use the text editor under the Order Complete/Confirmation Page heading to create a
message for display when the checkout process has been completed. This message
should confirm that the customer’s order has been received.

Once you are finished, click Apply Changes Q ooy changes | 1 cave your changes. At

any time, you may click Go Back to return to the Store Manager page.
6.1.4 Shipping

The Shipping option under Store Settings allows you to enter shipping information
for your e-store. Click Shipping to be directed to the following page.
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STORE SEFTING Shipping Methods
General settings - -
i Store Home @ Shipping Information

Shopping cart

Inventory control Shipping Methods:

Upsellfrelated prods

Checkout settings Method Used Shipping Based On

Tt AT # Free shipping Free Shipping Order Amount 0.0 setlabel
e ¥ UPS (enabled) UPS Automated Shipping Weight setup
Shipping U.5.P.5 {not enabled) U.5.P.5, Automated Shipping Weight setup
Sales tax DHL (nct enzbled) DHL Automated Shipping Weight setup
Payments/gateway FedEx (not enabled) FedEx Automated Shipping Weight setup
Coupon manager ¥ Fixed items shipping Cost on product Cost on product 0.0 setlabel
e ¥ Products shipped free Products marked as free shipping Products marked as free shipping 0.0  setlabel
E-Commerce tracking # Manual shipping Manual Calculated at ship time 0.0 setlabel
Custom settings Add Flat Rate Shipping  Add Table Shipning Shipping Help/Setup Guide

Product comments

Shipping Rules:
Use shipping method(s)
1 Match all shoppers Products shipped free m m m@
¥ CUSTOMERS Default (used Match all shoppers UPS m
P REPOR when no other
= rule applies)
MNew Rule

find product

Additional settings: NOTE: Automated Shipping Calculations
If you have enabled UPS, U.5.P.5, FedEx, or DHL automated shipping all other shipping methods

s Handing Fees {except free shipping if enabled) are disabled and will not be available for shoppers at checkout.

e Country Settings
Per the Terms of Service of the shipping providers, you can only use one automated shipping
method. If you enable more than one, the first enabled one in a rule will be the one that is used.

Shipping Description/Instructions:

Fource | & ¢ | b 45 |
Siyle - | Fant = G -3

R-l=kF & @Y

Editor version: 2.0 change version | manage styles Uss Shft 2nd Enter to single spaze ()

4@ Go back a Apply changes

Shipping Page

The Shipping page lists some of the most frequently used shipping services, along
with options for free shipping, fixed item shipping, products shipped free and manual
shipping. The free shipping, fixed item shipping, products shipped free and manual
shipping are options that are automatically enabled in order to be used when setting
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up the shipping rules. To activate any of the other options, simply click on it to open
the corresponding settings page. The options on each of these pages are described in

detail below.

2= & & B

I

To offer UPS shipping services, click UPS on the Shipping page, and you will be
directed to the UPS Shipping page.
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General settings
Shaopping cart
Inventary control
Upsellfrelated prods
Checkout settings
Checkout Form

Email natifications
ETT
Sales tax
Payments/gateway
Coupan manager

Gift certificates

E-Commerce kracking

Custom setkings

Store Home : Shipping Information : UPS Shipping

UPS Online Rates and shipping tool

Flease complete the following information so that we can compute shipping costs, Shipping will be computed based on the weight
of the order (be sure to set weights for all the items in your product catalog) making the assumption that the order will fit into a
standard UPS box size,

™ Enable United Parcel Service Shipping Support

Your UPS account information (lzave blank for standard rates):

LIPS Account Mumber: I
Password: I
Access Key: I

Your ship from location
Your country; |Umted States of Americaj

*four zipfpostal code; I

Select the UPS services you wish to allow your customers to use:
T UPS Ground @

™ Ups standard ®

™ UPS Hext Day air @

7 UPS Mest Day i Early oM ®
™ UPS Hext Day A Saver ®

™ UPs 2rd Day 4ir ®

I UPS 2nd Day Air &M @

I UPS 5-Day Select ®

™ ups Express Saver (B

™ UPS Warldwide Express ®

™ UPS Warldwide Expedited ®
™ UPs warldwide Express Plus @

Click. here ko signup far & UPS account if you don't already hawve one.

select which pickup type you use:
Daily Pickup

O]

0 Customer Counter

0 e Time

© on Call Air

" Letter Center Drop box
~

Air Service Center

select which type of packaging you use:
@ Yaur awn packaging *recammended
0 UPS letker
' UPS Tube
0 UpPs Pak
© ups Express Box

Optional services:
™ Include insurance in shipping rate

Insurance Currency Code: IUSD

Select the rate type for the ship to location:

& Residential rate

 Cammercial rate
Package Dimensions: (only if vou are using your own packaging and they musk be in decimal, do not use fractions)
wicth: Heicht: | [in =]

Length:

4@ Goback, 0 Apply changes

UPS Shipping Page
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On this page, you may activate an automated shipping price calculator. The
automated shipping calculator uses the package weight and the zip codes of the
shipper and buyer to determine the total shipping cost.

To activate UPS shipping services, click Enable United Parcel Service Shipping
Service. If you do not have a UPS account, click the Here link to create a new
account. Provide the requested UPS Account Number, Password and Access Key to
access your account. For standard UPS rates, leave these fields blank.

In the Your Ship-From Location field, select your country from the Your Country
drop-down menu. Then enter your zip or postal code in the Your Zip/Postal Code
field.

The page lists all of the shipping services offered by UPS. Select the type(s) of
services that you wish to offer to your customers.

You may select a pickup type from the list displayed under Select Which Pickup Type
You Use.

To specify your packaging preferences, select one of the packaging options listed
under Select Which Type of Packaging You Use.

If you send valuable products, you may wish to provide insurance coverage for the
shipped goods. You may do so by checking the box next to Include Insurance in
Shipping Rate.

In the field labeled Select the Rate Type for the Ship-To Location, you may select
either Residential Rate or Commercial Rate.

If your company uses its own packaging, UPS needs to know the size. Enter the size
specifications of your package in the Length, Width and Height fields and then select
the appropriate measurement unit from the adjacent drop-down menu.

Once you have finished, click Apply Changes QD ooy changes | 1 cave your changes. At

any time, you may clicking on the Go Back option to return to the Shipping
Information page.

To offer USPS shipping services settings, click USPS on the Shipping page, and you
will be directed to the USPS Shipping page.
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[
-/‘s't—"r:-ra‘--_-fl-';g .‘_PREUIEW SITE
b

Shipping

Gaeneral settings

Store Home @ Shipping Information @ USPS Shipping
Shopping cart

Inventory control U.5.P.5. Domestic Rates Calculator
Please complete the following infarmation so that we can compute shipping costs, Shipping will be computed based on the weight

Upsel|frelated prod
ez i of the order (be sure ko set weights For all the ikems in your product catalog) making the assumption that the order will Fit into

Checkout settings the selected bax size.
Checkout Form

R IF wou have attempted a kest order and it does nok wark, vou likely do not have vour account active on the production server or
Email natifications wou have chosen an invalid combination of settings,
Sales bax [™ Enable United States Parcel Service Shipping Support
P tsigat U,5.p.5, l— Click here to get a username and password, NOTE: You cannot use

By ey USErMame: the login you use at USPS.com here. You must apply for or
CoUpon manager have a USP5 Web Tools account.
11,5.P.5. ¥

Gift certificates passward: may not be

required For newer U.5.P.5. accounts  Your account is working on the production server ak Ehis time,
E-Commerce tracking

Custam settings Your ship from location

‘our zipfpostal code:

Select the USPS services you wish to allow your customers bo use: {note: you musk be sure that the services you
choose are valid with the packaging options you select)

- Express

T Firsk Class

- Priority

™ pareel

T Weda

[~ Glabal Express Guaranteed

[T Global Express Guarantesd Mon-Document Reckangular

™ Global Express Guarantesd Non-Document Mon-Rectangular
r Express Mail International (EMS)

- Express Mail International (EMS) Flat Rate Envelope

[T First-Class Mail Inkernational

™ Priority Mail International

r Priatity Mail International Flat Rate Envelope

- Priatity Mail International Flak Rate Box

Select which type of packaging you use:
& win Packaging
8] Express aor Priority Mail Flat Rate Envelope, 125" x 9.5"
[ Prioity Mail Flat Rate Box, 14" % 12" % 3.5" or Priority Mail Flat Rate Box, 11,25" x 875" x 6"

Select the correct box size:
[ Feqular
[ Large

0 Oversize

™ Mactinable

o
U.S.P.S Shipping Page

On this page, you may activate an automated shipping price calculator. The
automated shipping calculator uses the package weight and the zip codes of the
shipper and buyer to determine the total shipping cost.

To activate USPS shipping services, click Enable United States Postal Service
Shipping Support. If you do not have a USPS account, click the Here link to create
one. Provide the requested USPS username to access your account.

Enter your area zip or postal code in the Your Zip/Postal Code field under Your Ship-
From Location.
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The page lists all of the shipping services offered by USPS. Select the type(s) of
services that you wish to offer to your customers.

Choose one of the three packaging box types under the heading titled Select the
Correct Box Size. Please note that packages that are not machinable cost more due
to special handling requirements. If your packages are machinable, check the
Machinable option.

Once you have finished, click Apply Changes @ oy changes | 1 cave your changes. At

any time, you may click Go Back to return to the Shipping page.

To offer FedEx shipping services, click FedEx on the Shipping page, and you will be
directed to the FedEx Shipping page.

Admin Manual Version 0.5D Page 126 of 240




.

| &) W

=

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register /odd & SEARCH ENGINES

view
9\ site

General settings

Store Home @ Shipping Information @ FedEx Shipping

Shopping cart

Inwentory contral FedEx Online Rates and Shipping tool

Upsellreated prods Flease camplete the Following information so that we can compute shipping costs. Shipping will be computed based on the weighk
af the order (be sure to set weights for all the iems in your product catalog) making the assumption that the order wil fit into a

Checkout settings standard FedEx box size,

Checkout Farm
™ Enable FedEx Shipping Suppart

Email notifications

¥ Set I to test mod
m SRR Tir use the FedEx online shipping calculator you must get

your account certified for Rating and Tracking by FedE:x,
Your ship from location Click the link below For certification information.

LB S Your country: | United States of America ¥
Coupon manager
Gift certificates Vour 2pjpastal code:

E-Commerce tracking Vour state:

Sales kax

certification information

Custom settings

Your FedEx account information

Vour account number: l—
e

Fhone number: l—
Address: l—

City: l—

Meter number: l—

2 generate meter number

Select the FedEx services you wish to allow your customers to use:
I Priority Gvernight

[ standard Overnight

I First Overnight

[T Fedex 2 Day

7 Fedex Express Saver

I International Priarity

™ trtsrnational Econamy

™ International First

I FedEx 1 Day Freight

I FedEx 2 Day Freight

I FedEx 3 Day Freight

™ Fedex Ground

™ Ground Home Defivery

™ International Priority Freight
™1 International Econamy Freight.

Select which type of pickup arrangement you use:
@ Reqular Pickup

' Request Courisr

' Drop Box

€ Business Service Centsr

€ Station

Select which type of packaging you use:
FedEx Envelope

€ Fedex Pk
€ FedEx Box
€ FedEx Tube
o
[

)

FedEx 10KG Box
FedEx 25KG Box
0 Your Own Packaging

Optional services:
7 Include insurance in shipping rate

Insurance Currency Code:

Select the rate type for the ship to location:
' Residential rate

€ Commercial rate

Package Dimensions: (ol iF you sre using your own packaging and they must be in decimal, do not use fractions)

Length: width: Height: in x

o
FedEx Shipping Page

On this page, you may activate an automated shipping price calculator. The
automated shipping calculator uses the package weight and the zip codes of the
shipper and buyer to determine the total shipping cost.
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To activate FedEx shipping services, click Enable FedEx Shipping Support. If you
wish, you may choose to activate the account on a trial basis by checking the box
next to Set Account to Test Mode.

In the Your Ship-From Location field, select your country from the Your Country
drop-down menu. Then enter your zip or postal code in the Your Zip/Postal Code
field, and the name of your state in the Your State field.

Under the Your FedEx Account Information heading, enter Your Account Number,
Name, Phone Number, Address, City and Meter Number in the corresponding fields.
Once a meter number is generated, it is remembered by the system and used for
internal FedEx operations. If you do not have an existing meter number, check the
Generate Meter Number box to generate a meter number. The Generate Meter
Number box is automatically checked if no meter number is entered for the account.

The page lists all of the shipping services offered by FedEx. Select the type(s) of
services that you wish to offer to your customers.

You may select a pickup type from the list displayed under Select Which Pickup
Arrangement You Use.

To specify your packaging preferences, select one of the packaging options listed
under Select Which Type of Packaging You Use.

If you send valuable products, you may wish to provide insurance coverage for the
shipped goods. You may do so by checking the box next to Include Insurance in
Shipping Rate. Then enter a currency code in the Insurance Currency Code field.

In the field labeled Select the Rate Type for the Ship-To Location, you may select
either Residential Rate or Commercial Rate.

Enter the size specifications of your package in the Length, Width and Height fields
under the Package Dimensions heading. Then select a measurement unit from the
adjacent drop-down menu.

Once you have finished, click Apply Changes D repy changes | 1 cave your changes. At

any time, you may click Go Back to return to the Shipping page.

On the Shipping page, under the Shipping Methods and the Additional Settings
headings, you can access the following options:

» Add Flat Rate Shipping

> Add Table Shipping

» Handling Fees

» Country Settings

Each of these options is described in detail in the following sections.
6.1.4.1 Add Flat Rate Shipping

Clicking Add Flat Rate Shipping under the Shipping Options heading on the Shipping
page directs you to the following page.
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»
= support

SIERECETRHG Shipping Methods
G | setti
e Store Home @ Shipping Information : Flat Rate Shipping

Shopping cart Enter in the name of the shipping method that will be shown to your shoppers, the basis for the calculation, and the rate that wil
Inventory control be charged.

Upsellfrelated prods

Checkout settings Shipping Method Hame Calculation Shipping Rate

cChedkout form | | | Calculated at ship time V| |

Email notifications

m Set minimum and maximum amounts that will be displayed. Leave either setting blank to disable that setting

Minimum amount Maximum Amount
Sales tax | | | |

Payments/gateway
Coupon manager

Gift certificates

— @@ Goback Q Apply changes

Flat Rate Shipping Page

Type the name of your shipping method into the Shipping Method Name field. Then
select the method that will be used to calculate shipping costs from the Calculation
drop-down menu. In the Shipping Rate field, enter the shipping rate that will be
charged. If there are any minimum or maximum shipping amounts, enter them into
the appropriate fields.

Once you have finished, click Apply Changes Q@ tply chenges | () cave your changes. At
any time, you may click Go Back to return to the Shipping page.

6.1.4.2 Add Table Shipping

Clicking Add Table Shipping under the Shipping Options heading on the Shipping
page directs you to the following page.
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Bview
~site

W STORE SETTINGS

Ao/ AW Site

™ m} Vi

Shipping Methods

G | setki
LIS e Store Home @ Shipping Infarmation : Table Based Shipping
Shopping cart
Inventary contral i hod I
Shipping Method Name:

Upsellfrelated prods Pping

Checkout settings Basis for table: IBy total weight j

Checkout form

Erisil sobfiatiore Greater than or equal to Less than this o Tesk against this order amount:
this order amount order amount... Shipping rate Test |

Sales kax I I $I

Payments/gateway I I $|

Coupon manager

Gift certificates

E-Commerce tracking I I $I

Custom settings I I $I
[ [ B
[ I B
- I I
- I .
- I I

4@ Go hack a apply changes

Table Shipping Page

Your customers might prefer to use local delivery services, drop shipping, or a
shipping service that does not offer an automated shipping calculation. For these
customers, you may wish to set up table-based shipping, which allows you to
predefine the shipping costs based on the total order weight, the order subtotal, or
the number of items purchased. Select your preferred option from the Basis for Table
drop-down menu.

Use the table to define the shipping price parameters. Under Greater Than or Equal
to This Order Amount and Less Than This Order Amount, enter the range for which a
fixed shipping price will be charged. Enter the corresponding shipping charge in the
Shipping Rate field. Under the Test Against This Order Amount heading, you may
calculate the shipping price for any order amount given the current settings. Simply

enter the hypothetical order amount into the field and then click Test E

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Shipping page.

6.1.4.3 Handling Fees
Clicking Handling Fees under the Additional Settings heading on the Shipping page
directs you to the Advanced Settings page.
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o view
N site

W STORE SETTINGS

General settings

Shopping cart
Inventary conkral
Upselljrelated prods
Checkout settings
Checkout Form
Email notifications

Sales kax

PREVIEW SITE ©

@u D’er

shipping Methods

Store Horne @ Shipping Information @ Advanced Settings

Additional Handling Charges

‘ou can add on additional charges abowve the shipping charges calculated by the system. These will show up as an additional
charge on the shipping selection screen. This is a flat charge added to the shipping and is most useful if you are using an
autorated shipping calculator {like the builk in UPS shipping calculator) and need ta add on an additional charge.

Handling charge:|0.00 (Do not include any currency symbol)

Texk Message: I
{The message to display on the shipping screen)

Payments/gateway

Coupon rmanager

@ caback |2 Anply charges

Advanced Settings Page

Gift: certificates

On this page, you may enter details about additional handling charges, which will
appear to visitors on the shipping selection screen. Enter the additional charge
amount in the Handling Charge field. Then enter an explanatory message in the Text
Message field.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Shipping page.

6.1.4.4 Shipping Countries

Clicking Country Settings under the Additional Settings heading on the Shipping page
allows you to select countries for inclusion in the shipping list displayed during
checkout. The Country Settings option directs you to the Shipping Countries page.
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iy AW siteNyAeaTsTTe M/ ASTore e AP M o O

stice
Store Home : Shipping Information : Shipping Countries

shopping cart
£ay Chosse sither ALL COUNTRIES ar CLSTON

Inventory control COLITRY LIST. I you chaose "CLISTOM COLINTRY LIST"
heckat. e bilng sddr

Upseljrelated prods
Checkat settings

& ALLCOUNTRIES
Select tis aption t disply ll countris,
€ CUSTOM COUNTRY LIST

Select for your ste, Check eah of make avlobl
Sales tax
ES———— T United States of America [ Faldand Islands T Moldova
e et Facetdnde  [IMonaco
I Hgeria T Fij I Hongolia
= o2 I Finland T ontserrat
I France. T horoceo
I angola I French Guiana T Mozambigue:
I anguils T French Polynesia T Nanibia
T ntigua & Barbuda I Gaben I hiaury
T rgentin I Garia T hipal
T Netherlands
T Hetherlands Antiles

T e Caledoria
T New Zesland
T Nicaragua
T higer
I igeria
I ahrain T Herthern Treland
I angladesh Horthern Marianss
I Barbados T orway
T Belgiom I oman
T gelze. au T pakistan
I Benin I Guyana T palestine
kit ralau
T Honduras T Panama
[T Hong Keng T Papua tew Guinea
Hungary Paraguay
I 1celand eery
indis T Philppines
I indonesia r
[ ireland
M istael
ety
I Jamsica
Japen
™ Jordan
I kazakhstan
I kenya
T Kirghida (kyrayzstan) [ SaudiArabia
T kirbti I scotland
I central african Republic [ kuwat, Republic of [~ singapore:
I chad iaos I slovenia
T Channel Tslands FLabvia T south africa
chie I Lebaren spain
I china [ Lesotho I sriLanka
I colombia by T Sweden
I Comoras I Liberia I switzerland
I conge I syri
T Cook Istands T Taiwan
I CostaRica I Thaland
Cote dvoire T Trinidad and Tabago
I croatia T Macedonia I Tunisia
T Madsgascar T Turkey
I Madeira Islands I Uraine
T niced Kingdom
T Uniked Arab Erirates
I Uganda
T Urugusy
T Marshal Islands =

T Martinique I vistnam
I Mariania T ugoslavia
T Equaterial Guinea T Mauritivs I zantia
I Estoria T Mexico,
I~ ethiopia I Micronesia

-
Shipping Countries Page

To select all countries, check the box labeled All Countries. If you wish to include
only selected countries in the shipping list, then check the box labeled Custom
Country List and then select individual countries in the list.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Shipping page.
On the Shipping page, wuse the text editor wunder the Shipping

Description/Instructions heading to create an introductory message with shipping
information and/or instructions for your customers.
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6.1.4.5 Shipping Rules

Once you have all of your shipping methods set up, you can then set up your
shipping rules. Use the shipping rules section to define when and how different
shipping methods will be displayed to users at checkout. You can define which
shipping methods are available based on the shipping location, order subtotal as well
as overall weight. To set up a shipping rule, click on the New Rule button. This will
open the Rule Settings Page.

Rule Settings:

Rule is enabled Owverride processing: If rule criteria are met, no other rules will be checked.

Subtotal Any w [] Free shipping
O ues
Country [] Products shipped free
Zip Any %
State Any

II

Order weight | Any w

[ Save ] [ Cancel ]

Rule Settings Page

In order to enable the rule you are setting up, make sure that the Rule is enabled
box is checked. If you do not want to check any other rule when the rule criteria you
are setting up is met, then make sure that the Override processing box is checked.
Under the Methods area, choose the method for the rule you are setting up. Finally,
set up criteria for the shipping method in question by selecting one of the options
under the Criteria area.

As an example, let’s look at offering free shipping to any customer who orders $100
or more. First, select the Free Shipping method. Then, use the dropdown box for
the subtotal criteria and choose the greater than or equal to sign (>=). A box will
appear that will allow you to enter a value. Type 100 into this box and hit the Save
button.

The default shipping rule is located at the bottom of the rules list. If no other rules
apply to the order, then the shipping methods in the default shipping rule will be
displayed to customers. You will also need to set up the priority on the shipping
rules. Rules that are higher on the rules list will be checked first. You can use the
arrows to move rules up and down.
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You can override the standard shipping process by setting specific shipping settings
directly on a product. See the Shipping section of the Advanced Settings when
editing a product.

6.1.5 Sales Tax

The Sales Tax option under Store Settings allows you to enter sales tax specifications
for different regions and product types. Click Sales Tax to be directed to the
following page.

"W STORE SETTINGS

Sales Tax

General settings

Store Home : Sales Tax Settings

Shopping cart
Inventory control

Upsellfrelated prods

Sales tax settings
Enter each of the regions for which you collect sales tax. Select the region type (state/province or postal code). For regions
based on zip codes, enter each of the zipcodes separated by a ™", Click Add.

Be sure to set your products as taxable {Jocated in the product editor) or no tax will be collected.
Checkout settings

Checkout form
Email notifications

Defined tax zone
Region Type Areas Tax Rate

Shipping add tax zone
International tax settings:
Payments /gateway The first tax zone in the tax zone list above will be used to compute the VAT tax amount. To customize the tax display label and

to display the VAT tax amount, dick the link below.

Internationsl Settings (VAT tax setup)

Coupon manager
Gift certificates
E-Commerce tracking

Custom settings ﬁ Go badck

Sales Tax Settings Page

To include a region as a tax zone, click Add Tax Zone to be directed to
the following page.

PREVIEW SITE O

view .
Q\ site @u pport

RE SETTII

[t | setti
SIS Ser0s Store Home © Sales Tax Settings @ Edit Tax Zone

Shopping cart

Inventory control Add a tax zone

Upselrelated prods Select a bax region, enter the zipcodes or state, enter the tax rate and dlick add.
Checkout settings

Checkout Form

Select the tax region

() State: |Alab ama =l

0 Postal Codes: e, 77012;77014;77044

€ Courkry: IUnlted States of Amer\caj

Ernail notifications

Shipping

Payments/gateway

Enter tax rate

Tax Rate: =,

Apply sales tax when...
[¥ SHIPPING TO THIS 20ONE Include sales tax on orders shipped ko this zone
[ BILLING IN THIS ZONE

COUpon manager
Gift certificates

E-Commerce tracking

Cuskom settings

Include sales tax on orders with biling address in this zone

Shipping fees & sales tax
[T Include shipping Fees in sales tax caloulations

Add Tax Zone

@ Go back
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Add Tax Zone Page

Under the Select the Tax Region heading, select a state from the State drop-down
menu and enter the corresponding zip code in the Postal Code field. Use the Country
drop-down menu specify the country that the tax region is in.

Next, enter the Tax Rate for that region as a percentage.

Under the Apply Sales Tax When... heading, you can choose to levy the sales tax
either on products shipped to the region (check the box next to Shipping to This
Zone) and/or on sales that are billed to addresses in the region. (check the box next
to Billing in This Zone).

If shipping fees should be included as part of the order total for calculating the sales
tax, select Include Shipping Fees in Sales Tax Calculations.

Once you have finished, click Add Tax Zone 244 TexZone | to save your changes.

You can also set up the International tax settings. The first tax zone in the tax zone
list will be used to compute the VAT tax amount. To customize the tax display label
and to display the VAT tax amount, click on the International Settings (VAT tax
setup) link and you will be taken to the Custom settings section.

6.1.6 Payments/Gateway
The Payment/Gateway option under Store Settings lets you set specifications for the

payment methods that your clients may use. Click Payments/Gateway to be directed
to the following page.

ra—— /o, /Gem— . PREVIEW SITE ©
dfadmin view siteddedit'site™ fdstore N

vicw T e SrEnULO0s CrEoty P .
Q\. site @unnorl

W STORE SETTINGS

Payment Methods/Merchant Account Gateway

General settings
= Store Horme @ Payrment methods/merchant account gateway
Shopping cart
Inventory control
Upselfrelated prods Ta collect credit card payments, select your payment gateway  Select wour payment gateway, and enter your account
Checkout settings from the gateway list located on the right side of this page. information,
Checkout Form = - Gateway:
Email notifications - - Mane j Setl
shipping
Crlles e L] m The payment gateway allows you ba process credit card
] ] transactions over the Internet,
Payments/gateway I_ I_
Coupon manager Merchant Account
y - E Apply online for a merchant account, Accept credit card orders
Gift. certificates over the Inkernet and process thern directly From vour web
E-Commerce kracking W check MNecon site. :
Click here for more info....
Custom settings | Money Order O PayPal Standard
™ Purchase Order signup for PayPal

Custom Payment Types:
Type: Marme:

|Dther;| |
|Dther;| |

4@ o back O Apply changes

Payments/Gateway Settings Page
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On the Payments/Gateway Settings page, you can select additional payment
methods other than credit cards. To select one of the payment options listed under
the Payment Types heading, simply check the box(es) beside your preferred
option(s). You may click Signup for PayPal to create a new PayPal account, through
which you can accept payments from your customers.

Under the Custom Payment Type heading, you may choose to accept payment
methods that are not listed on the page. Enter the name of the custom payment
type in the Name field.

In order to accept credit card payments online, you must select a payment gateway
from the Gateway drop-down menu under the Payment Gateway Configuration

Set
heading and click on the Set button = . Once this has been selected, you will

need to configure the gateway that was selected.

In order to use a payment gateway, you will need to have a merchant account. To
learn about creating a Merchant Account, select Click Here for More Info
[ - ]to be directed to the following page.

. PREVIEW SITE

@

e Aview site i Cedit site” i

ADMIN MERML

Get & Merchant Account

Admin home

Site bl ; . ;
e Get a merchant account to take credit card orders from customers in your online store.
Skore ranager

COMMUNICATE e have partnered with the leading merchant account company an the Internet o provide you with & merchant

Email accounts account so that you can take orders on your website, They offer extremely competitive rates,
Wwebmai

Click here to apply
Mailing list

Site marketing

@ 5o back

Create Merchant Account Page

You may use this page to apply for a merchant account by selecting Click Here to

Apply R —— Y, any time, you may click Go Back to return to the
Payments/Gateway Settings page.

Once you have finished using to the Payments/Gateway Settings page, click Apply

Changes to save your changes. At any time you may click Go Back to
return to the Store Manager page.

6.2 Advanced Settings
Under the Advanced Settings heading, you can access many e-store setup and
customization functionalities.

Inventory control

Upsell & related products
Customized checkout form
Email notifications

YV V VY
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» Coupon manager
> Gift certificates
» E-Commerce tracking
» Custom settings/International settings
» Product comments

6.2.1 Inventory Control
The Inventory Control option under Store Settings lets you adjust the inventory
control settings. Click Inventory Control to be directed to the following page.

PREVIEW SITE D

view site™ ) editisite ™ fstore®

o view »
 site = support

¥ STORE SETTINGS

General settings o -
d Store Harne @ Inventory control settings

Shopping cart

Inventory control

Upsellirelaked prods Inventory Control

e Enable or disable inventory control For wour store, With inventory control enabled, wour customer will not be able to buy
products that are out of stack,

Checkout Form

MNOTE: To activate inventory contral wou rmust enter & skack and alert level For each praduct iteri ko be tracked. Edit each

Emnail natifications product to setup it's inventory level,

Shipping

| ] Enable option based inventory
Sales tax Check this box to enable entry of product quantities on a per option basis, **WARMING** vou will be required ta enter a
Payments/gateway quantity For every combination of product options which are configured to participate in inventary,
Coupon manager MOTE: "Show Remaining Inventory” and "Hide products which are out of stock” do not apply when using option based
Gift: certificates invenitory
E-Commerce tracking [ Show remaining inventory

Check this box to display the remaining inventory For each product in the product catalog.

Custom settings

Hide products which are out of stock
Check this box o automatically hide a product when its inventory level reaches 0, You will have to manually re-enable the
product: from the product editor if vou adjust its inventory levels,

4@ o back a Apply changes

Inventory Control Settings Page

This page displays options to enable the following store features
Inventory control

Enable option based inventory

Show remaining inventory

Hide products which are out of stock

VvV VY

To enable any of these features, simply check the corresponding box(es).

Please note that if the Inventory Control feature is activated, customers will be
unable to buy products that are not in stock.

The Enable Option Based Inventory feature permits tracking the inventory level of
each variation of products that have multiple combinations.

The Show Remaining Inventory feature will display the inventory remaining for each
product.
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If you check Hide Products Which Are Out of Stock, then a product is automatically
hidden from display when its stock reaches zero. Once the inventory is re-adjusted,
the product has to be enabled for display manually.

Once you are finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Store Manager page.

6.2.2 Upsell/Related Prods
The Upsell/Related Prods option under Store Settings allows you to set up setup
default related products. Click Upsell/Related Prods to be directed to the following

page.

(@admin Sy AViewsite N /dedit site! _.; .m._i“h;'h-- PREV\EWS\TE!&.-
e e

WSTORE SETTINGS

Gen gs
General settings

q Store Home © Upsell & Related Products
Shopping cart

Inventory control
2 Default related products

(ENEETTORER|  Setup vour default upselfrelated products, These products will show on the product detail and shopping cart pages if the
product being viewed does not have specific related products setup on it, To setup related products, choose a product from the

et RS lst befovy and el the "add product” buttan.

Checkout Form

i — After you setup the products lit, select where yau want to have the product displayed.
Shipping Related product list

Sales tax Move up

Paymentsigatenay painters kit

CoUpOn Manager rove diown
Gift certificates

rermove
E-Commerce tracking

Cushom settings

MOTE: Try to keep the list of related products short. IF your list is too long it may put too much information on each page. Ideally
you want 3-6 related produts.

All products

Paints -your favorits color paint x|~ add product

‘where do the related products show up?

Product detai page: [ ENABLED - below praductinto ]
Shopping cart: |ENABLED -helow shopping cart j

Related product text
This text is displayed above the list of related products on both the shopping cart and product detal pages.

Font Name FontSize - %X D@ 9 ¢ B I U ¥ & a,
Ez=sisEEs Dikink @ A &%
™ HTHL Editor wersion: 1.0 change version | manage styles Use Shift and Enter to single space help

Related product layout

4@ Go back
Upsell/Related Products Page

The Upsell/Related Products page displays a list of related products under the
Related Product List heading. Select a product from the All Products drop-down menu
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and then click Add Product. Click Move Up —Imuve -p , Move Down i ,

rermone |

or Remove to move the items up or down in the list, or to remove them
from the list altogether.

Under the Related Products Integration heading, you may specify where the related
products should appear. You may choose to have the related products appear on the
Product Detail Page and/or in the Shopping Cart by selecting your preferred options
from the corresponding drop-down menus. The Product Detail Page drop-down menu
lets you choose to display the related products below the product information or on
the right-hand side of the page, or you can disable the feature. The Shopping cart
drop-down menu lets you choose to display the related products above or below the
shopping cart, or you can disable the feature.

Use the text editor under the Related Product Text heading to enter text about the
related products, which will appear above the list of related products, either on the
product detail page or in the shopping cart.

Under the Related Product Layout heading, you may select a layout for the related
products. Mark your preferred layout option. Then, use the Columns drop-down
menu to select the number of columns that should be used to display product
subcategories.

Once you have finished, click Apply Changes © ooy changes | 1 cove your changes. At

any time, you may click Go Back to return to the Store Manager page.

6.2.3 Checkout Form

The Checkout Form option under Store Settings allows you to create and customize
your checkout form, which is designed to collect additional information about the
customer. Click Checkout Form to open the following page.
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checkout form. Use the text editor under the Form Message heading to create an
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view
N site

W STORE SETTINGS

General settings

Shapping cart
Inwentory control
Upsellirelated prods
Checkaut settings
Email notifications
shipping

Sales tax
Paymentsigateway
(Coupon manager
Gift: certificates

E-Commerce tracking

Custom settings

P SETUP PRODUCTS

| LodouT /Zmrar e View site Ny fedit site s ASTore M Ahe Ip.

PREVIEW SITE O

A
c support

(S Gt

Gen tings
Store Home © Customized checkout form

Customized checkout form

Lse the custamized checkout Form to collect additional information during the checkouk process, The customized checkaut Form
appears o the shipping and payment type selection page. Lise the Form builder below ko creake your form, The information
collerted wil be attached to the customer order.

MOTE: This farm cannot be used ta collect customer credit card infarmation or CCV numbers,
I Enatle extra data collection form.

Form message: this message is displayed above the form,
FontName v FontSize =+ X (W[ % ¢ B I U ¥ & a
H A&

[~ HTML Editor version: 10 change wersion | manage styles Use Shift and Enter to single space help

Setup your form
Click the add button and uss the up and down icons to arrange your Form, Click an ertry in the Form Fisld ist and then enter the
field properties in the b o the right.

Form fields:
@ i3 Form field properties
(®)oown
®DELETE Label; |Inputfield -
Field is required T
(#) a0
Size:|20

linel £=1

Form Field Label Settings:
Size: (2 ~| Bold F ¢ Label above field @ Label left of fizld

4@ o back 0 2pply changes

Checkout Form Page

introductory message that will appear above the form.

Under the Setup Your Form heading, you can add items to your checkout form. Click

Add

Admin Manual Version 0.5D
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/3 Add Form Field - Microsoft Internet Explorer

Add Form Field
Toadd a Form Field click one of the form figld icons from the list below,
—— Input figld
é Text area
ﬁ;; Checkboyes
§Eé Radio buttons
Drop down selection list
1itle Text title/label
= Spacer

ailing list signup checkbox

close window

Add Form Field Pop-Up Window

Select a form item from the displayed list b% clicking on it. The selected item will

appear in the Form Fields list. Use the Up and Down icons to change
the order of the Form Fields items. For every item that you have chosen to add to
the Form Fields list, you will need to enter a corresponding label name in the Label
field under the Form Field Properties heading. Check the box titled Field Is Required
if you wish it to make it a mandatory item in the form, meaning that visitors must
enter the information before they can submit the form. Specify the field size by
typing a number in the Size field.

Under the Form Field Label Settings heading, select a size for the labels from the
Size drop-down menu. Check the Bold box to make the label text appear in the bold
format. You may choose to place the labels above or to the left of the fields by
marking the box titled Label Above Field or Label Left of Field.

a Apply changes

Once you have finished, click Apply Changes to save your changes.

6.2.4 E-mail Notifications

The E-mail Notifications option under Store Settings lets you adjust your e-mail
settings. Click E-mail Notifications to be directed to the following page.
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PREVIEW SITE 3

Email Notifications

Store Home : Email Settings

Order Recelved Notifications.
Setup email notifications for new orders.

Inventory control
Upsellfrelated prods
Checkout form
Emai notifications

Coupon manager
Gift certificates.
E-Commerce tracking
Custom settings
Product comments

UP PRODUC

P MANAGE ¢

find product

Admin Manual Version 0.

Select how you want to be notified when new orders are received at your site, \ Senda

email for every order

“|

Alternate Notification Address

By default al notification emails are sent to the main email address for your account. If you wish to have notifications sent to a different email

address, enter the address in the input box below.

defauit: nameBemailaddress.com

Send Customer Confirmation Email

‘sample Email

This is & sample of the email that wil be sent to your customers when they submit orders on your site. To customize this emal il in the "subject”

and “from" fields. Then enter the message at the top of the emai bady.

Check this bos to send an automated order details/confimation email to your customers when new orders are received on your web site.

From: | customerservice@email.com

Subject:|| Your order has been received

xeep a copy of this email for your records.

Thank you for your order! We hope you will enjoy your new purchase. This email is
to confirm we have received your order and are processing it.

Please print and

‘Order ID: 100 Date: 05/16/2002
Billing

Payment:Payment Type
Name: Customer Name
Phone: Phone Number
Address: Address
City:City
State/Province:State
Zip/Postal Code: 7ip
Emai customer email

Qty. Name Product ID
1 product name productid

Price
5.00

Sub Total
Sales Tax
Total

Total
£5.00

$0.00
$5.00

jjCompleted

The order compietion email can be sent by you to your customers when you complete or ship your order.

Email Subject
Enter default subject for order completion

[Your order has been shipped ]

Mail Contents
nter the default mai message for order completion.

contained below to track your package.

Your order has been shipped. You can use the order tracking information

Email Address
Enter the defoult email address for order completion (appears in the from fied of the email)

customersevice@email.com

‘Subsaription emails
Tnese emals are sent during utomated subscrpton processig.
Subscription email subject
Enter default subject for subscription emails.
[ notice |

uccessful subscription processed
nter the message to send to customers upon successfully charging them for subscription renewal.

Your subscription has been succesfully renewed.

Failed subscription processed
nter the message to send to customers whese subscription renewal failed.

renewed.

The charge for your subscription failed. Your subscriptions have not beem

5D
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E-mail 'Se'ttings Page

Under the Order Received Notifications header you can adjust e-mail notifications
settings for new orders placed on your website. Use the Send New Order Notification
drop-down menu to select the type of e-mail notification that you wish to receive
about orders placed in your e-store. If you wish to receive order notification mails at
an e-mail address other than the one registered as your main e-mail address, then
enter the alternative e-mail address in the Alternate Notification Address field.

If you check the box titled Send Customer Confirmation E-mail, then an order
confirmation e-mail will be sent automatically to your customers whenever they
place a new order in your e-store.

To customize the order confirmation e-mail, enter your e-mail address in the From
field, an e-mail subject in the Subject field, and an e-mail confirmation message in
the text editor under the Sample E-mail heading. The rest of the sample order
confirmation e-mail will display the customer’s order details.

Under the Order Shipped/Completed E-mail header, you can customize the order
completion e-mails that your customers will receive when the order is shipped or
otherwise completed. Enter a subject in the E-mail Subject field and create the order
completion message in the Mail Contents text editor. Enter your e-mail address in
the E-mail Address field. This e-mail address will appear as the sender’s e-mail
address in the order completion e-mail.

Under the Subscription emails header, you can customize the emails that are sent
out for subscription services. In the Subscription email subject field, enter the
default subject for subscription emails. In the Successful subscription processed
field, enter the message that will be sent to customers when they are successfully
charged for subscription renewal. In the Failed subscription processed field, enter
the message that will be sent to customers when subscription renewals fail.

apply ch
9 oot changes | 1 cave your changes.

Once you have finished, click Apply Changes
6.2.5 Coupon Manager

The Coupon Manager option under Store Settings allows you to manage coupons that
you may offer to your customers. Click Coupon Manager to be directed to the
following page.
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¥ STORE SETTINGS

General settings
Shopping cart
Inventory control
Upsellfrelated prods
Checkout settings
Chedkout form
Email notifications
Shipping

Sales tax

Payments gateway
Gift certificates
E-Commerce tracking
Custom settings

Product comments
P SETUP PRODUCTS
P MAMAGE ORDERS
¥ CUSTOMERS

¥ REPORTS

Coupon Manager

Store Home @ Store Coupons

[#] Ena ble Coupons & Gift Certificates
Check this box to enable coupon/aift certificates on your site.

How Coupons Work

Use coupons to offer discounts to shoppers at your store, Create your own unigue coupons and give the coupon codes to your
customers and prospects. To redeem a coupon, customers simply need to enter the coupon code in the Coupon/Gift Certificate
Code field on your store checkout pages. The discount will be applied when they complete their purchase.

Click here to create a coupon

Active Coupon List:

Click here to create a coupon

NOTE: When the coupon use count reaches zerc or the expiration date has passed the coupon will no kenger be availsble on your site,

@@ Goback @ Apply changes

Coupon Manager Page

You can use this page to create a coupon that offers discounts to your e-store
customers. To activate the gift certificate and coupon options, check the box next to
Enable Coupons and Glft Certificates. To create a coupon, select Click Here to Create

a Coupon |

|, which will direct you to the following page.
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W STORE SETTINGS -
Coupon Manager

General settings

Store Home : Store Coupons
Shopping cart

Inventory control Create a Coupon
Upsellfrelated prods To create & coupon use the form below. Enter the coupon code, amount, type and other settings.

Chedkout settings

Mame/Code: Discount Type: Discount Amount:
Chedkout form | | 5% off 3 10

Email nofifications This is the coupon code that customers uss
when checking cut to receive the discount,

Shipping
Sales tax
Payments/gateway Expiration Date: Minimum Order:
oo o W[z . o
) ) his coupon will remain valid until this date, Enter the minimum order
Gift certificates = r must

unt
to

pon. The
st be greater

E-Commerce tracking

Custom settings than this amount.

Product comments

Use Count:

P SETUP PRODUCTS Unlimited Use |+ Per customer

Select the number times this coupon can be used. The coupon will be deleted from the system after its use count & up. By choosing the
Per Customer’ . il be used the specified number of times by sach customer until the expiration date.
*NOTE: You cannct choose "Per Customer” when Unlimited i selected for the Use Count.

P MAMAGE ORDERS

P CUSTOMERS

Product Restrictions
[ restrict the products that this coupon will work on

find product )
@ Go back a Create coupon

Store Coupons Page

The Store Coupons Page requests all the information needed to create a coupon.
First, enter the coupon name or code in the Name/Code field. Then select the
Discount Type field from the corresponding drop-down menu. There are four
different types of discounts: % off, $ discount, free shipping and buy X and get Y
free. If you choose % off, then enter the percent of the discount in the Discount
Amount field. If you choose $ discount, then enter the dollar amount of the discount
in the Discount Amount field. If you choose the buy X and get Y free discount type,
then enter the quantity that must be purchased (X), as well as how many of the
product will be free (Y) after the X quantity is purchased. For example, if you want
to create a coupon that gives one free item for every nine that are purchased, then
enter 9 into the Buy X field and 1 into the Get Y field. Also, enter the limit of how
many free products the customer will get into the Limit field. For example, if you
enter 3 into the Limit field, then the maximum number of free products the customer
can get is three. In this example, the customer will have to order 27 pieces and will
get an additional 3 for free. However, if the customer orders 36 pieces, he or she
will still only get 3 free pieces.

Set an expiration date for the coupon by using the month/date/year drop-down
boxes under the Expiration Date heading. In the Minimum Order field, enter the
minimum order amount that makes the customer eligible for the coupon, if
applicable. Finally, use the Use Count drop-down menu to select the number of times
that the coupon can be used. If the use count is going to be per customer, then click
on the Per customer checkbox.
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If there are going to be product rest'ri&"t"i'ohs on the coupon, then click on the Product
Restrictions checkbox. When this is enabled, the following appears on the Store
Coupons page.

P REPORTS Product Restrictions

Restrict the products that this coupon will work on

[Chis product does not apply to products on sale

find product
To restrict the coupon to particular products, add them from your product list below. Choose the method you want to use
for product restrictions.

(® Discount applies only to the products listed O Discount exdudes the products listed

Product list:

mave up
move down
remaove

All Products

Wholesale Products - T-SHIRT(TSHIRTIWHOLESALE) v || =add product

@ coback | Create coupon

Coupon Restrictions

If you do not want the coupon to be applied to products that are currently on sale,
then check the corresponding checkbox. The next step is to choose the method you
want to use for the product restrictions. You can apply the coupon discount only to
certain products, or you can apply the discount to all products except for certain
ones. After you choose the method, you then have to populate the product list
section. To do so, use the All Products drop-down box to see all the products on
your site. Highlight the appropriate product and click on the add product button.
You will see that product appear on the product list. Repeat this process for any
other product you want added to the list. If you chose the method that applies the
discount only to the products listed, then the coupon can only be used with products
that appear in the product list. If you chose the method that excludes the products
listed, then the coupon can be used with any product on your site except for the
ones that appear in the product list.

'a Create coupon

Once you have finished, click Create Coupon to save your changes.

6.2.6 Gift Certificates

The Gift Certificates option under Store Settings allows you to configure your gift
certificate settings. Click Gift Certificates to be directed to the following page.
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Lo

WSTORE SETTINGS

ate Manager

Store Home @ Gift Certificates

General settings

Shopping cart
Inventory control
[~ Enable Coupons & Gift Certificates
Upselljrelated prods Check this box o enable couponfgift certificates an your sike,
Checkout settings
Checkout Farm How Gift Certificates Work
Enable this option to allow customers to purchase gift certificates to your site. When a gift certificate is purchased a gift
Email notifications certificate code is generated and provided to the custamer, The customer can give the code as a gift. To redesm the aift
i cettificate the gift code needs ko be entered into the coupon/aift certificate field during checkout, To setup a purchasable gift
Shipping certificate edit yvour product catalog and click the add gift certificate link,
Sales tax
Payments/gataway click hers to edic your product cataleg and add a purchasable gift certificate

SaLpouinatagey Gift Certificate List
Gift certificates Eielow is & list of gift certificates on your site that are waiting to be redeemed. To create a gift certificate manually, click bere.

E-Commerce tracking

Zuskom setkings

Manually sdd gift certificates

-
Gift Certificates Page

Check the box titled Enable Coupons & Gift Certificates to activate coupons and gift
certificates in your e-store.

To create a gift certificate, select Click Here to Edit Your Product Catalog and Add a
Purchasable Gift Certificate. This will direct you to the Products Home page. Once
there, click Add/Edit Products to open the product editing page. Then click Add Gift
Certificate to be directed to the Add Gift Certificate section.

On the Gift Certificate page you can create gift certificates manually. Under the Gift
Certificate List heading, click Here or click Manually Add Gift Certificates
| - | to be directed to the following page.

PREVIEW SITE

view »
o\. site @u pport

b SETTINGS

Gift Certificake Manager

G | sett
2D Store Home @ Gift Certificates

Shopping cart
Ly Create a Gift Certificate
Upsellfrelated prods To create a gift certificate use the Form below.

Checkout settings

(b e Mumber o create:|1
Email notifications Gift certificate walue: $|

Shipping
Sales tax @@ coback | (@ Create certificate

Create Gift Certificates Manually

To create a gift certificate, complete the fields for Number to Create and Gift
Certificate Value. Then click Create Certificate to have the new gift certificate appear
automatically in the Gift Certificate List along with its Gift Certificate Code, Amount
Left, Expiration date and Order ID. To delete a gift certificate, click the corresponding
Delete option.
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6.2.7 E-Commerce Tracking

The E-Commerce Tracking option under Store Settings allows you to configure the
settings that will help you track customer traffic to your site. Click E-Commerce
Tracking to be directed to the following page.

MARKETING
& SEARCH ENGINES

PREVIEW SITE ©

o view )
% site = support

SETTIMNGS
= Order Tracking
General settings

Store Home © E-Commerce Tracking

Shopping catt

Inventory control
Upsellfrelated prods
Checkout settings

E-Commerce Tracking

The built in tracking swstem allow ywou o determine where wour orders are coming
from, The system tracks the referring URL of the customer and can be sebup to
track orders with a custom tracking code.

Checkout: Form Referring LRL

1.
2. Cusktom Tracking Codes
3. Third Parky Tracking Swstems

Email notifications

Shipping Use thiz option to add tracking codes frarn third party systerns such as Google -
and Yahoo Search Marketing, The codes will be added to your arder checkaout

Sales tax complete page,

Payments/gateway

Coupon manager

Gift certificates 1. Referring URL

The referring URL, iF awailable, is automatically saved on every arder, A referring URL is
the web page that 3 customer clicked on before they came to your site, This could be a
link, frorn ancther sike or 2 search engine, IF they custorner byped inoyour site namne
directly into the browsar thers is no referring URL,

E-Commerce
tracking

Custom sethings

2. Custom Tracking Codes
Use customn tracking codes ba track where arders are coming fram,

What can I track with the custom tracking code?
You can track anything, When you give out links bo wour site, use the tracking code to determine which of those links are being
corverted inbo orders, You can use tracking URLs to track orders that come from other sites, pay per click search engines, affiliates..,

How to use custom tracking codes?
Each link to your site can hawe a unigue tracking cade that wou assign, When you setup a link bo your site, assign a tracking code for
that link and setup the link with the tracking code attached, See the example below,

http:! f olympiapainters.comy 2xtr =xyzcode
Replace "xyzcode" with the unique cade that you assign for each tracking URL,

ihen orders are received, the code will be saved with each arder, When wiewing the details for an order you can zee the tracking
cade far that arder,

4@ Goback

E-commerce Tracking Page

This page allows you to track the referring URL, which indicates the page that
customers are coming from when they land on your site. The e-commerce tracking
tools also use custom tracking codes to help you determine which of the links
pointing back toward your site are recruiting the most customers. To learn more
about referring URLs and/or custom tracking codes, click Referring URL and/or
Custom Tracking Codes to be directed to places in the same page that discuss these
topics in detail.
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The e-commerce tracking tools also include third-party tracking systems that let you
add tracking codes from third-party systems. Click Third Party Tracking Systems to
be directed to the following page.

e

n pfdviewsite 7:_& edit'site’ ',ss"EwEmeD

Order Tracking
General settings

Store Horne @ E-Corrmerce Tracking @ Third Party Tracking Systems
Shopping cart

Inventory control 3rd Party Tracking

3rd party fracking allows you to put fracking infor mation within the order complete page of the shopping
Checkout settings cart. The fracking service will provide you with HTML which you will need to insert into the area shown
Gt below, The HTML will identify information which will be needed from the shopping cart (i.e., arder total,
order id). You will need to modify the HTML and insert %orderid%, %total%, or %esubtotal%s a5 indicated by
your tracking service,

Upsellirelated prods

Email notifications

Shipping
Sales tax
Paymentsigateway Forderid% | this orders id
Coupon manager Ftotal% order total
Gift certificates %subtotal® | order subtotal
(HETIIES Yemailh customers email address
tracking
ename s customers name
Custom setkings
EXAMPLE
<img SRC="http: /e Irdparty.comirack cgizid=CRDERIDRota=TOTAL">
becomes

<img SRC="http: ffwwwe Irdparty.compirack coizid=g6orderiddbatatal=9btotalds" s

Some systems require that you enter the HTML codes in different areas of the page. Make sure you place
the codes in the appropriate location.

Enter HTML Tracking Codes {BODY of page)

Enter HTML Tracking Codes (in the HEAD of the page)

[

NOTE: After changing these settings submit a test order to verify that your system is working
properly.

4 Go back
Third Party Tracking Systems Page

On this page, you can enter the HTML code provided by a third-party tracking service
to the shopping cart page that appears when an order is completed. You can add the
HTML code either to the body or head of the page by pasting the code into the
corresponding text boxes.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the E-Commerce Tracking page. Once
you are finished with the E-Commerce Tracking page, you may click Go Back to
return to the Store Manager page.

6.2.8 Custom Settings

The Custom Settings option under Store Settings lets you configure more advanced
store settings. Click Custom Settings to be directed to the following page.
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On this page, you can rename the labels for the form fields that appear on the
shopping cart checkout page and the order details page. To do so, enter the new
names in the boxes beside the existing label names. For example, if you wish to
rename the State/Province label, enter your new label name in the corresponding
box. If you wish a label name to remain unchanged, do not type anything in the
corresponding empty box. If you wish to set a new country as the default country,
select your choice from the Default Country drop-down menu.

Under the Address Form Settings heading, choose an option from the State drop-
down menu to control what types of entries are permitted.

If you want your site to display the VAT price, click on the VAT display checkbox.
You can also type in the name of the label that you want to use for the Sales Tax
Display.

You can use the Currency Setup area to show customers pricing in their own
currencies. Select your site’s currency from the drop down box. Then, highlight the
currencies you want to make available and click on the Add button. The selected
currencies will appear in the Selected Currencies box. To remove a currency,
highlight it and click on the Remove button. Please note that the alternate currency
is only used for display purposes. All purchases through your store will be made in
the default currency.

@ Apply changes

Once you have finished, click Apply Changes to save your changes.

6.2.9 Product Comments

This feature allows customers to submit product reviews/ratings. Click Product
Comments to be directed to the following page.
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W STORE SETTINGS

Product Comments

General et
Sl s Store Home : Product Comments

Shopping cart

Inventory control
D Enable product comments
Upsellfrelated prods

Checkout settings How product comments/reviews work

Checkout form When the product comment/review feature is enabled users can dick a link to submit their own review of the product and
provide a product rating. The product reviews are displayed on the product detail pages below the product information.
Email notifications

Shipping Product comment approval

ALL product comments must be reviewed and approved before they are displayed on your site. You will receive a notification
Sales tax email for each comment submitted, The notification email contains a link that you can dick to approve the comment. You can also
Payments/gateway approve comments by viewing the product detail page. When viewing the page, dlick the "approve” link above each comment to

make it available. Click the "delete” link to permenently delete a comment from your site,

Coupan manager
[] DISABLE comment notification emails
Gift certificates

ECTEEE EEE User accounts required to make comments:

Custom settings To comment on products visitors need to have an account on your site. Accounts are created when visitors checkout through
your site, You can also enable the user account creation option that lets users setup their own accounts without making a
purchase through your store, Use the option below to configure how users can create accounts,

Product comments

P SETUP PRODUCTS

Enable user account creation from the my account page

P MANAGE ORDERS
» Signup Form:
CUS 5 . .
CUSTOMER Default- full contact information V|
P REPORTS Choose the new user signup form. the simple form only collects name, email address and password. The default form

collects full contact information.

Signup Passcode:

The passcode is used to control new account signups. If the passcode is set, new users must enter the correct passcode
to register jcreate an account on your website.

find product

Default User Group:
Ecommerce Customers: All E-Commerce Customers ¥

Select the default user group for newly created accounts. New users are automatically placed in this account. Ex you can
have new accounts go to a pending user group for approvalfreview,

New User Welcome Page:

|select page | reset
Enter the name of the new user welcome page. If no page name is set, users will go to their account information page.

4@ Go back a Apply changes

Product Comments Page

To enable this feature, click on the Enable Product Comments checkbox. When this
feature has been enabled, users can click a link to submit their own review of the
product and provide a product rating. The product reviews are displayed on the
product detail pages below the product information. All product comments must be
reviewed and approved before they are displayed on your site. After a comment is
submitted, an email is sent to the default email address on the site. This notification
email contains a link that you can click in order to approve the comment. You can
also approve comments by viewing the product detail page while logged into the site.
When viewing the page, click the approve link above each comment to make it
available. If you don’t want to approve a comment, or want to delete a comment
that was previously approved, click on the delete button that is available when
viewing the page. If you do not want to receive an email notification when a
comment is submitted, check the Disable Comment Notification Emails checkbox.

Please note that in order for customers to make product comments, they must have
user accounts. User accounts are created when visitors checkout through your site.
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You can also enable the user account creation option that allows users to setup their
own accounts without making a purchase through the store. This was covered in the

User Account Settings section.

6.3 Setup Products

The Setup Products section of the Store Manager page presents many options to help
you create product catalogs and add products and other related data. Clicking Setup
Products will direct you to the Products Home Page.

6.3.1 Products Home
Clicking Products Home option under Setup Products will direct you to the following

page.

PREVIEW SITE ©

® view »
N site @uuwrl

P STORE SETTINGS
Products Home l:l find product
¥ SETUP PRODUCTS Store Home @ Products Home
Products home g
. P £8
Add product - L g
add page/category reorder categories importfexport products

Add page/category
Import/export Category Name Product Count

Wholesale Products 2 add/edit products pricng properties delete
P MANAGE ORDERS

Featured Products 5 add/fedit products pricng properties delete
P cuSTOMERS

Apparel 10 add/edit products pricing properties delete
P REPORTS

Subscriptions 3 addfedit products  pricing properties delete

find product ‘O Add page/category | ‘a Import/export products ‘
Click this link to add another Click here to import product data
products category, or 2 new product  or export existing product information.
page to your web site,
@ Go back

Products Home Page

On this page you can change the product category settings for your e-store. The top

Lap
add pagefcategory

of the page displays three shortcut links. Clicking Add Page/Category

k-

directs you to the Add Page/Category section. Clicking Reorder Categories """
directs you to the following page.

Admin Manual Version 0.5D Page 153 of 240




2= [ﬁ?J @‘7

EDIT SITE SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register /odd & SEARCH ENGINES

o

Store Home : Products Home @ Reorder Categories

Change the order of yvour product categories, To move a category, click on the category narme in the list,
and select either move up, or move down. When you are done select Apply changes at the bottom of
Add page/category this page.

Add product

Importjexport

2 Move to top

Hardware
Category 3 A Move up

category 4

W Move down

% Move to bottom

A
A2 sortatoz

4% sortzwoa

0

Reorder Categories Page

On this page you may adjust the order in which the product categories are listed. All
of the existing product categories are listed in the column on the left-hand side of

the page. Select a product category in the list and click Move Up or
Move Down *"‘“"" " | to move it up or down in the list. To place the selected

product category at the very top of the list, click Move to Top [_= mw=
Likewise, to move the selected product category to the very bottom of the list, cI|ck

Move to Bottom | = meve te borrom | If you wish to have the categories listed in
alphabetical or reverse alphabetical order, click Sort A to Z orSort Zto A
wZ ===~ | respectively.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Products Home Page.

Clicking Import/Export Products Q tmportjexport products | on the Products Home Page

directs you to the Import/Export section. This allows you to upload many products to
your e-store at once, or to download them from your e-store to another computer
application.

The Products Homepage lists all of the existing product categories. To view products,
add products, or view product properties for a particularly category, click the
corresponding Add/Edit Products option to be directed to the following
page.
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PREVIEW SITE ©

8 view > 8
 site = support

P STORE SETTINGS
Product Category I:I find product

¥ SETUP PRODUCTS Store Home @ Products Home : Apparel
Products home 2

Add product ‘ﬁ O] O] ‘ﬁ, 1 ) L \ﬂ:

add product add gift certificate  add subscription  priding/inventory category properties add sub category reorder products

Add page/category
Importfexport

Product Name Product Id

P MANAGE ORDERS W Hat-1 HAT1 £25.00 edit delete
» CUSTOMERS ¥ Hat-2 HAT2 £25.00 edit delete
P REPORTS W Hat-3 HAT3 525,00 edit delete
W Hat-4 HAT4 $25.00 edit delete

|:| W Hats HATS §25.00 edit delets
find product ¥ Sample Product Two 52 $39.95 edit delete

¥ T-Shirt TSHIRT1 £19.50 edit delete

¥ T-Shirt 2 TSHIRT2 £20.00 edit delete

W Gift Certificate Name GIFT1 [option pricing] edit delete

@ Go back

Add/Edit Page

This page presents the following options, which are described in detail in subsequent
sections.

Add product

Add gift certificate
Add subscription
Pricing/inventory
Category properties
Add sub category
Reorder products

VVVYVYVYYVY

6.3.1.1 Add Product

Clicking the Add Product option on the Add/Edit page directs you to the following
page, where you can enter product specifications following the process described in
the Edit Product section.
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view
N site

P STORE SETTINGS
WSETUP PRO
Products home
Add product

Add page/category

Import/export

LoSOUT A e W Site) et site iprAsTore

PREVIEW SITE ©

)
= support

Edit Product

Store Home ; Products Home ; Paints | Edit Product

Product Name: I

Product 1d: I

Short Description:

Font Hame B I U ¥ o i

- e A me ABC

= = E = 2

[T HTML Editer version: 1.0 change version | manage styles Use Shift and Enter to single space help
Long Description:

FontMame ~ FontSize ~ 4% (WY ¢ ¢ B I U ¥ & a,

= = Hinkink @ & & %

I~ HTML Editer version: 1.0 change version | manage styles Use Shift and Enter to single space help

Text only Desc:

=]

[
Ttem Price:
Do not include currency in the price
Sale Price: I

Weight:
2 Used ta caleulate shipping (in Ihs). Do not incude units (e.g. use 12.5 not 12,5 Ibs)

Settinds: [~ o Sale - check this box to use the sale price,

[¥ Taxable - check this bax to calculate sales tax for this product,
™ Hide Product - check this bo ta hide this product on your product pages.

Product Dptions

@UP
@ DOWN
® DELETE

@ADD OPTION @ED:T

Special product icons can be used to draw attention o new praducts and special offers. Check the bax next thase you wish ko
display for this product.

™ New Arrival [ Special Offer [ Clearance [ Free Shipping

Shipiping charges will not be added For this iter if weight based
shipping is used,

Select a layout to use on the product details page for this product,

oE cE ciE B cE cE o=

Sawe Changes and Upload Images

Click the link above to save vour changes ko this product and ko upload images, or dick Apply changes at the battam of the
page if you do nok have images for this praduct.

4@ Go hark Q Apply changes

Add Product Page

To upload an |mage for the selected product, click Save Changes and Upload Images

to be directed to the Product Image section on the Edit

Product page.

6.3.1.2 Add Gift Certificate

The Add Gift Certificate option on the Add/Edit page lets you select your e-store gift
certificate settings on the following page.
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B view
“site

Products home
Add product
Add pagejcategory

Imporkiexport

%- VieW Site et dedit Sie T s A5Tore Mt help™,

il (ehliidibiinds  (iheadatidis (St

PREVIEW SITE ©

@\ »
= support

Store Home : Products Home : Paints @ Gift Certificate

Category: [Paints =

Gift Certificate: |enyu

Product Ich: Iweny

ShortDesc:  Font Name U B a a

Use Shift and Enter ta single
space  help

B o on

[THTML  Edior version: 10 change version | ANAGE shyles

Font Name

Long Desc: ~ Font Size

X 3D s ¢ B IO
E S Hinkink @ A &

Use Shift and Enter to single

[T HTML  Editor version: 1.0 change version | rignAge Shyles e
Settings: [T Hide certificate - check this box to hide this qift certificate on your product pages.

Select 3 layout to use on the product details page for this product,

rE g cE -E ~E =

Product Image (small}

($)

Detail Image (large)

Click here to change image

Ad A A A A A A A AL AL

FOOOPOOoPYeowYwe

Click here to change image

Upload image: W
Upload to: W
Resize image: lm customize
Thumbnai: W custormize

First, enter a name for the new gift certificate in the Gift Certificate field. Then enter
the product ID number in the Product ID field. You can enter either a short or long
description of the gift certificate in the Short Desc and Long Desc text editor boxes,

respectively.
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If you wish to hide the gift certificate from display on your product details page,
check the box labeled Hide Certificate.

Next, select one of the six layouts that may be used to display the product on the
product details page.

Under the Product Images heading, you can customize either the small or large
product images by selecting Click Here to Change Image under the image size of
your choice. This will direct you to the following page.

LOGOUT /=

= — T V.
— admin b View site edit'site ol “store g

8 view

N site

Return || View image || Advanced upload || My images H Image lbrary |
Products home “ 2 SPEED METER

Add produck
Add pagefcategory e

Importjexport

Select an image from the image library. You can also select Upload an image from wour computer bo wour weh site,

your image by bype, E—— | Upload

@ My Uploaded Images
o Clip &t

® Animations

® Fhotos

o Al Images

Image Border Size: IND border *
Alt Text: I

1. Click browse, Find file on your machine,
2. Click the upload button

@ Go back @ Apply changes

Customize Gift Images Page

On this page, you can customize the gift certificate by choosing an image from the
Image Library or My Images section, or by uploading an image that is stored on your
computer, as described in the Image Upload section of the Design page. Toward the
bottom of the page, there is an image upload option that you can use to upload and
customize an image as described in Advanced Upload section of the Design page.

| & apply changes |

Once you have finished, click Apply Changes to save your changes. At
any time, you may click Go Back to return to the Products Home page.

6.3.1.3 Add Subscription

The Add Subscription option on the Add/Edit page allows you to add a special type of
product with fees that recur at a specified interval. Clicking Add Subscription directs
you to the following page.
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W SETUR PRODUCTS

PREVIEW SITED

s

Edit

Store Home : Products Home : Apparel : Edit Product

Recurrence interval: | Never

Start biling after: I:I days (notesset to 0 to inchude subscription fee in checkout price)

Recurring subscription fee: |:|

Donation based: []

% Learn More About Subscriptions

Product Name: |

Short Description:

[E Source & B3y B B &io ~ | # A

B s

Editor version: 2.0 change version | manage styles Use Shift and Enter to single space g

Long Description:
Hsouwee  BBRRBE|GIo =AY

Style - Font -] Siez

L R A k4

Blg.ssc|xz B

Editor version: 2.0 change version | manage styles Use Shift and Enter to single space (@)

Textonly Desc:

One time setup fee:
Do nctinclude currency in the price
Weight:
0 [ | e to csiuite sping (i o). Do ok inclde s (. e 125 it 125

Ibs)
Settings: ] yaxable - check this box to calculate sales tax for this product.
[ Hide Product - check this box: to hide this product on your product pages.

Product Options

@up
@DOWN
®DE\EIE

@ ADD OPTION @ EDIT

Downloadable File:
cniniosdatle Fie: [ - Upload)Select Fle

To setup a downloadable file for this product dick the upload/select file fink. Choose your file, When

a customer orders a product with a downloadable file, the customer will be given a download link on

‘e order completon page.

Special product icons can be used to draw attention to new products and spedial offers. Check the bax next those you wish to
display for this product.
" . 5 Free Shipping
D wew arrival [ special offer [ clearance  [] Shipping charges vil nt be sddad for this fem f weight bassd
Shiping = usd.

Select a layout to use on the product detais page for this product.

©[E oE=] offE oEd oEE oEF o[E]

Save Changes and Upload Images
Click the link above to save your changes to this praduct and to upload images, o cick Apply changes at the bottom of the
page i you do not have images for this product.

da Go back | @ Aoolv chanaes
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The first step is to set the Recurrence Interval using the drop down box. The
Recurrence Interval is how often the customer will be charged for the subscription.
Next, in the Start Billing After field, enter the number of days that billing for the
subscription will start. For example, if you want to give customer’s a 10 day trial
period for the subscription, enter 11 into the Start Billing After field. Enter O if you
want the subscription fee to be included in the checkout price. Next, enter the
subscription amount into the Recurring Subscription Fee field. If you are setting up a
way for customer’s to make a donation, then check the Donation Based box. With
this option, people will be able to enter the amount they want to donate every
interval. If this option is chosen, it does not matter what you set up for the recurring
subscription fee as the customer will be able to enter the amount desired.

Setting up the rest of the subscription product is similar to the process described in
the Edit Product section with one exception. For subscriptions, there is a field titled
One Time Setup Fee. This fee is only charged once when the subscription is
purchased. For example, if there is a special introductory price for the subscription,
that price would be entered into the One Time Setup Fee field.

6.3.1.4 Pricing/Inventory

The Pricing/Inventory option on the Add/Edit page lets you control the pricing,
weights, and inventory of all e-store products in a category quickly and easily.
Clicking Pricing/Inventory directs you to the following page.

W i @ bt ‘?ﬁ?l“ﬁ*':" PREVIEW SITE O

Pricing/Ireeentory

el 2 Store Home @ Products Horme @ Paints @ Pricing/Tnventory
Praducts home
Add product ‘E" ‘ﬁ * ﬁ, 0 ‘ﬁ

wiew products add product add qgift certificate pricing/inventary cakeqgory properties reorder products

Add pagefcategory
Importfexport

OnSale  Sale Price Tax Hide ‘Weight

) Mame
Jvour fevarite colar paint [35 r I_ Py I—

| | r F [

@ Back Fé Apply changes ‘

Pricing/Inventory Page

You can change the name of your product by typing it into Name field. Enter a
product price in the Price field. Check the On Sale box if you wish to make a product
available for sale. Enter the sale price of a product in the Sale Price field. If the
product is taxable, check the Tax box. To hide a product, check the Hide box. Finally,
enter the product’s weight in the Weight field.

Note: all of these fields can be used only to change information for existing products.

You cannot create new products in this way, nor can you change the ID through this
process.
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Once you have finished, click Apply Changes to save your changes. At

any time, you may click Back to return back to the Add/Edit page.

6.3.1.5 Category Properties
Clicking Category Properties in the Add/Edit page directs you to the following page,
where you can edit product category properties.

/. PREVIEW SITE O

.
it & Store Home @ Products Home : Paints @ Properties
Products home
Add produck ‘EJ“ "!-r' 2 i’ 4] ‘r.,
wigw producks add product add gift certificate pricingfirventary category properties recrder products
Add pagefcategory
Import/export Edit Product Category Properties

Enter the product category name and description. Select the product display options for this category.

Category Name: Location:
Faints Top level product category j

“hooge the location of this category in your store product directory. Select Top Level to
show this category in the root of wour store product directory or select & category
name Lo make it sub category,

Description:
Font Name ~ Font Size

Select from top guality brands.

click image
to chonge

[ HTML Editor wersion: 1.0 change wersion | manage stylesUse Shift and Enter to single space help

Product Display layout: Columns: [175

2 o o o Products per page: lﬂ

@@ Goback ‘@ apply changes ‘

Product Category Properties Page

Change the name of the product category by typing it in the Category Name field.
Change the location of the category by selecting a location for it from the Location
drop-down menu.

Type a brief description of the product category in the text editor under the
Description heading. To the right of the text editor, an image is displayed for the
product category. To change the image, click on it to open a pop-up window where
you can upload an alternate image as described in the Advanced Upload section of
the Design page.

Next, select one of the four display layouts for the product category under the
Product Display Layout heading. Select the appropriate number of columns from the
Columns drop-down menu. Finally, use the Product Per Page drop-down menu to
select the maximum number of products that should appear on a single page under
each category.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Back to return to the Add/Edit page.
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6.3.1.6 Add Sub Category

The Add Sub Category option on the Add/Edit page allows you to set up a sub
category to a top level product category. Adding a sub category is similar to adding
a category. See the Add Page/Category section for an explanation on this feature.

6.3.1.7 Reorder Products

The Reorder Products option on the Add/Edit page allows you to define and change
the order in which products appear in a product category. Click Reorder Products to
be directed to the following page.

B PREVIEW SITE -]

Store Home @ Products Home @ Hardware @ Re-order products

Products home ‘ﬂ = ‘F
Add product ) T . i’ Q9 il
wiew products  add product add gift certificate pricingfinventary category properties reorder products
Add page/category Change the arder of products in your category. To mave a product, click on the product in the list, and select either move up,
Importexport or move down, ‘When you are done select Apply changes at the bottom of this page.
paint brush 4 Movetotop
painters kit
A Move up
W Move down

: Move to bottom

? Sort Ato 2

4% sortzron

4@ Goback |'a Apply changes

Reorder Products Page

On this page, your e-store products are listed in the column on the left-hand side of
the page. To adjust the position of a product in the list, select the product and click

the Move Up or Move Down to move it up or down the
list. To place the product at the very top of the list, click Move to Top
[ = = ], Likewise, to place the product at the very bottom of the list, click

Move to Bottom ‘ = move o bottem ‘ If you wish to have products listed in

ali habetical or reverse alphabetical order, click Sort A to Z or Sort Zto A

, respectively.

Once you have finished, click Apply Changes to save your changes. At

any time, you may click Go Back to return to the Add/Edit page. Once you are
finished with the Add/Edit page, click Go Back to return to the Products Homepage.

To view the pricing details of a product category, click Pricing to be directed to the
Pricing/Inventory page. Likewise, to view the properties of a product category, click
Properties to be directed to the Category Properties page.

To delete a product category from your e-store, click Delete.
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6.3.2 Edit Product
Every product listed in a category has an Edit option next to it. Clicking Edit will take
you to the Edit Product page, which presents the following options:

t W Product

> Produc

Images m‘

Related Products & Related produicts

2 Advanced settings

Advanced Setting

o Ireventory

vV V VYV V

Inventory
Each of these products is described in detail below.

6.3.2.1 Product
Clicking the Product option on the Edit Product page directs you to the following

page.
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¥SETUR PRODUCTS
Fraducts homne

Add product

Add pagefcategary

Impatjsxport

PREVIEW SITE ©

Stere Home : Products Home  Paints @ Edit Product

‘\I Product ‘ | | Images ‘ |5 Related products ‘ |ﬁ Advanced settings ||1 Inventory

Fateacry: Paints | choose aciditional categories

Prioduct farme: [ ourfavarite color paint

Product Id:

Shart Description:
Font Name v FontSize =+~ X 90y 5 ¢ B I U ¥ & a

short description short description short description short deseription short description
short description short description short description short deseription

TTHTML  Editor version: 1.0 change version | manage styles Use shift and Enter to single space

Long Description
FontName v FontSize = % ¢ B I U# aa
i B ink ok & & & W

long description long description long description long description long description lang
description long description long description long description long description long
description long description long description long description long deseription long
description long description long description long description long description long
description long description long description long description long description long
description long description long description long description long description long

[TTHTML  Editer version: 1.0 change version | manage styles Use shift and Enter ta single space

help

help

Text
only Desc

Item Price: [35 D0 nat include currency in the price
Sale Price:

B
H|

Weight: Used to calculate: shipping (in 1bs). Do ok include: uriks fe.q, use 12,5 not 12,5 bs)

Settings: [~ an Sale - check this box to use the sale price.
¥ Taxable - check this box to calculate sales tax for this product
™ Hide Product - check this boyx to hide this product on your product pages.

Product Options

@®ve
(®oown
(®)oeere

@ ADD OFTION @Emr

Spedal product icons can be used to draw attention to new products and special offers. Check the box next

thiose you wish to display for this product.
I New arrival [ Special Offer [~ Clearance [ Free Shinping

Shipping charges willnot be added for this item

weight based shipping is used

Select a layout to use on the product detais page for this product.

cE rEl ciE B oE rE rE

Click "Triventery Setfings" above to manage inventary far this item if you've set optians on this praduct to
track irventory.

IMAGE
NOT
Click here ta change image AVAILABLE

Click: here to change image

Upload image: |uplioadlaige image j‘ = Add more productimages

Upload to: m
Resize image: [nochange =] customize
Thurmbnail: m Customize
Fiei fiowse, | Uslead |

4@ Go back | Apply changes

Edit Product Page
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On this page, you can enter specifications for your e-store products. Type the name
of your product in the Product Name field and enter the product ID in the Product ID
field. You can choose to write a short or long product description in the Short
Description or Long Description text editor boxes, respectively. Use the Text Only
Desc box to enter a few lines of text describing the product. Complete the Item
Price, Sale Price and Weight fields with your product’s specifications.

Under the Settings heading, you may opt to offer the product at its sale price by
checking the On Sale box. If your product is taxable, check the box labeled Taxable.
To hide this product so that it is not displayed on your products page, check the Hide
Product box.

Sometimes products are available in a variety of sizes, colors, and other options. For
these products, use the Product Options box to list all of the product options, so that
you can accept the customer’s detailed order. To add a product option, click +ADD

OPTION = , which will open the following pop-up window.

Product Options Setup

Select the type of option to add. Use product options to collect additional information from
customers for a product. The options are displayed on the product detail page. To add an option
select one of the choices below.

Selection List
The selection list provides a drop down list of choices for customers.

Selection List (add on pricing)

Use add on pricing if the price of your product varies based on the options selected by your
customers.

Setup Fee (add on pricing)

Use to add a fixed setup fee that varies based on the option selected by your customer.
Quantity entry option list {(add on pricing)

Use to add a set of quantity boxes where the fee varies based on the options selected by your
customer.

Chedkbox list (add on pricing)

Use add on pricing if the price of your product varies based on the options selected by your
customers.

Input Field

Use an input field to collect a single line of text.

Input Box

Use an input box to collect multiple lines of text.

Advanced Entry

Use this to enter options manually (not recommended except for advanced users).

{3 Cancel Q Apply changes

Products Option Pop-Up Window
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The first option on this pop-up window, Selection List, allows you to create a drop-
down menu that customers can use to choose options for the products they wish to
purchase. Click Selection List L~ |to be directed to the following window.

Selection List

Enter a name for this selection list and add each product option (e.q., Small, Medium, ar Large). Enter anly one
option per box. If you need additional space, use the "Save and add more” button. To remove an option, dear out
the field,

Enter the option label: |

This is the label that will be visible to the customer {e.q., Color), Do not enter a : as part of the label

Option values Option settings
Ontion 1 | | [] This option is required
on 1:
. (customer is forced to choose an option fram this list before
Option 2: | | being allowed to add it to the cart)
' [] Track inventory for this option

Option 3 | | (This option affects the inventory management of this product.
¥ou will be required to enter in inventory counts for this option)

Option 4 | |

[ Save and Add Maore ]

ta Cancel @ Apply changes

Selection List Window

Enter a name for the list in the Enter the Option Label field. Under the Option Values
heading, enter the options that should appear in the drop-down menu. Check the
box labeled This Option Is Required if you want to make it mandatory for customers
to choose an option from the drop-down menu before the product can be added to
the shopping cart. If you are tracking the product’s inventory, click on the Track
Inventory For This Option checkbox. To add more than four options, click Save and

Add More __ SavesndAddMore | 16 vy are dissatisfied with your changes, click Cancel
. Once you have finished, click Apply Changes to save your
changes.

The second option in the Products Option Pop-Up Window is Selection List (Add On
Pricing), which allows you to enter price specifications if the product price varies
when different options are selected. Click Selection List (add on pricing) to be
directed to the following window.
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Selection List (Add on pricing):

Enter a name for this selection list and add each product option (e.g., Small Medium Large) one per box. If you need
additional space, use the Save and add more” button, Enter the price for each of the options. When a customer
selects an option the amount you enter will be added to their order. To remove an option, dear out the field.

Enter the option label; |

This is the label that will be visible to the customer (g.g., Color), Do not enter a : as part of the label

Option values Option settings
ntion 1 | | Price: & | | [] This option is required
on 1: rice:
. (customer is forced to choose an option from this
Option 2; | | Price: & | | list before being allowed to add it to the cart)
' ' [] Track inventory for this option
Option 3: | | Price: & | | (This option affects the inventory management of
this product. You will be required to enter in
[ Save and Add Mare ] inventory counts for this option)

a Cancel a Apply changes

Selection List (Add On Pricing) Window

Enter product information into the fields in this window as described for the Select
List section, except that this time you must enter a price for each option. To add

more than three options, click Save and Add More . SevesndaddMare | 1f voy are

dissatisfied with your changes, click Cancel . Once you have finished, click

Apply Changes to save your changes.

The third option in the Products Option Pop-Up Window is Setup Fee (add on
pricing), which allows you to add a fixed setup fee that varies based on the option
selected by your customer. Click Setup Fee (add on pricing) to be directed to the
following window.
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selection List (Add on setup fee):

Enter a name for this selection list and add each setup fee (e.g., Small Medium Large) one per box. If you need
additional space, use the "Save and add more” button. Enter the price for each of the options. When a customer
selects an option the amount you enter will be added to their order. To remove an option, dear out the field.

Enter the option label: |

This is the label that will be visible to the customer (e.q., Color). Do not enter a : as part of the label

Option values Option settings
| [] This option is required

Option 1: Price: 5
phen | | res | (customer is forced to choose an option from this
Option 2: | | Price: & | | lizt I:Efc:re being a"l:I'A'l.Ed to .au:h:l it to the cart)
[] Track inventary for this option
Option 3 | | Price: & | | (This option affects the inventory management of
this product. You will be required to enter in
[ Save and Add More ] inventory counts for this option)

0 Cancel a Apply changes

Selection List (Add On Setup Fee) Window

Enter product information into the fields in this window as described for the Selection
List (Add On Pricing) section. However, note that the setup fee is for the option,
independent of the quantity ordered.

The fourth option in the Products Option Pop-Up Window is Quantity Entry Option
List (Add On Pricing), which adds a set of quantity boxes where the fee varies based
on the options selected by your customer. Click Quantity Entry Option List (Add On
Pricing) to be directed to the following window.
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Quantity Entry (Add on pricing):

Enter a name for this option and add each product option (e.g., Small Medium Large) ane per box. If you need
additional space, use the "Save and add more” button. Enter the price for each of the options. When a customer
selects an option the amount you enter will be added to their order. To remove an option, dear out the field.

Enter the option label: |

This is the label that will be visible to the customer (e.q., Color). Do not enter a : as part of the label

Option values Option settings
) ) [] Track inventary for this option
Option 1: | | Price: 5 | ) ) )
(This option affects the inventory management of
N . this product, You will be required to enter in
Option 2: | | Price: § | inventory counts for this option)
Option 3: | | Price: 5 |

[ Save and Add Maore ]

.ta Cancel @ Apply changes

Quantity Entry (Add On Pricing) Window

Enter product information into the fields in this window as described for the Selection
List (Add On Pricing) section.

The fifth option in the Products Option Pop-Up Window is Checkbox List (Add On
Pricing), which lets you display the product options in checkbox lists. Click Checkbox
List (Add On Pricing) to be directed to a window that is very similar to the Selection
List (Add On Pricing) window. Add options and their corresponding prices as
described for the Selection List (Add On Pricing) section.

The Input Field option in the Products Option Pop-Up Window lets your customers
provide a single line of information about the product (e.g., they're desired text for
customization, such as engraving). Click on Input Field to be directed to the following
window.
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Input Field
Lze an input field to collect one line of information for this product. Enter the a label, the width for the input box and
maxiumum number of characters (optional).

Enter the option label;

This is the label that will be visible to the customer (g.g., Color), Do not enter a : as part of the label

Option values Option settings

) [] This option is required
{customer is forced to choose an option

Maxirmum I:I from this list before being allowed to add it to
Chars: the cart)

The maximum number of characters you want to
allow a customer to enter, Leave blank for no
restriction

ta Cancel a Apply changes

Input Field Window

Type a label name in the Enter the Option Label field. Under the Option Values
heading, enter the Width of the input field in the corresponding box. Use the
Maximum Chars field to enter the maximum number of characters that your
customers may type into the field. Check the box labeled This Option Is Required if
you want to make it mandatory for the customer to choose an option before the
product can be added to the shopping cart. If you are dissatisfied with your changes,

click Cancel . Once you have finished, click Apply Changes to

save your changes.
To collect multiple lines of product information from your e-store customers, click

Input Box in the Products Option Pop-Up Window, which will direct you to the
following window.
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Input Text Box
Use an text field to collect multiple lines of information for this product. Enter the a label and the width and height for

the input bao.

Enter the option label: |

This is the label that will be visible to the customer (g.g., Color). Do not enter a : as part of the label

Option values Option settings

Height I:I [] This option is required
=ignt: {customer is forced to choose an option from this list before
I:I being allowed to add it to the cart)

Width:

ta Cancel a Apply changes

Input Box Window

Enter a label name in the Enter the Option Label field. Under the Option values
heading, enter the Height and Width of the input field in the corresponding fields.
Check the box labeled This Option Is Required if you want to make it mandatory for
the customer to choose an option before the product can be added to the shopping

cart. If you are dissatisfied with your changes, click Cancel . Once you have

finished, click Apply Changes to save your changes.

The Advanced Entry option in the Products Option Pop-Up Window allows you to
enter product options manually. Click Advanced Entry to be directed to the following

window.
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Enter the order options into the box provided, one option per line:

ta Cancel @ Apply changes

Advanced Entry Window

On this page, you can enter the product options of your choice in the box provided,
placing one option on each line. If you are dissatisfied with your changes, click

a Apply changes

Cancel D@ | gnce you have finished, click Apply Changes to save

your changes.

You can edit, rearrange, or delete the product options that appear in the Product

Options box. To edit a product option, select the option and click EDIT l:|, which
will open the Product Options pop-up window. Use the UP [~ ] and DOWN [~ ]
options to rearrange product options within the list. To remove a particular option

from the list, select the option and then click DELETE

Under the Product Icons and Details Layout heading, select your preferred icons and
layout for the product as it will appear on the product details page.

Clicking Inventory Settings will direct you to the Inventory page.

Under the Product Image heading, you may upload the product image of your choice,
as described in the Product Images section in the Gift Certificate page.

Clicking Add More Product Images _| e mee preclist neges

Images section, which is described in the following section.

you direct you to the

6.3.2.2 Images

Admin Manual Version 0.5D Page 172 of 240




SETUP STORE UPGRADE SITE OMNLINE SETUP EMAIL MARKETING
ACCOUNT register fadd & SEARCH ENGINES

Clicking the Images option on the Edit Product page displays the Product Images
page, where you can add additional images to your product, as shown below.

EDIT SITE

PREVIEW SITE C

o view G.!
 site = support

P STORE SETTINGS

"
¥ SETUP PRODUCTS Store Home @ Products Home : Wholesale Products : Edit Product : Product Images
Products home

Add product

Add pagefcategory Click the add button below to add more images of this product. Click the “select detail image” link in the detail image section to
Importfexpart add a larger detail image. To change/modify an image dick the image from the list on the left and then dick the “changefupload

image " link.
P MANAGE ORDERS

‘J Product ‘ = Images H& Related products Ha Advanced settings Hg Inventory ‘

b _ Where do the additional product images appear?
CUSTOMERS Additional product images appear in a popup window. When the "more images" link iz dick on the product detail page a new
window will open showing more images. The "more images” link is located below your main product detail image.

P REPORTS
Product images: Image:
? &/ Change/upload image
=i |
el Your Logo Select animage from the list on the left and
or Graphic ﬁ-ﬁk the image preview or the change upload
Here '

Image Caption:
Detail image:
| None 4 || select detail

@ADD @up@nmw@nasrs image
Click the "select detail image” link above to add a detail image for the
@ UPLOAD IMAGE & CREATE THUMBNAIL  cyrrently selected image.

6 Clear image list

Product ima

Same Size:
Check the boxes below to use the same size for displaying images. Images will be sized Columns:
to match the dimensions of the firstimage in the list.

[ maintain same size for main gallery images

D maintain same size for detail images images

o

Product Images Page

. ) . s (Changefupload image .
To add an image, either click Change/Upload Image or click

on the image itself. This will open the following pop-up window.
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a select Image - Microsoft Internet Explorer

|‘ Return || Wi image || Advanced upload || = My images || Irnage library |

SPEED METER
Your Logo
or Graphic
Here
Select an image From the image library, You can also select your Upload animage From your computer bo wour web site,
mags by type. Browse.. | Upload
: I\cql?" L'qultoaded Images 1. Click browese, find file on wour machine.,
Iprart 2, Click the upload button
*  Animations
® Phaotos
& Al Images

|(3 Close window | |@ Apply changes |

Upload Image Pop-Up Window

On this page, you can select or upload an image as described in the Image Upload
section of the Design page.

On the Products Image page, enter a caption for the selected image in the Image
Caption field. To view a larger, more detailed version of the selected image, click
Select Detail Image.

To add an image, click Add , which will open a pop-up window similar to the
Upload Image pop-up window. You can use the Up and Down options to reorder the

items in the images list with the help of Up and Down options. To delete an image,
click Delete — To upload an image and generate a thumbnail of it, click

(E) UPLOAD IMAGE & CREATE THURMBMNAIL

Upload Image & Create Thumbnail ‘

, which will
direct you to the following page.
<& Select Image - Microsoft Internet Explorer 3|
=
Upload ta: Ima\n directory vl Advanced upload
Resize image: I nochange x| customi
g == Ay Use the advanced upload Feature ko aukomatically upload
Thumkbnail: I no thumnail = customize images ko a specific direckory, resize images and create
File: I Browse I Upload thumbnals.
1. Choose the upload directory, (optional)
2. hoose a size for the image you are uploading, {optional)
3. Choose a thumbnail size. {optional)
4, Click browse, find File on your machine,
5. Click the upload button

€ Close window

=
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Upload Image and Create Thumbnail Page

+
o

- 7 i i
EDIT SITE SETUP STORE UPGRADE SITE ONLINE

On this page, you can upload an image and generate a thumbnail of it as described
in the Advanced Upload section of the Design page. To clear the image list, click

€D Clear image list

Clear Image List

Under the Product Image Display Settings heading you can adjust the settings for
your product image. Select the desired number of columns from the Columns drop-
down menu. To have all images be sized like the first image in the list, check the
boxes labeled Maintain Same Size for Main Gallery Images and Maintain Same Size
for Detail Images.

Once you have finished, click Save Images to save your changes. At any time, you
may click Go Back to return to the Edit Product page.

6.3.2.3 Related Products

Clicking the Related Products option on the Edit Product page directs you to the
following page.

PREVIEW SITE ©

= supporl

SICRESTTE Edit Product

Store Home : Products Home : Wholesale Products : Edit Product : Related Products

Products home

e | J Product e Images ‘ ‘& Related products ‘ ‘ﬁ Advanced settings ‘ ‘ i Inventory ‘
Add page/fcategory Create a list of related products - these products will be displayed on the product detail page and shopping cart pages. To add
Impartfexport related products choose a product from the list below and dick the “add product” button.

P MANAGE ORDERS Related product list
maove u
¥ CUSTOMERS

—

find product

MOTE: Try to keep the list of related products short. If your list is too long it may put too much information on each page. Ideally
you want 3-6 related produts.

All products
Wholesale Products - T-SHIRT(TSHIRTTWHOLESALE) + H add product ]

@ coback |a Save related products ‘

Related Products Page
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The page displays a Related Product' List. You can reorder the products shown in the
Frawve up

list by clicking on an item to select it and then clicking Move Up or Move

d .
Down move eown |, To remove a product from the list, select the product and

Emove

then click Remove

To add a product to the Related Product List, select an existing product from the All

Product drop-down menu and then click Add Product add product | The new
product will then appear in the Related Product List and you can change its position
in the list as described above.

0 Sawve related products

Once you have finished, click Save Related Products ‘to save
your changes. At any time, you may click Go Back to return to the Edit Product page.

6.3.2.4 Advanced Settings

Clicking the Advanced Settings option on the Edit Product page will direct you to the
following page, where you will find advanced settings for many e-store features.
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PREVIEW SITE €

o view @ L]
* site = supporl

P STORE SETTINGS

STORE ST
¥ SETUP PRODUCTS Store Home : Products Home : Wholesale Products : Edit Product : Advanced settings
Products home

Add product
Add page/category

‘\' Product ‘

advanced settings -product links -

[[]sale price - show in shopping cart
Check this box to hide the sale price on your product pages, When this box is checked shoppers will see 3 message indicating
that to see the sale price the product must be added to their shopping cart. This message is displayed on the product
overview and detail pages.

I:I [ Hide product in search
find product Chedk this box to hide this product in search results, This can be useful if you have spedfic products which should only be
visible to wholesalers.

= Images H& Related products Hﬁ Advanced settings Hi Inventory ‘

Product Categories
To add this product to multiple categories dick the link below.,

Product categories: select additional categories
Use this option to add this product to multiple categories.

Add guantity restriction:

Restrict the quantity selectable on this product. Enter a label followed by quantity amounts as per the example below:
Quantity: 250[250] 500[500] 1000[1000]
To use the quantity restriction feature you must enable the Add Quantity setting your Shopping Cart Settings area.

My Cost:
Enter your cost for this product. This cost will be used for a future reporting option,

Meta keywords: | |

Meta description: | |

Minimum quantity: I:I

Enter a minimum quantity of this product which must be ordered. A customer will be prevented from
checking out if they have not ordered a quantity of this product.

Product comments: | default |+

Use this setting to enable product comments on the detail page for this product. You can set the default
by going to the product comment manager.

o

Advanced Settings Page

Checking the box next to Sale Price — Show in Shopping Cart will hide the sale price
of an item on the product page. In order to see the sale price, a customer will need
to put it into the shopping cart. Checking the box next to Hide Product in Search will
hide the product in a search only. The product will still show up on the product page.

To add a product to multiple categories, click Product Categories: Select Additional
Categories. This will direct you to the following page.
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’
( -_.su pport

P STORE SETTINGS

Edit Product
¥ SETUR FRODUCTS

Products home
Add product ‘
Add pagecategory

Import/export

Store Home @ Products Home : Wholesale Products : Edit Product : Manage categories

¥ Product ‘

i Images H& Related products HQ Advanced settings H! Inventory |

Wholesale Products Choose product categories

Featured Products
[ Featured Produc Use this page to add this product to mulitple
P CUSTOMERS O Apparel product categories,

P REPORTS [ subscriptions

P MAMAGE ORDERS

Add product to category
Check the box next to the category name to

l:l add the product to the category

find product Remove product
Unchedk the box next to the cateogry name to
remove it from the category.

The current category checkbox is disabled. You
cannot use this page to remove the product
from the current category.

Save changes

When you have finished making changes dick
the "save settings” button at the bottom of this
page.

-

Manage Categories Page

On this page, you can assign a single product to multiple categories. The page lists
all of your existing e-store product categories under the Choose Product Categories
heading. To select multiple product categories for the product, check the boxes next
to the desired categories.

@ Save settings

Once you have finished, click Save Settings to save your changes.

On the Advanced Settings page, use the Add Quantity Restriction field to enter
quantity specifications as described in the example given.

Enter the cost of the product in the My Cost field.

Enter keywords that describe the product in the Meta Keywords field.

Enter the meta description of the product in the Meta Description field.

If there is a minimum quantity that must be ordered for this product, enter that
amount into the Minimum Quantity field. Customers will be prevented from checking

out if they have not ordered at least the minimum quantity that is required.

If you want customers to be able to comment on the product, enable the feature by
using the Product Comments dropdown box.
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view
a\ site

P STORE SETTINGS
SIORE A Edit Product

¥ SETUP PRODUCTS Store Home : Products Home : Wholesale Products @ Edit Product : Advanced settings

Products home -
Add product ‘ W Product
Add page/category
Import/export

i Images Ha Related products Hﬁ Advanced settings Hg Inventory ‘
product nks

P MANAGE ORDERS Linking to this product from another website

To place a link to this product on another website you can use the url below or use the product link generator to get the HTML
codes for this product.

P CUSTOMERS

Product URL [detail page]:
|hrtp:,ffmadeupcompany.comfincfsdetailf%g |

find product Product link generator:
Link name:
\T-SHIRT

Tracking code:

’ generate link html ]

o

Product Links Page

This page allows you to place a link to this product on another website. The URL for
the product detail page will appear in the Product URL (Detail Page) field. You can
give this URL to the other website so a link can be setup on that site to this
particular product. You can also use the Product Link Generator section in order to
generate the HTML that can be given to the other website so a link can be setup on
that site to this particular product. To do so, enter a Link Name and Tracking Code
in the corresponding fields under the Product Link Generator heading and click

Generate Link HTML. This will show the HTML code that can be used to display a link
to this product.

Once you have finished, click Save Settings a Save settings to save your changes.

Clicking the Shipping tab will direct you to the Advanced Shipping page, shown
below.
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PREVIEW SITE ©

view »
q\ site @wwn
Sl

¥ SETUP PRODUCTS Store Home @ Products Home : Wholesale Products @ Edit Product : Advanced settings

Products home - -

e ‘\' Product H.‘g Images H& Related products Hﬁ Advanced settings H! Inventory ‘
Add page/category
Import/export

advanced settings || product links

Advanced shipping

P MAMAGE ORDERS

P CUSTOMERS Setup shipping options that affect how this product's shipping costs are computed.

P REPORTS

[ product ships in its own box
|:| Compute shipping for this product by considering it to be in its own box

find product
el d Shiping cost: l:l

Use this setting to assign a fixed cost to ship this product. This overrides any other shipping method that
may be setup in Shipping.

Ship Zip Code: l:l

Use this setting to have automated shipping rates compute shipping costs from a different source zip code
than your default shipping method. For example, you use UPS rate calculations but this product ships from
a different location than you have setup in your UPS rate calculator

Shipping Method: | Use defaults "|

Use this setting to force this product to ship using a spedfic shipping method from your shipping settings.

s

Advanced Shipping Page

This page allows you to setup shipping options that affect how this particular
product’s shipping costs are computed. If this product ships in its own box, separate
from the balance of the order, click on the Product Ships In Its Own Box checkbox.
If this product has a fixed shipping cost, enter that cost into the Shipping Cost field.
This overrides any other shipping method that may be setup. If this product ships
from a different zip code, then enter the zip code it ships from in the Ship Zip Code
field. If the product must ship using a specific shipping method (i.e. next day air),
then select the method from the Shipping Method dropdown box.

. . . Q Save settings
Once you have finished, click Save Settings to save your changes.

6.3.2.5 Inventory

Clicking on the last option on the Edit Product page, Inventory, leads you to the
following page, where you can define inventory settings for the product.
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PREVIEW SITE O
o view o) ?
 site = support

P STORE SETTINGS

Edit Product

Store Home : Products Home : Wholesale Products @ Edit Product : Inventory settings

W SETUP PRODUCTS
Products home -
i ‘ ¥ Product
Add pagejcategory

Import/export Setup inventory for this product. Enter the inventory level(s) and set the alert level. When the inventory falls
P MAMAGE ORDERS below the alert level you will receive a netification email.

B Images H& Related products Hﬁ Advanced settings Hi Inventory |

P CUSTOMERS

Mote: Inventory levels that are left blank are not tracked and will be presumed to always be in stock and
orderable.

|:| Stock: I:I Number of items currently in stock

find product
e Alert Level: D If stock drops below this level you will automatically be notified via email.

-

Inventory Settings Page

Enter the number of product items that are currently in stock in the Stock field. Then
enter the stock margin in the Alert Levels field. If the number of product items in
stock drops below the stock margin, you will receive a notification mail to alert you

@ Save settings

to reorder the product. Once you have finished, click Save Settings
to save your changes.

Once iou have finished with the Edit Product page, click Apply Changes
to save your changes.

6.3.3 Add Product
Clicking Add Product under Setup Products will direct you to the following page,
where you can add a product to an existing product category.
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PREVIEW SITE O

o view =) 8
"\ site @uuwrl
STORE SETTING Edit ¢ =

¥ SETUP PRODUCTS Store Home : Products Home : Add Product

Add product

Product catego
- Select product category - % Add product

Add pagefcategory
Select a product category for the new
Import/export product. Select category )
» \DERS To add a product to your store, first choose a product category and
FLUEERLIEN select the Next button at the bottom of this page.

P CUSTOMERS
P REPORTS

[ ]

find product

4@ Goback ‘@ Mext: setup product

Add Product Page

To add a product to an existing product category, first select the appropriate product
category from the Product Category drop-down menu. Then you will need to enter
the specifications of the new product by clicking Next: Setup Product

| @ wext: setup product ‘, which will direct you to the Edit Product section under Add
Product.

At any time, you may click Go Back to return to the previous page.
6.3.4 Add Page/Category

Clicking the Add Page/Category option under Setup Products will direct you to the
following page, where you can add new product categories.
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PREVIEW SITE C

8 view @ L
_ Sl
* site = supporl

P STORE SETTINGS

Edit Category
¥ SETUP PRODUCTS Store Home : Products Home : Edit Category
Products home

Enter product category information

To add a new product category, enter a name and description for the category. When you create a category, a product page is
Ll CH LS DM sutomatically created to display the products in the category, Select where you want that page to appear on your site and the
display options for the page.

Add product

P MANAGE ORDERS Category name: Location:

» CUSTOMERS | | Top level product category i
Choose the location of this category in your store product directory, Select Top Level to show

P REPORTS this category in the root of your store product directory or select 2 category name to creste
sub category.

m—
find product iEsoucs § BRBEBE &SI o~ |diEE &
E Style - | Font - | Size - E

Jj@ao=ieasay

Editor version: 2.0 change version | manage styles Us= Shift and Enter to single space 0'
Where do you want this category to a I on your site?

Show this category only in the store directory +

Product Display layout: Columns:

OB OEH O [E] rrotsrermo 15 9

@ Go back ‘Q Create product category ‘

Add Page/Category Page

Enter the name of the new product category in the Category Name field. Then use
the Location drop-down menu to choose a location for this category in your product
directory.

Use the text editor under the Description heading to enter a brief description of the
new product category.

Next, select a specific category location on your website by using the drop-down
menu titled Where do You Want this Category to Appear on Your Site?

Select one of the four display layouts that are shown under the Product Display
Layout heading.
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Finally, select the number of desired columns from the Columns drop-down menu
and use the Products Per Page drop-down menu to select the maximum number of

products that should appear on a single page under each product category.

Once you have finished, click Create Product Category ‘@ Create product ctedory | v gave
your changes.

6.3.5 Import/Export
Clicking the Import/Export option under Setup Products will direct you to the
following page, were you can import data to and export data from your e-store.

- frr— . er— fqr——" [
%-‘ view site e dit'site ™/ dstore N Thelp™y R

view »
q\ site = support
W STORE SETTINGS
General settings
SEITE T To import data into your product catalog, To export data, select that data that you want to export from your site,
Inventory control dick the product catalog link.
Upsellfrelated prods STORE ORDERS EXPORT to Quickﬂooks )
= # Product Catalog 1 Mew orders Mow Site Manager integrates data with QuickBooks Pro
Checkout settings * Users and Premier Editions 2002-2006. Use our Sitelink
Chedcout form O tn progress program to export your store orders directly into
Back orderd QuickBool
Email notifications g ackarder
Ready to ship
Shipping
Sales ta [ completed
ales tax
o O cancelled designed for
Payments/gatewa
- ’ 01 shopec Quld-(Books'
Ci
ol Lo [ Archived orders

Gift certificates Sew systa
E-Commerce tracking OTHER STORE DATA
Custom settings ] Customer Database learn mare
Product comments O Product Catalog

® Default

¥ SETUP PRODUCTS

O Google Base
O vahoo! Shopping
O shopping.com

Start Export

¥ MANAGE ORDERS

P cUSTOMERS

[ ]

find product

Data Transfer Formats
Click here to view information about import and export data file formats.

@@ Goback

Import/Export Data Page

To import data into the e-store product catalog, click Product Catalog
be directed to the following page.
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AAedit'site’

min® e dview site’

Products Home : Import Product Catalog (Step 1)

Upload your file
Praducts home Select the comma separated file that containg your product catalog.

Add product

1. Click browse, find file on your machine.
2. Click the upload button

| _Browse_|_Upisad |

@ 5o back

Add pagefcategory

Import/export

P REPORTS

Import Product Catalog Page

You can use this page to upload a file that contains your product catalog. Click

Browse B2 | to locate the file on your computer and then click Upload _Y2i9ae |
At any time, you may click Go Back to return to the Import/Export page.

To import data about your site users, click Users [~ to be directed to the User
Accounts List under User Accounts Settings. On this page, just click the Import
Users link. See the User Accounts section for instructions on how this is done.

To export data from your site to a file that you can use in other programs, select one
of the data sources listed on the Import/Export page. Check the box that
corresponds to the desired data source and then click Start Export to begin exporting
the data.

This software program fully integrates data with QuickBooks Pro and Premier Editions
2002-2006. For more information about how this works, click Learn More """

To learn more about the import and export file formats that are available to you,
click Data Transfer Formats to be directed to the Data Import/Export Formats page,
shown below.

WSTORE SETTINGS

Data Import/Export Formats
General settings

Shopping cart: Data Formats

Inventory control Select a database ko view it's field descriptions, For each table there is a sample file available For vou ko download and view,

Upselljrelated prods Export:

W [ew Orders (sample)
B Orders Detail (sample)
W Product (sample)

Checkout settings
Checkout form

Email natifications B Customer Database (sample)
Shipping

Impork:
Sales tax W Product (sample)
Payments/gateway W |sers (sample)

Data Format Page

This page contains describes four export databases under the Export heading, and
two import databases under the Import heading. The field descriptions appear in
tables and are accompanied by Sample files that you can click on to
download and view.
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For example, if you click New Orders under the Export heading, you will be able to
see the following table, which shows a full life of the field names and descriptions for
those fields.

Gifk certificates Orders.csv (One entry for each order) (sample)
E-Commerce tracking Field Name Field Description
Custom settings OrderID Unigque ID For this arder
CustomerID Unique ID For this customer
P SETUP P
Skatus Order Status
TransactionID Unique transaction ID For this order
Date Date the order was submitted
Firstnarme Customet firstname
Lastnamne Customer lastname
Campany Carmpanyy nare
Fhone Cuskomer phone number
Address1 Customer address field 1
Address2 Customer address field 2
ik Cuskornet city
State Customer stake
PostalCode Cuskomer zip/postal code
Country Custormer country code
Ernail Customer email address
PaymentType Payment bype for this order
ShippingMethod Mame of the shipping method For this order
ShipTalarne Shipping namme - NOTE: Ship ta infarmation is anly specified if different Form biling infa.
shipToAddress1 Ship ko address
shipToAddress2 ship o address 2
ShipToCity Ship to city
shipToState Ship ko stake
ShipToPostalCode Ship to zipfpostal code
ShipToCountry Ship b0 country
SubTatal Sub total For this order
shipping Shipping total For this order
Shipper Mame of shipper entered on the order notes
ShippingDate Ship date entered on the order notes
ShippingTrackingkumber Tracking nurmber of the shiprient entered on the arder notes
Tax Tokal kax for this order
Tokal Total order price
Coupan Coupon For this order i one was used
Extra Extra information collected with the order

Data Format Page

Click Sample to download and view a sample file of new orders.

Similarly, if you click Orders Detail, you will see the following table with field names
and descriptions for order details.

OrderItems.cs¥ {One entry for each order product ordered) (zample)
Field Mame Field Description

OrderID Unigue ID For this order

ProductI Product ID to be included in this order

Producthlare Product Mame

Quankiky Mumber of products ordered

Options Any options associated with the product
IkemPrice Price per item ordered

Tatal Total price for this item

Data Format Page
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Click Sample to download and view the sample file of details on your e-store
orders.

If you click Product under the Export heading, you will see the following table with
field names and descriptions for product information.

products.csy {One entry for each product) (zample)
Field Mame Field Description

Cakegory Product Categary

ProductID Product Identifisr

Producthlame Mame of produck

Price Product Price

SalePrice Sale Price for this product

onSale Indicates whether this product is on sale
Taxable Indicates whether this product is taxable
‘ieight Product weight

Data Format Page

Click Sample to download and view a sample file that contains e-store
products.

Finally, if you click Customer Database under the Export heading, you will see the
following table with field names and descriptions for customer information.

Customers.cs¥ [ samplz)
Field Name Field Description
CuskometID  Unique customer identifisr

Firstname Customer first narne:
Lastnarme Customer last name
Ernail Customer email address
Address1 Mailing address1
Addressz Mailing address2

Ciky City

Skate/Province StatefProvince
PastalCode Pastal/Zip Code
Counkry Country

Data Format Page
Click Sample to download and view a sample file of customer information.

Under the Import heading, if you click Product, you will see the following table with
field names and descriptions of product information.
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Product Import (sample)
FieldName  Field Description
Category Category for this product
PraductIDy TIdentifier Far this product

Productiame  Mame of the product
HideProduct Set ko true if this product is hidden
Descriptionl Shiort description For this product

Descriptionz Lang description for this praduct

Ptice Product Price

SalePrice Frice of the product when it is on sale

onSale Set ko true if the product is on sale

Taxable Sek ko true if the produck is taxable

‘Weight Praduct ‘Weight

Imagel Thurbnail image name - ex. image.jpg

Imagez Image ko be displayed on the detail page - ex, detailimage. jpg
StockLewvel Mumber of item in stock, Applies if inventory contral is enabled

Stocklevelalert  Alert level For stock items. You will autamatically be sent an email when inventary Falls belaw this level
Cost ‘four inkernal cost For this product

Metakeywords  Meta-keywords For this product

Metadescription Meta-description For this product

Drrawskyle Product detail layout setting (default settings is 2

= E-: e = 8 E-E-

Data Format Page
Click Sample to download and view a sample file.

If you click Users under the Import heading, you will see the following table with field
names and descriptions of user information.

UserExport.csy (sample)

Field Name Field Description
Group User account "group name”, Separate with ; For mulkiple groups. ex "groupl;groupZ; group3"
Ermnail Email Address
Password  Password
Firstname First name
Lastname Last name
Camparry Campany name
Phone Phone number
Address] Mailing address1
Addressz Mailing addressZ2

Ciky ity

State StatefProvince

PostalCode  Postal/Zip Code

Taxable User's taxable status

Mikes Miokes about the user account

@ Goback

Data Format Page
Click Sample to download and view a sample file of user information.

From any of these pages, you may click Go Back to return to the Import/Export
page.

6.4 Manage Orders

The Manage Orders section of the Store Manager page displays many features that
you can use to view and manage the orders placed in your e-store, as listed below.
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B &

Tl
MARKETING

All Orders
New Orders
In Progress
Backordered
Ready to Ship
Completed
Export Orders

YVVVYVYVVYY

The Manage Orders section opens automatically in the All Orders page. The following
sections describe each option in detail.

6.4.1 All Orders
Click All Orders under Manage Orders to be directed to the following page.

o view

\ site

¥ STORE SETTINGS Manage Store Orders

¥ SETUP PRODUCTS Store home | View orders | Print Invaices | Print Packing Slips | Print Details | History | Export | ©RDER ID: I:l

¥ MANAGE ORDERS

All orders

ELETL Sl new (1) || in progress || backordered (1) || ready to ship || complete (1) || cancelled (2) || shipped

Mew orders Order Id Total Customer Status Action

In progress 10/22/2008 - 02:46 PM Doe,John new view [ process
Backordered 10/22/2008 - 02:44 PM Doe,Jane back ordered view [ process
Ready to ship 10/06/2006 - 04:19 PM Doe,John completed view [ process
Completed 09/17/2007 - 02:55 PM Madeupname David cancelled view [ process

Expart orders 10/24/2006 - 10:34 AM Doe,John cancelled view [ process
P CUSTOMERS

P REPORTS

|O Move to history | |6 Print labels | learn more about order processing I:Iviewed order(s)

find product

All Orders Page

The page contains many links at the top of the page.

Click View Orders will show you a list of your e-store orders.

Click Print Invoices to be directed to the Invoices window, shown below,
where you can print invoices for your customers.
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Prirtt &ll Customize Invoice Header
oOrder ID: 213383 Date: 10/22/2008 - 02:46 PM
Billing Information Shipping Information
Payment: Check Ship To:
Name: John Doe John Doe
Company: 123 Your Street

Phone: 123-456-7890
Address: 123 Your Street
City: Anytown
State/ Province: IN
Zip/ Postal Code: 45804
Country: United States of America (US)
Email: john@email.com

Anytown, IN 46804
United States of America (US)

Shipping Method: Manual shipping

Qty. Hame Product ID Price Total

1 Featured Product B fl-b 15.00 % 15.00
Sub Total £15.00
Shipping/Handling $1.00
Sales Tax $ 0.00
Total $ 16.00

Print Invoices Page

The Print Invoices page displays the invoice for the selected order. To print it, click
Print All. You may customize the invoice header by clicking Customize Invoice
Header, which will direct you to the General Settings page. Click Close Window to
close the window.

Once you are back on the All Orders page, click Print Packing Slips to be directed to a
page that is very similar to the Print Invoices page and has identical functionalities.

Click Print Details to be directed to a page that is very similar to the Print Invoices
page and has identical functionalities, allowing you to print the details of an order.

To view your e-store order history, click History to be directed to the following page.

%-‘ view site i/ Aedit'site’

b

-/ m-. help™y

view
g\ site

P STORE SETTINGS Order History
¥ SETUR PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Export | ORDER ID: l:l

¥ MANAGE ORDERS
All orders

Select year/month

2007
Mew orders

In progress 04/2007
Backordered
Ready to ship

Completed

Order Id Total Customer Action
[] 04/09/2007 - 11:07 AM 975 25.95 Madeupname, David completed view

Export orders

X Delete orders H £ Quickbooks |
P CUSTOMERS

P REPORTS

Order History Page
The Order History page lists all the orders that you have moved to the order histor
section. To view any single order in greater detail, click the corresponding View
option.

Back on the All Orders page, clicking the Export option directs you to the Export
Orders section.
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You can find a specific order by using the Find Order search option. Enter the order
identification number into the ORDER ID box and then click Find Order. The system
will then display the order with that identification number.

On the All Orders page, you can view any of the orders by clicking the view/process
link. This will open the View Order page.

view site ' “edit site
o view
 site

P STORE SETTINGS Manage Store Orders

P SETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Export | ORDER ID: | || find arder |
W MANAGE ORDERS
All orders Order: 21383 [ New Order ] |‘ Return || =] view || 4 Print || [ 2| Email || Notes || Qﬂ Archive | [hide/show sidebar]
New orders
In progress
NEW IN PROGRESS BACKORDER READY TO SHIP

Ready to ship learn more about order processing COMPLETE CANGCEL
Completed Order ID: 21383 Date: 10,22/2008 - 02:46 PM
Export orders Billing Information Shipping Information
b CLUSTOMERS Payment: Check Ship To:

Name: John Doe John Doe
P REPORTS Company: 123 Your Street

Ph :123-456-7890

|:| Add one- 123 Y Street Anytown, IN 46804
ress: our stree United States of America (US)
find product City: Anytown

State/ PN:WIHGEf I Shipping Method: $0.00 Manual shipping
Zip/Postal Code: 46804 Pka: 1 weight:0.00 view products
Country: United States of America (US)
Email: john @email.com

Qty. Name Product ID Price Total

1 Featured Product B fi-b 15.00 $ 15.00
Sub Total £ 15.00
Shipping/Handling $1.00
Sales Tax $0.00
Total $16.00

Order Motes

View Order Page
The View Order page displays the following options:

Return

View

Print

E-mail

Notes

Archive

Hide/show sidebar

VVVYYYVYY
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The View Order page opens automatically in the View section. This page
displa%s detailed information about the e-store product order. To print the page, click

Print "™ | to be directed to a page that is very similar to the Print Invoices page
and has identical functionalities.

To send an e-mail to the customer who placed the order, click E-mail [ Email to be
directed to the following page.

P STORE SETTINGS

Manage Store Orders : Send email

P SETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Export =ZZRDERZD=| || find order |

¥ MANAGE ORDERS

All orders Order: 21383 [ New Order ] |Q Return || =] View || 8 Print || 2| Email || Motes || \\_rg Archive | [hide/show sidebar]
New orders
In progress Send Email to this Customer:
Backordered
Ready to ship To: john@email.com
Completed From:| |
Export orders Subject: |Order 1d:21383 Your order has been shipped. |
P CUSTOMERS Message:
P REPORTS Your order has been shipped. You can use the order tracking

- information contained below to track your package.

find product
Oincude tracking information in confirmation message

|Q Return | |0 Send email |

E-mail Page

On this page, you may create and send e-mail to the customer who placed the order.

Enter your e-mail address in the From field. Then enter a subject in the Subject field.

Use the Message box to type your e-mail message. If you wish to send order

tracking information along with the e-mail, check the box labeled Include Tracking

Information in Confirmation Message. Then enter the tracking information in the

Shipper, Ship Date, and Trackini Number fields provided below that line. Once you
&P Send email

have finished, click Send e-mail to send the e-mail.

The Notes option on the View Order page directs you to the following page,
where you can record additional information or special observations about the order.
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e WA W Aetit’site! :__.‘-m-__ fhelpty,

view
Q\. site

Stare home | View arders | Frink Inveices | Print Packing Slips | Print Details | History | Export | ORDER 10

All orders Order: 121 [ Shipped ] |QReturn ” = view H 5 Print ” [ 2 Ermail ” Naotes ” \\_Q Archive ‘ [hide/show sidebar]
New orders

In progress

Backordered
Ready ko ship Private notes are not seen by customers and are only visible when you are loaged in to i : l—
manage orders, Shipper:
Campleted
. hip Date:
Export orders rivate Notes:

= Tracking l—
Number:

Customer notes can be viewed by customers when they are loaged inta thelr account. Customers can login, dick order history and
click the order details t0 visw order notes,

Customer Notes:

=l
=

Notes Page

You may enter two types of notes: Private Notes that only you can see, and
Customer Notes that your customer will see the next time he/she logs into the site.
Type your notes into the appropriate text box.

Use the Shipping/Tracking Info section to enter order-tracking information. Enter the
name of the shipping company in the Shipper field. Enter the date when the order

was shipped in the Ship Date field. Finally, enter the order tracking number in the
Tracking Number field.

Clicking Archive L """ | puts the order into the history area. The order can be
viewed by clicking the History link.

To hide or reveal the sidebar, click Hide/Show Sidebar| fmme e |.

]
To complete an order, click COMPLETE [<@MFiEe} | To cancel an order, click CANCEL
Q

CAMNCEL
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To print the page, click Print.

Back on the All Orders page, clicking New directs you to the New Orders section.
Clicking In Progress directs you to the In Progress section.

Clicking Backordered directs you to the Backordered section.

Clicking Ready to Ship directs you to the Ready to Ship section.

Clicking Completed directs you to the Completed section.

Clicking Cancelled directs you to the following page.

%-. view site pdTedit'site -.:store--. help™y
o view
N site

¥ STORE SETTINGS Manage Store Orders

P sETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Export | ORDER 1D: l:l
W MANAGE ORDERS

All orders all orders || new (1) || in progress || backordered {1} || ready to ship || complete (1) |[EELERS IS N8N shipped
New orders

Order 1d Total Customer Status Action

In progress
Backordered
Ready to ship
Completed

Export orders

[] 09/17/2007 -02:55PM 1177 §25.95 Madeupname, David cancelled view [ process

| \‘_’Q Move to history ‘ ‘ ~a Print labels

% Quickbooks ‘ |Q Complete Orders ||x Delete orders | ‘Move to... v” Move Orders

learn more about order processin

P cusTomMERS

\,\% Store Home

Cancelled Order Page

This page lists all the e-store orders that have been cancelled, including the order
date, ID, amount, customer, and status. To view more details about a specific order,
click View/Process to be directed to the View/Process Order section.

To move any of the orders to the Order History page, check the box next to the
\\_Q Maove to histary |

desired order(s) and then click Move to History
o Print: labels

. To print labels for the

order, click Print Label
Label section.

to access the label options described in the Print

To send an order to Quickbooks M, check the box next to the order of
interest and then click Quickbooks.

To let the system know that you have finished fulfilling an order, check the

- - Complete Orders
appropriate box to select the order and then click Complete Orders — ‘
To delete an order, check the appropriate box to select the order and then click

| ¢ elete oraers |

Delete Orders

Clicking Store Home M will redirect you to the Store Manager page.
Clicking Shipped directs you to the following page.
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T

edit'site™ . /Fstore y

o “help ™y,

o view
 site

P STORE SETTINGS e —

¥ SETUP PRODUCTS Store home | View orders | Print Invaices | Print Packing Slips | Print Details | History | Export | ©RDERID: :l
W MANAGE ORDERS

All orders

Mew orders

all orders || new (1) || in progress || backordered (1) || ready to ship || complete (1) || cancelled (1) |(ELTHE=

Order Id Customer Status

In progress
Backordered
Ready to ship
Completed

Export orders

| \_\_IQ Move to history ‘ | ~a Print labels ‘

% Quickbooks ‘ |a Complete Orders ||x Delete orders | |Move to... v“ Move Orders

learn more about order processin:

P CUSTOMERS

% Store Home

Shipped Order Page

P REPORTS

This page lists all of the e-store orders that have been shipped, including the order
date, ID, amount, customer, and status. To view more details about a specific order,
click View/Process to be directed to the View/Process Order section.

To move any of the orders to the Order History page, check the box next to the

desired orderisi and then click Move to History () Meve 0 history ‘ To print labels, click
Print Label to access the following option.

Select label type: | Avery 5160,5260,5920,5960,5970,5972, 5980 +

Enter first open label: column

Print Label Options

Use the Select Label Type drop-down menu to specify the type of label paper that
you are using. Use the Column and Row fields to indicate which labels should be
printed. Click OK to start printing, or click Cancel to cancel your printing request.

. & oui
To send an order to Quickbooks ® Quickbooks

interest and then click Quickbooks.

, check the box next to the order of

To let the system know that you have finished fulfilling an order, check the

& complete Orders |

appropriate box to select the order and then click Complete Orders .
To delete an order, check the appropriate box to select the order and then click

|)‘ Delete orders |

Delete Orders

Clicking Store Home M will redirect you to the Store Manager page.
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To learn more about how to process orders, click Learn More About Order Processing
to open the following pop-up window.

Order processing overview

s Order status & display

» Printing orders
s Credit card processing gateways

# Preparing orders
» Processing transactions

Order display & order status

| WEW ORDERS | IN PROGRESS | BACK ORDERED | READY TOSHIP | COMPLETED | CANCELLED | SHIPPED |

Use the order view orders page to view and process your orders. The main order display page lets you
view each of your orders. To help you manage your orders they are broken into several categories. To view
the orders in a category simply click the tab for the category you wish to view.

NOTE: To change the status of an order, click the view/process links to go to the order detail page and then
choose one of the status options from the order process list.

Order Processing Overview Window

The Order Processing Overview Window presents an overview of the steps involved
in order processing. All the steps are listed at the top of the window for easy
reference. To learn more about one of the topics, simply click on that topic to be
directed to the section of the window where the topic is discussed in detail. To close
the window, click Close Window.

Clicking Store Home will redirect you to the Store Manager page.

6.4.2 New Orders
Click New Orders on the Manage Orders vertical menu to be directed to the following

page.
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%“ view site s “edit site o help™y

)

view
g\ site

P STORE SETTINGS
¥ SETUP PRODUCTS
¥ MANAGE ORDERS
All orders

New orders Order Id Total Customer Status Action

In progress [ 10/22/2008 - 02:46 PM 21383 §16.00 Doe, John new view [ process
Backordered
Ready to ship
Completed |$ Move to history ‘ ‘ 5 Print labels || % Quickbooks | |G Complete Orders ‘ ‘x Delete orders | |Moveto vH Move Orders
Erriimse learn more about order processin:
»
&, Store Home
find product

New Orders Page

This page lists all the new orders that have been placed in your e-store, including the
order date, ID, amount, customer, and status. To view more details about a specific
order, click View/Process to be directed to the View/Process Order section.

To move any of the orders to the Order History page, check the box next to the
\‘Q Move to history |

desired order(s) and then click Move to History

. To print labels for the

order(s), click Print Label
Print Label section.

to access the label options described in the

To send an order to Quickbooksw, check the box next to the order of
interest and then click Quickbooks.

To let the system know that you have finished fulfilling an order, check the

- . Complete Orders
appropriate box to select the order and then click Complete Orders — ‘
To delete an order, check the appropriate box to select the order and then click

You can change the status of an order by checking the box next to the desired order,
selecting the appropriate status from the Move To dropdown box and clicking on the
Move Orders button.

Clicking Store Home M will redirect you to the Store Manager page.
6.4.3 In Progress

Click In Progress on the Manage Orders vertical menu to be directed to the following
page.
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%-, view site o/ Cedit site ‘_ fStoren help™y,

)

view
9\ site

¥ STORE SETTINGS Manage Store Orders

¥ SETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Expart | ©RDER ID: l:l
W MAMAGE ORDERS

All orders all orders || new (1) |G =20 backordered (1) || ready to ship || complete (1) || cancelled || shipped (1)
New orders

Order 1d Total Customer Action

In progress

Backordered
Ready toship |$ Move to history | | S Print labels | | -f. Quickbooks | |a Complete Orders | |x Delete orders | |Move to... VH Move Orders

Completed
Export orders

learn more about order processin

¥ cusTOMERS

>
Store Home
P REPORTS

find product

In Progress Orders Page

This page lists all of the e-store orders that are being processed, including the order
date, ID, amount, customer, and status. To view more details about a specific order,
click View/Process to be directed to the View/Process Order section.

To move any of the orders to the Order History page, check the box next to the
\\_Q Mowe to history |

desired order(s) and then click Move to History

. To print labels for the

order(s), click Print Label
Print Label section.

to access the label options described in the

To send an order to Quickbooksw, check the box next to the order of
interest and then click Quickbooks.

To let the system know that you have finished fulfilling an order, check the

. . ~ Complete Orders
appropriate box to select the order and then click Complete Orders 2 ‘
To delete an order, check the appropriate box to select the order and then click

| 3¢ Detete orders |

Delete Orders
You can change the status of an order by checking the box next to the desired order,

selecting the appropriate status from the Move To dropdown box and clicking on the
Move Orders button.

Clicking Store Home M will redirect you to the Store Manager page.
6.4.4 Backordered

Click Backordered on the Manage Orders vertical menu to be directed to the
following page.
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%-, view site s Tedit site -._m--. help™y

o view
 site

¥ STORE SETTINGS Manage Store Orders

¥ SETUP PRODUCTS Store home | View orders | Print Inveices | Print Packing Slips | Print Details | History | Expert | ORDER ID: l:l

W MANAGE ORDERS

All orders all orders || new (1) || in progress |JUEICGIG NG V| ready to ship || complete (1) || cancelled || shipped (1)
New orders Order Id Total Customer
In progress [0 10/22/2008 - 02:44 PM 21381 §20.95

Doe, Jane back ordered view [ process

Backordered

Ready to ship

Completed |\\_IQ Move to history ‘ | 4 Print labels % Quickbooks ‘ |Q Complete Orders ||x Delete orders | |Move to... v” Move Orders
EFTraHEy learn more about order processin:

P CUSTOMERS

P REPORTS -

find product

Backordered Orders Page

This page lists all of the e-store backorders. Backorders are the orders that could not
be fulfilled at the time of the order, because the products were temporarily out of
stock. The backorder list displays the order date, ID, amount, customer, and status.
To view more details about a specific order, click View/Process to be directed to the
View/Process Order section.

To move any of the orders to the Order History page, check the box next to the
\‘Q Maove to histary |

desired order(s) and then click Move to History

. To print labels for the

order(s), click Print Label
Print Label section.

to access the label options described in the

. & ou
To send an order to Quickbooks # “HHb00ks

interest and then click Quickbooks.

, check the box next to the order of

To let the system know that you have finished fulfilling a backorder, check the

- - Complete Orders
appropriate box to select the order and then click Complete Orders — ‘
To delete an order, check the appropriate box to select the order and then click

You can change the status of an order by checking the box next to the desired order,
selecting the appropriate status from the Move To dropdown box and clicking on the
Move Orders button.

Clicking Store Home M will redirect you to the Store Manager page.
6.4.5 Ready to Ship

Click Ready to Ship on the Manage Orders vertical menu to be directed to the
following page.
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%-, view site s Cedit site -"s't's'r'?-_. help™y

view
g\ site

¥ STORE SETTINGS Manage Store Orders

P SETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Expart | ORDER ID: I:l
¥ MANAGE ORDERS

All orders all orders || new (1) | in progress || backordered (1) | IS AR U | complete (1) || cancelled || shipped (1)

New orders Order Id Customer Status

In progress
Backordered
|\_\_Q Move to history ‘ | ~# Print labels ‘ | % Quickbooks ‘ |Q Complete Orders ||x Delete orders | |Muve to vH Mave Orders
Completed
Export orders

learn more about order processin:

P cusTomERS

% Store Home

find product

Ready to Ship Orders Page

This page lists the orders that are ready to be shipped, including the order date, ID,
amount, customer, and status. To view more details about a specific order, click
View/Process to be directed to the View/Process Order section.

To move any of the orders to the Order History page, check the box next to the
:Q Move to history |

desired order(s) and then click Move to History . To print labels for the

order, click Print Label | # Printlask

Label section.

to access the label options described in the Print

To send an order to Quickbooks M, check the box next to the order of
interest and then click Quickbooks.

To let the system know that you have finished fulfilling an order, check the
&P Complete Orders

appropriate box to select the order and then click Complete Orders .
To delete an order, check the appropriate box to select the order and then click

| 3¢ pelete orders |

Delete Orders
You can change the status of an order by checking the box next to the desired order,

selecting the appropriate status from the Move To dropdown box and clicking on the
Move Orders button.

Clicking Store Home M will redirect you to the Store Manager page.
6.4.6 Completed

Click Completed on the Manage Orders vertical menu to be directed to the following
page.
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%-, view site s Cedit site -,m--. help™y

view
g\ site

¥ STORE SETTINGS Manage Store Orders

¥ SETUP PRODUCTS Store home | View orders | Print Invoices | Print Packing Slips | Print Details | History | Export | ORDER ID: |:|
¥ MANAGE ORDERS
All orders

all orders || new (1) || in progress || backerdered (1) || ready to ship |KETHEENENE | cancelled || shipped (1)
New orders Order Id Total Customer Status Action

In progress [0 10/06/2006 - 04:19 PM 7 §10L.00 Doe, John
Backordered

Ready to ship
Pe—— | @ Move to history ‘ ‘ 4 Print labels ‘

Export orders

completed view [ process

3 Quickbooks ‘ |@ Complete Orders ||x Delete orders | ‘Mcve to VH Move Orders

learn more about order processin

P cusToMERS
\_\% Store Home

find product

Completed Orders Page

This page lists all the e-store orders that have been processed and completed,
including the order date, ID, amount, customer, and status. To view more details
about a specific order, click View/Process to be directed to the View/Process Order
section.

To move any of the orders to the Order History page, check the box next to the
\‘:Q Move to history |

desired order(s) and then click Move to History
4 Print labels

. To print labels for the

order, click Print Label to access the label options described in the Print

Label section.

To send an order to Quickbooks M, check the box next to the order of
interest and then click Quickbooks.

To let the system know that you have finished fulfilling an order, check the
& complete orders ‘

appropriate box to select the order and then click Complete Orders .
To delete an order, check the appropriate box to select the order and then click

| ¢ elete oraers |

Delete Orders

You can change the status of an order by checking the box next to the desired order,
selecting the appropriate status from the Move To dropdown box and clicking on the
Move Orders button.

Clicking Store Home M will redirect you to the Store Manager page.

6.4.7 Export Orders
Click Export Orders on the Manage Orders vertical menu to open the Import/Export
section.

6.5 Customers

The Customers section of the Store Manager page presents three options for
accessing customer information, as listed below.
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» Customer Database
» Find Customer
» Export Customer

EDIT SITE SETUP STORE

The following sections describe each of these options in detail.

6.5.1 Customer Database
Clicking on Customer Database will direct you to the following page.

PREVIEW SITE C
o view = #
 site = support

P STORE SETTINGS
Customer Database

P SETUP PRODUCTS Store Home : E-Commerce Customer Database

P MAMAGE ORDERS
|| @ Find
¥ CUSTOMERS

11 users

Customer database

mlmEa T Name Email Address Account Details
R — 743 Madeupname, David detupek@aal com Account Details Remove
742 Doe, John Jjohn@email.com Account Details Remave
260  Johnson, Sue sue @email.com Account Details Remove
259 Smith, Mike mike @email.com Account Details Remove
|:| 258  Doe, Jane jane @email.com Account Details Remaove
e 257 IJohnson, Alex alex@email.com Account Details Remave
256 Doe, Liz lizi@email. com Account Details Remove
255  Smith, Jennifer jennifer @email, com Account Details Remaove
254 IJohnson, Rachel rachel @email. com Account Details Remave
253 Brown, Matt matt@email.com Account Details Remave
252  Doe, Bob bob@email.com Account Details Remaove

Add Customer: Note - You do not have to add customer accounts for customers to use your store. Customer accounts are
automatically created by the shopping cart/checkout process,

@ Go back

Customer Database Page

This page displays a database of customer information, including the customer ID,
Name and E-mail Address. To view a customer account in greater detail, click
Account Details for the customer of interest. You will be directed to the following
page.
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PREVIEW SITE G

o view »
 site = support

P STORE SETTINGS

P SETUP PRODUCTS Store Home : E-Commerce Customer Database : Customer Detail

P MANAGE ORDERS

E Account Information ) Order History \-’ Subscriptions \-’ Wishlist

¥ CUSTOMERS
Account Information: Manage Account:
Customer database John Doe
Find customer Jf;;f;g?g;gm & Edit account information
Exnart cus s » Change password
WREPORTS Address: User groups
123 Your Street
|:| Anytown, IN 45304 Ecommerce Customers:
[+] All E-Commerce Customers
find product Notes: User Groups:
] Pending list

|:| Secure Group

¥l wholesale Users
Mailing List Groups:
[ new list
Subscriptions:
Subscription A

update groups

Customer Account Details Page

On this page, you can view and edit customer account details. To make changes,
click Edit Account Information [~ - —mme | to be directed to the following page.
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PREVIEW SITE C

0 view @ »
 site = support

P STORE SETTINGS

P SETUP PRODUCTS

Store Home : E-Commerce Customer Database @ Customer Detail

P MANAGE ORDERS - .
‘E Account Information H ) Qrder History H\' Subscriptions H " Wishlist ‘
¥ CUSTOMERS

i Enable user account creation from the my account page

Find customer Account login

Export customers. Email {ogin id):

W REFORTS

|john@emai|.com |

Account details

— S

find product |
Lastname: |Doe |

Comparny: | |

Phone: [123-456-7890 |

Address: |123 Your Street |

| |

City: |Any‘town |

State/Province: |IN |

Zip/Postal Code: |453'D4 |

Country: | United States of America V|

Mon-taxable customer:

Motes:

4@ Back To Customers ‘0 Close HQ Apply changes

Edit Customer Account Page

The page contains the customer’s account and address details. To change anything,
simply delete the information currently shown and enter the new information in the
chosen field. Check the box labeled Non-Taxable Customer if the customer's
purchases are not subject to tax. You may use the Notes box to enter additional
information about the customer.

Once you have finished, click Apply Changes @' to save your changes. At
any time, you may click Close to cancel your changes. Click Back to

WM Back To Customers

Customers ‘to return to the Customer Database page.
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To chane the password for a customer account, click Change Password
to be directed to the following page.

OGO e o
%1 viewsite Sdfedit'site N ddistoreN /S helpty, PRV $ITE

i »
q\ site @u pport

P STORE SETTINGS

Customer Detail

P SETUP PRODUCTS Store Home : E-Commerce Customer Database @ Customer Detail

» MANAGE ORDERS

H \' Subscriptions ‘ ‘ \' Wishlist ‘

| ﬁ Account Information ‘

¥ CUSTOMERS

Customer database Change password

Find customer To change your account password, enter the new password in the form field below and dlick the save password button,
Export customers

Password: | L1111 |
Retype Password: |uu |
[ 1

find product

@ Back To Customers ‘0 Cancel Ha Save password

Change Customer Password Page

Enter the new password in the Password field and then retype the password in the
Retype Password field. This ensures that you have typed the password the same way
twice, to avoid typos that could lock you and your customer out of the account. Be
sure to pick a password that you can remember, but that would be difficult for other

people to guess. Once you have finished, click Save Password @I to save
your changes and create the new password. Click Cancel to undo your

M Eack To Customers

to

changes and retain the old password. Click Back to Customers ‘
return to the Customer Database page.

Under the User Group heading on the Customer Account Details page, you can
assign the customer to one or more user groups. Click Update Groups to save your
changes.

Clicking Order History on the Customer Account Details page allows you to view and
manage the customer’s order history on the following page.
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PREVIEW SITE C
8 view ) #
N site = support

P STORE SETTINGS
Customer Detail

P SETUP PRODUCTS Store Home : E-Commerce Customer Database : Customer Detail

» MANAGE ORDERS . :
‘ﬁ Account Information H ) Order History ‘ ‘ -‘ Subscriptions H U Wishlist ‘

W CUSTOMERS ]
e ——— Date Order ID Amount Status Details
09/28/2006 743 19.95 news View | Manage
Find customer
09/28/2006 745 19,95 news View | Manage
Export customers
09/29/2006 747 19,95 new view | Manage
10/04/2006 756 1595 new View | Manage
10/04/2006 758 15.95 nevs View | Manage
l:l 10/06/2006 779 101.00 completed view | Manage
find product 10/24/2006 810 56.00 cancelled View | Manage
10/22/2008 21383 16.00 nevs View | Manage
ﬁ Back To Customers

Customer Order History Page

This page lists all the orders placed by the customer, including the order date, ID,
Amount, Status, and Details. To view more details about an order, click View next to
the order of interest to be directed to a page containing detailed order information.
To manage the order, click Manage, which will direct you to the View Order page.

Clicking Subscriptions on the Customer Account Details page allows you to view and
manage the customer’s subscriptions.

: PREVIEW SITE
admin

0 view @ »
 site = support

P STORE SETTINGS =

Customer Detail

Store Home : E-Commerce Customer Database @ Customer Detail

— ‘ﬁ Account Information
¥ CUSTOMERS

e e Date Subscription ID  Amount Status MNext bill date Details

2 Order History

‘ J Subscriptions

Find customer 02/23/2008 3530 $129.00/year  Active 02/23/2009 View Cancel subscription
Export customers

W REPCRTS

find product

@ Back To Customers

Customer Subscription Page

To view more details about a subscription, click on the View link for the subscription
in question. If you want to cancel a subscription, click on the Cancel Subscription
link for the subscription in question. Please note that customers will be able to view
and cancel subscriptions by logging into their accounts. For more information on
subscriptions, see the Subscriptions section.
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Clicking Wishlist on the Customer Account Details page allows you to view and
manage the customer’s wishlist.

EDIT SITE SETUP STORE

: PREVIEW SITE
admin

® view @2
w site = support

P STORE SETTINGS

Customer Detail
P SETUP PRODUCTS Store Home : E-Commerce Customer Database : Customer Detail
P MANAGE ORDERS . :
‘ﬁ Account Information H 2 Order History H ¥ Subscriptions H W wishlist |
¥ CUSTOMERS
Customer database ‘four wishlist contents appears below. To add something to your wishlist, find a product on the site and select the Add To Wishlist
Find customer button.
Export customers
Use this link to direct someone to your wishlist:
WREPORTS http: /fmadeupcompany. com/incfwishlist?wishlist =HKGHXRBAHHIZGPEHGAEAA

——

find product Featured Product A

Caolor:Red
Size:Smazll

Number Desired: I:I

Ttemn Price: $19.95

Add to your shopping cart
Remave item from wishlist

[ Update Wishlist |

Customer Wishlist Page

This page will list all of the items that are in a customer’s wishlist. Note that
customers will be able to see this page by logging into their sites.

The Customer Database page also allows you to create entries for new customers.
Click Add Customer to be directed to the following page.
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4} Create User - Microsoft Internet Explorer

Create user account
Enter the account login information and account details, Click the create user button bo create the user account,

Email {login id): I

Password: I

First narne: I

Last narne: I

Cormpany: I

Phone:l

Address: I

City:l

Stake/Pravince: I

FipfPostal Code: I

Maor-kaable custamer: =

Motes: d

|t3 Close ||a Create Lser |

Create User Accounts Page

Enter the customer E-mail (Login ID) and Password in the respective fields under the
Account Login heading.

Under the Account Information heading, enter the customer’s First Name, Last
Name, Company, Phone Number, Address, City, State/Province and the Zip/Postal
Code in their respective fields. Check the box labeled Non-Taxable Customer if the
customer’s purchases are not subject to tax. You may use the Notes box to enter
additional information about the customer. To save your changes and create the new

| @ croats user |

customer entry, click Create User . To close the window, click Close

Once you are finished with the Customer Database page, you may click Go Back to
return to the Store Manager Page.

6.5.2 Find Customer

Sometimes you will need to search for a specific customer. Click Find Customer in
the Customers vertical menu to be directed to the following page.
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’
=-support

Store Home @ Customer Database : Search Customers

Search: Rehuild your search index:
If wour search is not returning the correct results vou can use
Search | the button below to rebuild your search index. After clicking the
rebuild index button, please waik until the page reloads as it
may take a while ko complete the process

Rebuild Index |

* Go hack

Find Customer Page

Enter the information you know about the customer (i.e., name, street address, city,
state, zip, phone number or e-mail address) in the Search field and then click
Search. You should be directed to that customer’s account. If you do not receive
satisfactory search results, you may need to rebuild your index by clicking Rebuild
Rebuild Index |

Index

6.5.3 Export Customers
Click Export Customers in the Customers vertical menu to be directed to the Import/

Export page.

6.6 Reports

The Reports section of the Store Manager page allows you to create and view reports
about the e-commerce activities in your e-store. This section presents the following
options.

Sales report
Coupon usage
Tracking codes
Top products
Cart analysis
Inventory report

YVVVYYVYY

The following sections describe each of these options in detail.

6.6.1 Sales Report
Click Sales Report from the Reports vertical menu to be directed to the following

page.
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8 view
N site

sales report

Coupan usage
Tracking codes
Top products
Cart analysis

Inventory report

it

ECommerce Reports

Store Home

today this week this month

4 2007
s e Monthly Sales Report - Aug 2007
may jun jul number of orders: 2
sep oct now dec total sales: $ 70.00

sun mon tue wed thu fri sat

> ENENER ¢
B & [#7]0]d ]
1z 13 14 15 16 17 18
13 20 21 22 23 24 25
26 27 28 289 30 31

sverags sale: § 35.00
total bax: §0.00
total shipping: § 0.00
couponsidiscounts: §

custorn dats range Tax Collected
$0.00
$0.00

Orders SubTotal
$70.00
$ 70.00

Total Shipping
$0.00
$0.00

Day

SALES REPORTS: tugl 2
Sales reporis show data for 2
complated orders

Sales
sales
Sales by Product Count
sales ustormer

Sales by Psument Tupe

sport
Product

MARKETING REPORTS
Marketing reparts show dats for
completed arders

Coupon Usage
Tracking Codes

VISITOR ACTIVITY
Cart analysis
Search queries
Search kevwords

Coupons/Discounts
$0.00
$0.00

o Printable report window

Total Sales
$70.00
$70.00

@ o back

Sales Report Page

The page opens with a calendar. Clicking Custom Date Range opens the following
page, where you can select the time frame for which data should be displayed in the

report.

% of fview site f@edit'site™

8 view

N site

Store Home @

ECommerce Reports

today  this week this ronth
4 2007
jan feb rnar apr
Sales report rhay jun jul
Coupon usage sep oct noy dec
el e sun mon tue wed thu fri sat
S 2 : 4
Top praoducts S 6 [Z e i
Cart analysis e EEl R e e il e
19 20 21 22 23 24 23
Inventory report SRR e e e

Custom Date Range:
From: [aug =|[1 =]|z007 =]
Tor [Aug |1 =|fz007 -]
vIEw |

cuztorn date range

Custom Date Range Options
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Set the date range by selecting the ap'propriate month, date and year from the
corresponding From and To drop-down menus. Then click View to see the new report
on the right-hand side of the page.

The Sales Report page presents the following report options, each of which presents
information for the date range that you established in the previous step.

Sales Report

Sales by Product

Sales by Product Count
Sales by Customer
Sales by Payment Type

VVVYVYY

Under the Marketing Reports heading, you will find the following report options, each
of which presents information for the date range that you established in the previous
step.

» Coupon Usage
» Tracking Codes

Under the Visitor Activity heading, you will find the following report options.

» Cart Analysis
» Search Queries
» Search Keywords

To view any one of these reports, simply click on it and the report will appear on the
right-hand side of the page.

The Reports vertical menu also lists some frequently used report options. Excluding
Inventory Reports, these reports have been mentioned already

Most reports have the following components.

Number of Orders
Total Sales
Average Sales
Total Tax

Total Shipping
Coupons/Discounts

YVVYVYVVYYVY

The Cart Analysis report provides information about the shopping carts that have
been created in your e-store.

The Search Queries report provides information about the queries that site visitors
make when using your site search option.

The Search Keywords report provides information about the keywords that visitors
have used to search your website.
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7 E-mail Accounts

This section allows you to create an e-mail account at your own domain name. The
E-mail Accounts section opens in the following page.

MARKETING
SEARCH ENGINES

o view

Ssite
ADMIN MENU
Admin home:
Site: builder
Skore ranager
COMMUMICATE
Email accounts
‘Webmai
Mailing list

Site marketing

Traffic statistics
BizLivechat
RapidInsite stats

MY ACCOUNT

My account
Upgrade account
Billing information

Customer suppork

PREVIEW SITE ©

Email Accounts

Adrnin Home : Email Accounts

Add Mail Account

Email Accounts - Increase your sales!
Create a professional internet presence For your business by setting up email accounts at
your own domain name,

Instead of an email address such as myname@hotmail.com

Do business with your customers using professional email accounts,

sample account names:
Create your own unique email address such as these,

info@yourcompany.com
orders@yourcompany.com

sales@yourcompany.com

yourname@yourcompany.com

Add Email Account

»

= support

3 Mail Boxes

Toread an emal box you must add
the account infarmation ko a mai
program such as outlook express,

Server Type: POFP

POF Server Mame:
pop.alympiapainters. cam

SMTP Server Name:
smtp.olympiapainters, com

Account Name
Use account name from the st to
the left.

@ Go back

E-mail Accounts Page

To create an e-mail account, click Add Mail Account. This will direct you to the

following page.

o view

 site
ADMIN MENU

PREVIEW 51

Email Accounts
Admin home
) . Admin Home : Email Accounts :
Site builder
T — Create Email Account
To setup an email account, enter the account name and password for the account.

COMMUNICATE

Email accounts Account Name:

Webmail | |@ |madeupcompany.com hd

Mailing list Password:
REPORTS & INFO | |

Site marketing Verify Password:

Traffic statistics | |

BizliveChat [ Create Mail Account ]

RapidInsite stats

TED

£ support

My account

@ Go back

Create E-mail Account Page

Enter an account name in the Account Name field and select a domain name from
the adjoining drop-down menu. Enter a password in the Password field and retype
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the same password in the Verify Password field. Be sure to choose a password that is
easy for you to remember, but difficult for other people to guess. Finally, click Create

Mail Account to create the e-mail account.

After you create an email address, the E-mail Accounts page (shown below) will have

many new features.

PREVIEW SITE

) view

 site

ADMIN MENU

Admin home

Admin Home : Email Accounts

Site builder
Store manager Add Mail Account
Email accounts [ customerservice @madeupcompany . com customerservice @madeupcompany . com
Webmail
Mailing list
== Email setup: Spam filter :
REPORTS & INFO Click the edit link to configure your email account. Add email W B
aliases, setup forwarding and autoresponders, c9=—|
Site marketing " N .
Traffic statistics configure
Bizlivechat Email Troubleshooting:
RapidInsite stats
== VERIFY SETUP:
MY ACCOUNT
_ Click the setup/help link next to the email account you are wanting to setup and verify
My account that you have all of the information entered correctly in your email program.

Upgrade account
— : SERVER NOT FOUND ERROR (SMTP):
Billing information If you get a server not found error when sending email, edit your email account settings, go

Customer suppart to the advanced settings and set the SMTF port to 5050,

accept _'!F
credit cards I‘El

register
dormain name

e..
= suppor

edit setup/help delete

Mail Box Accounts

1 Mail Boxes

To read an email box you must add
the account information to a mail
program such as outlook express.

Server Type: POP

POP Server Name:
pop.madeupcomparny.com

SMTP Server Name:
smip.madeupcompany. com

Account Name
Use account name from the list to
the left.

Forwarding Accounts

] Mail Forwarding

Forwards emails to an existing email
account on a different server,

E-mail Accounts Page

You can use this page to edit or delete your e-mail account. To
account, click Edit, which will direct you to the following page.

Admin Manual Version 0.5D

edit the e-mail

Page 213 of 240




UPGRADE SITE OMLINE SETUP EMAIL MARKETING
ACCOUNT register 'add & SEARCH ENGINES

PREVIEW SITE C

view 5\ 9
N site = support
ADMIN MEMNU
] Email Accounts
Admin home - ) ) )
—— Admin Home : Email Accounts : Edit customerservice@madeupcompany.com
laer
Edit Email Account

Store manager Use the sections below to customize and edit this email account, You can change the account password, setup email forwarding and
COMMUNICATE auto responders.

Email accounts

Webmail

To forward all mail received by this account to another address, dick the checkbox and enter in the address that will receive all
Mailing list forwarded email.

REPORTS & INFO
*We cannot guarantee delivery of forwarded email since the email server being forwarded to may not allow forwarded emails or

Site marketing consider them to be spam. Also, all forwarded email will be subjected to spam filtering.
Traffic statistics
Email Address:

BizLiveChat |
RapidInsite stats

[ acconr — IR
MY ACCOUNT -
: Set Forwarding

My account

Upgrade account

Billing information To change the email account password, enter a new password and dick Set Password. This password must be the same as the one
Customer support used in your email program in order to receive mail,

Password:
register a | |
dormain name

accept =
credit cards @ |

This mailbox may receive mail from more than one Internet email address. You may add email addresses to this account by entering
an address (exduding the .com name of the email address) below and dicking Add Address.

Address:
| |@| madeupcompany.com ¥

Add Address

This mailbox may auto respond to user's emails.

[enabled
Subject:

Message:

[ Set Autoresponder

4@ Go back

Edit E-mail Account Page
On this page, you can modify your e-mail account settings.
Under the E-mail Forwarding heading, use the E-mail Address field to enter the e-

mail address where you would like to receive all the e-mails that are sent to this
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account. Once you check the Enabled Box and click Set Forwarding
all emails sent to the account will be forwarded automatically to the e-mail address
that you have specified.

Set Fomwarding |

To change your account password, enter the new password in the Password field
under the Mailbox Password heading and then click Set Password.__ =&tFassword

Under the Mailbox Addresses heading, you can register a new e-mail account under
the existing e-mail account. Enter the new account name in the Address field and

then click Add Address __ddAddress

Under the Auto Responder heading, you can set up an automatic response to all the
e-mails your receive by checking the Enabled box. Then enter an appropriate subject
in the Subject field and type the automatic response in the Message box. You may
want to use this feature when you are traveling and will be away from your e-mail

for a certain period of time. Click Set Autoresponder ___SetAutaresponder 4 activate
the autoresponder feature.

Click Go Back to return to the E-mail Accounts page.

To view additional account information, click Setup/Help, which will direct you to the
E-mail account settings and instructions page.

To delete the e-mail account, click Delete.

To activate the spam filter, which will prevent many (but not all) unwanted messages
from reaching your e-mail inbox, click Configure. This will direct you to the following

page.

-/ Vlewmte _/ edltmte store / ‘ PREVIEW SITE O

view »
g\ site @u pport

ADMIN MENU

Email Accounts

Admin home:
) ; Admin Home @ Email Accounts : Configure Spam Filter
Sike builder

Store manager

" Enable Spam Filter

“heck the box above ko enable the spam Filker For all your email accounts. When spam Filkering is enabled many spam emails will
automatically be caught and deleted, It is important to remember that the spam filker will nok catch all spam emails and that some
leqitimate email may be incorrectly identified as spam. If an email address is being blocked, but should not be, use the exclusion lisk b
‘Webmail exclude that email address from the spam filber. You will receive a daily email detailing all of the email addresses that have been
blacked by the filker,

Subrnit |

Mailing list

Sike marketing

Traffic statistics IMPORTANT - Spam Exclusion Lisk:
o ‘with spam Filkering enabled, some emails that are nok spam may be erroneously detected as spam and deleted by the system. When
BizLiveChat an email is blocked by the spam filter, the sender is notifizd that their email did not go thraugh, You will receive a repart aof email

addresses that hawve been blocked For spam. IF there is an email address in your report that is nok spam or iF someone is having trouble

RapidInsite stats
K sending email ko wou, add them to the spam filker exclusion list,

MY ACCOLINT
Iy account edit your spam filter exclusion list

Upgrade account

Billng information @@ 5o back
Cuskomer support
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Configure Spam Filter Page

Enable the spam filter by checking the appropriate box. If your spam filter is
erroneously identifying real messages as spam, click Edit Your Spam Filter Exclusion
List to be directed to the following page.

e N W -
—mf;n:; view site edit'site store help™y PRENTEW: I

R i el SR R i

o view »
* site = support

Email Accounts

Admin Home : Email Accounts @ Configure Spam Filter

Admin harme

Sike builder

Skare manager

Spam Filter Exclusion List

Use vaur exclusion list ko setup email addresses that should not be blocked by the spam Fileer, IF an email address shiould not be
blocked but is nok able to send to wou, enter it in the list below. Enter each email address on a new line.

Email accounts ~ | format:

webrnai enter email addresses in the box ko the left. enter each email
address on its own line, Use "™ to exclude all email addresses

Iailing lisk caming fram the specifisd domain,

REPORTS & INFO

=]

Site marketing joe@emailaddress..com

i T randy@emailaddress, com

Traffic statistics *+@emaladdress. com

BizLiveChat

RapidInsite stats j

MY ACCOUMT

My account Save Changes | Cancell

Upgrade account

Billing infarmation

4 Go back

Custonner support

Spam Filter Exclusion List Page

On this page, you can use the space provided to list e-mail address that should
never be blocked by the spam filter. If you are displeased with your changes, Cancel

% to undo your changes. Once you have finished, click Save Changes
oave Changes

to save your changes to the spam filter exclusion list. At any
time, you may click Go Back to return to the E-mail Accounts page. Once there,
clicking Go Back will redirect you to the Admin page.
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CHAPTER 8

8 Webmail

This section allows you to configure you Webmail settings. Webmail allows you to
access your e-mail account from anywhere, as long as you have an Internet
connection. To access this section, click Webmail on the Admin vertical menu and
you will be directed to the following page.

....... PREVIEW SITE D

@..
= suppor

Adrmin home

Site builder

Web Design Software Weblail

Store manager @ - _H| Uss ‘Web Design Softwars webmail to easily send and receive email from any computer connected
o the Internet.

Email accounts

Webmail To use the webmail systern you must first setup POP email accounts. Webmail is not available for

forwarded mail accounts,
IMailing list
REPORTS & INFO click here to setup email accounts

Site marketing

Traffic statistics

BizLiveChat RETURN

Webmail Settings Page

If you do not already have an e-mail account, you will need to create one. Select
Click Here to Setup E-mail Accounts to be directed to the E-mail Accounts page.

If you have already created an e-mail account, then the following pop-up window will
open when you click Webmail on the Admin vertical menu.

€ WEBMAIL

Login Details
Please provide login and password information to access your mail-account

[ @] |
Password: [ |
Interface: Im

For more information on the \WebMail service, Please contact your site
huilder technical support department. - WebMail 4.61

Webmail Pop-Up Window
Enter your email address and password where they are requested. Use the Interface

drop-down menu to select an appropriate option, depending on the browser
environment you are using. Then click Login to access your e-mail account online.
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9 Mailing List

This section lets you create and manage your mailing lists. Click Mailing List from the

SETUP STORE

UPGRADE
ACCOUNT

SITE ONLINE
regitles fadd

SETUP EMAIL

MARKETING
& SEARCH ENGINES

vertical User Account Settings menu to be directed to the following page.

LOGOUT

o view
Nsite

ADMIN MEMU

Admin horme
Site builder

Store manager

COMMUNICATE

Email accounts

Webmail

Site marketing
Traffic statistics
BizLiveChat
RapidInsite stats

MY ACCOUNT

My accounk
Upgrade account
Eilling infarmation

Customer suppork

<

accept [T

credit cards Ql

register
darmain name

admin Sy /AW site e dit site M Astore Nad Aheipty

Mailing List

PREVIEW SITE ©

&

= support

Admin Home : Mailing List

Your site mailing list allows vou ko manage and track visitors ta vour web site, When vou have the Enable Mailing List Signup
option selected on the Site Settings page, visitors to your site will be able to add themselves to your mailing list online,

~7s, Send email
. ta send an email to your maling
list.

Mailing list name

General mailing list
a__] Default mailing list il

Account based mailing lists

Create account based list

Click this link to create an account

based mailing list. To join the list,
users must create an
account/password on your site,

#, Mailing list history
“wal View emails sent previously and
: their status,
HMOTE: this feature is only
available for emails sent after
7I20/2006

_!4' The send email Feature allows wou

Mailing list settings
Custarize mailing list settings.

send email | manage list | auto-responders

Manage user groups
Manage usst groups on your site,

or ACcount Settings

User accounts lisk
Page list & setup security

Global user account settings

Usage for this month,

available: 100%
Emails Sent: 0
Max Allowed: 500

General mailing list

The general mailing list only contains
email address and anyone can register
Far the list by just adding their emai
address,

Account based lists
The account based mailing lists are

sebup For users of your site that have
an accountfpassword with your site,
Users can lagin ko their account ko
manage their account information and
select which mailing lists to signup For,

Legend:
‘1_} AutoResponders Enabled
G_J AutoResponders Disabled

o Return

Mailing List Page

The Mailing List page lets you configure the settings for your site’s mailing list so that
you can track and manage your site visitors. Once you have selected Enable Mailing
List Signup on the Site Settings page, site visitors will be able to sign up for your
mailing list.

9.1 Send E-mail
Clicking Send E-mail under the Manage Your Mailing List heading directs you to the
following page, where you can send an e-mail to all the addresses included in your

mailing list.
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(e Ty S S b PREVIEW SITED

. fadminSCview site “fCedit'site i f@store @ helpty

8 view @ »
Nsite = support

ADMIN MENLI

IMailing List

Admin hame

) ; Admin Home : Mailing List : Send Email
Site builder

Send an e-mail ko your mailing list
Ta send an email ba this list, Fill out the Form below, enter your email contents and click the "send message ko mailing list" buttan. This email will also contain an
COMMUNICATE unsubscribe link at the bottom of the message, To preview your email, click the "send test message” buktan,

Store manager

Email sccounts IMPORTANT: note about email formats

wWebmail IF wou wish to send HTML Formatted emails, you must also compose a text only version of your email. Mot all email programs support HTML Format so you must send a
m text anly wersion of your email.
REPCRTS & INFO Choose the list to send to:

Site marketing Detault mailing list 'I

Traffic statistics From:

BieLfveChat [i@i.com

RapidInsite stats Mail subject:

MY ACCOUNT

My account A
! |O Select newsletter template HG Save current emall as template

Upgrade account

il el HTML Mail Message: oofional

Customer support FontMame ~ FontSize =~ J (9 0% % ¢ B I U ¥ a a
E==siEEES Hinkikld A &%
register o
domnain name
accept T
credit cards %5
[~ HTML Editor version: 1.0 change version | manage styles Use Shift and Enter to single space help

Texnt Mail Message: reguies’

|

|

|0 Cancel HQ Send Message To Mailing List HQ Send Test Message ‘

Send E-mail Page

Select a mailing list from the Choose the List to Send to drop-down menu. All the
users whose e-mail addresses are included in the list will receive this e-mail.

Use the From: field to enter any e-mail address that is hosted by your system. If you
instead enter an e-mail address that is not hosted by the system, then your
recipients’ spam filter may block the e-mail so that they do not receive it.

Type the subject of your e-mail in the Mail Subject field.

If you are sending a newsletter, you may select a design template from the pop-up
window that appears when you («click Select Newsletter Template
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‘ & solect mewslstrer template | ‘

You can also save an e-mail that you create as a newsletter

|~6 Save current email as template

template by clicking Save Current E-mail as Template

You can use both the HTML editor and text box to enter the e-mail message. The
text message is mandatory, because many e-mail programs do not support HTML
format.

To view the e-mail message as it will appear to recipients, click Send Test Message
'a Send Test Message ‘

so that a sample of the message will be sent to your e-mail
address. You can review the message and make changes as needed before sending it
to the entire mailing list.

To send the message to everyone who is on the mailing list, click Send Message to

| € sena message To railing List

Mailing List The mail will include a link that will allow
recipients to unsubscribe from the mailing list.

If you are dissatisfied with your changes, click Cancel @ to undo them and
return to the Mailing List page.

9.2 Mailing List Settings
To configure the settings for your mailing lists, click Mailing List Settings on the
Mailing List page to be directed to the following page.

PREVIEW SITE {

N site
ADMIN MEMU

IMailing List

Admin home: = |
Admin Hame © Mailing List : Settings
Site builder el 5
Enter wour settings for wour site registrationfmailing list,
Stare manager

COMMUNICATE

Email accounts
Registration Title

‘Webmail

LERERT TG Registration Message

Site marketing ﬂ

Traffic statistics

EizLivaChat _I
¥

RapidInsite stats

T Registration Response Message

[y account ;I

Upgrade account

Billing infarmation J
=

Customer support

register Q ( CANCEL ) r""
domain name aE
accept [Tl

credit cards E,

Mailing List Settings Page

This page allows you to customize your mailing lists to better meet your needs. You
may customize your registration form by entering a Registration Title, Registration
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Message and Registration Response Message in the corresponding fields. If you are

dissatisfied with your changes, click Cancel to undo them and return to

the Mailing List page. Once you have finished, click OK - to save your

changes.

All of your mailing lists are grouped under two broad categories: General Mailing List
and Account-Based Mailing List. Any user can subscribe to the General Mailing List
using his or her e-mail address. In contrast, the Account-Based Mailing Lists are
restricted to users who have created accounts on your site.

Alongside each mailing list, you will see options to Send E-mail, Manage List, and set
up Auto-Responders.

9.3 Manage List
Clicking the Manage List option will direct you to the following page.

J‘gwwwﬂf— :E& view site s/ Cedit'site’ ) o EREVIEWSITEL)

e.
= support

Mailing List

Admin home
Site builder

Store manager _
ELLEETIEL LIRS | remove email addresses || viewfexpaort

Adrmin Horme @ Mailing List @ Add Email Addresses

Email F Add name to your mailing list
LC=1] CEEEE This page allows vou to add entries to vour mailing list. Each email address to be added should be placed on its own line. Select
webmail the Add Email Addresses button when done,
Mailing list
2 Email Addresses:
REP! k INFO ;I
Site marketing
Traffic statistics
BizLiveChat
RapidInsite skats
My account
Upgrade account
Billing information
Customer suppart
register 0 j
Homain name
acoept (T | €9 cancel | | (@ sdd Emal Addresses ‘
credit cards (80

Manage Mailing List Page

On this page, you may Add E-mail Addresses and Remove E-mail

Addresses removeemal addresses | by clicking the corresponding tabs. Each e-mail
address that you wish to add or remove should be entered on a separate line in the
E-mail Addresses field. When you are finished, click Add E-mail Addresses or Remove
E-mail Addresses at the bottom of the page to save the changes to the mailing list.

Clicking the View/Export “E*/&X9 | tah allows you to view all the e-mail addresses in
a mailing list. These e-mail addresses are organized in a format that is very easy to
copy to another program.
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9.4 Statistics
The Statistics page displays the number of e-mails that have been sent as well as the
percentage of e-mails available for the month.

9.5 Auto-Responders

In this section, you can create automated e-mails that will be sent to your site
mailing list based on how many days they have been on your list. To do so, click
Auto-Responders to be directed to the following page.

LOGOUT = e = e PREVIEW SITE
a|:|n1|n.--L View site™ edit’'site’ ; §
view (]

g\ site @u ppart
ADMIM MENU

Adrmin home . | d N

Admin Home © Mailing List + Auto-Responder /Drip Marketin
Site builder e " e e

Slile TEEEE Auto-Responder Configuration:

Setup aukamated responses that are sent ko wour sike mailing list, You can configure a series of emails o be delivered ko sach address
on your list based on how many days they have been on wour lisk, To add an auto-response message, click the "add new mail” link

Email accounts below, Setup the email and specify which day it should be sent.
Webmail
REPORTS & INFO
= 2 Add new mail
Site marketing
Traffic skatistics
BizLiveChat IHMEHRTANT:
ALL AUTO-RESPONSE MESSAGES WILL COUNT TOWARD THE MAX ALLOWED EMAIL FROM YOUR MAILING LIST
RapidInsite stats Cnce you have reach the maximum number of allowed emails, the system will not send additional emails. To see the number of emails

that yvou have available, click Mailing List,

MY ACCOLUNT

Auto-Responder Configuration

Please note that once you have sent all of the e-mails that are available to you (your
quota), the system will not send any more e-mails, including auto-responder e-mails.
To see information about the number of e-mails that are available to you, click
Statistics on the Mailing List page.

To define your auto-responder settings, click Add New Mail to be directed
to the following page.
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(AR, Er— [ e, PREVIEW SITE O
{@admin pfCviewsite edit'site ™ s store help™y

View ’
g\. site @wwd
ADMIN MENL
Mailing List
Adrin home
e Adrnin Harme ¢ Mailing List @ Auto-Responder/Drip Marketing @ Edit Auto-Responder
ite Duilder
ELElau ] Create/edit a auto-response email message
COMMUNMICATE To create an suto-response emai, fill out the form below, Enter the mail subject, From emsil address, day that the email should be sent and the email contents, Click the
save hutton, This auko-response emal wil automatically be sert b subscribers to yaur emal list on the day that vou specify below, This emall will also contain an
Emall accounts unisubseribe link s the battom of the message
webmall
T Each subscriber will receive this email on the day configured below
Mailing list
REP THFO IMPORTANT: ALL AUTO-RESPONSE MESSAGES WILL COUNT TOWARD THE MAX ALLOWED EMAIL FROM YOUR MAILING LIST

Site marketing Once you have reach the maximum number of allowed emails, the system will not send additional emails,

SEEE A IMPORTANT: note about email formats
BizLiveChat TF you wish to send HTML Farmatted emails, you must alsa compose a text only version of your email, Not all email programs support HTML Format so you must send &
kext anly version of your email,

RapidInsite stats

Mail subject:

My account

Upgrade account From: (note: this must be an smai address)

Billing information
Customer support Day:

e

register 17 Enter the day that this email should be sent, The day must be 3 number greater than 1, Setting day ta 1 will have this email sent to the email subscriber on the First
Homain name day after their name is added to khe list.

accept =) ‘Q Select newsletter template HQ Save current ernal as template
credit cards gl

HTML Mail Message: options/

Font Name ~ Font Si ~ X0 % ¢ B I UFE & a
S=E=csSiEEES FknkE A 9%
[T HTML  Editor version: 1.0 change version | manage styles Use Shift and Enter to single space help

Text Mail Message: requred

= |

‘0 Cancel HQ Save ‘ |$ Send Test Message ‘

Auto-Responder Create/Edit Page

This page is very similar to the Send E-mail page, except that it includes a Day
option where you can enter the number of days for which the auto-responder e-mail
should be sent. For example, if Day is set as 1, then a subscriber will receive the
auto-responder e-mail only on the day that his or her name is added to the mailing

list. If you are dissatisfied with your changes, click Cancel L_®"" | to undo them and

return to the Auto-Responder Configuration page. Once you have finished, click Save

to save your entries.

9.6 Create Mailing List
This section allows you to create an account-based mailing list. Users may subscribe
to this mailing list only if they have already created an account in your site. To
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access this section, click Create Account Based List and you will be directed to the
Create New Group page in the User Accounts section.

9.7 Manage User Groups
This section allows you to create and manage user groups for your site. Clicking
Manage User Groups will direct you to the User Account List section.

9.8 Mailing List History

This section allows you to view records of the e-mails sent from your account or from
any other system account to the mailing lists. Clicking Mailing List History directs you
to the following page.

PREVIEW SITE ©

view »
9\ site @upwrl

ADMIN MENU
Mailing List

Admin Home : Mailing List : History

Admin home

Site builder

Store manager

History

COMMUNICATE *Wednesday November 12 2008 - 15:21 Wednesday November 12 2008 - 15:21
B Thursday July 10 2008 - 11:07
Thursday July 10 2008 - 11:02 W T
\Webmail Friday Jne 27 2008 - 10: 14 Started: Wednesday Movember 12 2008 - 15:21
— Ended: Wednesday Movember 12 2008 - 15:21

Mailing list Emails sent: 2
REPORTS & INFO Elapsed Time: 1 seconds

Site marketing

Traffic statistics From: john@email.com

Subject: Test
BizLiveChat

Text: view

Rapidnsite stats

Mailing List History Page
This page presents a complete record of all the emails sent to mailing lists, their time

of delivery, the sender and the recipient. You can also view the text or HTML version
of the sent e-mail. The page also reports on mail delivery errors, if any.
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CHAPTER 10

10 Site Marketing

This section provides marketing tips that can help you build and manage a more
successful e-commerce website. Click Site Marketing on the Admin vertical menu to
be directed to the following page.

e ——— : S [ —  f— [
%--. view siteN i/ Fedit'site Nl Estore N/ dhelpty PREVIEWATE

o view L3

 site = support
ADMIN MENU
SRR Pay Per Click External Links Email/Newsletters
Site build
e bulder target keywords, Get premium listings in Drive traffic to Build and manage an
Store manager optimize website, Google, Yahoo your site from other email list/newsletter
AR submit to search engines and more... websites and resources... build customer base.
Email accounts search engine manager »> pay per dick search > external inks = emailnewsletters > >
Webmail
Mailing list

REPORTS &INFO

== o (@ & @ 9
Traffic statistics J

Search Manager Target Configure Meta Optimize Your Generate Search Engine Expand Your

BizliveChat QOverview Keywords Tags Site Sitemap Submissian Marketing

RapidInsite stats

MY ACCOUNT next: target keywords ==

My account Search engine manager
Upgrade account Use the search engine manager to optimize your website and have it submitted to the search engines. Click the links

below to get started.
Billing information g

Customer support

register a
domain name

accept [T
credit cards L-Jl

. Target Keywords (start here)

. Setup site meta tags

. Optimize your website for search engines

. Generate your search engine sitemap file

. Submit your site to the search engines

Beyond search engines: Expand your marketing strategy

[ T R R PUR AY

next: target keywords ==

Site Marketing Page

This page contains several sections to help you market your site. The main sections
are Search Engines, Pay Per Click, External Links and Email/Newsletters. The Search
Engines section is divided into several sections. They are Search Manager Overview,
Target Keywords, Configure Meta Tags, Optimize Your Site, Generate Sitemap,
Search Engine Submission and Expand Your Marketing. Click on each of these for
detailed information on each section.

The Pay Per Click section is also divided into several sections. They are PayPerClick
Overview, Google Adwords, Yahoo Search Marketing, More PayPerClick and Tracking.
Click on each of these for detailed information on each section.

You can click on the External Links and Email/Newsletters sections to get detailed
information on each section.
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CHAPTER 11

11 Traffic Statistics
This section provides reports and analysis about your site traffic. The section
provides three types of reports:

> Traffic Stats
» [Ecommerce Reports
» Disk / Resource Utilization

The Traffic Stats tab is the default setting when opening the Traffic Statistics section.

W ecommerce reports || disk [ resource utilization

[i Traffic stats

Current activity Page Views: 20 Total Page Views: 376587

-

* Page views by hour Visitors: 7 Total Visitors: 14202

# Page views by day of week

» Page views by day of month

® Page views by month

= Visitors by hour Page Views: Day Month Site Visitors: Day Month
» \isitors by day of week

& Visitors by day of month Current 20 910 Current 7 301

# Visitors by month Average 31 942 Average 12 372

* Browsers & operating systems Page Views this Week Visitors this Week

96 36
» Referrers
» Search engines
* Keywords
0 m__ 0 __

SMTWTFS SMTWTFS

Page views by hour

Page views by day of week
Visitors by hour

Visitors by day of week

Current Activity Traffic Stats Window

The Current Activity section provides statistics about page views and site visitor
statistics, both numerically and graphically.

The left-hand side of the window presents statistics for the current day. The Total
Stats section on the right-hand side of the window presents the total number of page
views and visitors since the creation of your site through the present date.

The next section presents the site visitor and page view statistics on a monthly and
daily basis.

To view more detailed reports about your website traffic, click one of the links under
Traffic Reports. For example, if you click the Page Views By Hour link, the following
window opens.
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Traffic reports

Current activity

Page views by hour

Page views by day of wesk
Page views by day of month
Page views by month
Visitors by hour

Visitors by day of week
Visitors by day of month
Visitors by month

Visitor analysis reports

# Browsers & operating systems

e Referrers
® Search engines
* Keywords

Total stats

Page views by hour

Page views by day of week
Visitors by hour

Visitors by day of week

i
!

G Traffic stats

Page Views by Hour

W ecommerce reports || disk [ resource utilization

. Page Views by hour [ Oct 15, 2009 .

121 2 3 4 5 6 7 8 91011121 2 3 456 7 & 951011

Hour Total Percent
12am

lam 1 485
2am 1 4%
3am 2 a%%
4am 6 26%
Sam 1 45
Gam 4 17%
7am

8am

Page Views By Hour Window

You can see stats on the humber of page hits and visitor statistics by the Hour, Day
of Week, Day of Month, and Month by clicking the corresponding links.

Clicking the link under Visitor Analysis Reports opens the following window.
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Browser Versions Total Percent
® Current activity Unknown 1371 Q%%
# Page views by hour - n
e Page views by day of week Various Robots 5859 39%
# Page views by day of month M5 Internet Explorer 4 14 0%
& Page views by month N
e Visitors by hour MS Internet Explorer 5 376 2%
» \Visitors by day of week o
® Visitors by day of month MS Internet Explorer 3 14 0%
& \Visitors by month Netscape Navigator 3 22 0%
Netscape Navigator 4 112 0%
Netscape Navigator 5 929 6%
® Browsers & operating systems Opera 129 0%
Netscape Navigator 2 46 0%
MS Internet Explorer 6 5196 34%
s Referrers -
# Search engines MS Internet Explorer 7 833 5%
* Keywords Netscape Navigator 6 1 0%
e Page views by hour Operating Systems Total Percent
Page views by day of week
v Visitore by hour e Unknown 0S 7364 50%
o \Visitors by day of week MS Windows 95 13 0%
MS Windows 98 63 0%
MS Windows NT 151 1%
MacOs 7] 0%
Sun Solaris 7 0%
Linux 374 2%
MS Windows XP 6444 44%%

Visitor Analysis Window

This page displays a list of the browsers and operating system that have been used
by your site visitors.

Under the Marketing Reports section, there are three different options. Clicking on
the Referrers link will display a list of the websites from which visitors have reached
your site. The Search Engines option displays a list of the search engines that your
site visitors have used to find your site. Finally, the Key Words option displays a list
of the keywords that were used to find your site.

Under the Total Stats section, there are links that will show you the total stats for
Page Views By Hour, Page Views By Day Of Week, Visitors By Hour and Visitors By
Day Of Week.

Clicking on the Ecommerce Reports tab will direct you to the Sales Report section.

Clicking on the Disk / Resource Utilization tab will open the following window.
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ecommerce reports || disk / resource utilization

O Disk / resource utilization

Disk Space Available:

45002958 used of 450000000 (90% available)
Page Count: 27 Product Count: 16

Disk / Resource Utilization Window

This window will show your disk space usage as well as the number of pages and
products that are on your site.
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CHAPTER 12

12 BizLiveChat

This section allows you to register for chat services provided by BizLiveChat and
opens in the following page.

PREVIEW SITE ©

B view
\ site

ADMIN MENU

Admin home Upgrades & Addons
seviss € ) BizLiveChat
Store manager

= - SPECIAL PRICE: 14.95 per month - save 25%
I 5|
COMMUNICATE REG PRICE: 615 LiveChat signup

Email accounts

SIGNUP
\Webmail Click here to signup
Mailing list
Choose BizLiveChat from
REPORTS & INFO Increase Sales with BizLiveChat the upgrade list
Site marketing BizLiveChat is the perfect tool to connect with your customers and get the most
P — benefit from your web site presence. Questions?
BizLiveChat Real-time site monitoring Contact cstomer service
Rapidinsite stats Monitor visitors in real time. The BizLiveChat admin console allows you to see - dlick here
what pages visitors are on, where they came from and how long they have
CCOol . .
H ACCOUNT been on your site. Requirements:
My account Internet Explorer 6.0 on
R Chat with visitors Micrasoft Windows

Provide fast answers and information to your visitors. With the live chat button
visitors can click it to start a chat session and ask their questions. Increase
Customer support sales by providing timely answers and effective customer service. -
Domain manager
Initiate chat with visitors
_ Use the chat invitation and auto chat invitations to prompt visitors to chat. The
register 0 chat invitations displays an eye catching graphic and encourages visitors to click
Sl on it to chat with you.

Billing information

BizLiveChat Signup Page

To signup for BizLiveChat services, click Signup (S sore |

return to the Admin page.

. You may click Go Back to
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In this section, you can register for site statistics analysis services provided by
RapidInsite. The section opens in the following page.

view
O\ site’
ADHIN MENU
Admin heme

Site buider

Store manager

Email accounts

Webmall

Maiing list

Site marketing
Traffic statistics

BialiveChat

My account

Upgrade account
Bilng information

Customer support

register

bonan e @

=)

accept
credit cards

200 ety e wsiehy Ao ai sy fstore iy ATein)

= PREVIEW SITE O
#help y

Rapidinsite Statistics:

Rapidinsitz i a complete site statistics package, providing comprehensive web
traffic reports and analysis. Use Rapidlnsite o find your most popular pages,
analyze visitor browsing behaviar, find where your visitors are coming from,
track web marketing campaigns, find ineffective pages and much more.

SIGNUP
Click here to signup

Choose Rapidinsite stats
Pricing is based on the mumber of pages views that your site receives each from the upgrade list
Fnonth, I you reach the limit in any given month, your site i automatically
Upgraded to the next level to ensure Lninterrupted service Questions?
Contact custamar
service - click here

Monthly page views  Manthly price

2,500 .95

Requirements:
15000 e Wicrosoft Winciows
40,000 $14.95 Internet Explorer 6.0
75,000 $22.95 SVG Viewer Plugin
100,000 £29.95
250,000 $49.95
500,000 £69.95

Rapidinsite Signup

Rapidinsite Features:

W Track page views, visitors, search engines, keywords and mere
v sutomatically integrated with your web site

W Report views (day, week, month, year)

v Create custom repart views

W Pie charts & graphs

W Drill down reports

W Printable reports

W Data export

Rapidinsite Report List:

visitors page paths referring urls
page views time on site tracking codes
depth of session time on page aperating systems
visitor Ioyal bounce rates browsers

first time vs. returning top browsing hours countries

most popular pages search engines cities

entry pages keywords visitor dormians
exit pages referring domains

Rapidinsite Screen Shots:

ey

. o . .

Bieport Details : Page Views - September J004

Browser Requirements:
Microsoft Windows
Internet Explorer 6.0

SYG Vigwer Plug-n

@@ Go back | @ Rapdinsits Signup
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Rapidinsite Signup |

To signup for RapidInsite services, click RapidInsite Signup ‘ =
may click Go Back to return to the Admin page.
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CHAPTER 14
14 My Account

You can use this section to update your account information. The section opens

SITE ONLINE
regitles fadd

UPGRADE
ACCOUNT

automatically in the My Account page.

14.1 My Account

SETUP EMAIL

Clicking My Account directs you to the following page.

gvlew B

N site
ADMIN MERU
Adrin home:
Sike builder

Store manager

COMMUNICATE

Email accounts

‘Webrnail

Mailing list

Site marketing
Traffic statistics

EizLiveChat

RapidInsite stats

My account
Upgrade account
Eilling information

Customer suppart

<

accept [T
credit cards l_él

register
domain name

Aadmin®

edit site’

Account Infaormation

Admin Home : Account Info

i VIeWSItE . = store

PREVIEW SITED

@ L4
= support

Below is your account information. Be sure to keep this information up to date.

Email Address: I

Sike Plan:

Site Password:
Billing Information:

This is wour contactfbilling information,

Company/Organization {optional):
First Name:

Last Name:

Addressl:
Addressz;

Ziky:

State:
Zip/Postal Code:
Counkry:

Phone:

IMPORTAMT: Keep this email address up ko date, All system notifications will be
sent ko this email address. IF vou change vour email address be sure ko update

your account information,

Express eStore
upgrade plan

change password

update billing information
wigw billing history

IUniled States UfAmericaj

@ Goback Q &pply changes

First, enter your current e-mail address in the E-mail Address field. It is important to

My Account Page

keep this field updated whenever you change e-mail accounts.

The Site Plan label displays the current plan that you have purchased for your site. If
you would like to have a site plan with more features, click Upgrade Plan to be

directed to the Upgrade Account section.

To change your password, click Change Password, which will direct you to the

following page.

Admin Manual Version 0.5D
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PREVIEW SITE ©

8 view B\ #
J\ site @u pport

ADMIN MENL

A o Account Information
Site builder Admin Home @ Account Info : Change Password
Store manager Change Your Password

COMMUNICATE

Here is where you change the password that you use to log in to your site, You must remember this new password in order to log into

Email accounts and change your site.

Webmail
Mailing list MOTE: Your password must be a minimum of 7 characters and we recommend it contain at least one alphanumeric and numeric
character,

REPORTS & INFO

Site marketing New . —

Password: Create a strong passwor
. & Minimum of 7 characters

BizLiveChat Confirm New Password: o Indude numbers

Rapidinsite stats |:| & Use upper and lowercase letters
MY ACCOUNT

My account

[ Cancel ” Change Password ]

Upgrade account

Change Password page

To change your password, simply type your New Password where it is requested and
then re-type it in the Confirm New Password field. Your password should be easy for
you to remember, but difficult for other people to guess. Click Change Password

Change Passwaord Cancel

| to save your new password. You may click Cancel to

undo your entries and retain your previous password.

Click Update Billing Information to reach the Billing Information page, where you can
change your payment method and more.

To view your billing history, click View Billing History, which will direct you to the
following page.

PREVIEW SITE

QQ”;“‘: { settings :} design H page list J{ add page J{ edit page | @ur:mrl

Account Billing History

Admin Hore + Account Info : Billing History

Billing Date Amount current account balance: 0.0

Paid ug 0L 2007 Monthly Hosting Bill ug 2007 $24.95 i ahle: statemient
Paid Jul 01 2007 Monthly Hosting Bill Jul 2007 $24.95

Paid Jun 04 2007 Upgrade fee $4.50

Paid Jun 01 2007 Monthly Hosting Bill Jun 2007 $19.95

Paid May 01 2007 Maonthly Hosting Bill May 2007 $9.95

Paid Apr 01 2007 Monthly Hosting Bill Apr 2007 49,95

Paid Mar 01 2007 Monthly Hosting Bill Mar 2007 49,95

Paid Feb 01 2007 Monthly Hosting Bill Feb 2007 49,95

Paid Jan 01 2007 Monthly Hosting Bill Jan 2007 49,95

Paid Dec 05 2006 Monthly Hosting Bill Dec 2006 46,10

Billing History Page
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This page displays your complete b|II|ng hlstory. For a printer-friendly version, click
Printable Statement on the right-hand side of the page. Clicking Return will redirect
you to the My Account page.

On the My Account page, you may enter your current contact information under the
Contact Information heading. This information will also be used as part of your billing
information. If you desire, you may enter the name of the company or organization
that you represent in the optional Company/Organization field. Enter your First Name
and Last Name field where they are requested. Then enter your primary mailing
address in the Address 1 field. If you have a secondary address, you may enter it in
the Address 2 field. Complete the City, State, and Zip/Postal fields and then select
your country name from the Country drop-down menu. Finally, enter your phone
number in the Phone field.

ly ch
Once you have finished, click Apply Changes a SR Enangss to save your changes

and update your account information. You may click Go Back to return to the Admin
page.

14.2 Upgrade Account

Click Upgrade Account to be directed to the following page, where you can upgrade
your site plan.
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S @view site i/ @edit site Nyrstore

,
-_.wworl

ADMIN MERU

Account Information

Admin Home : Account Info @ Site Plan

Admin home:

Site builder

Store manager

COMMUNICATE
o Upgrade wour account to get more features and options. Choose your plan from the plan list. You can also select specific upgrades
Emnail accounts and options from the "Add-ons & Upgrades” section when available.
Webmail
Wailing list Plan Name Monthly Fee Diskspace Email
y & Express eStore $19.95 450 MB 40 details
Site marketing " Express £19,95 250 MB 20 details
Traffic statistics  eStore £39.05 450 MB 40 details
BizLiveChat ' Express £20,05 400 MB. A0 detals
RS st © Plus £40,05 SOOMB 50 details
 professional £95 1000 B 100 detais
My account
' Express Store £49.95 500 MB S0 details
Blling Information " Platinum Express Store £59.95 600 ME 60 details
Customer support ¢ Professional Store $£79.95 =00 MB 20 details
{ Platinum Professional Store £99.95 1000 MB 100 details

rengister 0
domain name Add-ons & Upgrades
Choase add-ons and upgrades Far your account and dlick the upgrade plan button,
accent [Tt

credit cards ﬁl Password Protection: |Enab|ed -add $5/month j mare info
POP3 Email Boxes: |Plan Default j mare info

Disk Space: |Plan Default j mare info

Calendar: |N0t Enabled j mare info

Communication Features: |N0t Enabled j mare info

Rapidinsite® Stats: INDt Enabled j mare info

LiveChat: |N0t Enabled j mare info

Subscriptions: |Plan Default j mare info

4@ Goback a Apply changes

Upgrade Account Page

This page lists the site plans that are available to you, including the associated
monthly fee and the available disk space and number of e-mail accounts offered by
each plan. For additional information about a plan, click Details next to the plan you
would like to learn more about. This will open a pop-up window with plan details. To
select a site plan, simply check the corresponding box.

To add advanced features to an existing site plan, use the options listed below the
Add-Ons & Upgrades heading. The following add-ons and upgrades are available to
you.

Password Protection
POP3 E-mail Boxes
Disk Space
Calendar

Communication Features
RapidInsite Stats
LiveChat

Subscriptions

YVVVYVYVYVYVY
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To add any of these features, select an appropriate option from the corresponding
drop-down menu. For additional information about these options, click More Info to
open a pop-up window.

Once you have finished, click Apply Changes to save your changes.

You may click Go Back to return to the Admin page.

EDIT SITE SETUP STORE

14.3 Billing Information
Use the Billing Information page (shown below) to update your contact and billing

information.

§Yiew

N site

Billing Information
Admin Home

Use this form to update your contact information ani

Enter your contactbilling information.

First Name
Last Mame

Address 1

City
State

Zip/Postal Code
Country

Phone

Mame
(== it appears on your card

Credit Card

Expiration Date

Address 2:

Biling Address:

Biling Zip Code:

Credit Card Number:

: AccountInfo @ Billing Information

d the billing information for your account.

dick here to cancel your account

: |FirstName

: |Last MName

: |1234Y0urStreet

: |City
: |State

: |Zip

: | United States of America

: |555.5555 |

) |

: |Visa

I

4@ Goback Q Apply changes
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Provide your Contact Information as described in the Contact Information section of
the My Account page.

Use the Payment Information section to enter your billing information, which
indicates where bills should be sent. Complete the Name, Billing Address, and Billing
Zip Code fields. Then select a credit card option from the Credit Card drop-down
menu. Enter your Credit Card Number and Expiration Date in the fields where they
are requested.

¢ ly ch
Once you have finished, click Apply Changes a PP Ehanges
You may click Go Back to return to the Admin page.

to save your changes.

14.4 Customer Support
The Customer Support page (shown below) provides answers to many of the
questions that may arise while designing a site.

LOGOUT /s Tl PREVIEW SITEQ

D /r— R fpm— fmr—
adm [ VieW S| (fedit'site B store She

prary it o . S—

view »
e\ site @uuwd

Support

HELP TOPICS PP support bopics | quicktips | knowledge base | tuborials |

BUILDING YOUR SITE ECOMMERCE - 5 - o\
Getting started Getting started \‘_9) @

Site design Ecommerce avervisw

Mariaging pages Store products (Getting Starked  Quick Tips  Ask a Question  Tukorials
Editing pages Shopping cart settings

Text editor Shipping configuration Search Support:

Images Sales tax search |
Image tools Merchant accounts

Creating links Crder processing

Page compaonents Customer database

Import/Expart
Advanced features

SITE ADMIN
*our account
Account activation
Domain names
Email accounts
File manager

Customer Support Page

This page lists many topics where you can find crucial insight into creating and
managing a successful e-commerce site. Click any one of the topics to be directed to
the page where the topic is discussed in detail.

Under the Quick Help heading, you will find the following four options:
» Getting Started
> Quick Tips
» Ask a Question
» Tutorials

Clicking Getting Started directs you to a page with a brief overview of how to start
designing your site. Quick Tips provides access to many useful tips about organizing
a site. The Ask a Question option directs you to the Support page where you can
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submit an inquiry. Tutorials is designed to acquaint you will the Site Manager
features and help you use them to build and manage your site.

To search for assistance on a specific topic, use the Search Support feature. Enter
words related to the topic of interest in the Search Support field and then click
Search.

Clicking Register Domain Name directs you to the following page.

OGO b= ey P = Ve S e o
GasOuY Aadmin e/ AView site N/ Ae dit site i Astore s Ahelp ‘PnEVIEWSITE

view .
e @wwn

ADMIN MENL

Admin hame: Setup your web address

Site builder Adrmin Hame © Setup Web Address

Store manager

Register a new domain Setup your existing domain
(et e To register a new domain name, enter your name,  If you already own a domain name and would like
select your extensions and click the search button, 1o have it setup for your web site, click the setup

‘webmail existing dorain button,

Mailing list
= Enter a domain name and click search:

Setup Existing Domain

™ .com T net [T org
I bz I info s

select domain extersions to include in your search

Site marketing

Traffic statistics
BizLiveChat
F.apidinsite stats

MY ACCOUNT

My account
Upgrade account

Eilling information

Customet suppork @ Go back

Register Domain Page

The Register Domain page allows you to obtain a new domain name or set up an
existing domain name on your site. To register a new domain name, enter the
desired domain name in the empty field and select one of the domain extensions by
checking the adjacent box. Then click search to find out whether the desired domain
name is available. To set up a domain you already own on the site, click on the
Setup Existing Domain button and follow the instructions.

At any time, you may click Go Back to return to the Admin page.

Clicking Accept Credit Cards directs you to the following page.

AdfadminSpdfview sitetdCedit site ™ d@store pdchelp ™y, PREVIEW SITE
8 view @.:
 site =support

ADMIN MENU

Get A Merchant Account

Admin hame

Site buid ) ‘ )
sLE bt (zet a merchant account to take credit card orders from customers in your online store.
are manager

We have partnered with the leading merchant account company on the Internet to provide you with 2 merchant

Email accounts account so that you can take orders on your website, They offer extremely cormpetitive rates.

Webmail

Click here to apply
Mailing list

Sike marketing

@ Go back

Accept Credit Cards Page
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You can use this page to apply for a merchant account. To begin the process, select
Click Here to Apply.

When you are finished using this software, click Logout on the Admin page to leave
the site administrative module.

We hope you enjoy using our product, and we wish you the best of success in
building and managing your e-commerce site.
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