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Basics

Getting Started: The administration area

Theadministration area is where you configure, update and manage your skamn here
you can create your products, manage your customers, chgogestore layout, process
orders and define settings such as your payment methods, delivery options and the currencies

you trade in.

There are 3 primary sections to the administration area.

1. Banner

At the very top you will find the banner.

s Page cache: Activate now ili Signed in as Ralph Smith | Sign out

Here you wilbe able to preview your website using tBee your siteption. You can also

modify somepersonal settings such as yatmail or the default languaggour eShop
uses. You can als8ign outof your eShopLastly, whenever you make changes to the design
of your store, or make changes to any of your products, you willsds@anUpdate website

option.

2. Menu

The second area is your primary menu.

Start Orders Customers Products Content/ Categories Design Marketing Apps & Themes  Settings Help

Through this you can access the various options and tools you will need to manage your store.

Pages


https://help.fasthosts.co.uk/euf/assets/KB_Images/epages/basics/eshop-menu.png

Start
There are 3nain sections to the Start menu.

1. First stepswill guide you through the primary settings you should complete to get a
working store. The first two of these steps will have been completed when you first
accessed your store, and will include the initigrie you chose and the personal
information you entered.Each of these steps also has a quick video tutorial on what
you are setting up.

2. Overviewprovides you with an alternative way of accessing many of your store
functions.

3. Dashboardallows you to use variety of widgets such &se file manager for
uploading your own files, SEO checker with quick access to the SEO cockpit, a view of
the search queries your customers are using in your store the find products, product
ratings, your own notes and othette statistics.

Orders
The Orders menu is where you can manage new orders, manually create new ones and

connect with order specific settings.

Orders

s Inbox
Orders
Create new order
Accounting
b Deliveries
b Transactions
Basket settings

Order document settings
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Customers
The Customers menu is where you will be able to manually create new customers, manage

existingcustomers, define groups of customers and access customer specific settings.

Customers

Customers
Create new customer
Customer groups
Customer attributes
Import and export
Products
Through the products menu you can create new products and logically group tfiemcan

also use this menu to promote certain products allowing them to appear monmaipently on

your store.

Products

Products

3 Promaotional products

b MNew

Product types
Price lists
Search statistics
Product ratings
Import and export

Product settings
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Content/Categories

This will allow you to organise the structure of your store.

Content [ Categories

Content preview
Datasheet view
Mew
b Legal texts
File manager
Import and export
Design

The Design menu will allow you to change the appearance of your individual store pages such

as the colours being usefiynts, text size ad images being used.

Design

CQuick design
Advanced design

My themes
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Marketing
Promoting and monitoring the reach of your store is important to its succélss.Marketing
menu allows you to create newsletters, vouchers, connect to social media, eBay, Google

AdWords and Google Analytics.

Marketing

Overview
Mewsletters
Coupons
Product recommendations
Product enquiries
etracker - Statistics
Google Analytics
Product portals
Social Web
Google AdWords
Search Engine Optimization (SEQ)
aif eBay items
Trusted Shops
SafeBuy
Apps &Themes

The App & Theme Store offers additional functions and design templates with which you can

make your shop even more successful.

Apps & Themes

App Store

Theme Store

When using apps and themes you will be forwarded to products offered byphities. There
you may incur further cost®r which you will be billed separately. The support for apps and

themes is provided solely by the relevant thjdrty provider.
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Settings

Many settings can also be accessed from their relevant menu already mentidhedSettings
menu puts them all inwe place.

Restarting the setup assistant will walk you through your initial decisidhe.basic theme,

brand colour and setup informatiorNone of your customers / orders will be lost.

Settings

General Settings

User management

Tax calculation

Delivery

Payment

Country Settings

E-mail events

Product settings

Search settings

Basket settings

Order document settings
&Y eBay settings

Restart of the setup assistant
Help

If you get stuck at any point, the Help menu will connect yotihe Fasthosts support site, and

the many Guided tours available.

Help
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Sidebar

The side bar can be popped in and out to give you access to:
The Help centre and Guided tours.

Your Tray onto which you can store an item for use later.

Your Favourite page

= =4 =4 =

A History of your activity.

Eaxe°

Help

Help Centre

Search engine optimization

Guided tour

Start a guided tour to discover more
about the features of your online
shop.

+ Admin

3. Work area

The working area occupies the rest of the page. This will present the various screens and

options where you will perform the majority of your work.

A well as the primary area work area, there are three add#i@ections that can appear,

depending on what you are doing.

1. The Side bar will appear on the right of the work area when selected.

2. When changes are made, the Save / Update / Apply / Cancel options will float at the
bottom of the page.

3. Some pages widllso feature Related topics which provide you quick access to related

settings, screens or information.
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Previewing your eShop

To preview your store in a browser select thebsitepreview button in theAdministration

area of your website:

[ See your site: Website 0

To preview howour store will look on a smartphone, select tmebilepreview button

in the Administration area of your website:

[ See your site: Website | o )

eShop page cache

What is page cache?

The loading speed of your website is an important success fdtiaur website takes too

long to lad, customers can be put off and may look elsewhere.

How quickly your website loads is also an influencer for Skf0gle and other search engines

bias their rankings according to how quickly a site loads.

The page cache is a practical way of reduciegdlad time of your site. You can select certain
pages of your website to emporarily cached. These cached pages are displayed faster,
however they cannot display live informatidiia cached page requires information from a
database, then it will didpy that information from the point in time it was cachednother
consideration is that should you update a cached page, it will not automatically update until

the page cache is updated.
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How to enable or disable page cache settings

Step 1

In the Adminstration area in the main menu, selegettingsand thenGeneral settings

Apps & Themes  Settings Help

@en eral Settings)

User management

Tax calculation
Delivery
Payment
Country Settings
E-mail events
Product settings

Search settings

Step 2

Then selecPage cache

General Settings

Utilisation Address Business hours

Number formats
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Step 3

Enable theoption Activate page cache...

' ¥ Activate page cache and use the following settings for the validity period of pagea

Pages Validity

Home page 1 day v
Categories 1 week v
Product detail view 1 day v
Text pages detail view 1 week v

Update immediately

Step 4

Savethe changes.

What types of pages can | cache?

Pages Caching includes

Home page The homepage of your shop

Categories New categories, new pages, pages such as legal notice and
Product detail view New products, price changes, stock levels, new product ima

Text pages detail view  New product descriptions anchtegory texts.

How do I find the right interval?
The general rule of thumb is that the longer the interval, the faster a pag@uadll
To help you find the right interval for the different types of pages, think about how often you

update your sitelf you change the fices of your products once a week, you could set the

interval for Categories and Product detail view to 1 week.
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How to update the entire page cache of your website

You can also manually foredt cached pages to update. This is always a sensible thithg if

you have made largecale changes or have added new products.

In the Administration area sele@ee your site: WebsiteA preview of your site will open in a

new window and the page cache will fagly updated automatically.

[ See your site: Website ﬂ

Things to consider

1 The page cache does not appty the shopping basket or "My account" as these pages
require real time data.

1 The page cache does not appty loggedin customers. These customers always see
the latest version of all pages.

1 Caching of the product detail gacan lead to potential customers seeing cached stock
levels.

1 Itis recommended that while you are setting up your website, you initially disable the

page cache so that all changes can be seen immediately.
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Making your eShop live

Once you are happy wityour store and are ready to make it live, its always a good idea to
preview how it will look before you publish i¥ou can sebow to previewyour store inthis

previous section of the document

Step 1
When youare ready to launch your store or any changes you have made, Sdtitgsfrom

the Administration area in the main menu and th€&eneral settings

Apps & Themes  Settings Help

@eneral Settings)

User management

Tax calculation

Delivery

Step 2

SelectStatus

General Settings

m Page cache Utilisation Address Bu
Presentatio@manced settings  Domains (Intemet addresses)

Created on Thursday, March 13, 2014

The website is ® Open Closed
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Step 3

Next toThe website isselect the optiorOpen

General Settings

Page cache Utilisation Address Bu

Fresentation m Advanced settings  Domains (Internet addresses)

Created on Thursday, March 13, 2014
Ghe website is ® QOpen C|US-ED
Step 4

ClickSaveto save the changes. Your eShop will now be live.

Searching within the eShop administration area

There are several ways kocate a specific Order, Customer or Produ¢au can use the search

widget available oryour Dashboard, or use the more advansedrch features.

Searching from the Dashboard

Your eShoplashboard allows you to adseveral useful widgetsOne of the default widgets

will providea search tool to quickly locate Products, Customers and Orders.

Step 1

In the Administration area, clic&art from the main menu

Orders Customers Products Content/ Categ

Welcome to the administration
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Step 2
SelectDashboard

Start Orders Customers Products Content/ Categories Booking sy

Welcome to the administration

First steps: 2 of 12 tasks completed Overview Dashboard

Step 3

Use the widget to locate your specific Product, Customer or Order

TE—
& Products L
ea Customers o)
Orders jo
Step 4

If you then click search in the widget, the advanced search feature will appear allowing you to

fine tune your resuk.

Using advanced search features

Advanced searches offer more search critena will therefore yield more precise search

results.

Advanced searched can be accessed from tleeifip area you want to search.
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Step 1
Select which area you wish to seard¥for Products, this would Heroductsfrom the Products

menu.

Start Orders Customers Products Content/ Categories

Product
Welcome to the al:iminiC — )

$f Promotional products

First steps: 2 of 12 tasks O » New

Froduct types

Step 2
Switch from a quick search smlvanced byelecting the arrow symbol to the left of the search
field:

@Search products Q
To close the Advanced search and revert back to a quick search, select theyohixg.

Settings Help

Language English e @

Mark “New" | (Al y
selow minimum J

A Start search
Step 3

Fine tune your search criteria loigfining the variousearch parameters.

Products, Customers and Orders will each have different search options.
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Step 4
ClickStart search

Settings Help

Language English ~ o

Mark "Mew" (A”} LY

C,O Start search)

Tips for advanced search

Jelow minimum

1 If you use multiple input fields for the search, the only results that will be displayed are
those that match all your search criteria.

1 You can use the Language selection field to determine the language of the text that
you are searching for.

T It does notmatter whether upper or lower case letters are used.

1 If you offer products with variations that have the same name and price, these
products will be displayed more than once in the search. However, these are merely

different variations of this product.
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Sorting and ordering lists

You can change the order in which items that appear list on your shop are displayedour
eShopprovides aSort Order that will appear when you can manually configure a list, and

will define the order in whiclthey are presented in your shop.

The most likely place where you could encounter ordeisngith Promotional ProductsYou

can use ordering to then control the order in which your products are promo¥exl could,
force a "new"product to appear at the top of thist and a loss leader can be configured to be

displayed second.

Step 1
In the Sort ordercolumn, you will see the display order currently given to the items in the list.

The lower the value, the nearer the top of the list it will appear.

Step 2
In our example below there are 3 items in our list and tiSsirt ordervalues are

incrementingby 10.

10
20

30

Step 3
If you then added an additional item, it would default to the bottom of the list and haSera

order value of 40.

10
20
30

40
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Step 4
If you wanted tathen move this new item into the 2nd position in the list, you can simply give
it a value between 10 and 20.

Because 15 is between 10 a@@, your eShowvill know where you want to reposition the

item.
10
20
30
14
Step 5

Savethe changes.

Step 6

The Sort order wilhen reorder itself, and your items will be in your defined order.

Using the file manager

TheFile managetets youmanage your website files and will open automatically at different

points in the Administration area.
Not only will it appear ispecific location such a&glecting a new logo or background

image,you can also open the file manager manuafbnce you have access to the file manager

you can use it to manage and maintain your files.
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Access the File manager
Step 1

SelectContent / Categoriedn the Administration area in the main menu and thselectFile

manager
Products Content [ Categories Design

. . Content preview

istration

Datasheet view

bmpleted Mew

b Legal texts

C File manager )

Import and export
|

Uploading one or more files

You can only upload files to théour filedolder, and its sub folders.

Step 1

On the left undeiFolderselect the desired folder into which you want to upload the file

Folder

Your files )

Header images

Background images

Image database
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Step 2

At the top of the screen, seletipload files

New folder (0 Upload files)

Maximum file size: 100 MByte

Folder Your files

= Your files

Header images
Background images

Image database

Step 3
On your computer select the file(s) that you wish to upload.

To select multiple files simultaneously, press and holdGh&key.

Step 4

Confirm the selection of files.

The files have been uploaded to the desired folder and you can now select them.
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How to create a new folder

You can only create other folders within the fold¥nur files and its sub folders.

Step 1

On the left-hand side, select thEolderin which the new folder is to be created.

Folder

Your files )

Header images

Background images

Image database

Step 2

In file manager, seledtew folderat the top.

File manager
New folder ) (@ Upload files

Maximum file size: 100 MByte

Folder Your files

™ Your files

Header images
Background images

Image database

Page28



Step 3
Enter a name for the new folder.

New folder (W Upload files
Maximum file size: 100 MByte

Folder Your files

™ Your files

-_ New_fo|der = New folde )

Header images

Background images

Image database

How to delete a file

You can only delete files within the fold€éour filesand its sub folders.
Step 1

On the lefthand side, select the folder containing the file.

Folder

Your files )

Header images

Background images

Image database
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Step 2

Select the file you wartb delete.

New folder (B Upload files

Maximum file size: 100 MByte

Folder My_logo_files

== logo.png
310 x 65

Header images 4kB

Background images

Image database

Step 3

UnderPreviewselect the linkDeleteand confirm it.

@0 D

How to download a file

You can only download files from the fold¥iqur files and its sub folders.

Step 1

On the lefthand side, select the folder containing the file.

Folder

Your files )

Header images

Background images

Image database
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Step 2

Select the file in the centre of the screen.

New folder (B Upload files

Maximum file size: 100 MByte

Folder My_logo_files

== logo.png
310 x 65

Header images 1KB

Background images

Image database

Step 3

UnderPreviewselect the linkDownload

Preview

logo.png

( ¥ Download }

M Delete

Step 4

Save the file on your computer.
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Checking your eShop utilisation

Depending on the product package that you have purchased, the resources available to your

online shop may be limited. These resources include:

I The functions available.
1 The number of products in your online shop.
1 The number of pages that you can create.
i Storage space available to your store.
1 The size of the Gallery.
Step 1

In the Administration area, sele@ettingsand thenGeneral settings

Apps & Themes  Settings Help

' General Settings }

User management

Tax calculation
Delivery
FPayment
Country Settings
E-mail events
Product settings

Search settings

Step 2

SelectUtilisation.

General Settings

General Page cache Utilisation Address Business hours Number formats
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Step 3
Here you see the utilisation of the resources of your online shop. Additional information will

appear if you move your cursor over the icon.

Resource Ltilisation
Storage space for your files i ] | |
0 kByte of 2,097,152 kByte
Subcategories ﬂ v
Pages i ] I
6 of 1.000
Mobile view for Smartphones O v
Sitemap (i ] lﬂ of 1
Image galleries i ] lﬂ of 1.000
|

| lzear-defined farme
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Vi ewing customer 0s

Step 1

From theAdministration area, sele@roductsand thenSearch statistics.

Start Orders Customers Products Content/ Categories

| Products
Welcome to the admini

¢ Promotional products

First steps: 2 of 12 tasks coy =, nat

Product types

[¥ Find a suitable theme Erice lists
A& C Search statistics )
[ Specify your address
v Product ratings
O Edit theme details Import and export
The Quick Design feature ca Product settings
theme of the website to your-wwsmwes: |

Step 2

You will now sean overview of the most frequently used search terms.

sear ch

By regularly keeping a track of what is being searched for, you can consider adding new

products to your store oreorder lists of products ~ to make the more popular items appear

nearer the top.
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Finding the version of your eShop

We regularly update your ePages shop software. Sometimes it might be helpful to know the

version of the software that your shop is currentliynning on.

Step 1
SelectHelpin the Administration area.

Start Orders Customers Products Content/ Categories Design Marketing Apps & Themes  Settings

Welcome to the administration

Everything you need to know about your 1&1 eShop and successfully doing

LY
business on the Internet:
] 1&1 Info site
Step 2

At the bottom of the Help page, you can see the version your shop is running on.

Start Orders Customers Products Content/ Categories

Help

Help Centre

@ Answers to frequently asked questions, instructions an

- Guide to search engine optimisation (SEQ

V- Y
@ Learn tips and tricks you can use to get your web site |
G"EIEiDI'I 6.17 ED APl URL: https:/festore-sslserver.euw/myshog

Manually creating a customer account

When new customers make a purchakeough your eShoghey willcreate their own

accounts.If you accept orders over the phortben it may be necessary to manually create a

customer account before accepting an order.
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Step 1
In the Administration area in the main menu, selédtistomersand thenCreate new

customer.

Orders Customers Products Content/ Categ

Customers
yme to 1
C Create new customer )
steps: 2 | Customer groups

Customer attributes

id a suitak Import and export

Step 2

Enter the personal details of the new customer via fdgress tab.

Start Orders Customers Products Content/ Categories

Customers + Mew customer

@:u stomer account  Attributes

O Important: Fields marked with ( * ) are mandatory.

Step 3

Savethe changesThe customer account is now created
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Enable the customer to log in to your online shop

Step 1

In the Administration area in the main menu, sel€tstomersand thenCustomers

Start Orders Customers Products Content/ Categ

C Customers )
Welcome to 1

Create new customer

First steps: 2 Customer groups

Customer attributes

(% Find a suitak Import and export

W

[ma = - |

Step 2

In the table, select th€ustomer noof the customer that you wish to edit.

Step 3

SelectUser data

Start Orders Customers Products Content/ Categories

Customers + Ralph Smith (1000)

General ( User data ) Orders MNewsletters
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Step 4

Select the buttorCreate user account

E-mail address * ralph@ralphsdomainname.com

Name * Ralph Smith
Allow sign in ®Yes ONo
HTML e-mails ®ves ONo
Language English (United Kingdom) ~
Currency £ Pound Sterling v

Send user a request to enter a password by e-mail

(Create user accuunt)

Step 5

The customer will now receive amneail to help them set a password for their user account.

The customer can now login to your shop to edit their details and place orders.

Editing customer data

Step 1

In the Administration area in the main menu, selédtistomersand thenCustomers

Orders Customers Products Content/ Categ

C Customers )
>me to 1

Create new customer

Customer groups

Customer attributes

1d a suitak Import and export
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Step 2
The table displays all the customers of your online shop. Select the customer whose data you

want to edit.

Step 3

You can now eitithe selected customer's data ar@hveyour changes.

Start Orders Customers Products Content/ Categories

Customers + Ralph Smith (1000)

General User data Orders Mewsletters

Customer account  Attributes

Gender ® Male O Female
Salutation Ralph

Title Mr

First name Ralph

Middle name(s)

Surname Smith

Page39



Customer groups

Customemgroups enable you to offer a variety of benefits to selected customers.

You couldffer individual customer groups special prices, payment methods, or use them to

send a specific newsletter.

Creating a customer group

Step 1

In the Administration area in te main menu, selecustomersand thenCustomer groups

Start Orders Customers Products

Customers
Welcome to 1

Create new customer

Content / Categ

First steps: 2 -CCustnmer groups

D,

Customer attributes

‘ (¥ Find a suitak  Import and export

w

Step 2

The table shows the customer groups that currently exist. At the foot of the table in the

Customer grougolumn, enter the name for the new customer group.

Step 3

Saveyour data.
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Step 4
In the column®efault for new registratiomnd Default for ordering without registratign
specify whether customers are automatically assigned to this customer group for the case in

question.

&3 New customer )3' () .

48 Regular customer O

Step 5

Saveyour data.

Display the customers in a customer group

Step 1

In the Administration area in the main menu, seléaistomersand thenCustomer groups
Start Orders Customers Products Content/ Categ

Customers
Welcome to 1

Create new customer

First steps: 2 ICCustumer groups )

Customer attributes

‘ (¥ Find a suitak  Import and export
b4

Step 2
Select the magnifying glass symbol next to the ID of a customer grbepsystem displays all

customers assigned to this customer group.
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Importing and exporting data

You can import and export various types of data associated with your weligite.feature
isusefulfor moving data to between shops, or into ERP systems. It can also be used to take a
quick point in time snapshot of your shop data backup.

1 Export products

Export content/categories/pages

Export category product assignments

Export product types

Export crosselling assignments

Export price lists and product discounts

Export customers

Export orders
Modify exported data

= =4 4 A4 -4 -4 A - -

Import data

€) mportant: Exported ordersannot be reimported.

What format can the data be imported or exported in?

Depending on the type of data involved, a variety of file formats can be imported or exported.

1 CSVA CSV file is a simple text file in which individual words are separateprbysat
delimiter (such as a serablon). Each entry is shown as one line in the file. This is a
popular format for editing data in applications such as Microsoft Excel or Open Office
Calc.

1 TXTThis is a simple text file that can be edited with the aid of a text editor or word
processing systenY.ou can only Export this type of data.

1 XML:This is the standard file type used for processing data within ERP sy3tems.
can only Export this type fodata.
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Re-importing data

You can remport exported and edited CSV files into your shop. During this process any

changed data is transferred into the database associated with your website.

Step 1

Within the Administration area navigate to the appropridteport and exporpage.
1 SelectCustomerswithin the main menu and thetmport and export
1 SelectProductswithin the main menu and theimport and export

1 SelectContent/Categorieswithin the man menu and thedmport and export

Start Orders Customers Products Content/ Categ

Customers
Welcome to 1

Create new customer

First steps: 2 { Customer groups

Customer attributes

‘ (% Find asuitaht Import and export }

b 4

Step 2

The Import and Export tool will display and allow you to configure your file.

Start Orders Customers Products Content/ Categories

Import and export

Object Type Customers ~
Formatting English / United Kingdom « @
Encoding Standard (150-8859-1) v @
Delimiter comma () e
Languages All ~

CSV import file Select file...

Maximum file size: 100 MByte
Export
Step 3
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From theObject Typenenu, select the type of datgou want to import.

Step 4
From theFormatting, Encoding, Delimitand Language®ptions, select the same settings you

had selected when exporting the fil@his will likely be the default settings.

Step 5
Next to theCSV import filbox, click on th&elect file.. button. The maximum file size for the

import file is showrnunderneath the button.

Step 6

Select the file from your computer and open it.

Step 7
Only once yotnave chosen your input file will tHenport button become selectabl&elect

Import. The file will now be imported angbu will seethe progress of the impar

€) mportant: Exported orders cannot be sieported.

Adding custom code

You can use the services of third party providers who offer additional features or other

services related to your website. For some of those services sugbogte Analytics , you

need to add a code shippet to your website.

This guide will show youhowtoatdd &y A LJIISG Ay (d2 @2dzNJ 6So0ariasSQa
tags.

The code you add will dategrated into eversingle subpage of your website.
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https://www.google.co.uk/analytics/

Adding custom code in the HEAD area

Step 1

In the Administration area in the main menu, sel&gttingsand thenGeneral settings

Apps & Themes  Settings Help

@eneral Settings)

User management

Tax calculation

Delivery

Step 2

SelectAdvanced settings.

Start Orders Customers Products Content/ Categories Booking system Design Marketing Apps & Themes  Settings

General Settings

Page cache Utilisation Address Business hours Number formats
Status (Advanced settings

Step 3
Enter the code snippet into thdTML head areéeld.

Step 4

Savethe changes
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Adding custom code in the BODY area

Step 1

In the Administration area in the main menu, selésignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes

Step 2

Click the plus sigto insert the page element in the area of your choice.

+

Step 3
On the left belowTopic areaselect the linkserdefined page elements

Topic area

+ Categories and products

+ [nfarmation pages

+ Shopping basket and arder

« Customers and sign in

« Country and currency selection
« Payment

+ Product portals

+ Cerificates and ratings

+ Nore page elements

€ User-defined page elements )
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Step 4

On the right, selectext (HTML)

User-defined page elements

Select a page element and click "Insert”.

Text (HTML)

Link

Step 5
Selectinsert.

Step 6
Select theSourcebutton.

Text
& | Format v|| Font v|| Size

Text with heading (box with HTML)

-t

b
[LL)

==

Et|@@‘?@@|

Step 7
Paste the code snippet.

Step 8
SelectApply.
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Step 9

Savethe changes to your design.

Quick tip: Always check if the implementation was successful and make sure
82dz2NJ 6S0aAiSQa RSaAaly ¢l a y2a4 FFFS

You can preview your site before you make your changes live .

Exporting customers

You can export a list of your customers which you can then modify aimdpr@rt.

Step 1

In the Administration area in the main merCustomerand thenimport and Export

Start Orders Customers Products Content/ Categ

Customers
Welcome to i

Create new customer

First steps: 2 | Customer groups

Customer attributes

‘ [ Find asuitaht Import and export }

b 4
‘ [* Specify your address ‘
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Step 2

On this page you can specify tharious export settings and then start the export process.

Start Orders Customers Products Content/ Categories

Import and export

Object Type Customers ~

Formatting English { United Kingdom ~ 0O

Encoding Standard (1S0-8859-1) v @

Delimiter comma [,) i

Languages All ~

CSV import file Select file
Export

Take note of all the settings you select as you'll need to enter them again both when

editing the file and when importing it.
We recommend not changing these.

Option Description

Object type Hereyou can determine what kind of data you want to export.

Formatting Lets you specify countigpecific formatting for the export file.

Encoding  The encoding determined by the character set used. This will be set to the
default character set of the currednguage. If the data to bexported
contains special characters, select the formatting Unicode-@)TF

Delimiter  This determines what character is used to separate the data in the export
You should preferably use the comma (,) as a delimiter.

Languages This will determine théanguagéan which the data will be exported.
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Step 3
ChooseExport . .

Step 4
The export will beginDepending on how many customers you have, this may take a few

minutes.

Editing exported data

You can edit exportedatafrom yaur site including products antlstomerswith an external

application.

O Important: Editing exported files using an external application is rather complic
and error prone. Therefore, read this article carefully before you edit a file

import it back.

We recommend for editing exported files in the CSV format, the freely avai

OpenOffice Calc program bticrosoft Excel.

How are CSV files structured?

CSV stands for Comma Separated Vallt&ssa file format that describestable of

information, separating its cells with commas.

The first line will always contains the column names which are also separated by commas.

The rest of the file is thactual data with each record beistpown on a new line.

If you open a CSV filsimg an external application such as OpenOffice Calc or Microsoft Excel,

the data willautomatically be sorted into rows arablumns.
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Editing CSV files

Step 1

Export your data.

Step 2

Open the exported file using an application such as OpenOffice Qdicrosoft Excel.

Step 3

If asked, you may need to make some adjustments to the settings when opening the file.
Setting Description
Charset/Encoding Select the character set with which you previously exported the file
Language Select the language witlthich you have previously exported the file
From line Leave the value here 1 set.

Separating options Select Separated and the separator, with which you have previous
exported the file in the administration area of your site (usually
semicolon ). Alsselect summarized field separator . The text shoul
separator to " stay tuned.

Fields Here you can see a preview of the table. Select any field in the
preview and press on your keyboard simultaneously Ctrl and A to

select all fields in the table. Thenlset the column type text from.

Step 4
Once you have finished making your changes you will need to save the file.

Step 5

Save the file iCSV formatYou can now import your updates.
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Displaying pre-tax prices

If you sell tdbusinesses, you can view yqarices excluding VAT you sell direct to

customers, you can also display your prices inclusive of VAT.

Show prices excluding VAT
Step 1
SelectSettingsin the Administration area in the main menu and theelectTax calculation

Settings Help

General Settings

User management

CTax calculation )

Delivery

Payment

Step 2

SelectTax malel.

Start Orders Customers Products Content/ Categories Design Ma

Settings for tax calculation

Tax matrix Tax areas Tax classes Tax model

Step 3
Under the sectiorPrices are calculated and displayed in the shop baseti@rse thenet

prices (Prices exclude VAT
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Show prices inclusive of VAT
Step 1
SelectSettingsin the Administration area in the main menu and theelectTaxcalculation

Settings Help

General Settings

User management

CTax calculation )

Delivery

Step 2

SelectTax model

Start Orders Customers Products Content/ Categories Design Ma

Settings for tax calculation

Tax matrix Tax areas Tax classes Tax mode|

Step 3
Under the sectiorPrices are calculated and displayed in the shop baseti@ysegross prices
(Prices include/AT)
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Using the App store

The App & Theme stores offers additional functions and desigiplates with which you can

make your shop even more successful.

There are various apps which can enrich your content and design, help with marketing, sales,
customer service and social media, and others to help you keep on top your our accounting,

reporting, shipping, statistics and SEO.

When usingApps or Themegou will be forwarded to products offered by thighrties where
you may incur further costs for which you will be billed separately. The support for any apps

and themes is provided solely dyetrelevant thirdparty provider.

How to use the App store

Step 1

In the Administration area in the main menu, selégips & Themeand thenApp Store

Marketing Apps & Themes  Settings Help

Cﬁ.pp Store )

Theme Store

Step 2
Click on one of the Apps to get more information including videos, features, support

information and any prerequisites required.

Step 3

To use one of the Apps, click tgenor Install button on the right.

Step 4
For assistance installing and configuring your App, please refer to the support provided by the

App developer.
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How to get an overview of your installed apps

To see a list of all apps currently installed, sefgmps & Themesthen App Storeand thenMy
apps

Start Orders Customers Products Content/ Categories

Apps & Themes + App Store

How to add a code snippet to your website

Some of the apps require you éold a code snippet to your website

How do | get support for an app?

To get help for one specific app, please contact the app's developer. In the App Store you can

find contact information and links for every app.
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Design

Customising themes

You can customise grof the premade themes available. Before you customise a theme it is

recommended that you create a backup first.

Create a Backup theme
Step 1
In the Administration area in the main menu, selBesignthen My themes

Design  Marketing Apps & Themes

Cluick design

Advanced design

Step 2
ClickCreate backup copynder the theme that is currently in use.
L o Robbin 47
* «+ Start quick design
e | F w Start advanced design
31D

o View of Web site ©

(ﬁ'] Create backup cup:-) Export...

The backup copy will appear in the list un@@her themesAll the changes you make now

only apply to this new theme and not directly to your website's current design.
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Quick design

Step 1
UnderDesigrclickQuick design

Marketing Apps & Themes
( Cick design )

Advanced design

Iy themes

Step 2
At the top of theQuick Desigpage, you will see the Multifunction bar, from which you can
select various options. We've broken up the left and right sections of the bar and covered the

options available:

Preview

1 & Home page ~ v:l_u{-n s

2 BH Editing help Logo Header image Background image
3 4

1. ThePreviewdrop down menuallows you to select various aspects of your theme from
how your home page looks to how links and the shopping basket looks.

Editing helmllows you to toggle the tool tips that appear on and off.

Logoallows you to change the main logo used in your eShop.

Header imageallows you to change the header image of your eShop pages.

o & w0 DN

Background imagallows you to change the background image of your eShop pages.
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Theme: Robbin

i : A 'ﬂ &% aé{ =

11@

Colour 1 Colour 2 Font Headings Iconset Buttons |
- - - - » Additional themes. .

1 2 3 4 5 6

1. Colour 1- Change the main colour of yotireme. Colour 2 Change the secondary

colour of your theme.

Font- Change the font of your shops text.

Headings Change the font of your shops headings.

Icon set- Change the icon set that your shop uses, such as the basket and search icons.

Buttons- Change the design of the buttons used in your shop.

o gk~ w D

Theme- Switch to a different theme.

Advanced design

Advanced design gives you complete control over the design.

Step 1

From theDesignmenu, clickAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes
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Step 2
You will be taken to thadvanced design page. Click on the area of the page that you want to

edit, the selected area will be surrounded by a red border.

Ralph's Farm Shop

‘Fresh Farm Produce

Main category 1 ~ Main category 2

Step 3
The multifunction bar will display all of the options available for the selected page area. The

available options intte multifunction bar are:

1 n /A 2 Background color [_J 4

Background image
% M Remove theme

3 B8 Editing help 6 ‘& Insert file
7 ] Tile image

Use theSavebutton when you want to save any changes.

Undo or Redo any changes you make.

Editing help allows you to toggle the tool tips that appear on and off.

Choose a background colour for your selected page area.

Remove the current theme or background image of your selected page area.

Insert a background image.

N o g s~ 0w DN

Select to tile a background image.
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qPaddingtop | 3 Header 1 ™

¥ Header 2 5
2 Align Elements Align centre ¥ A Top 5@
SEU“:'"” Edit icon set
ooter
4I:| Left

ORight (O Only on home page @

Set the amount of padding that you want to have at the top of the page area.
Align the elements in the page area.
Show or hide different sections of the page.

Show or hide left and right menu sections.

o r 0N e

Change the icon set your shop uses.

1 Heading 24px [Jd[B [T 2 Buiton
iy Restore theme

e 16px LB ' |nsert file
Highlight B] (7] (O]
Font - Fage elements -

1. Choose the size, colour and style of your text elements.

2. Restore the theme for your website's buttons or insert an image.

Changing a background image

Step 1

From the main menu, seleEesignand thenAdvanced design

Marketing Apps & Themes

CQuick design

Advanced design

My themes
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Step 2

Select the page area where you wislthange the background image.

Step 3

UnderBackground imageelectinsert file.

Customers Products Content/ Categories

Background color [_J Text
Background image o
M Delete
A Tile image
Area - Font

Step 4
Select the desired background image and cliék

Step 5

If you want to tile your image, tick thHEle imagecheckbox.

Customers Products Content/ Categories

Background color [J Text

Background image
M Delete

B Inseri file | Highlight

¥ Tile image

Area - Font

Link
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Step 6
Click theSavebutton to saveyour changes.

Start Orders Customers Products Content/ Categ

@A Background color |:|
Background image
M Remove theme

B Editing help B Insert file
[] Tile image

o Note: Background images have priority over background colours. Therefg)
set both a background image and a background colour for an area, the backg

image will be displayed.

Removing a background image

Step 1
Fromthe main menu, seleddesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes

Step 2
Select the page area that has thackground colour you wish to remove.
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Step 3

Select theDeleteicon underBackground image

Background color [
Background image

[l Delete

' Insert file

¥ Tile image

Step 4
Click theSavebutton to save your change$he background image of your selected page area

will now be removed.

Start Orders Customers Products Content/ Categ

@n Background color [_J
Background image
M Remove theme

BH Editing help W Insert file
[] Tile image

O Note: Background images have @ity over background colours. Therefore, if y
set both a background image and a background colour for an area, the backg

image will be displayed.
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Using the colour picker

The colour picker lets you select colours, e.g. font and backgroolodrs,in a variey of
places in the eShopdministration area.
The colour picker opens when you click on a colour picker icon.

How to select a colour

Colour code
#c0d9ee

W trans parent

Apply

User-defined colours Matching colours

BEEEEE 0] N EEN
| I |

Select the hue.

Select the saturation (the colour shade).

Here you see the selected colour.

Applyyour changes.

Enter a colour code in hexadecimal formatotolour name.

This area showsolours that go well with the current main colour of your theme.

N o g bk~ w NP

Save coloursor later use. To save a colour, first select one of the defined colours
that you wish to replace. Next, select a colour that you want to save as described

above.
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Changing your eShop icons

Step 1

From the main menu, seleEtesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes

Step 2
ClickEdit icon set

Design Marketing Apps & Themes  Settings Help

¥ Header 1

¥ Header 2
e v ¥ Top

[ Bottom

] Footer

[ Left
UJRight [JOnly on home page @)
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Step 3
Select the icon set that best matches the design of your websiteckaidApply.

Edit icon set

The new icon set will now be displayed on your website.

Customising the nAdd to b

Step 1

In the administration area in the main menu, sel8ettingsand thenBasket settings

Apps & Themes Help

General Settings
User management
Tax calculation
Delivery

Payment

Country Settings

E-mail events
Product settings
Search settings

C Basket settings )

Order document settings
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Step 2
UnderDisplay of the "Add to basket" functionselect the linkAdjust button.

. ) Button (i ]
Display of the "Add to basket”
function @ Entry field for quantity (i ]
@ Entry field for quantity with +\- function ()
@ Cluantity selection field (i ]
Step 3

If youwant to use your own imag®r the "Add to basket" button, seletipload own image

Otherwise, design the button using the optioagilable below it.

Adjust "Add to basket” button ?

@pluad own imag@%mwe image

Frame colour [ Colour gradient @ Font colour
O o O
Frame radius 0 px Width 12 px Font size 16 px
Height 9 px
| |
Heset to standard | Apply | | Cancel |

Once finished, clickpply and thenSave
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Customising your eShop basket page

The basket page element is the button or icon that customers can click to see what is currently
in their shopping basket. You can easily customise theydesithis through the eShop

administration area.

Here's an example what the page element might look like in your shop:

¥ Display basket (1)

The basket page element is part of the sétamns used for your online shop.

Define additional settings for the basket page element

Step 1

Fromthe main menu, seledbdesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes
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Step 2
In the preview, move the cursor over the basket page element and click greti@licon to

edit this page element.

Step 3
You will be givea selection of customisation optis, customise the element's text options.
4 Display "Display basket" text ® Yes ' No 2 = Change text

3 Show number of items '* Yes '/ No

1. Choose if you want to display the text ("Display basket" by default).
2. Click this to customise the text that will be displayed.

3. Choose if you want the number of items currently in a basket to be displayed.

Step 4

Customise thdasket icoroptions.

Basket icon

1 Showicon ® Yes MNo
2 Position ' Left ® Right
Size oo

3 = C P 5\

1. Choose if you want to show the icon.
2. Choose where you want to align the icon.

3. Choose the size of the icon.
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Step 5

Once you have customised you basket element, éljgly, thenSaveto save the changes.

Changing your eShop favicon

Here is an example of what a favicon looks like, it can be seen in tabs next to the website's

title:

The Favicon for instance helps users find a website again quickly when they have several tabs

open.

You can either create thigavicon from your website's logo or upload your own.

Creating a Favicon from your we

Step 1

In the Administration area in the main menu, sel8ettingsand thenGeneral settings

General Settings

User management
Tax calculation

Delivery
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Step 2
If you haven't yet uploaded a logo scroll down the page seldctUpload imageo upload

(@ Upload image)

¥ Calculate optimal size of the logo while uploading
Height: 90px

your logo.

m

« Create own Favicon from logo

Step 3

Clickthe link Create new favicon from logoYoumew Favicomwill be shown on the right.

(O Upload image

¥/ Calculate optimal size of the logo while uploading
Height: 90px

m

G Create own Favicon from Ic—gtD

Step 4

Click theSavebutton to save the changes.

How to upload your own Favicon
Step 1

Createown Favicon. It should be either 16x16 pixels or 32x32 pixels and the file format should

be .ico.
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Step 2

In the main menu, sele@ettingsand thenGeneral settings

C General Settings )

User management

Tax calculation
Delivery

Payment

Step 3

UnderFavicon select theUpload imagebutton.

{® Upload image

m

Preview

Step 4
Select your Favicon file from your computer and diiglen Your favicon will now be

uploaded.

Step 5

Once finished click th8avebutton to save the changes.
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Changing your eShop logo

Step 1

In the administration area in the main menu, selBasignand thenQuick design

Marketing Apps & Themes
C Cuick design )

Advanced design

My themes
Step 2
ClickLoga
omers Products Content/Categories [

E

[———

Headerimage Background image

Step 3

Select a logo from your existing files, or clifdoad filesto upload a new one.

New folder o Upload files Memory utilisation——————————11%
Free memory: 1024 MB

Maximum file size: 100 MByte

Folder Your files ¥ Preview

™ Your files bam png
=

X Background_abstract

’ 2600 x 195(

Pattem_black_paper
16x 16 400 x 4l
1k8 38 kB

Pattemn_concrete_wal Pattern_wood_pattemn
AN ) 1073 317

299

102 kB
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Step 4
Click theApply button, your logo will now be chayed.

O Note: On your website, the logo is displayed as default inHleader 1page area

Adding a payment provider logo

In your online shop, you may incorporate the logos of those payment providers that are
available for your customers. They d&wen immediately see which payment methods they

can use.

Step 1

In the administration area in the main menu, selBasignand thenAdvanced design

Marketing Apps & Themes

CQuick design

Advanced design

My themes

Step 2

Select the plus sigio insert a page element in the area of your choice.

Privacy policy Contact information @
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Step 3

UnderTopicarea, select the linkayment

Topic area

+ Categories and products

Information pages

Shopping basket and order

Customers and sign in

Country and currency selection

* Product portals
« Ceriificates and ratings

+ Maore page elements

+ |ser-defined page elements

Step 4
Select the logo of one of the payment providers that you want to have in your online shop and

clicklnsert.

WorldPay - Logos for accepted credit cards

WorldPay
(- PayPal Logo
-
o =
PayPal logo (PayFPal Express)
PayPal
PayPal Logo (PayPal Pro)
PayPal

s Skrill - Logos for accepted payment methods

— | CAENDT Banlinog looan

one or more page areas @ Cancel
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Step 5
You will now see the newly inserted page element in the preview. You can also cliigthe

Elementsicon topositionthe logohow you want it.

FW W W W W W W W W W W W W W Wy

PayPal

Step 6
Click theSavebutton at the top of the page to sawbe changesThe logo will now be

displayed at the desired location on each page of your online shop.

Exporting your eShop theme

You can easily save a backup copy of your shop's themes to you local computer. These can be

imported back intoyour eShogat a later date.

Step 1

Inthe main menu seledDesignand thenMy themes

Design  Marketing Apps & Themes

Cluick design

Advanced design
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Step 2
You will now see a list of themes that have beesated for your shop. Click ti&xportbutton

for the theme that you want to export.

o Robbin 4
il w Start guick design
sl bW w Start advanced design
313
o View of Web site =
|jj Create backup copy
Step 3

The file will now be downloaded to your computer, clidloseon the prompt that appears.

Importing a eShop theme

If you have previously exporteadtheme from your eShogdministration area, you can import

it for use once again easily.

Step 1

In the main menu, sele®@esignand thenMy themes

Design  Marketing Apps & Themes

Cluick design

Advanced design

Step 2
Selectimport theme at the bottom of the page and use tt&elect filebutton to select the

themefile from your computer.

O Add new theme (E;- Import theme ™ Buy theme
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Step 3
Use the optiorOverwrite the start page during importo choose if text and embedded

images should also be transferred from the imported design.

Step 4

Click thelmport button, the theme willnow beimported and display& in the list of themes.

Adding your own CSS

O Important: Only experienced users should enter their own CSS code.
modification can affect the design and functionality of your website. Check
website carefully after all modifications. Pleaalso note that the automatically

applied updates of your shop may affect your website's program code. There

Step 1

Inthe main menu, selec®ettingsand thenGeneral settings

C General Settings )

User management

Tax calculation
Delivery

Payment

Step 2

SelectAdvanced settings.

Page cache Utilisation
Presentation  Status (BEUIET =TT
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Step 3
Enteryour code into the HTML head area field and cHeketo save the changes.

Setting your eShop alignment

Step 1

Inthe main menu, seleddesignand thenAdvanced design

Marketing Apps & Themes

Cluick design

Advanced design

My themes

Step 2
On the multifunction bause theAlign Elementsropdown menu toselect whether your

website should be lefaligned, centred or righaligned.
ries Booking system Desig

Padding top 0

Align Elements { Align centre v |

Step 3
Click theSavebutton to save your chnges.

Quick tip: The majority of modernvebsitesare centred. Righaligned websites are

very rare.
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Changing your eShop fonts

If you change the general fonts, all text on your website will be displayed in the choseiq fonts
except for certairtext passages for which you may have already picked a different font (see

below).

Step 1

Fromthe main menu, seleddesignand thenQuick design

Marketing Apps & Themes
C Cuick design )

Advanced design

Iy themes

Step 2
SelectFontand pick a font from the list. This will be used for general text sutihkessor

product descriptions.

HY i e
7w 7 A A &

Colour 1 Colour 2 Font Headings lcon

- - - -

CArien )

Baumans

Cominasoon

CourierlNew
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Step 3

SelectHeadingsand pick a font from the list.

Ald)ds &

Font Headings | lcon set  Buttons

-

R | g

Raumans

BerdshireSwash

The font you choose will be used for such things as headings, the "Add to basket" hutton a

menu tabsamong others.

Change the font for individual page sections

Your website consists of different page sections such as the header or the footer. You can

select a different font for each section.

Step 1

Fromthe main menu, seleddesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes
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Step 2
You will preview of your website below. In the preview, select the page sectiowgoito

edit. Theselected section will then be displayada red border.

Ralph's Farm Shop

Fresh Farm Produce

Main category 1 ~Main category 2

Step 3

In the multifunction bar at the topglick theFontdropdownmenu andselectFont

Heading 545y PG
Text 16px [ B0
ik [160x| 4 EDD
Highlight B MY

C Font

Formatting
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Step 4

From the dropdown menus you can select a fontHi@adingand Text and links

Heading Ewert -
Text and links Georgia v
Arial

Courier Hew
Lucida Sans
= Tahoma

-
EETE— T RO g

Step 5
Click theSavebutton to saveyour changes.

How to edit the font of individual text passages

For some text passages, you can pickfum individually.

Step 1
In the administration area in the main menu, sel€cntent/Categoriesand thenContent

preview.

(Cc:unlent I Categﬂries) Booking syste
;( Content preview )

] Datasheet view

1
i Mew

b Legal texts
File manager

I Import and export
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Step 2

Select the page of your website that you want to edit from the page tree on the left.

Pages o
I 4% Home page
Contact information
5| Terms and Conditions
5| Privacy policy
5| Right of withdrawal
B Contact )
aw Main category 1
W Main category 2
‘W Main category 3
3¢ Promotional products
' About us
& Shipping terms
&9 Product 1
&9 Product 2
&9 Product 3

Step 3

In the previewhighlight he text whose font you want to change.

—— . L - -

E ) Fresh Farm Produce

main category | Main category 2 Main category 3 About us

\
[Categories » Contact

If you want to send us a message, simply complete all the fields marked * and cllck

This does not work for all types of text. For example, the fonts of your website title or product

names can only be changed via the quick design and advanced design (see previous sections).
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Step 4
Clock the~ontdropdown menu in the multifunction bar and then pick the font that you want

to use from the list.

Faragraph v

- Font - Y| -5ize- ¥
- Eunt - L T,
Arial B

Courier New

Lucida Sans
Tahoma T

You will see your changes applied in the preview.

Step 5

Click theSavebutton to saveyour changes.

Changing your eShop page width

Step 1

In the main menuselectDesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes
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Step 2

Enter the width you want into th&Vidth box. This should be a number of px or %.

ries Booking system Desigr

Width 1000px

Padding top Opx

Align Elements Align centre v

1 By entering the width ipx (pixels) you can define the exact width of your website. As
a general rule, the width should not exceed 1000 pixels. For example, enter "1000px".
1 By entering the width i86(percent), the width is adjusted relative to the size of the
browser window. Foexample, enter "80%" if you want your website to fill 80 percent

of the browser window.

Step 3

Click theSavebutton to save your changes.

Designing your own buttons

There are buttons irarious places across your eShop such as the "Send" button at tioerbo
of a contact form and the button which takes the customer from the shopping basket to the

order process.You can change the design of these buttons.

Step 1

Inthe main menu, seleddesignand thenQuick design

Marketing Apps & Themes
( Cluick design )

Advanced design

Iy themes
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Step 2

In the multifunction bar, sele Buttons.

gn Marketing Apps & Themes S

A S8

Headings lcon set Buttons

-

Step 3
A dialogue opens in which you can edit the buttons' design. Above it, there is a preview where

you can see the changes instantly.

1 Preview

Frame colour 4 [ colour gradient @ Font colour

2 5 Y |

Frame radius ) 0 px Width 12 px Font size 16 px

3 6

Height 5 px

7
Resetto standard Apply Cancel

A live preview of your button's design.

Choose the colour of your button's border.

Set the radius ofour button's border.

Tick the box if you want your button's colour to have a gradient.
Choose the colour of your button's main body.

Set the width of your button.

Set the height of your button.

Choose the colour of the text on your button.

© © N o 0 bk~ 0D PF

Set thesize of the text on your button.
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Step 4
When you are happy with the result, click tApply button.

Optimising your eShop for mobile devices

Internet users are increasingly going online with their smartphones. You can determine
whether your website isidplayed to smartphone users in a simplified version that is optimised

for mobile devices.

Step 1

In the Administration area in the main menu, sel&gttingsand thenGeneral settings

C General Settings )

User management

Tax calculation
Delivery

Fayment

Page38



Step 2
From theMobile viewdropdown menu, select how you want your website to be viewed on a

mobile device.

Status  Advanced settings

Link to home page httpfics-vm-lin20. epages.defepages/FH
Muobile view ( Optimised for mobile shop v o
Display "Print view" function Optimised for mobile shop.

Optimised for mobile website

Do not use

Mame of website
Falph's Farm Shop
1 Optimised for mobile shop Recommended for online shops. Products are displayed
in a slider on the homepage. The shopping basket icon is located in the header.
1 Optimisedfor mobile websites- Recommended for websites that do not include an
online shop.
1 Do not use- Smartphone users see the standard version, which is not optimised for

mobile devices

Step 3
Click theSavebutton to saveyour changes.
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Products

Adding a new product

Step 1

In the Administration area in the main menu, selBcvductsthen New.

rs Products Content/ Categories

| Products
ini
3¢ Promotional products

I >

Product types

Price lists

Step 2

Select which type of product you want to add.

Products Content / Categories Design Marketing

Products

¢ Promotional products

F MNew
Product
Product types
& Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings
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1 Product:A simple, individual product.

1 Product with variations A product that can be available in different variations such as
colour and/or sizes.

1 Product bundle:A set of products on offer for a single price. This could be a bundle of
related books.

1 Downloadable productNonphysical, digital products that custeers can download
after purchase. This could be music in the form of an MP3 file orEwoé.

1 Customisable productA product that can be customised by customers with their own
texts or pictures. For example, a coffee mug @hirt with a design chosdny the
customer.

Step 3
Enter all the basic information about the product on the page. These will be different
depending on the type of product that you have chosen to add. Once donesalaio save

your changes.

Adding individual products

An individuaproduct is the simplest form of productt has no variations such as size or
colour, isn't a collection of other products, isn't available for download and can't be

customised.

Step 1

In the Administration area in the main menu, selérbductsthen New.

Start Orders Customers Products Content/ Categories

| Products
Welcome to the admini

4¢ Promotional products

First steps: 2 of 12 tasks co G Mew ) pal

Product types
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Step 2

You will then be able to select from the five different product types.

Products Content / Categories Design Marketing

Products

3 Promotional products

F MNew
Product
Product types
" Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings

Step 3

SelectProduct

Step 4
Enter all the basic information about the product on this page. You do not have to fill in all the
information, but you should entetheseminimum settings:

1 Product number This is the unique product number.

71 Product visible in shopSwitch your product to visible only after you have completed
all settings and uploaded pictures. Only visible products will be listed and found using
the searchunction. Hidden products can also be accessed directly using their URL,
but they cannot be ordered.

1 Product name This is the name the product will be listed under in your shop.

1 List price This is the price that the product will be offered for in yshop. Here you
can enter a price in the currencies allowed in your shop.

1 Original price If the item is on offer, you caenter the original price here and your
store will show the saving to your customers.

71 Tax classSelect the right tax category ftre product for the calculation of Tax.

1 Description This description is shown in the list view.
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1 Long description This description is shown on the product page.

1 Stock level State how many of these products you have in stock.

Step 5
Savethe changes.

You have now provided the most important information about the product.

Step 6
Before finally making your product visible to your customers, you can complimantidding

product imagesind organise the product bgssigning it to a categotg make it eaier to find.

Step 7
When you are ready to launch your produchange theProduct visible in shagptionto Yes

and Saveyour product.

Adding a customisable product

Step 1

In the Administration area in the main menu, seléabductsthen New.

Start Orders Customers Products Content/ Categories

| Products
Welcome to the admini

#¢ Promaotional products

First steps: 2 of 12 tasks co G New ) nal

Product types

[#) Find a suitable theme Frice lists
h £ Search statistics
[+ Specify your address
v Product ratings
(O Edit theme details Import and expart
The Quick Design feature ca Product settings

theme of the website to your-wwemwes: |
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Step 2

You will then be able to select from the five different product types.

Products Content | Categories Design Marketing

Products

3 Promotional products

F MNew
Product
Product types
" Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings

Step 3

SelectCustomisable product

Step 4
Enter all the basic information about the product on this page. You do not have to fill in all the
information, but you should entetheseminimum settings:

71 Product number:This is the product number in your shop.

71 Product visible in shopSwitch your product to visible only after you have completed
all settings and uploaded pictures. Only visible products will be listed in the assigned
categories and found using the search functidnyisible products can also be
accessed directly using their URL, but they cannot be ordered.

1 Product name This is the name the product will be listed under in your shop.

1 List price This is the price that thproduct will be offered for in your shop. Here you

can enter a price in the currencies allowed in your shop.
Tax classSelect the right tax category for the product.
Description This description is shown in the list view.

Long description This deséption is shown on the product page.

= =4 =4 =

Stock level State how many of these products you have in stock.
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Step 5
Savethe changes.

You have now provided the most important information about the product.

Step 6
You will now be on th€ustomisatiorsubpagewvhere you can define the customisation

settings.
Start Orders Customers Products Content/ Categories Design  Marketing Apps & Themes  Settings Help

Products + Pint Mug - custom (0001

General Images Categories Variations Prices Cross-selling Portals

Step 7
In the Instructions box, enter instructions for your customers on how to customise the

product.

Product type Basic = Change

Instructions )

Format - Font - Size -
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Step 8

Using the optiorDisplay preview image/ou can define whether your customers are shown a
preview during customisation or not.

The preview is necessary for customers to be able to position text and pictures on the product.
Not displaying the preview makes sense for products for which the customer already knows
the customisable areas, such ashmilpoint pens. If you are not going to display a preview,

skip toStep 12 .

Step 9

SelectUpload imageo upload your template.

Display preview image '® Yes No

Customizable areas

Paged6



Step 10
Now add customisable areas so that your customers can place text and imathespyaview
picture.

Add area

To add a new customisable area, drag & drop one of the grey squares frokadhareabox

onto the preview image. Then you can drag & drop the area to move it or click one of its edges
while holding down the left mouse button to malit larger or smaller.

You can define a maximum of five customisable arésese we have used two to allow a

customer to add an image and some text.

Add area

Step 11
Go to theCustomisation optionarea where you will seBossible operations for text fields
andimage selection.

Here you camlefine whether the customer can position, resize or rotate text and images.
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Step 12
SelectAdd text fieldor Add image selectionThen give the field a name and define your
settings for this field.

1 Settings for text field:You can define whether text boxes have one or more lines and
how many characters the customer can enter. Sellagfine fontsto change the fonts
for all customisable products of this product.

1 Settings for image selectior¥ou can define the minimum imagee that the
customer can upload. Please note that small pictures are often unsuitable for
printing. SelectDefine file formatsto specify the permitted file formats the customer

can upload.

Customization options
Possible operations for text fields and image selection @ €» Position Ld [l?'chaIe ¢ CRotate

Text field @ single line ) multi line

Text field English  Teyy Length limit 100 Characters m
«+ Define fonts
Width Height
Image selection English Image Minimum size 200 px 200 px .mm.
«+ Define file formats
© Add text field © Add image selection
Step 13

Savethe changes.

Step 14

SelectCategories pick theproduct category/categories and save your data.

Step 15

Define other settings on the other subpages if necessarySavdthem.

When you have finished configuring your product, seteéeneraland underProduct visible in
shopselect the optionYesand then Save

Your customisable product is now available in the shop for your customers to configure and

purchase.

@) Note:Product bundles and downloadable products cannot be customised.

For products with variations, customisation only applies to the maiulyct
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Adding a downloadable product

A downloadable product is a ngghysical product that customers can download after

purchase. This could beusic in the form of an MP38n eBook or any other digital media.

Step 1

In the Administration area in the main menu, seléabductsthen New.

Start Orders Customers Products Content/ Categories

| Products
Welcome to the admini

3¢ Promotional products

First steps: 2 of 12 tasks co Q New ) nal

Product types

Step 2

You will then be able to select from the five different product types.

Products Content | Categories Design Marketing

Products

3% Promotional products

F Mew

Product
Product types

& Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings

Step 3

SelectDownloadable product
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Step 4
Enter all the basic information about the product on thaye. You do not have to fill in all the
information, but you should entethese minimum settings:

1 Product number:This is the product number in your shop.

1 Product visible in shopSwitch your product to visible only after you have completed
all settingsand uploaded pictures. Only visible products will be listed in the assigned
categories and found using the search functidmvisible products can also be
accessed directly using their URL, but they cannot be ordered.

1 Product name This is the name therpduct will be listed under in your shop.

1 List price This is the price that the product will be offered for in your shop. Here you
can enter a price in the currencies allowed in your shop.

1 Tax classWill default to "Digital products and services"

1 Desciption: This description is shown in the list view.

1 Long description This description is shown on the product page.

Step 5
Savethe changes.

You have now provided the most important information about the product.

Step 6
You are now on th®ownloadssulpage whereyou can define which files the customer will
receive upon buying this product.

Start Orders Customers Products Content/ Categories Design  Marketing Apps & Themes  Settings Help

Products + Album

General Images Categories Variations Prices Cross-selling Portals
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Step 7
You can now either upload files or link to a file already online at a particular URL.
1 To upload one or more files, selddpload filesand select the file(s) from your
computer.
1 Tolink to afile that is already online, selédtach file... Enter the address of the file

and selectApply.

Mo files are connected to this downloadable product.

(® Upload files Maximum file size: 100 MByte
or
Attach file. . Link to files located on another server
Step 8

If the file is to be available for downloading for a limited time after purchase, dgoeto t
Maximum availability for downloadption and enter the number of days the download should

remain available for.

@aximum availability for download days @
i

Mumber of possible downloads

Saved Delete
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Step 9
If you want to limit the number of downloads per purchase, go toNlenber of possible
downloadsoption and enter how many downloads should be possible. For example, if you

enter 5 here, the buyer can download the file five times only. After that, the link will no longer

work.
Maximum availability for download days @
@lmber of possible downloads i ] )
Saved Delete
Step 10

Savethe changes.

Step 11

Selectimages upload images for therpduct and save your data.

Step 12

SelectCategories pick the product category/categories and save your data.

Step 13

Define other settings on the other subpages if necessarySawdthem.

Step 14
When you have finished configuring your product, seteaeraland underProduct visible in
shopselect the optionYesand thenSave

Your product is now available in the shop for your customers to purchase and download.

Quick tip:If the file on offer is an MP3 file, a brief listening preview wiltheated

which your customers can listen to before buying.
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Defining when a customer can download a file

You can define when the customer receives the download link by email: either when the order

status is "paid" or immediately after completing tbeder.

Step 1

In the Administration area in the main menu, sel&#ttingsand thenProduct settings

Apps & Themes  Settings Help

General Settings
User management
Tax calculation
Delivery

Payment

Country Settings
E-mail events

CF’ruduct settings )

Search settings

Step 2
SelectDownloadable products

Start Orders Customers Products Content/ Categories  Design  Marketing Apps & Themes  Settings Help

Product settings

Availability Auto cross-selling Texts Product comparison Shopping lists Downloadable products
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Step 3

Select when the customer should receive the link.

Activation of the file download for the customer

® Only for orders whose status is set to "Paid"
The download is activated as soon as the status for the order is set to "Paid".
When using electronic payment methods, this status is automatically set after
payment. The customer can then download all files immediately. When using
other payment methods, the status "Faid” must be set by the merchant.

For all new orders
The download is activated immediately after the order, even if the merchant has
not yet marked the order as "Paid".

Step 4

Savethe changes.

Adding a product bundle

Aproduct bundle is a set of associated products offered together for one total price. For
example, if you sell PCs, you can sell product bundles comprising of a computer, monitor,
mouse and keyboard.

In order to create additional incentive, you can make pineduct bundle less expensive than
purchasing the items individually. On the product page, the customer is shown the total price

of the individual items under the price of the bundle.
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Step 1

In the Administration area in the main menu, selé&abductsthenNew.

Start Orders Customers Products Content/ Categories

1 Products
Welcome to the admini

% Promational products

First steps: 2 of 12 tasks co G New ) bal

Product types

[# Find a suitable theme Frice lists
2 é Search statistics
[ Specify your address
v Product ratings
(O Edit theme details Import and expart
The Quick Design feature ca Product settings

theme of the website to your-wwewes: |

Step 2

You will then be able to select from the five different product types.

Products Content / Categories Design Marketing

Products

3¢ Promotional products

F Mew
Product
Product types
" Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings

Step 3

SelectProduct bundle
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Step 4
Enter all the basic information about the product on this page. You do not have to fill in all the
information, but you should ater these minimum settings:

1 Product number:This is the product number in your shop.

1 Product visible in shopSwitch your product to visible only after you have completed
all settings and uploaded pictures. Only visible products will be listed in tignads
categories and found using the search functidmvisible products can also be
accessed directly using their URL, but they cannot be ordered.

1 Product nameThis is the name the product bundle will be listed under in your shop.

1 List price:This is the price the product bundle will be on offer for in your shop. Here
you can enter a price in the currencies allowed in your shop.

1 Tax classSelect the right tax class for the product bundle.

1 Description:This description is shown in the lisew.

1 Long descriptionThis description is shown on the product page.

Please note that the following settings cannot be implemented for product bundles

1 Stock leveland Minimum stock level Both are based on the smallest values of the
individual productsFor example, if you sell a bundle with a PC (stock level: 15) and a
mouse (stock level: 9), the stock level for this bundle is 9.

1 Reference uniand Amount in product You will not be able to define these
specifications for product bundles because thentination of individual items makes

them fundamentally different from other products.

Step 5
Savethe changes.

You have now provided the most important information about the product bundle.

Step 6
You are now on th8undle productsubpage where you can select the products to be
bundled.

Start Orders Customers Products Content/ Categories Design Marketing Apps & Themes  Settings

Products + Kitchen starter set

General Images Categories Bundle products Prices Cross-selling Portals
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Step 7

SelectAssign productgo display all your products.

Mo products are assigned to this bundle.

(] &9 Quantity 1 Assign products

Saved

Step 8
In the table you can see all of your shop's products.

In the lefthand column, select the products that you wish to addhe bundle.

X

Products
Products p
Tray m
Selected elements 0003 Album
0002 Mug - custom
0001 Pint Mug - custom
demaol Product 1 £17.09 12
demo2 Product 2 £73.56 4
U demo3 Product 3 £2314 0
Page 1 of 1 Number: 6
Step 9
SelectApply.
Step 10

The chosen products will have been added to your bundle. If you would like the bundle to

contain multiples of one or more of the products, provide the corresponding quantity in the

Quantitycolumn.
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Step 11
Speciy the order in which the products in the bundle should be shown irSthet order

column.

Step 12

The total of the individual product prices, the price of the bundle and the corresponding price
difference are shown below the list of bundled products.

Verffy this information. If it is incorrect, you can set the price of the bundle orGéeeral

subpage undetL.ist price

Step 13
If you would like to remove a product from the bundle, mark it in the-hefihd column and

selectRemove assignment

Step 14

Selet Images upload images for the bundle and save your data.

Step 15

SelectCategories pick the category/categories for the product bundle and save your data.

Step 16

Define other settings on the other subpages if necessarySavdthem.

When you have finished configuring your product, sefeéeheral and underProduct visible in
shopselect the optionYesand then save.

The bundle is now available in the shop for your customers to purchase.
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Note: You can only add products to a bundtat are in the same tax class as t
bundle.

If one of the bundled products is set to not available, the entire bundle cannc
ordered.

The stock level and minimum stock level of the bundle are determined by
smallest respective value of the indivil products.

If a bundle is ordered, the individual stock level of all the associated produ
updated.

The respective list prices of the individual products are used to tally up
individual prices. Any set discounts in the price lists are not takemaccount.

If you import a product bundle in the administration area, the assignment of

products contained in the bundle is not imported.

Adding a product with variations

Products with variations are simply products that differ in termspecific attributes. For

example you cansell yourT-shirt in a range of colours and sizes.

What are products with variations?

Products with variations are simply products that differ in terms of specific attributes. For

example you cansell yourT-shirtin a range of colours and sizes.

The main product the customer is purchasing isshift but the variation will be combination

of your specified attributesolourandsize

If you define these two attributes to have the options:

f
f

colour (White, Red, Greg

size (Large, Medium, Small)

You will be able to sell the followingshirts:

= =4 4 -4 -4 -2 -2
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T-shirt in White, Size Large
T-shirt in White, Size Medium
T-shirt in White, Size Small
T-shirt in Red, Size Large
T-shirt in Red, Size Medium
T-shirt in Red, Size Srhal

T-shirt in Green, Size Large



1 T-shirt in Green, Size Medium

1 T-shirt in Green, Size Small

How do | create a new product with variations?

Step 1

In the Administration area in the main menu, seléabductsthen New.

Start Orders Customers Products Content/ Categories

B Products
Welcome to the admini

% Promotional products

First steps: 2 of 12 tasks co G New ) bal

Product types

[+ Find a suitable theme Price lists
v Search statistics
[+ Specify your address
v Product ratings
(0 Edit theme details Import and export
The Quick Design feature ca Product settings

theme of the website to your-wwewes |
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Step 2

You will then be able teelect from the five different product types.

Products Content / Categories Design Marketing

Products

3 Promotional products

F Mew
Product
Product types
" Product with variations
Price lists

Search statistics

Product ratings

Import and export

Product settings

Step 3

SelectProduct with variations

Step 4
Enter all the basic information about the product on this page. You do not have to fill in all the
information, but you should entethese minimum settings:

71 Product number:This is the product number in your shop.

71 Product visible in shopSwitch your product to visible only after you have completed
all settings and uploaded pictures. Only visible products will be listed in the assigned
categories and found usirtge search functionlnvisible products can also be
accessed directly using their URL, but they cannot be ordered.

71 Product name This is the name the product will be listed under in your shop.

9 List price This is the price that the product will be oféeffor in your shop. Here you
can enter a price in the currencies allowed in your shop.

1 Tax classWill default to "Digital products and services"

1 Description This description is shown in the list view.

71 Long description This description is shown onglproduct page.

Step 5
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Savethe changes.

You have now provided the most important information about the product and will now create
the variations using the product variation assistant.

If you have not already done so, it's a good itte&amiliarise youself with product types and

attributes.

Step 6

Select theProduct type

To add a newProduct type selectNew product typeand enter a name for it. If you have
selected an existing product type, you will then be shown the attributes that already exist for

this product type.

Step 7
SelectNew attribute to create a new attribute for this product type. Then specify a name for

it.

Step 8
With our Fshirt example we have created two attributes Size and Colour
We have then given the Size attribute the valuasge, Medium and Small.

We then gave the Colour attribute the values White, Red and Green.
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1. Attribute

Size ¥ Create language-dependent attributes @ I Delete attribute
Large m
Mediurm M
Small m

2. Attribute

Colour YY) Create language-dependent attributes @ M Delete attribute
White m
Red m
Green m

Step 9

Once you have defined all attributes and values, seNentt.

Step 10

A table will now display all the possible product variatibased on the attributesnd values

you have specified.

As you will see, each variant will have been given its own unique Product number based on
yourinitial product numberYou can edit these if you wish to be a more
meaningfulrepresentation of the product variant or to matglour suppliers information.

In the lefthand column, select all the variations you want to generate. All are selected by

default.
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Products + T-Shirt (oo05) + Product variation assistant

kg 0005-0001
k@ 0005-0002
k@ 0005-0003
k9 0005-0004
k@ 0005-0005

&9 0005-0006

R & A 8 8 8 8 &

k@ 0005-0007

N

k@ 0005-0008

N

k9 0005-0009

Large
Large
Large
Medium
Medium
Medium
Small
Small

Small

Set the generated variation products to visible

Step 11

White

Red

Green

White

Red

Green

White

Red

Green

The optionSet the generated variation products to visibidd make all these variations visible

on your shop wheryou generate them We recommend you don't yet do this until you have

uploaded images and allocated these products to a category.

Step 12

SelectNextwhen you are ready to generate the variations.
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Step 13

You will now be asked how to display yguoducts.

Variations in a list (overview table of all variation products)

Variations in drop-down menus (recommended for a large
number of variation products)

Variations displayed with images (note: to do this, you will
need to upload a different image for every variation product for
the list view.)

Images of the variations displayed with cover-flow effect in
front of a black background (Mote: Create different list view
images for each varation product for this).

Images of the variations displayed with cover-flow effect in
front of a grey background (Mote: Create different list view
images for each variation product for this).

Step 14

SelectFinish

Step 15
Your products have now been added and are now displayed in a table. Here you can specify an

order in which the variations are to be displayed to your customers.

“‘-" 0005-0001 T-Shirt & Large White 10
i"‘ 0005-0002  T-Shirt @ Large Red 20
.‘.’ 0005-0003 T-Shirt @ Large Green 30
f‘ 0005-0004  T-Shirt &  Medium White 40
ili 0005-0005  T-Shirt @  Medium Red 50
i"‘ 0005-0006  T-Shirt %  Medium Green 60
i"’ 0005-0007  T-Shirt Small White 70
i"‘ 0005-0008  T-Shirt &  Small Red 80
ﬁ 0005-0009  T-Shirt & Small Green 90
o (Selection) v (Selection) ¥ 9999
MNumber: 9
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Step 16

SelectUpload images

0]

Upload images

Here you can uplaha images for each of youariations.
1. Select a value on the leftand side
2. Upload a corresponding image using the buttdpload image
3. If you want to use the original image used by thain product, selectyse image
4

SelectClosewhen you are finished.

Step 17
Because variants of products are independent products, you can change the settings for each

independently such as its description, stock levels etc.

Step 18
Specify the general settings for this variation product here.example, you can define
whether the variation product should have the same prices as the main product or wether it

should have its own price.

Step 19

You can also upload additional images for the variant.

Step 20

You can alsapload additional images fdhe variant.

Step 21
If the variation product should be displayed in other categories (other than the category of the
main product), selecCategoriesHere you can specify additional categories for the variant

and save your data.

Step 22

Define other sdings on the other subpages if necessary &adethem.
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Step 23

When you have finished configuring your variant, se{@eheral and underProduct visible in
shopselect the optionYesand then save.

The selected variant witlow be available in the shoprfyour customers to purchase.

O Note: If you delete the main product, the variants are also deleted.
Variation products cannot be assigned their own-sahation products.
If attributes are deleted, all product data that has been defined for tras#éutes
can no longer be changed.
As soon as variations for a product exist, the product type assignment can no |

be changed.

Assigning products to categories

Step 1
In the Administration arean the main menu, sele®roductsand thenProducts

Start Orders Customers Products Content/ Categories

Product
Welcome to the an:imir'niC — )

3 Promotional products

First steps: 2 of 12 tasks O » New

Product types

Step 2

Select the producivant to assign to a category.

Step 3
SelectCategories

Start Orders Customers Products Content/ Categories Design  Marketing Apps & Themes  Settings Help

Products + Pint Mug - custom (0001

m Images Variations Customization Prices Cross-selling Portals
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Step 4

SelectAssign categories

This product has not yet been assigned to a category and therefore
will not be displayed in the shop.

Gaaign categnrit—,D

Step 5

Youwill now see all categories and pages of your online shop. Tick each category/subpage you

wish to assign theroduct to.

Step 6
SelectApply.

Step 7
If you have assigned the product to several categoyi@scan sort them
Sorting is done for the following reasons:
1 The first category is shown in the navigation historgéoicrumb) of the product page.
1 The function "Also search this category:" on the product page uses the order you have

determined.

Step 8

Savethe changesThe product is now added to the desired categories.
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How to assign multiple products to the same

category

Step 1

In the Administration area the main menu, sele®roductsand thenProducts

Start Orders Customers Products Content/Categories

i ‘ Products }
Welcome to the admini
¥ Promotional products

First steps: 2 of 12 tasks cO » New

Product types

Step 2

In the lefthand column, select the products that you wish to assign to the category.

Step 3
Select the lower part of thAssigrbutton and thenAssignto category...

=
Assign }

¥
I )

Step 4

Select the desired category from ategoryoption.

Step 5

SelectAssign The products are now added to the desired category.
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Adding images to products

Step 1

In the Administration area in the main menu, selérbductsand thenProducts

Start Orders Customers Products Content/ Categories

) ( Products )
Welcome to the admini
#¢ Promational products

First steps: 2 of 12 tasks O » New

Product types

Step 2
The table shows an overview of all products in your online shop. Select the product you want

to add an image to.

Step 3

Clickimagesin the Productmenu.

Start Orders Customers Products Conter

Products + Pint Mug - custom (0001)
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Step 4
Click theUpload imagebutton and upload your image.

HOLI=aELEI  Gallery / Slideshow
(@ Upload image)

Recommended minimun

Adding a preview of a downloadable product

If you are selling certain kinds of downloadable products in your shop (lk®ls or MP3s),

you can offer your customers a preview of these products.

Setting up a product type

To be able to upload preview files, figgiu must set groduct attribute for the desired
product type.

An example: You seltmoks in your shop. In the administration section of your shop, these
are always allocated to a product type calledbtmoks". To be able to upload preview files for
these products, first you must create a product attribute for thebtaoks" product type.

If you want to only provide a preview for some of yotiBeoks, you would need to group your
downloadable products into two separate product typEse could be then clald "e-books"

and the other "ebooks with preview".

Pagel21



Step 1

In the Administration area in the main menu, sel&oductsthen Product types

Start Orders Customers Products Content/ Categories

o Products
Welcome to the admini

3¢ Promotional products

First steps: 2 of 12 tasks cO » pew

C Product types )

Step 2

Select the product type you want to cregteeviews for.

Step 3
SelectAttributes.

Start Orders Customers Products Content/ Categories Design

Product types

Attributes Layout Customization
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Step 4

In the lastline of the table, set the:
1 ID :"Preview"
1 Name "Preview"

1 Type :File

Start Orders Customers Products Content/ Categories Design  Marketing

Product types
General m Layout Customization
L] Name Type
My OwnTab Chyn tab Language-dependent text
@ Preview Preview File ')
Step 5

Savethe changes.
Uploading a preview file

Step 1

In the Administration area the main menu, sele®roductsthen Products

Start Orders Customers Products Content/ Categories

. C Products )
Welcome to the admini
3¢ Promotional products

First steps: 2 of 12 tasks O » New

Product types
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Step 2

Select the product you wantpload a preview for.

Step 3
In the Attributessection near the bottom of the page, seleébe Product typen which you

created the new "Preview" attribute.

= Attributes

Product type |: Album ) o 5 Edit product type

Owntab

Format = || Font - || Size - L, B I

Step 4

Savethe changes.

Step 5

You will now find the "Preview" attribute you created earliethir Attributessection.

+ Attributes

Product type Album v @ & Edit product type

Owntab @

Format ~ || Font ~ || Size - L B I

Preview Select file...
Maximum file size: 100 MByte

ClickSelect fileto upload the preview file.
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Step 6

Savethe changesyour customers will now see the preview file on the corresponding
product page.

Making a product visible in your eShop

Step 1

In the Administration area in the main menu, selérbductsand thenProducts

Start Orders Customers Products Content/ Categories

Product
Welcome to the adminiC — )

3% Promotional products

First steps: 2 of 12 tasks €O » New

Product types

Step 2
The table displays all the products of your online shgpu can quickly see which products are

hidden from your customers as they will display the followirmgn igext to the product: @&

Add
v
. 0o @ Pint Mug - custom
onnz o Mug - custom
~—TRRII %] :
ny 3 @ | Album
.'-r"o 0004 i 1\-:9’.9) Kitchen starter set
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Step 3

Select the product that you want to set to visible in thetedind column of the table.

[+

Add
v
m . 000° #  Pint Mug - custom
0002 #  Mug - custom
..-i 0003 & % Album
- Gljlj I:| .@'__w, H
U no 4 i Kitchen starter set

Step 4
Select theVisibility button.

(O

Step 5

SelectSet visible The selected products will now be visible in your eShop.

Duplicating products

Rather than creating a new product from scratch, you can select an existing product and
duplicate it.

All of its settings will be the same as the original, but will be created with a new Product
number and will initially be hidden frogour customers allowing you the opportunity to make

alterations before it becomes available for purchase.
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Step 1

In the Administration area the main menu, sele®roductsand thenProducts

Start Orders Customers Products Content/Categories

Product
Welcome to the al:iminiC — )

%% Promotional products

First steps: 2 of 12 tasks cO » New

Product types

Step 2

Select the product that you want to duplicatethre left-hand column of the table.

L+

Add
v
m . 000 & Pint Mug - custom
0002 & Mug - custom
- 07 ;
. ER & Album
u ."-r"o 0004 i &> Kitchen starter set

Step 3
Select theDuplicatebutton at the top.
(4 (b = @ s K4 N m

Add Add to tray Assign Visibility Duplicate Export Mark "MNew" Delete
v v v v v

s e 0001 Pint Mug - custom
The product is now duplicatedt will now appear in your list of products and will mirror your
original product.

The new product will have a unique product number whigh be based on the original and

will not initially be visible in your online shop.
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Start Orders Customers Products Content/ Categories Design Marketing

Products

+

Add
v
. 0001 Pint Mug - custom
¢ 0001[1] &  Pint Mug - custom

Using reference units

For instance, you coukkt a reference unit for a bottle of wine. A standard bottle of wine is
usually75cl. But you can also purchase small&pfit" (187ml)r "Half" (37.5clsize bottles
and largeMagnums (1.5l), Jeroboams (3.61¢.
As you may have noticed, these are interchangeably using ml (millilitres), cl (centilitres) and |
(litres).
To helpcustomers make an easy price comparisgny can set a uniform unit of measure
against which each sized bottle can thendoeenpared.
We could set a reference unit to be 1 litre and the price for each bottle size will then be
compared so that:
1 A Split bottle (187.5ml) priced at £2.90ll also diplay "£13.33 per litre"
1 A Half bottle (37.5cl) priced at £4.50 will also display "£12 per litre"
1 A Standard bottle (75cl) priced at £8.50 will also display "£11.33 per litre"
!l

A Magnum(1.5l) priced aE22will also display£14.66 per litre"
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Setting reference units for a product

Step 1

In the Administration area in the main menu, selé&ductsand thenProducts

Start Orders Customers Products Content/ Categories

Product
Welcome to the adminiC — )

% Promotional products

First steps: 2 of 12 tasks O » New

Product types

Step 2

Select the producyou want to edit.

Step 3
In the Detailed quantity and price informatiagection, enter a number in the field bigles

Reference unit in our example "1".This is the unit the calculations will be compared against.

+ Detailed quantity and price information

Price refers to * 1 piece(s) @
Minimum order quantity * 1 piece(s) @
Increment * 1 piece(s) @

@ference unit 1 "} (Select entry) v O

Amount in product (i ]
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Step 4

Besides that field, select the unit, in our example "litre(s)".

~ Detailed quantity and price information

Price refers to *
Minimum order quantity *

Increment *

Reference unit

Amount in product

Step 5

piece(s) @
piece(s) @
piece(s) @

F )
{ (Select entry)
[,

) e

In the Amount in product field enter the quantity contained in thproduct. As we chose to

compare the quantity to 1 litre, we need to convert theoduct contents from 75cl into litres.

1 1 litre = 1000ml
1 1 litre = 100cl

1 1 litre = 10dl

1 1litre =1l

So 75cl is the same as 750mnD.75 litre(s).

- Detailed quantity and price information

Price refers to *
Minimum order quantity *

Increment *

Reference unit

Amount in product

Step 6

1

piece(s) @
piece(s) @
piece(s) @

litre(s)

(0.75 litre(s)) @
P,

Savethe changesThe reference price is now displayed on the product page in your online

shop.
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Setting up shopping lists

Registered customers can use shopping lists to bookmark products, orders or the current
contents of the shopping basket for later.

For exanple, if a customer finds a product they like in your online shop, they can put it on one
of their shopping lists using the likdd to shopping lisbn the product page.

If the customer logs in again later, they can find their shopping lists udgiekccaint.

This is particularly convenient for customers who often order the same products. By putting
these products on a shopping list, they can put them all in the shopping basket together later
with one click.

Shopping lists are enabled in your shop by difau

Step 1

In the Administration area in the main menu, sel&#ttingsand thenProduct settings

Apps & Themes  Settings Help

General Settings
User management
Tax calculation
Delivery

Payment

Country Settings
E-mail events

CPrnduct settings )

Search settings

Step 2
SelectShopping lists

Start Orders  Customers Products Content/ Categories Design Marketing Apps & Themes  Settings Help

Product settings

m Availability Auto cross-selling Texts Product comparison Shopping lists Downloadable products
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Step 3
UnderOffer shopping list functionalitygpecify whether customers can use shopping lists.

Shopping lists are enddd in your shop by default.

Step 4

Savethe changes.

Setting promotional products

Step 1

In the Administration area in the main menu, selé&bductsand thenPromotionalproducts.

Start Orders Customers Products Content/ Categories

Products

@Prnmntinnal products )
First steps: 2 of 12 tasks coOp Y= par

Product types

Welcome to the admini

[% Find a suitable theme Price lists
A& Search statistics
[ Specify your address
v Product ratings
O Edit theme details Import and export
The Quick Design feature ca Product settings

theme of the website to your-wwemwes: |

Step 2
The table shows an overview of the promotional products in your shop. Select the button

Assign productsn order to add products.

(4] Assign products

Step 3
A dialog opens with the products of your shop. In the table, select in the first column the
products that you wish taise as promotional products. Where necessary, use the search at

the top right in order to find the desired products.
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Step 4

To view all currently selected products, sel8elected elements

Step 5
Applythe changes.

Remove products from the promotional list

Step 1

In the administration area in the main menu, selBcbductsand thenPromotional products

Start Orders Customers Products Content/ Categories

Products

@ Promotional products )

First steps: 2 of 12 tasks coy = m nar

Product types

Welcome to the admini

[¢ Find a suitable theme Price lists
b £ Search statistics
[+ Specify your address
v Product ratings
(O Edit theme details Import and export
The Quick Design feature ca Product settings

theme of the website to your-wemwee: |

Step 2
The table shows an overview of the promotional products in your shop. In the first column of

the table, select the products that you wish tameve from the list of promotional products.

Step 3
Select the buttorRemove assignmeni he selected products are now no longer promotional

products. However, they have not been deleted.
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Displaying promotional products

You can define promotional produdisr your online shog, for example products that are
currently on special offer. You can either display promotional products on every subpage of
your shop, or just on an individual page. If you want to edit the promotional products, read

What are promotimal products and how do | use them?

Step 1

In the Administration area in the main menu, seléxsignand thenAdvanced design

Design  Marketing Apps & Themes

Cluick design

Cﬁ.duanced design )

My themes

Step 2

In the page area where you want the promotional products to appear, select the plus icon.

©

Step 3
UnderCategories angroductson the right select one of these two options:
1 Promotional products boxA box is added in which the promotional products are
displayed.

7 Link to the promotional productsA link to your promotional products is added.

Categories and products

Select a page element and click "Insert"

= Promotional products box

-

. Link to the promotional products

§#
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Step 4

Selectinsert.

Step 5
If you have selecteBromotional products boxlefine the settings such as the font or

background colours and imaggs this page element, and sele&pply.

Step 6

In the preview, you now see the newly inserted page element.

Step 7
Savethe changesYaur promotional products or a link to a dedicated promotional products

pagewill now be displayed at the desired location.

Displaying product information

One of the basic principles of eCommerce iSRmvide your customers with all the
information they ned about your products”. But the more information you include, the more
confusing your product pages could become. To provide more of an overview, you can display

product information on tabs.

Care Instructions

o S/36 =8-10
o M/38 =12-14
L/40 = 16-18
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Determine what information is displayed on tabs

Step 1

In the Administration area in the main menu, selé&rbductsand thenProduct types

Start Orders Customers Products Content/ Categories

1 Products
Welcome to the admini

3t Promotional products

First steps: 2 of 12 tasks cO  » paw

CF'rnduc:t types )

Step 2
The table shows an overview of all product types created in your shop. Select the product type

you want to edit.

Step 3
SelectAttributes.
Start Orders Customers Products Content/ Categories Design

Product types

Attributes Layout Customization

Step 4

Selecthe attribute that you want to be displayed dts owntab.

o Important: Only attributes of the type "Text" or "Languagependent text" can be
displayed on tabs.

Step 5
For the optionDisplay on own tabselectYes
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Step 6

Savethe changes.

Step 7
If the product type contains several attributg®u can define the order in which they are

displayed to the customer
Adding your own text into a tab

Step 1

In the Administration area in the main menu, seléductsand thenProducts

Start Orders Customers Products Content/ Categories

Product
Welcome to the adminiC — )

¥¢ Promotional products

First steps: 2 of 12 tasks cO » New

Product types

Step 2
The table displays all the products of your online shop. Select the product you want to add text

for.

Step 3
Now underAttributesat the bottom of the screen, you can see a field for @wntab. Enter

your descriptivetext here.

Step 4

Savethe changesThe text entered here is now displayed on the product page on the tab.
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Adding coupon codes to newsletters

If you want to send your customers individual coupon codes by newsletter, you can get your

ePageshop to automatically generate and insert these codes.

Step 1

In the Administration area in the main menu, selddarketing and thenNewsletters

Design  Marketing Apps & Themes  Settings

Ohverview

CN ewsletters )

Coupons

Product recommendations

Step 2
Select thenewsletter campaign that contains the newsletter to which you want to add a

coupon.

Step 3

Select the newsletter into which you want to include a coupon.

Step 4

Near thebottom of the pageselect yourCoupon campaign
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Step 5
You now have two options for inserting the coupon codes:
1 You can use the Coupon Code placeholder, or t@oliponCodento the Textbox
as a placeholder in the desired location. An individual coupon code for each recipient

will be inserted into this space when the Newsletter is sent out.

Text

. =

i
I

Hk|le =@ B O

- Normal ~ || Font ~ || size - I, B I U A

Dear #DisplayMame

Autumn is upon us and Winter is coming. Why not be ready and wrap up with our latest range of Ski Jackets for 2016.
Get in early and get one of our 10% discount coupons. Hurry, only 50 are available!
#CouponCode

All the best

1 Move the cursor in th& extbox to the desired location and select thesert caupon

template button.
€ Insert coupon template

The following data will be automatically inserted:
o The name of the coupon campaign.
o The description.
o The discount offered in the coupon.

o The individual coupon code.

Text

Hk|= s @ B[O

[S
|=

(0}
e
([}
L
(1]

-~ Normal ~ || Font - || size - L B I

Dear #DisplayName
Autumn is upon us and Winter is coming. Why not be ready and wrap up with our latest range of 5ki Jackets for 2016.

Get in early and get one of our 10% discount coupons. Hurry, only 50 are available!

(0% off 2016 Ski Jackets

Coupon for a discount valued at 10 %
Coupon code: #CouponCode

All the best

Step 6
Savethe changesNow when you send the newsletter ymur customers, each recipient will

receive their own individual coupon code.
Displaying the original price of a product

Step 1

Pagel39



In the Administration area in the main menu, selé&rbductsthen Products

Start Orders Customers Products Content/ Categories

. ( Products }
Welcome to the admini
¥ Promotional products

First steps: 2 of 12 tasks O » pew

Product types

Step 2

Select theproduct whose price you want tthange.

Step 3
In the List price, Order unit, Tax clasection, enter the original price in th@riginal price

column for the individual currencies.

- List price, Order unit, Tax class

Original price @

List price (Gross) | £9.99 £ @E

(Net £8.325)

Step 4

In theList price, Order unit, Tax classction, enter the new price.

« List price, Order unit, Tax class

Original price @

List price (Gross)  (£8.99 £ £999 £

(Net £7.492) (Net £8.325)
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Step 5
Savethe changesYou will now see in your shop that the original price has remained and is

now promoted.

Pint Mug - custom

W Be the first to rate this product

Old price £5-99
£8.99

Price incl. VAT, plus delivery

Customize now

B Add to shopping list [ Recommend

@ ~sk question
Choose how original prices are displayed

Step 1

In the Administration area in the main menu, sel&#ttingsand thenProduct settings

Apps & Themes  Settings Help

General Settings
User management
Tax calculation
Delivery

Payment

Country Settings
E-mail events

< Product settings )

Search settings
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Step 2
SelectTexts

Start Orders Customers Products Content/ Categories Design Marketing Apps & Themes  Settings Help

Product settings

Availability Auto cross-selling Product comparison Shopping lists Downloadable products

Step 3

At the bottom in theText in front of original priceection,enter the text to be displayed
before the original price.

In our earlier example this is "Old price"

Pint Mug - custom

# Be the first to rate this product

Old price £9-59
£8.99

Price incl. VAT, plus delivery

Add to shopping list [ Recommend

© ~sk question

Step 4
Using the optiorBtrike out original pricedetermines whethethe original price should be

shown as crossed out.

Step 5
In Display savingselect whether the customer should see the saving as an amount, a

percentage, or not at all.

Step 6

Check the preview at the bottom.

Step 7

Savethe changes.
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Entering the weight and size of a product

Step 1

In the Administration area in the main menu, selérbductsthen Products

Start Orders Customers Products Content/ Categories

Product
Welcome to the au:iminiC i )

% Promotional products

First steps: 2 of 12 fasks co  » paw

Product types

Step 2

Select theproduct you want to edit.

Step 3
In the Delivery detailsection, enter a number in thBelivery weighfield and select a unit of
measurement (e.g. "kilogram").

1 The total weight should includie product and its shipping packaging.

Step 4
In the Delivery detailsection, enter the dimensions of the product.
1 The total dimensions should be the external dimsions of the product within its
shipping packaging.

1 The dimensions should be given in millimetres (mm)

Step 5

Savethe changes.
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Quick tip: You can determine whether the delivery weight is displayed to y
customers on the product pagelo defne thisselectSettingsand thenProduct
settingsand use the optiomisplay shipping weight in shap

If you have set up a delivery method in your shop where the delivery costs de
on the weight of the order, the delivery weight you have entered wilubed as a

basis for calculating the delivery costs.

Marking a product as new

You can mark individual products in your online shop as "New". All products marked in this

way will then have the word "New" next to the product name throughout your shop.

Coffee Arabica Coffee Robusta
Old price £+4:95 £12.20 *
£13.20 *
You save 12 %

Step 1

In the Administration area in the main menu, selérbductsthen Products

Start Orders Customers Products Content/ Categories

Product
Welcome to the aq:iminiC i )

% Promotional products

First steps: 2 of 12 tasks cO  » paw

Product types

Step 2

Select theproduct you want to mark as "New".
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Step 3
In the Purchasabilitysection you have the ability tmark a product as "New" for a configurable

length of time:

- Purchasability

Mark as "Mew" Yes until ® No @

1 An indefinite amount of time:Simply selec¥es This will be marked as "New" until
you manually seledtlo.
1 Until a specific dateSelectuntil and either manally enter a date, or use the calendar.

1 Do not mark productSelectNo.

Step 4
Savethe changesAny products marked as "New" will be highlighted in your Product list with
the symbo/#.

Setting stock levels

Step 1

In the Administration area in the main menu, selérbductsthen Products

Start Orders Customers Products Content/ Categories

. t Products }
Welcome to the admini
¥ Promotional products

First steps: 2 of 12 tasks cO » New

Product types

Step 2

Select theproduct you want to edit.
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Step 3
Enter the relevant values in tt&tock and delivery periagbction into theStock leveand
Minimum stock levdields.

1 StocKevelrefers to the quantity you currently have in stock.

1 Minimum stock leveak the lowest quantity you reach before needing to reorder more.

1 Delivery perioaovers the lead time for more stock to arrive.

-~ Stock and delivery period

Stock level piece(s) o Adjust display of availability
Minimum stock level piece(s)
Delivery period day(s) @

Step 4

Savethe changes.
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Considerations

O Note:

Pagel47

1

The stock level and minimum stock level in the case of product bundles is
on the product with the lowest available quantity. For example, if you s
bundle with a PC (stock level: 15) and a mouse (stock level: 9), the stocl
for the bundle wil be 9.

Downloadable products are digital products and don't have physical stock
needs recording or reordering. They therefore don't have stock levels

If you create the stock level and minimum stock level for a new product
variations, the stok levels are applied to all variations by default. Y
mustmaintain the stock level for each variant separately once you cree
product variant.

Once an order is placed, the stock will be automatically allocated to iyamd
stock levels will decreas

If you give an order the order status of Rejected, the stock Ieilel
automatically be readjusted and the allocated stock will be made availab
other orders.

Depending on how your page cache is set for your shop, it is possible tha

customas may not see your current stock levélhat is the page cache ar

how do | use it?

If youimport products,consider your stock leveldhe stock level datam your
import may no longer reflect how much stock youwadty hold since order:
may have been fulfilled since you exported the product datau may want to
consider deleting the Stock level column from the import file so the s

information in the database remains unchanged.



Entering product information

How to get to the general details of a product
Product number and name, Visibility

List price, order unit, tax class

Detailed quantity and price information
Description .

Purchasability .

Manufacturer information

Stock and delivery period

© © N o o bk~ w0 NP

Delivery detai Is.

10. Attributes .

How to get to the general details of a product

The general details (e.g. product number, price or name) are determined for every product on

the Generakubpage.

Step 1

In the Administration area in the main menu, selérbductsthen Products

Start Orders Customers Products Content/ Categories

Product
Welcome to the adminiC — )

¥ Promotional products

First steps: 2 of 12 tasks O » pew

Product types

Step 2

The table lists all products in your online shop. Select the product want to edit.

Step 3
You are now in the general details of the selected product and can edit them. Reb{jalds

are marked with a red.
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Product number and name, Visibility

1 Product number
Every one of the products in your shop must have a unique product number. The product
number is therefore required. It can consist of numbers, letters, spekaacters and
spaces.
UnderSettings >> Product setting®u can use the optioDisplay product numbers in
shopto determine whether product numbers are visible for your customers in the shop.
1 Product vsible in shop
Here you specify whether the produdiauld be displayed in the shop. Only visible
products are listed in the assigned categories and found via searchvidible products
can also be accessed directly via their URL but cannot be ordered.
1 Product name
Product names should bmeaningful.
1 Pagetitle
The page title appears in the title page of the browser. It also appears as a link text on the
result pages of search engines such as Google and is often used by external websites which link
to them. The page title should therefore contain keywordsaek match this product and your
online shop. Make sure that the page title is not too long. Experts in search engine
optimisation recommend that the title is no longer than 55 characters.

SelectEditto edit the page title. The number of characters uséll be displayed.

List price, order unit, tax class

9 List price

The list price is the standard price at which the produitt be sold in your online shop.

You can decide whether to enter gross or net prices here. To modify this setting, in the main
menu séect Settings thenTax calculatiorand thenTax mode] then use the optiorentry of
prices in administration section is done based and save your data.

9 Original price

The original price enables you to show your customers how the current selling pece of

product compares with a previous pric&/hat is the original price and how do | change it?

 Taxclass

Select the tax class that is correct for the product.
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1

Order unit

Select the order unit for the produat,.g. piece(s), kilogram(s) or days(s).

Detailed quantity and price information

)l

Price refers to

This is the quantity to which the list price applies.

Minimum order quantity

Enter the minimum number of units that must be ordered. The minimum order quastity i
automatically entered on the product page. If a customer attempts to place an order for a
quantity lower than this, a message will be displayed and the minimum order quantity will
override their entry.

Increment

You can use increments to define intenvialsorder quantities which will be based on the
minimum order quantity. Example: If the minimum order quantity is 10 and the increment
is 5, the product can only be ordered in lots of 10, 15, 20, 25 etc.

Reference unit

Reference units enable your customers to compare the price of different quantities of a

product more easilyWhat are reference units and how do | use them?

Daily price dependent

Here you specify whether the produis subject to frequent price fluctuations. If it is, a
message to this effect is displayed in your shop

Set deposit

Select whether a deposit is charged for the product and if yes, how high it should be.
Ecoparticipation

Ecoparticipation is a tax on ettrical and electronic products levied only in some
countries, e.g. France. This tax is displayed on the product page and added to the total

amount of the basket.
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Description

9 Description

f

This description is shown in the list view. It should be congiden@eaningful.

Long description

This description is shown on the product page. It should be as detailed as possible. Enter
here all of the product information including the most important key words for this
product. Remember that the product information dime product page can also be spread

across multipleabs.How do | display product information on tabs?

Keywords for search
Enter the keywords that match the product, separated by commas. When a customer
searches in your shop for one of the keywords, this product will be displayed.

Essential features

Here you have the option to mention important product features that must be mentioned for

legal reasons. In the final stage of the order process, this tetsdsdisplayed in addition to

the product name and manufacturer. The precondition for this is that ushew product

information in the Check & Order stefio be found undeiSettings >> Basket settings) Field

"Essential features'ls selected.

Purchasability

)l

alN] a abSgé

You can mark products in your online shop as "New". All products marked in this way will
then have the word "New" next to the product name throughout your shop.

For sale

Here you select whether or not the product is purchasable. Onlyhasiable products can
be ordered. Norpurchasable products are displayed in the shop but cannot be ordered.
The optionsfrom anduntil enable you to specify a period in which the product can be
purchased. Example: You want to sell a CD in your shop that is not released until 1st
August. Undefrom set the date to 1st August. Your customers can then view the product
page for the CD beforihis date but can only order it on 1st August or later.

Notification, if not available

The information you enter here whlle displayed on the product page if the product

cannot be purchased.
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Manufacturer

1 Manufacturer
Enter the name of the manufacturéWhen a customer searches in your shop for the name
of the manufacturer, this product will be displayed. If the filter search is enabled in your
shop, the search results can be filtered by manufacturer. The manufacturer is also
displayed in the last stepfthe order process.

1 Manufacturer product no.
Enter here the product number assigned by the manufacturer. It is not displayed in the
shop. When you order additional quantities of the product from your supplier, you can
look up the product number here.

1 Product code (e.g. EAN)
Product codes are standard product numbers such as the EAN number or the ISBN
number. The product code is not displayed in your shop. If however a customer searches in
your shop for the product code, this product will be displayed. ddue is also used by
associated third parties such as product portals, in order to clearly identify products.

1 Product data sheet
Upload the product data sheet here if the product is required by law to have a product
data sheet.

1 Energy label

Upload theenergy label here if the product is required by law to have an energy label.

Stock and delivery period

1 Stock level
The stock level indicates how many items of a product you still have in stock.
1 Minimum stock level
The minimum stock level is the value asubiich a product must be rerdered.
1 Delivery period
Enter here the number of days it will take for the customer to receive the product after

ordering. The delivery period is displayed together with product availability in the shop.
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Delivery details

1 Delivery weight
This records the weight of the product plus any packaging. If a customer selects a weight
dependent delivery method when ordering, the delivery weight is used to calculate the

delivery costs.

You can stipulate whether the delivery weightdisplayed in your shop. To do so, select
Settingsand thenProduct settings and use the optioisplay shipping weight in shop

1 Dimensions
Specify the dimensions of the producthis should include all packaging.

1 Possible delivery methods

Select herehie delivery methods by which the product can be delivered.

Attributes

1 Product type
Select the product types appropriate for the product.

1 Product attributes
The product attributes belonging to the product types are displayed here. If you have just
changedhe product type, you must first save the data before the correct attributes are

displayed.
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Product types and attributes

For example you may sell a variety of clothing, which falls into these types:

1 Trousers
1 Shirts
1 Shoes

When adding your products ydind that you actuallyvant to record and display more specific
information about these products and display this information on your shop:

1 Trousers: "Waist", "Leg"

1 Shirts: "Neck", "Chest", "Sleeves"

1 Shoes: "Size", "Eyes"
Focusing on Trousers, yoauldcreate a product type called "Trousers" and create extra
attributes called "Waist" and "LegWWhen you now create a product with a product type of

"Trousers" you will now have these extra fields available.
Creating a new product type

Step 1

In the Administration area in the main menu, seld@toductsand thenProduct types

Start Orders Customers Products Content/ Categories

| Products
Welcome to the admini

3 Promotional products

First steps: 2 of 12 tasks o » pNew

CF'deuct types )

Step 2
Enter an internal ID for the new product type and enter a descriptarae in theName
column.

& ProductClass Basic (contains common attributes)

& T-Shirt T-Shirt

C )
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Step 3
Saveyour data.The basic product type is how created. You caw ogeate attributes and edit

its settings.
General settings

Step 1

In the Administration area in the main menu, selébductsand thenProduct types

Start Orders Customers Products Content/ Categories

1 Products
Welcome to the admini

3% Promotional products

First steps: 2 of 12 tasks €O » New

Step 2
Select the ID of the product type you want to edit.

Step 3

SelectGeneral

Step 4
On the Generatettings page, you can modify thedbBd Name of the product type in the

various languages set in your shop.
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Layout settings

Step 1

In the Administration area in the main menu, selé&rbductsand thenProduct types

Start Orders Customers Products Content/ Categories

1 Products
Welcome to the admini

% Promotional products

First steps: 2 of 12 tasks co  » pew

Step 2
Select the ID of thproduct type you want to edit.

Step 3

SelectLayout

Step 4
You can specify how you want the product pages for this product type to look. Hover the
cursor over one of the options to have the name displayed. Select the desired layout options
and save your @a.
You can find more precise information on the options in the following table.

Layout Description

Product details Here you can specify how the product information, image and

description should be layed out.

Each option is represented by its icon.

Theold layout options are also available. However, these are no long
actively supported and therefore should not be used.

Variations Here you specify how product variations should be displayed. The

following options are available:
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Bundle

productions

Step 5

Savethe changes.
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1 List: The variations are displayed in a table. This is a suitable
layout if there are only a few variations that should be shown
text form.

1 Dropdown menu: The variations are displayed in a ddopvn
menu. This is a suitable layout for when there atetaf
variations.

1 Images: Each variation product is displayed with its own imag
This is a suitable layout if there are only a few variations that
should be shown with images. Please note that in this case y(
have to upload an image for each variati@ne column, Small
boxes).

Cover flow effect: This is a suitable layout if there are only a few
variations that should be shown with images. Please note that in this
case you have to upload an image for each variation (One column, S
boxes).

Here you specify how the individual products in a bundle should be
displayed for bundled products of this product type. The following
options are available:

1 Compact list: Products contained in the bundle are displayed
acompacted form.

1 Table Products contained in the bundle are displayed as a tat

List: Products contained in the bundle are displayed as a list.



Attributes of a product type

Step 1

In the Administration area in the main menu, selé&rbductsand thenProduct types

Start Orders Customers Products Content/ Categories

1 Products
Welcome to the admini

% Promotional products

First steps: 2 of 12 tasks co  » pew

Step 2

Select the ID of the product type whose attributes you want to edit.

Step 3
SelectAttributes.

Step 4
The table displays all attributes of this product type. If you would like to add a new attribute,
go to the bottom of theable, specify an ID, enter a name, select a type and save your data.

In this example we have already added the Waist and Leg attributes.

Start Orders Customers Products Content/ Categories Design  Marketing Apps & The

Product types + Trousers

General m Layout Customization

My CwnTab Own tab Language-dependent text
Waist Waist Integer
Leg Leg Integer

G ER—

The following attribute types are available:
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Type

Application

Example

Text All kinds of text: Names, addresses, Attribute "Author name" for

decriptions, etc. the product type "Book"
Language Similar to the "Text" type, but different | Attribute "Colour" for the
dependent text can be entered for each language ¢ product type "Sweater"
text your shop. ("red"/"rot")

Textwith value

selection

Similar to the "Text" type, but a series 0|
possible values are defined for this
attribute. For example, if you specify the
attributes of a new product of this
product type, you can select one of theg

values.

Attribute "Author name'for
the product type "Book", if
there is only a limited numbe

of authors.

Language
dependent

text with value

Similar to the "Text with value selection!
type, but different texts can be entered

for each language of your shop.

Attribute "Colour"for the
product type "Pullover", if

there is only a limited numbe

selection of colours.
Options There is a series of available options th{ Attribute "Music genre" for
you can define. You can select several { the product type "CDIf
these options at the same time. several music genres can be
selected ("Rock" and "Pop").
Language Similar to the "Option" type, but differen| Attribute "Genre" for the
dependent options can be entered for each langua( product type "Book" if severa
options of your shop. genres can é selected
("Crime" and "Humour").
Customer Only relevant for products for which you Attribute "Table decoration”
options use your shop software booking system| for the product type "Gala
You can use this to offer options for dinner" ("Flower
services the customer can select with th| arrangement”, "Christmas
respective booking. You can enter decoration”).
customised options for each language il
your shop.
Integer An integer without a decimal point. Attribute "Number of pages"

for the product type'Book".
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Decimal A number that is allowed to contain a | Attribute "Display size in cm"

number decimal point. for the product type
"Smartphone”.

Yes/No The options "Yes" and "No" are availabll Attribute "Charging device
included" for the product
type "Smartphone".

Currency Money sums. Attribute "Recommended

retail price".

Date and time

Combination of date and time.

Attribute "Date and time of
the event" for the product

type "Concert tickets".

dependent file

Date Date Attribute "Date of
publication" for the product
type "Book".

Time Time Attribute "Starting time" for
the product type "Musical
ticket".

File You can use this to upload a file for Attribute "MP3 listening

products. sample" for the product type
"Music CD".
Language Similar to the "Filetype, but a different | Attribute "Operator's manual

file can be uploaded for each language

your shop.

as PDF file" for the product
type "Coffee machine" if the
operator's manual is in

different languages.

Step 5

In the Visiblecolumn, specify which attributes should be visible on the product page.

They will be visible by default.

Cwn tab Language-dependent text

Waist Integer

Leg Integer

Text v
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Step 6
If you offer search filters in your shop, specify which attributes can be used as search filters in
the Search filtecolumn.

They will be sarchable by default.

My OwnTab Own tab Language-dependent text

Waist Waist Integer " 10

Leg Leg Integer rd 20
(4] Text v v 9999

Please note that only the following attribute types can be used for the filter search:
1 Text with value selection.

Languagealependent text with value selection .

Options.

Languagalependent options.

Integer.

Decimal number.

YesNo.

= =4 =4 -4 -8 -2

Step 7
Specify the order in which the visible attributes should be shown in your shop Battterder

column.

Step 8

Savethe changes.
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Step 9
If there are attributes with value selection for the selected product type, you now have to
enter the posible values for thig otherwise the attribute setup is finalised.

1. Select the product attribute

2. Clickvalue selectiorbutton

3. Give the value an ID

4. Define the value
For example, if you have added the attribute "Waist" for the product type "Trousgos",
cannow define individual values like 30, 32, 34, 36 etc. To do this, select the name of the

attribute you would like to edit.

Start Orders Customers Products Content/ Categories Design  Marketing

Product types +« Trousers + Waist

General Value selection

30inch 30 English 10
32inch 32 English 20
3inch 34 English 30
36inch 36 English 40
[+ English 9999

This only applies to the following types of attributes:
Text with value selection.
Languagelependent text with value seéion.
Options.

Languagelependent options.

= =4 -4 A -2

Customer options.

Step 10

Saveyour data.

Step 11

Specify the order in which the values should be shown irSime ordercolumn.
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Assigning a product type and edit the attributes

Step 1

In the Administrationarea in the main menu, seleBProductsand thenProducts

Start Orders Customers Products Content/ Categories

o Products
Welcome to the admini

3% Promotional products

First steps: 2 of 12 fasks co  » peow

Step 2

Select the product you want to assign.

Step 3

In the Attributessection at the bottom of the page select the desired product type.

Step 4

Savethe changes.

Step 5

The attributes of the desired product type are now available to you irAtitdoutessection.

Step 6

Once you have made any changgayeyour data.

Quick tip: To make attributes that have been taken over from the "Default” proc
type visible, delee them, or change their sort order, you have to open the "Defa
product type and perform the changes there.

As soon as variations for a product exist, the product type of this product ce
longer be changed.

A product type can only be deleted ifstmot assigned any products.
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eShop price lists

You can use price lists to specify special prices that apply for certain customer groups or
individual customers. With price lists you could offer:

1 Better prices for regular customers.

1 Price breaks for bulk buying.

1 Seasonal Sale.

Create a new price list

Step 1

In the Administration area in the main menu, selétibductsthen Price lists

Start Orders Customers Products Content/ Categories [

e | Products
Welcome to the admini

3% Promotional products

First steps: 2 of 12 tasks coyo, pal

Product types

[¥ Find a suitable theme C Frice lists )
v Search statistics
[# Specify your address
v Product ratings
O Edit theme details Import and export
The Quick Design feature ca Product settings

theme of the website to your-wwewes |

Step 2
Enter the new price list detalils:
1. Enter anlD.
2. Give it aName.
3. Specify &urrencyfor which the price list applies .
4

Define the window until the offer is valigsing theValid fromand Valid untilcolumns.
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Step 3

Savethe changes.

Exporting products to a file

You can import and export various types of data associated with youritgeldsis feature
is usefulfor moving data to between shops, or into ERP systems. It can also be used to take a

quick point in time snapshot of your shop data for backup.

Exporting all products

Step 1
Within the Administration area, seleBroductsfrom the main menu and thefmport and
export.

Start Orders Customers Products Content/ Categories

N Products
Welcome to the admini

3¢ Promotional products

First steps: 2 of 12 tasks coy =y pal

Product types

[+ Find a suitable theme Price lists
b 4 Search statistics
[+ Specify your address
v Product ratings
(0 Edit theme details ( Import and export )
The Quick Design feature ca Product settings

theme of the website to your-wwemwes: |
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Step 2

On this page you can specify the various export settings and then start the export process.
Take note of all the settings you select, as you'll need to enter them again both when editing
the file andwhen importing it.

We recommend not changing these.

Option Description

Object type Here you can determine what kind of data

you want to export.

Formatting Lets you specify countigpecific formatting

for the export file.

Encoding The encoding determinebly the character
set used. This will be set to the default
character set of the current language. If th¢
data to beexported contains special
characters, select the formatting Unicode
(UTF8).

Delimiter This determines what character is used to
separatethe data in the export file. You
should preferably use the comma (,) as a

delimiter.

Languages This will determine théanguagen which

the data will be exported.

Step 3
SelectExport

Step 4
The export process is launched. In certain cases thitagasome time.

Save the export file on your computer where you can then edit it.
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Exporting specific products

Step 1

In the Administration area in the main menu, selé@ductsand thenProducts.

Start Orders Customers Products Content/ Categories

. ( Products }
Welcome to the admini
3% Promotional products

First steps: 2 of 12 fasks co  » peow

Product types

Step 2
In the lefthand column select all of the prodts you want to export. Use the search function

if necessary to find specific orders.

[+

Add
v
m ' oo &  Pint Mug - custom
oooz > Mug - custom
Ny 00D @  Album
U i-(.o 0004 i ¥ Kitchen starter set
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Step 3

SelectExportand thenExport products

Start Orders Customers Products Content/ Categories Design Marketing Apps & Themes  Settir

Products

+) (e o= ® T & 9 m
Add Add to tray Assign Visibility Duplicate Export Mark "Mew" Delete
v v v v v

Export products... )

Export cross-selling. ..

Price lists / Export product discounts. ..

Step 4

On this page you can specify the various export settings and then start the export process.
Take note of allhe settings you select as you'll need to enter them again both when editing
the file and when importing it.

We recommend not changing these.

Selected objects 1 Product
Formatting English / United Kingdom v 0
Encoding Standard (1SO-8859-1) N i ]
Delimiter comma (.) r
Languages All ¥
Export Cancel
Step 5
SelecteExport
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Step 6
The export process is launched. Depending on the volume of data, this casotaketime.

Save the export file on your computer where you can then edit it.

O Important: During the export process, the data associated with your shop is
copied and not deleted. Your shop will therefore continue to be fully functic

after the export process.

Deleting products

Generally it is not recommended to delete products in your store as external links to the
deleted products will no longer function.

Instead, we recommend thatou should set these products to "Not for sale".

Step 1

In the Administration area in the main menu, selérbductsthen Products

Start Orders Customers Products Content/ Categories

Product
Welcome to the Eu:iminiC — )

¢ Promotional products

First steps: 2 of 12 tasks €O » New

Product types

Step 2

Select the product you want to discontinue.
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Step 3

Navigate down to th€urchasabilitysection and set th&or Sal@ption to No.

+ Purchasability

Mark as "Mew" Yes until ® No @

Forzale @ Yes from 0

until

Step 4
Go to theProduct number andame, Visibilitysection and set th@roduct visible in shop
option to No.

This way the product won't be shown to customers browsing your shop any more.

+ Product number and name, Visibility

Product number * 0001 0

Product visible in shop '® “r’eso

Step 5
Savethe changes.Additionally, you can use the product description of the product to link to
appropriate replacement products in your shop. You can also display alternative offers via the

crossselling function of your shop.
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Deleting a product

O Important: Deleting a product isreversible consider marking the product as

"Not for salé.

Step 1

In the Administration area in the main menu, selérbductsand thenProducts

Start Orders Customers Products Content/ Categories

Product
Welcome to the ai:iminiC — )

¢ Promotional products

First steps: 2 of 12 tasks €O » New

Product types

Step 2

Select the product that you want to delete in the Katand column of the table.

Step 3
SelectDelete
Delete
Step 4
A warning will appear confirming that you wishdelete the product(s)lt will also advise you

to consider the "Not for sale" option first.

If you are happy that the listed product(s) can be deleted, Bielete.
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@ Do you really want to delete these products?
If these products are deleted, their variation products may also be deleted.

g Does an alternative exist for these products?

Do not delete these products if there is an alternative for them in your range.
Instead, use a link in the description of these products to point to the
altemative and set the "For sale” setting to "MNo". Existing references to other
websites, index entries of search engines and browser bookmarks will then
remain valid for your customers.

“  Product number Name List price  Stock level

< e - 0001 Pint Mug - custom

The product hasow beenpermanentlydeleted.

Exporting product types

Step 1
Within the Administration area, seleBroductsfrom the main menu and thelimport and

export.

Start Orders Customers Products Content/ Categories

Welcome to the admini Froducts

3¢ Promotional products

First steps: 2 of 12 tasks cof g hE]

Product types

[¥ Find a suitable theme Price lists
. b 4
[¥ Specify your address
v Product ratings
O Edit theme details  ( import and export D)

The Quick Design feature ca Product settings
theme of the website to yourwwemwes-

Search statistics
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Step 2

On this page you can specify the various export settings and then start the export process.
Take note of all the settings you select as you'll need to ehtam again both when editing

the file and when importing it.

We recommend not changing these.

Option Description

Objecttype Here you can determine what kind of data you want to export.

Formatting  Lets you specify countigpecific formatting for the expofile.

Encoding The encoding determined by the character set used. This will be set to t
default character set of the current language. If the data tekported
contains special characters, select the formatting Unicode-@)TF

Delimiter This detemines what character is used to separate the data in the expor
file. You should preferably use the comma (,) as a delimiter.

Languages This will determine théanguagédn which the data will be exported.

Step 3
Change thebject Typé¢o Product types

Step 4
ChooseExport

Step 5
The export process is launched. Depending on the volume of data, this can take some time.

Save the export file on your computer where you can then edit it.

O Important: Deleting a product igreversible, consider markinghe product as

"Not for salé&.
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Exporting price lists and discounts

Step 1
Within the Administration area, seleBroductsfrom the main menu and theimport and
export.

Start Orders Customers Products Content/ Categories

N Products
Welcome to the admini

3¢ Promotional products

First steps: 2 of 12 tasks coy =T pal

Product types

[% Find a suitable theme Price lists

Search statistics
[ Specify your address
Product ratings

(O Edit theme details Gmpnrt and export )

The Quick Design feature ca Product settings
theme of the website to your-wwemwes: |

Step 2

On this page you can specify the various export settings and thentstagixport process.

Take note of all the settings you select as you'll need to enter them again both when editing
the file and when importing it.

We recommend not changing these.

Option Description

Object type | Here you can determine what kind of data ywant to export.

Formatting | Lets you specify countigpecific formatting for the export file.

Encoding The encoding determined by the character set used. This will be setto t
default character set of the current language. If the data tekported

contains special characters, select the formatting Unicode -@Q)TF

Delimiter This determines what character is used to separate the data in the expg

file. You should preferably use the comma (,) as a delimiter.

Languages | This will determine théanguayein which the data will be exported.
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Step 3
Change thébject Typé¢o Crossselling

Step 4
ChooseExport

Step 5
The export process is launched. Depending on the volume of data, this can take some time.

Save the export file on your computer where y@ndthen edit it.

o Important: Deleting a product isreversible, consider marking the product as

"Not for salé.

Exporting cross-selling assignments

Step 1
Within the Administration area, seleBroductsfrom the main menu and thelimport and
export.

Start Orders Customers Products Content/ Categories

o Products
Welcome to the admini

3t Promotional products

First steps: 2 of 12 tasks co gy nal

Product types

[¥ Find a suitable theme Price lists
A& Search statistics
[+ Specify your address
v Product ratings
O Edit theme details C Import and export )
The Quick Design feature ca Product settings

theme of the website to your-wwerwes |
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Step 2

On this page you can specify the various export settings and then start the export process.
Take note of all the settings you select as you'll need to enter them again both when editing
the file and when importing it.

We recommend not changirtpese.

Option Description

Object type | Here you can determine what kind of data you want to export.

Formatting | Lets you specify countigpecific formatting for the export file.

Encoding The encoding determined by the character set used. This will be se¢
default character set of the current language. If the data tekported

contains special characters, select the formatting Unicode-@)TF

Delimiter This determines what character is used to separate the data in the expg

file. You should preirably use the comma (,) as a delimiter.

Languages | This will determine théanguagedn which the data will be exported.

Step 3
Change thebject Typé¢o Crossselling

Step 4
ChooseExport

Step 5
The export process is launched. Depending on the volundataf this can take some time.

Save the export file on your computer where you can then edit it.

O Important: Deleting a product igreversible, consider marking the product as

"Not for salé.
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Exporting category-product assignments

Step 1
Within the Administration area, seleBroductsfrom the main menu and theimport and
export.

Start Orders Customers Products Content/ Categories

N Products
Welcome to the admini

¥ Promotional products

First steps: 2 of 12 tasks coy =y pal

Product types

(% Find a suitable theme Price lists

Search statistics
[+ Specify your address
Product ratings

(O Edit theme details Gmpnrt and export )

The Quick Design feature ca Product settings
theme of the website to your-wwemwes: |

Step 2

On this page you can specify the various export settings and then start the export process.
Take note of all the settings you select as you'll neechterethem again both when editing
the file and when importing it.

We recommend not changing these.

Option Description

Object type | Here you can determine what kind of data you want to export.

Formatting | Lets you specify countigpecific formatting for theexport file.

Encoding The encoding determined by the character set used. This will be setto t
default character set of the current language. If the data tekported

contains special characters, select the formatting Unicode -@Q)TF

Delimiter Thisdetermines what character is used to separate the data in the expof

file. You should preferably use the comma (,) as a delimiter.

Languages | This will determine théanguagédn which the data will be exported.
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Step 3
Change thébject Typé¢o Category poduct assignment

Step 4
ChooseExport

Step 5
The export process is launched. Depending on the volume of data, this can take some time.

Save the export file on your computer where you can then edit it.

o Important: Deleting a product igreversible, consider marking the product as

"Not for salé&.

Content

Supporting multiple languages

If you offer your website in multiple languages, you should enter the content in all these
languages.This can includaaformation on the home page, product names grdduct
descriptions. If you opt to provide an alternative language and do not add translated
information, no text will be displayed at the relevant places for these languages.
Whenever it is possible to enter texts in different languages, one languéeisa fieldand

one or more translation fieldwill be displayed:

Trans|ation i

Title f

Home page

Page title @

Label in menu

Categories

Design your home page using texts and pictures. Replace the sample graphics
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In the language selection field, select the language in which you wish to edit the text, enter the

text into the translation fields and then save your data.

O Important: Always entedate and time information and currencies in the format
the language that is set for the administration area. On your website
information will then automatically appear in the appropriate format for t

language selected by the visitor.

Editing your contact information

Step 1

In the main menu select Content/Categories and then Datasheet view

(C:ontent: C:ategories) Booking system

Content preview

( Datasheet view )

Mew

T
L

b Leqgal texts
! File manager

Import and export

Step 2

In the table, select the pagéontact information

G-:nta-:: in"-:rn*a‘.i-@

g| Terms and Conditions

g| Privacy policy

g| Right of withdrawal
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Step 3

Enter your new contact information in the form provided and cBeleto save the changes.

0 Important: In many countries, websites are required by law to provide con
information. You must ensure that your contact information complies with curi

laws. Help is available fromusted Shops .

Editing your terms and conditions

Step 1

From the home page of the administration area, in the main menu s€lentent/Categories

and thenDatasheet view

G:ontent-‘(:ategories) Booking system

Content preview

( Datasheet view )

Mew

b Legal texts
! File manager

Import and export

Step 2

In the table, selecTerms and Conditions

B Contactinformation

Terms and -::-:un-:liti-:mD

)

g| Privacy policy

g| Right of withdrawal
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Step 3

In the Textfield enter your Terms and Conditions.

Step 4

Click theSavebutton to save the changes.

o Important: You must ensure that the Terms and Conditions are in accordance

current laws. Help is available fromrusted Shops .

Editing your privacy information

Step 1

From the main menu sele@ontent/Categoriesand thenDatasheet view

(Content-‘tategories) Booking system

Content preview

C Datasheet view )

Mew

b Legal texts
! File manager

Import and export

Step 2

In the table, selecPrivacy policy

B —ontact information

g| Terms and Conditions

&Griu-‘a-:}- policy )

g| Right of withdrawal
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Step 3

UnderLong descriptiorchange the text of your privacy policy.

Step 4

Click theSavebutton to save your changes.

O Important: You must ensure that the Terms and Conditions are in accordance

current laws. Help is available fromrusted Shops .

Creating a table of contents

You can easily create a table of contents for a page of your website. If someone clicks on one
of the headlines in the table of contents, they jump to the paragraph in question. For instance,
you can use this on your page on withdrawal making it easier for customers to find the

information which is relevant to them

Step 1
In the administration area in the main menu, sel€cntent / Categoriesand thenContent

preview.

(E:-:nntent [ C:ategories)

Content preview

( Datasheet view )

Mew

F Legal texts
! File manager

Import and export
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Step 2

In the pagettee on the left, select the page you want to edit.

Pages 1+
| 4% Home page

i Contact information

5| Terms and Conditions

5| Privacy policy

5| Right of withdrawal

= Contact )

a Main category 1

Step 3

You will see an editable preview of the selected page. Add a title for your table of contents.

((ontents)

Section 1

Section 2|

Step 4
Highlight theheading of the section of your page that you want to add into your table of

contents.

Section )

Lorem ipsum dolor sit amet, consectetur adipis
Interdum et malesuada fames ac ante ipsum [
montes, nascetur ridiculus mus. Vivamus rhon
in libero a nibh auctor vulputate. Pragsent rutn
dictum auctor libero vel tincidunt. Fusce sed ip
torquent per conubia nostra, per inceptos hime
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Step 5

With the heading still highlighted, click tlamchoricon in the toolbar.

ystem Design  Marketing Apps & Themes

km 2o

App |m399@ 0

Step 6

In the box that appears, enter a name for your anchor and €li€k

Anchor Properties x

Anchor Name

(section: )

@ Cancel

Step 7

Under the table of contents, create a heading for the section youcjestted an anchor for

and highlight it.

Contents

Section 2
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Step 8
With your heading still highlighted, click thekicon in the toolbar

g m O
+ = Q

App Image

Step 9
ClickAnchorson the left side and from under th&nchors on this paggropdown menu select

your anchor.

Link text Section 1

Anchors on this page | sectioni Y
Pages

(Select entry)
File manager soctiont___)

Additional links

External website

Step 10
Once doneclickApply. Repeat steps-40 for each additional section you want to add into

your table of contents.

Step 11

Once you are happy with your table of content, clawvein the toolbar to save the changes.
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Adding a video to a page

You can easily add &ds from video portals such as YouTube to the pagegour eShop.

Step 1

In the administration area in the main menu, sel€cntent/Categoriesand thenContent

preview.

(C-;:untent / Categories) Booking syste
;( Content preview )

I Datasheet view

!

Step 2

From the page tree on the left, select the subpage of your website thatwamt to edit.

Pages 14
| % Home page

B Contact information

| Terms and Conditions

5| Privacy policy

5| Right of withdrawal

{ - B Contact )

aw Main category 1

Step 3

Select the area of the page where you want to add the video.

Step 4

In the multifunction bar, seledpp.

=22

=
Q

Image

I 3
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Step 5

Select Vided Youtube & Co.

'lo Cal o'l

Video - Youtube & Co Content Slider

Step 6
In theVideo addresfield, add the address of the video.

In the browser, access the desired video and copy the entire link from
the address line. Enter this link into the "Video address” field.

Supported video portals: YouTube, MyVideo, Vimeo, Dailymotion,
Wideo fr, Metacafe

Video address
@tps:ﬂw.youtube.ccrmfwatch?a-':GRxcrfEmoEHA ) o

Width 560 px

Height 315 px

Step 7
Use theWidth andHeightfields to define the size the video is displayed in.

In the browser, access the desired video and copy the entire link from
the address line. Enter this link into the "Video address” field.

Supported video portals: YouTube, MyVideo, Vimeo, Dailymotion,
Wideo.fr, Metacafe

Video address
https:/fwww youtube com/watch?v=GRxofEmo3HA o

idth | 560 pX

Height 315 px
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Step 8
Once done clickpply and then, from the toolbar clicRave The video is now displayed will

now be displayed on your page.

Allowing customers to use different currencies

Step 1

Fromthe main menu, seledContent/Categoriesand thenContent preview

(Content f Categories) Booking syste
;( Content preview )

I Datasheet view

!

Step 2

In the administration area in the main menu, selBasignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes

Step 3

Click the plus sigto insert the page element in the area of your choice.

Privacy policy Contact information @
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Step 4

In Topic areaselect the linkCountry and currency selection

Topic area

+« Categories and products

« |nformation pages

+« Shopping basket and order

« Customers and signin

* @DLII'I[F}- and currency sele-:tiDD

« Payment
Step 5
On the right, select the optioBelect currencies from lisir Select currencies using icoasd
clickinsert

f— Select currencies from list N

- Select currencies using icons
T
- J/
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Step 61 Select currencies from list only
If you selected the optioSelect currencies from lisdefine how you would like the list to look

using the provided tools.

Header
1 Font colour [ (Mot set
2 Background image Select file
Box
3 Font colour [ (Mot set
4 Link [ (Not set
5 Highlight [d (ot set
6 Background image Select file

7 Background color [ (Not set

Change the font colour of the text in theading.
Choose a background image for the heading.
Choose the font colour of the téin the box.
Choose what colours links should be in the box.

Choose a highlight colour for the text in the box.

o gk~ wbdPE

Choose a background image fhe box.
7. Choose a background colour for the box.

Once you have finished customising your list, cipkly.

Step 7
The currency selection tool will now be added to the preview of your page. You can use the

Align Elementgon to adjust the position.

::::::lmlarl'inn
£ (Pound Sterling)
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Step 8

ClickSavein the toolbar to save the changes.

Allowing customers to use different languages

Step 1

Fromthe main menu, seleddesignand thenAdvanced design

Marketing Apps & Themes

Cluick design

Advanced design

My themes

Step 2

Click the plus sigto insert a page element in the area of your choice.

Privacy policy Contact information @

Step 3

On the left belowT opic areaselect the linkCountry and currency selection

Topic area

+« Categories and products

« |nformation pages

+« Shopping basket and order

+* Customers and signin

* @nuntr}- and currency 5e|e-:tinD

« Payment
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Step 4

On the right, select the optioBelect country from lisbr Select country using flagand select

Insert.

f‘/—— Select country from list 1\

_

- Select country using flags

- S

Step 51 Select country from list only

If you choose th@ption Select country from listdefine how you would like the list to look

using the proved tools.

Header
1 Font colour [ (Not set
2 Background image Select file
Box
3 Font colour [ (Mot set
4 Link [ (Not set
B Highlight [d (Not set
6 Background image Select file

7 Background color [ (Not set

Change the font colour of the text in theading.
Choose a background image for the heading.
Choose the font colour of the text in the box.
Choose what colours links should be in the box.

Choose a highlight colour for the text in the box.

o gk~ 0w DN PE

Choose a background image the box.
7. Choose a background colour for the box.

Once you have finished customising your list, chpgly.
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Step 6
The currency selection tool will now be added to the preview of your page. You can use the

Align Elementgcon to adjust the position.

“calartinn
£ (Pound Sterling)

Step 7

ClickSavein the toolbar to save the changes.

Editing your right of withdrawal page

Step 1
From the home page of the administration area, select in the main niamient/Categories

and thenDatasheet view

G:or]tent ! C:ategories) Booking system

Content preview

( Datasheetview )

Mew

¥ Legal texts
! File manager

Import and export

Step 2

Inthe table, selecRight of withdrawal

B Contact information
g| Terms and Conditions

g| Privacy probably

G Right of -.'.-i'.h-:lra-.'.-aD

Pagel93



Step 3

UnderLong descriptioralter the text how you want.

Step 4

Click theSavebutton to save your changes.

O Important: You must ensure that the Terms and Conditions are in accordance

current laws. Help is available fromrusted Shops .

Adding a sitemap

Step 1

In the Administration area in the main menu, seléntent/Categorieand thenNew.
Content / Categories Booking system

& Content preview

Datasheet view

C )

b Legal texts

File manager

Import and export

Step 2
UnderType select the optiorSitemap

Type Image gallery -
Link
Promotional products
Gitemap P
Business hours
Terms and Conditions
Right of withdrawal

Frivacy policy
Contactinformation

Mame* itemap
Visible () Yes (@ Mo
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Step 3
If you want to, specify another nanie the Namefield. Leave thé/isibleoption set toNo for

now as this will allow you to edit the sitemap before visitors can see your website.

Type Image gallery -
Link
Fromotional products
Sitemap
Business hours
Terms and Conditions
Right of withdrawal
FPrivacy policy
Contactinformation

Mame*
Visible

Once finished, clickasert

Step 4
Using theMove pagebuttons, move your newly creategitemappage up and down the page

tree until it is situated in the locatioypou want it.

.# 'O m Move page

Mew Visibility Delete page f

Step 5
In the multifunction bar, selecsitemapto choose whether the sitemap is displayed iblack

viewor tree view

g
[hsi]

The first three levels of your page hierarchy are displayed in the block view, and the first four

in the tree view.
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Step 6
In the Preview you can edit the page as you want to, once you have finished editing your page,

selectVisibility in the multifunction bar.

‘# & m Move page
MNew \ Visibility/ Delete page f ‘

Step 7
ForVisibleselect the optionYes if you want the sitemap to be available in your site menu

selectYesfor Visible in the menu
Visible @ ve)O No @
Visible in the menu @ Yes)O No @
Permit display far All users ¥

Apply Cancel

Quick tip:You can also limit visibility to certain visitors using Begmit display for

dropdown menu.

Step 8
Once done click thApply button and then click thé&avebutton in the toolbar to save your

changes.
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Changing the Adisplay bask:

Step 1

In the main menu, sele@ettingsand thenBasket settings

General Settings
User management
Tax calculation
Delivery

Fayment

Country Settings
E-mail events
FProduct settings
Search settings

( Basket settings )

Crder document settings

Step 2
Click theTextsbutton at the top of the page.

Basket and order settings

Basket Registration

Step 3
UnderText for action "Display baskethter the text to be displayed.
English

Text for action "Add to basket”
Add to basket

Text for action "Display basket”

@]spllay.r hasket )
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Step 4
Click theSavebutton to save the changes.

The text next to the basket page element has now been changed.

Displaying business hours

Step 1

Fromthe main menu, seleddesignand thenAdvanced design

Marketing Apps & Themes

Quick design

Advanced design

My themes

Step 2

Click thePlusicon in the page area where youant your business hours to appear.

Privacy policy Contact information @

Step 3

On the left belowT opic areaselect the linkMore page elements
Topic area

« Categories and products

« Information pages

« Shopping basket and order

« Customers and sign in

« Country and currency selection
« Payment

« Product portals

« Cerificates and ratings

(M::-re page element@

Pagel98



Step 4

On the right, seledBusiness hourand clicknsert

D Contactinformation
[D Business hours

' Page title

g This page element shows the page fitle of the cur
connected with search engine optimisation, you &

page element at the end of your website.

Step 5

Choose how you would like thHgusiness Hourdement to look using thessettings:

Header
1 FuntcnluurD (Mot set)
2 Background image

Select file

Box
Font cnlnur|:| (Mot set)
3 Link|:| (Mot set)
Highlight [ (Notset)
4 Background image

Select file

5 Background color [_d (Notset)

Apply Cancel
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Choose the colour of the font for the text in the heading.
Choose the background image for the heading.
Choose the colour for the text, link and highlights.

Choose the background image for the box.

a r w0 bnhPRE

Choose a background colour for thex.

Step 6
Your business hours will now be displayed in the previgau can use thAlign Elementscon

to position the element how you want to.

OWA®E,

Step 7

Once you are finished, click ti@avebutton in the toolbar to save your changes.
Displaying business hours on a dedicated page

Step 1

Inthe main menu, seledContent/Categoriesand thenNew.
Content / Categories Booking system

’ Content preview

Datasheet view

C )

b Legal texts

File manager

Import and export
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Step 2

UnderType select the optiorBusiness hours

Type Page / Category
Content page
Form
Image gallery
Link
Promotional products
Sitemap

(Business hours D)

Terms and Conditions -

—

# '
Mame Business hours
Visible Yes W Mo

Step 3
If you want to, specify another nanie the Namefield. Leave thé/isibleoption set toNo for

now as this will allow you to edit theusiness hours padwefore visitors can see your website.

Type Page / Category
Content page
Form
Image gallery
Link
Promotional products
Sitemap
Business hours
Terms and Conditions -

i v
Mame @usmess hours )

Visible Yes (@ MNo)

Once done click thinsert button.
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Step 4
Using theMove pagebuttons, move your newly createBlusiness Houggage up and down the

page tree until is situated in the location you want it.

‘ﬁ 'O M Move page

Mew Visibility Delete page t

Step 5
In the multifunction bar seledusiness hourto choose whether the times are displayed in a

table or as an image.

Business hours

Step 6
In the Preview you can edit the page how you want it. Once you have fingstitoy your

page select th&isibility icon from the toolbar.

‘# @ M Move page
MNew \ Visibility/ Delete page t ‘
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Step 7
ForVisibleselect the optionYes if you want theBusiness hourgageto be available in your

site menu selecYesfor Visible in the menu

Visible @ ve) O No @
Visible in the menu @ ey No @

Permit display far All users ¥

Apply Cancel

Quick tip:You can also limit visibility to certain visitors using Begmit display for

dropdown menu.

Step 8

Once done, clickpply and then click th&avebutton in the toolbar to save your changes.

Adding an RSS feed

Step 1
In the Administration area in the main menu, seléxntent/Categoriesand thenContent

preview.

Gicuntent | Catego |'ies) Booking syste
;( Content preview )

I Datasheet view

!
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Step 2

From the page tree on the left, select the subpage of your website that you want to edit.

Pages 14
| 4% Home page
B Contact information
5| Terms and Conditions
5| Privacy policy
5| Right of withdrawal
C B Contact )
a Main category 1
W Main category 2
W Main category 3
¥ Promotional products

Step 3

Select the area of the page where you want to #uel RSS feed.

Step 4

In the multifunction bar, seledpp.

B
Q

=

Image

I -3

Step 5
Click theRSS feedton.

o)

RSS feed Map
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Step 6

Enter the settings for your RSS feed:

f
f
f

f
f
f

URL of the RSS feeHnteraddress of the RSS feed you want to use.

Entries Choose how many entries you wantitelude from the RSS feed.

Abbreviate text Choose if you want to abbreviate the text that is displayed from the
RSS feed.

Only headlines Choose if you only want to display the headlines from the RSS feed.
Only images Choose if you only want to diggi the images in the RSS feed.

Layout Select the layout of your RSS feed.

URL of the R85 feed

http: /!

Entrie

newsrss. bbe.co.uk/rss/newsonline_uk_edition/uk/r 0

s 10

¥| Abbreviate text

#| Onl
#| Dis

Layou

Step 7
Click th

Step 8
Click th

y headlines
play images

t Basic r

eApply button.

eSavebutton to save the changes.

News from the RSS feed are now displayed on this subpage of your website.
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Adding a map

You cardisplay a Google or Bing map of your physical store location on your website.

Step 1

Fromthe main menu, seledContent/Categoriesand thenContent preview

(Content f Categories) Booking syste
;( Content preview )

] Datasheet view

]
i Mew

b Legal texts

Step 2

Select thepage that you want to edit from the page tree on the left.

Pages 14
| % Home page

i Contact information

5| Terms and Conditions

z| Privacy policy

5| Right of withdrawal
{ B Contact )

a Main category 1
‘W Main category 2

Step 3

Select thearea of the page where you want to add a map.

Step 4

In toolbar,click theAppicon.

=z

5
& O

Image

I 3
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Step 5
Click theMap icon.

fa

Map Translation

Step 6

Select a map service, such@sogle Maps.

Step 7
Enter the settings for your map.

In the preview, you can use the "Move" function to specify the
section to be displayed after the map has loaded.

1 Address 1 Farm Lane, GL11AB Gloucester
2 Title Ralph's Farm Shop, 1 Farm Lane, GL11AB Gloucest
3 Height 300 px

Width 500 px

4 Control elements

5 Fix map view

1. Enter the address that you want your mapdisplay the location of.
2. Enter a title for your map.

3. Set theHeightand Width of your map in pixels.

4. Tick this box if you want to map to include controls.

5. Tick this box if you want to fix the map to the current view.
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Step 8
Once you have your mapufigured, clickApply. Then click thé&avebutton in the toolbar to
save your changes.

The map is now displayed on your website on the desired page.

Changing the nAdd to bask

Step 1

Fromthe main menu, selec®ettingsand thenBasketsettings

General Settings
ser management
Tax calculation
Delivery

Fayment

Country Settings
E-mail events
Product settings
Search settings

( Basket settings )

Crder document settings

Step 2
Click theTextsbutton at the top of the page.

Basket and order settings

Basket Registration
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Step 3

Under Text for actiotAdd to basket,' enter the new text.

Basket Registration

English
Text for action "Add to basket”

(Add to basket D)

Text for action "Display basket”
Display basket

Step 4

Click theSavebutton at the bottom. YouAdd to baskebutton will now show your new text.

Editing the maintenance message

Step 1

Fromthe main menu, sele@®ettingsand thenGeneral settings

C General Settings )

User management

Tax calculation
Delivery

Payment

Step 2

Next, clickStatus

FPage cache Utilisation
Presentation Advanced settings
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Step 3
Enter the text that you want to have displayed when your website is closed MW dixsite
closed messagext area.

Website closed message

Format - || Font - || size - . B I U A | = = E:

Brief technical interruption
Our website is unfortunately closed at the moment. We will be back to serve you soon.

Thank you for your patience.

Step 4
Click theSavebutton to save your changes. When yset your website to be closed, your

message will be displayed.

Creating pages and categories

.2dz Oy Slraiafe FRR LI} 3ISaszx adzOK | a a! o2dz
G¢ SOKy 2f 238 ¢GaglditoydupeBidp I Y R

Step 1

In the Content / Categoriesienu, clickContent preview

Gioment f Cﬁtegories) Booking syste
;C Content preview )

] Datasheet view

]
i Mew
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Step 2
Select where the new page/category should be created in the page browser on tieuheft

side.

Pages [14]
I 4% Home page
i Contact information
2| Terms and Conditions
5| Privacy policy
5| Right of withdrawal
B Contact )
aw Main category 1
W Main category 2
W Main category 3

Step 3
ClickNew in the toolbar at the top.

(O m Move page
Visibility Delete page f ‘

ili
SEO: ™ 48%

Step 4

SelectPage / Categorpnd enter a name for the new page/category. Leave\sibleoption

onNo= &2 82dz Oy SRAG GKS LI 3ISkOFGS3I2NE FTANRG 68T

Type @age I Category )
COMENT page
Form
Image gallery
Link
Promotional products
Sitemanp
Business hours
Terms and Conditions -

MName* |I".-1y new page
Visible

) Yes (@ Mo

e
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Step 5

Once done, clicknsert.

Step 6
Use theMove pagebuttons in the toolbar to move your new page/category to where you

want it in the page tree.

.ﬁ & m Move page

Mew Visibility Delete page f

Step 7
Enter the content on to your page/category. Once you have your content, you can experiment
with the various layout options to find one that suits youreds.

Sort order Texts Sub-pages  Products

W [

o S

- - - -

Sort order:Select the order that text, products and sphges should be displayed.
Texts:Choose how texts should align in relation to images, videos etc.

Subpages Select how many columns sphges should be displayed in.

= =4 =4 -A

Products Choose howou want to display products.

Step 8
ClickVisibility in the toolbar,change theVisibilityoption to Yesand clickApply.

‘# @ m Move page
MNew \ Visibility/ Delete page f ‘
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Adding a Right of Withdrawal notice

The European Consumer Rights Directive may make it necessary that you link to your Right of
Withdrawal form on every page of your online shop.
In the followingguide we assume that you have inserted the withdrawal form on your page

covering withdrawal and already created a table of contents for this page.

Step 1
Open your online shop ia browserand navigate to the page containing your withdrawal

form. Copy the full address to your withdrawal form from the browser.

Step 2
Log in to youadministration area and from the main menu, selBasignand thenQuick

design

Marketing Apps & Themes
( Cick design )

Advanced design

Iy themes

Step 3

Click the plus icom the area of the page where you want to add your withdrawal form.

Privacy policy Contact information @
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Step 4

ClickUserdefined page elements

Topic area

+« Categories and products

+ Information pages

+« Shopping basket and order

+« Customers and sign in

« Couniry and currency selection
« Payment

+« Product portals

+ Cerificates and ratings

+ More page elements

(-: User-defined page element@

Step 5

On the right, select the optiohinkand clickinsert.

ey Text (HTML)

Text with heading (box with HTML)

& Link

Step 6

UnderLink destinatiorselect the optiorExternal

Edit page element

Link destination 0 Intemal (e External @)
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Step 7

Enter a name for your link in tHéameboxand the URL of your withdrawal form in the

MName @ithdrawal Form )

Link Gtt p{fwww ralphsfarmshop. com/withdrawal. ht@ ")

Step 8
Click theApply button to save your changes. The link to your withdrawal form will now be

displayed oreach page of your eSheyebsite.

Exporting content, categories and pages

Export all content, categories and pages

Step 1

Fromthe mainmenu selecContent / Categoriesand thenlmport and Export

@ontem / C:ategoriea Booking system

Content preview
Datasheet view
Mew

b Legal texts

File manager

Gmpurt and expurt)
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Step 2
On this page you can make all settings for export and then start expoftfing.have the
following options:
Object Type Content/ Categories / Pages v
Formatting English / United Kingdom r

Encoding Standard (I50-8859-1) r
Delimiter comma () r

Languages All r

Object Type Choose what data you want to export.
Formatting Choose the countrgpecific format you would like to use.
Encoding Choose the type of encoding to use.

Delimiter: Choose what character to use as a delimiter.

= =4 -4 -4 -8

LanguagesSelectwhat languages to include in your export.

O Important: Make a noteof thesesettingsas you will need to specify these agse

when editing the file and importing again.

Step 3
Click theExportbutton, the process will start and may take a while. Odoge, save the

export file to your computer.
Export certain content, categories and pages

Step 1

From themain menu selecContent / Categoriesand clickDatasheetview.

(E:ontent 'C:ategoriEED Booking system

Content preview

( Datasheet view )

Mew
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Step 2

Select all the pages / categories that you want to export.

Contact information
&| Terms and Conditions
* g| Privacy probably
r %| Right of withdrawal
o Q Contact

‘B Wain category 1 3

Step 3
Clickthe Exporticon at the top.

[ ==

i [ m

Move Duplicate Expart Delete
Step 4

Select your export options:
Selected objects J Pages |/ Categories
Formatting English / United Kingdom v

Encoding Standard (150-8859-1) T

Delimiter comma () v

Languages All v

Formatting Choose the countrgpecific format you would like to use.
Encoding Choose the type of encoding to use.

Delimiter: Choose what character to use as a delimiter.

= =4 = -2

LanguagesSeéct what languages to include in your export.

Step 5
Click theExportbutton, the process will start and may take a while. Once done, save the

export file to your computer.
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Payments

Setting up payment methods

Step 1

Fromthe main menu, selec®ettingsand thenPayment

General Settings
ser management
Tax calculation
Delivery

Country Settings

Once you are in thPaymentSettingsarea follow one of the following sections of this guide:

1 Internal payment methods
1 External payment methods

1 Adding new payment methods

Internal payment Methods

The most important internal payment methods such as advance payment and payment by

invoice have been pre configured for your shop.

Step 1

To edit one of these methds, click on its name.

System standard Faymentin advance
System standard nvoice

System standard

System standard Cash

| System standard Direct debit authorisation
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Step 2

Make any changes that you want to apply to the payment settings.

1 Internal 1D * Cash
Type Free
2 Visible ® Yes ) No
3Defaultselec1inn Yes ® No
4 Availability restriction Minimum order value o Maximum order value o
£ £
5 Discount or fee Without T

ﬁ Allow usage for the following billing addresses  All countries ofthe shop »
Limits using regions are not available in this shop type

Internal ID Set an ID for your payment method.
Visible Choose if this method should be visible.

Default selection Choose if this method should be sstdefault.

0N PP

Availability restrictiort Set a minimum or maximum order value that the method is
available for.

Discount or fee Choose if this method should have a discount.

o

6. Name in shop Set the name of this method to be displayed in your shop.

Quick tip: Using theCustomer groupdab, you can also specify which groups

customers camse the selected payment method

General Customer groups

All customers can use this payment method

© |(Selectentry) v |
(Select entry)
New customer

Save Regular customer ‘
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External payment Methods

External payment methods use services from a tipiatty providers such as PayPal or Skrill.

Seveal third-party providers have been set up and simply need completing.

O Important: You have to register with the payment provider first before you can
up that payment method in your shop. Some providers may also take coiomi

to handle thetransactions.

Step 1
Next to the payment method that you want to set up click @emplete itlink.

P PayPal PayPal Express Checkout /\ Complete it
Skerill Skrill AyCo

2 PayPal PayPal Pro /% Complete it
SOFORT AG SOFORT Banking £ Complete it

)] WorldPay WorldPay /% Complete it

Step 2
If you want to, you can edit the name of the payment in Neme in shogolumn.

M Amazon Payments ¥ @mazun Payments ) 9999
Step 3

You can also change the order that the payment method will appear to customers by changing

the number in theSort ordercolumn. The lowest number will be displayed first.

1 Amazon Payments v Amazon Payments 9999

Step 4
Click theSavebutton to save your changesgpeat the steps in the last section to

complete the setup of your new payment method.
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Adding new payment methods

Step 1

Select a new payment method from tiselect entryist and click thélusicon.
SagePay SagePay /% Complete it

ExperCash ExperCash /% Complete it

@ GSeIect entry) D

Step 2
If you want to, you can edit the name of the payment in Neme in shogolumn.

[  Amazon Payments v @maznn Payments ) 9999
Step 3

You can also change the order that the payment method will appear to customers by changing

the number in theSort ordercolumn. The lowest number will be displayed first.
| Amazon Payments v Amazon Payments 9995

Step 4
Click theSavebutton to save your changesepeat the steps in the last section to

complete the setup of your new payment method.
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Editing payment methods

If you need to change a payment method's settings or if you want to test agraymethod in

your eShopvebsite, you can do this via the administration area.

Step 1

Fromthe main menu, sele@®ettingsand thenPayment

General Settings
User management
Tax calculation
Delivery

Country Settings

Once you are in thPaymentSettingsarea follow one of the following sections of this guide:

Step 2
In the table you can see all the payment methods already created in your €lick.on the

name ofthe payment method you want to edit.

=1 System standard Faymentin advance
= System standard nvoice

= System standard

= System standard

=1 System standard Direct debit authorisation
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Step 3
On this page you make the generattigs for the payment method. Make any changes that
you need to. These settings will vary on the payment method being edited. Below is an

example of the general settings for tlkashmethod.

1 internal D * Cash
Type Free
2 Visible ® Yes ) No
3 Default selection Yes ® No
4 Availability restriction Minimum order value ) Maximum order value @
5 Discount or fee Without T

ﬁ Allow usage for the following billing addresses  All countries ofthe shop

Bqalons are not avalaola in tnis shot ne

1. Internal ID Set an ID for your payment method.

2. Visible Chmse if this method should be visible.

3. Default selection Choose if this method should be set as default.

4. Availability restrictiont Set a minimum or maximum order value that the method is
available for.

Discount or fee Choose if this method should haaaliscount.

o

6. Name in shop Set the name of this method to be displayed in your shop.

Step 4

ClickSaveto saveyour changes
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Step 5

Some payment methods have an additioBektingstab, click this to make any edits you need

General m Customer groups

On this page you maladditional settings for this payment method. If it is a payment method

to.

with a third-party provider such aBayPal, you can find configuration instructions at the top of
the page with the additional steps needed to set up this method.

Follow these instructins, make all the additional settings on this page Sagethe changes.

Step 6

If the payment method is intended only for particular customer groups, seledttistomer
groupstab.

Step 7

Select the customer group that you want to allowuse this pagnent method and clicisave

General Customer groups

All customers can use this payment method.

© | (Selectentry) v
(Select entry)
Mew customer

Save Regular customer
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Step 8
Once you havéinished setting ugyour payment methodglick theGeneraltab and change the

Visibleoption to Yes.

Internal ID * FayFal Express Checkout
Type PayPal Express Checkout
Visible No
Default selection Yes '® No

Step 9

Click theSavebutton to save the changes.
The payment method is now available in the shop for your customers. You should always firstly

test payment methods with thirgbarty providers.

Testing a payment method

Most payment providers have a test mode for you to use. Even if there is no test ymde,

should still test the payment method when your shop is live.

Step 1

Fromthe main menu, selec®ettingsand thenPayment

General Settings
User management
Tax calculation
Delivery

Country Settings
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Step 2
In the table you can see all the payment methods already created in your shop. Select the

payment method you want ttest.

= System standard Paymentin advance
= System standard Invaice

= System standard

= System standard

= System standard Direct debit authorisation

Step 3
Click theSettingstab.

General m Customer groups

Step 4
If the option is available change ti@perational moddrom Liveto Testand clickSaveto save

the changes.

Operational mode Live ¥

Display PayPal Express button in the Live _»nNo @
shopping basket

Quick tip: If you do not have this option availablgu will need to test

transactionson your live website.

Step 5
Go to your online shop and place a test order in which you select the payment method you are

testing.
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Step 6

If everything has worked, change tlperational moddack toLivewhen you are ready.

Operational mode
PayPal Express button in the Live  J4¥% (i ]

Display
shopping basket

_ Test

Allow PayPal Guest Checkout ® Yes Mo

Step 7

Click theSavebutton to save the changes.

o
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Note: External payment providers offer you the following advantages:
1 Many of your customers already have an account with PayPal or a s
provider.
1 Major payment providers enjoy customer confidence.
7 You won't need to worry about payment processing.
71 Paid orders are automatically flagged and all you need to do is disy
them.
In the case of external payment methods, the transactions are processed o
provider's platforms. The customer is theredodirected to the provider's syster
for the payment process where all the necessary information is recorded, che
and processed. The customer is then redirected back to your shop.
corresponding orders can be allocated by means of transaction numbkese is
a transaction list for each provider, which you can find in the administration
underOrders >> Transactions
In the administration area und&ettings >> Paymentou can specify the sequent

in which the payment methods are displayed taiyaustomers.



Setting a fee for payment methods
,2dz Oy aSd  F¥SS GKIG FRRa G2 | OdaAad2YSNRa

be used for payment methods that charge you to an amount to be used.

Step 1

Fromthe main menu, sele@®ettingsand thenPayment

General Settings
User management
Tax calculation
Delivery

Country Settings

Step 2

Select a payment method's nanfrem the list that you want to add a fee to.

= System standard Paymentin advance
= System standard Invoice

= System standard

= System standard

| System standard Direct dehit authorisation

Step 3
In the Generakab nderDiscount or feselect eithePercentage feer Fixed fee
Discount or fee Withaut v
Without

Percentage discount

Fixed discount

( Percentage fee '
Fixed fee

Order creation occurs
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Step 4

Enter the fee amount in th®iscount ofree box.
Discount or fee Percentage fee = O%

Step 5
Click theSavebutton to save the changes.

From now on this fee will apply to all orders using this payment method.

Setting up discounts for payment methods

When a customer uses different payment methods, you can apply discobatéstance, you

can apply a discount if a customer pays cash.

Step 1

Fromthe main menu, sele@®ettingsand thenPayment

General Settings
User management
Tax calculation
Delivery

Country Settings

Step 2

Select a payment method's nanfrem the list that you want to add discount to.

System standard Faymentin advance
System standard nvoice

System standard

System standard

System standard Direct dehit authorisation
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Step 3

UnderDiscount or feaselect eithePercentage discoundr Fixed discount

Discount or fee Percentage fee i1 %

WWithout

Percentage discount
Fixed discount
Percentage fee
Fixed fee

Order creation occurs

mmended)

ave access |

Step 4

Enter the amount of discount that you want to apply into the box.

Discount or fee Percentage discount ¥ @'?’i:

Step 5
Click theSavebutton to save the changes.

From now on the discount will apply for all payments with this payment method.

Setting up country specific payment methods

You can limit what payment method a customer can use in you eShop by specific countries or

region.

Step 1

Fromthe main menu, selec®ettingsand thenPayment

General Settings
ser management
Tax calculation
Delivery

Country Settings
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Step 2
Select a payment method's nanfrem the list that ypu want to set an country or region

restriction for.

=1 System standard Faymentin advance
= System standard nvaice

= System standard

=1 System standard

System standard Direct dehit authorisation

Step 3
UnderAllow usage for the following billing addressesgect the region for which this payment

method is to be available.

Allow usage for the following billing addresses @II countries of the shop D

Limits using regions are not available in this shop type

Step 4
Click theSavebutton to save the changes.

The payment methodavill now only be displayed to your customers when the billing address is

in the region selected by you.
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Adding a comment to a payment method

You can add comments frayment methods in your eSh@o that you can show more detail if
it is needed. The comnme you add will be shown during the order process, below the

payment method and on the invoice, provided the order std®agdis not set.

Step 1

Fromthe main menu, sele@®ettingsand thenPayment

General Settings
User management
Tax calculation
Delivery

Country Settings

Step 2

Select a payment method's nanfrem the listthat you want to add a comment to.

System standard Faymentin advance
System standard nvoice

System standard

System standard Cash

| System standard Direct debit authorisation
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Step 3

Enter your comments in thEommenffield.

Comment

- Normal - || Font - || 14 - L, B I

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quisque e
condimentum. Fusce tortor enim, gravida ac erat quis, convallis finitp
sapien sagittis, cursus lectus ut, sodales mauris. Fusce eget ex con
amet elementum. Nullam porta nisl sit amet dui gravida, a commod
fames ac ante ipsum primis in faucibus.

Step 4

Click theSavebutton to save the changes.

Delivery

Creating delivery methods

Step 1

To create a new delivery method, cli8kttingsin the menu bar, followed belivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )
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Step 2
On the next page will be a list of your currently activated delivery methods. To create a new

delivery method, cliclhdd.

Delivery methods Dependencies Delivery options

[+

Add

Step 3
A window will now openvhere you can specify thgelivery methodsettings.Select one of the

options under_ogistics vendors

Logistics vendors

ser-defined delivery metho
Dther carriers (via Shippo)

Step 4
Choosehe type of delivery method from th&ypemenu.
Type *

Free delivery
Fixed price
Exemption limit -

Free delivery The delivery method is free of charge when chosen.
Fixed price The delivery method has a fixed price.
Exemption limit The delivery method is free when orders are above a specified price.

Shopping basket totalThe cost of delivery depends on the total order value.

= =4 =4 -a -2

Weight of the products in the shopping baskethe cost of delivery depends on the
total weight of the orde.
1 Number of products in the shopping baskethe cost of delivery depends on the

number of products ordered.
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Step 5
Enter a name for the delivery method as you want it to be displayed in the shop.

Mame in shop *

(Gnail Mail P

Step 6
Click theAdd button to save the delivery mabd.

Step 7
If you have chosen th®ther carriers (via Shippojption, youwill need toenter additional

settings. Next to the provider's name, clickmplete itand follow the specified steps.

Settings for dispatch processing

@himm: /1y Complete iD

Tax class standard (20 %) v

Step 8

Once finished click th8avebutton to save your changes.
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Delivery method settings

You can now specify settings for the delivery method, for example the delivery price. Other
things you can specify on titgenerakab include whether this method should be set as

default, or whichcountries it should be available to.

General Settings

Under theGeneratab you can set the following settings:

Internal 1D * Snail Mail
Type Fixed price
Visible Yes @ No
Default selection Yes ® No

Allow usage for the following delivery addresses  All countries of the shop ¥

English
Mame in shop
Snail Mail
Comment
Format ~ || Font ~ || Size - L. B I U
1 Internal ID Set an ID for your delivery method.
1 Visible Choose if you want the delivery method to be visible or not.
1 Default selection Choose if you want the delivery method to be set as default.
1 Allow usage for the following delivery addresselsimit your delivery method to

certain countries or regions.
1 Name in shop Enter the name for your delivery method as you want it to be displayed
in your shop.
1 Comment Enter a comment for your delivery method. This will displayed at checkout.
1 Loga Upload a logo for your delivery method.

1 Display logo Choose if you want the delivery method's logo to be displayed.
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Settings

Under theSettingstab you can configure the tax amount, prices and configure Shippo settings
if required. These settings will differ depending on the delivery methguakethat was set

when it was added. Here is an example of the settings féiked pricelelivery method.

Settings for dispatch processing

Shippo: /14, Complete it
Tax class standard (20 %) *

Delivery price *
(Gross)

Saved

When you have configured all of the settings, under @enerakab set the delivery method to
Visibleand clickSaveto save your data. The new delivery method is now available to your

customers.

Adding countries to your shipping options

You can add multip countries that you want tship to from your eShopebsite through the

administration area.

Step 1

In the Administration area in the main menu, sel&gttingsand thenCountry settings

General Settings
User management
Tax calculation
Delivery

Payment

( Country Settings )

E-mail events
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Step 2
On theCountry Settingpage, click th&Countriestab.

Languages Currencies m Regions

Step 3

Select the new country from the dregiown menu at the end of the table.

(] @elect entry) D

Step 4

Click theSavebutton to save the changes.

Your customers can now select this country when they register or enter their address

elsewhere. Customers can only ordesrfr the countries listed in the table.

Removing countries from your shipping options

If you no longer want to ship to a certain country from your eShop, you can remove it from

your shipping options through the administration area.

Step 1

In the Administratbn area in the main menu, seleBettingsand thenCountry settings

General Settings
User management
Tax calculation
Delivery

Payment

( Country Settings )

E-mail events
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Step 2

Now seleciCountries

Languages Currencies m Regions

Step 3
Check the box next to the countries that yawant to remove in the lefhand column of the

table.

Argentina

(« Australia )

Belgigue [ Belgié (Belgium)

Brasil (Brazil)

Canada

Step 4
At the bottom of the page, click theeletebutton.

t e ) R H1E (China)
Enxhado (Greece)

Botswana

© (Select entry) d

Your customers will no longer be able to select this country during registration or when

entering address data.
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Limiting delivery methods to specific countries

or regions

If you want to only offer a delivery method to a specific countryegion, you can set thilimit

within the eShopAdministration area.

Step 1

In the Administration area in the main menu, sel&gttingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )

Step 2

In the table select the delivery method that yaant to edit.

MG Standard delivery

(’g Exprass -'.Ielia-'el':)

M5 Customer pickup

M5 Snail Mail s

Step 3
UnderAllow usag for the following delivery addresssalect the region or country that you

want to delivery method to be available to.

Allow usage for the following delivery addresses@ll countries ofthe shop ‘D

Limits using regions are not available in this shop type

Step 4
Click theSavebutton to save the changes.
The delivery method will now only be displayed to your customers when the detidergss

matches the region or country allowed to use it.
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Limiting delivery methods to certain products

By default, your customers can choose any kind of delivery method for each order. You can set

a limit on your delivery methods so that they are onlyitalde for certain products.

Make a delivery method available for all or new products

only

Step 1

In the Administration area in the main menu, sel&sgttingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )

Step 2
In the table select the delivery method that yaant to edit.

M Standard delivery

(!Ei Express -:Ieliu-‘-m)

M5 Customer pickup

M3 Snail Mail o
Step 3
UnderAllow for all productselect the optioriNo.
Visible * Yas Mo
Default selection Yes ® Ng

Allow for all products ‘L’eso
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Step 4
A dialog window will open. Cliédl productsto make the delivery method available or all
products or cliclOnly new productgo limit the delivery method to only be available to newly

created products.

Do you want to apply this change to all products or only to
products that are newly created?

All products Only new pruducts)

R

Step 5
Click theSavebutton to save the changes.
To limit the delivery method to certain products you will needhtivate the delivery method

for each producindividually.This is covered in th®llowing section.
Limit the delivery method to certain products

Step 1

Fromthe main menu, seled®roductsand thenProducts

Content / Categories Bo
C FProducts )

3¢ Promotional products

F New
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Step 2
The table shows an overview of all products in your online shop. Select the product number of

the product you want to edit.

] dema # Product
!o demo? Product 2
:?o demao3 Froduct 3
+
Step 3

In the Delivery detailsection undetPossible delivery methodslect the delivery methods you

want to have available for this product.

@ZJeIi‘.rery details

Delivery weight

(Select entry) r o
(for 1 piece(s))
Dimensions Length Height Width
mm mm mm
FPossible delivery methods w4 Edit delivery methods

s Standard delivery
s Express delivery

L Customer pickup

Step 4

Click theSavebutton to save the changes.

Step 5

Repeat the steps forllathe products that you want to define possible delivery methods for.
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Configuring additional delivery options

Delivery options enable you to offer your customers additional services in connection with a
delivery, e.g. greeting cards or gift wrappilYgaur customers can select the delivery options

using a link in the shopping basket.
Edit delivery options

Step 1

In the Administration area in the main menu, sel&sgttingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )

Step 2

Next, selecDelivery options

Delivery methods Dependencies Delivery options

Step 3

UnderDisplayname in shopping baskenter the text for the delivery option link.

Display name in shopping basket ) @n you wish to send this order as a gift? )English

Step 4
The table below shows the delivery options that are currently in place. To create a new

delivery option, enter an ID in the field at the end of the table and clickStneeiconto save it.

% Gift 1
% Gift 2

@ [oin3 )
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Step 5

In the table, select the ID of the delivery option that you want to edit.

()
\

Step 6
On this page, specify all the details for this delivery option.
1 ID: Enter an ID for your delivery. The ID is only the internal name and will not he see
by your customers.
1 Visible Choose whether the delivery option should be visible to your customers.
1 Name Enter anamefor the delivery option. This will be displayed to your customers.
1 Description Enter adescriptionto be displayed to your customers when selecting
delivery options.
1 Price Enterapriceif you wantcustomers to be charged extra for this delivery option.
1 Tax ClassSpecify theax clasghat is to apply for this delivery option.
1 Display entry field UnderDisplay entry fieldhoose if customers can enter text for

the order, e.g. for greetings cards.

1D Gift 1
Visible Yes @ Mo
English
Name
Description

Format - Font - Size -
Price £0.00 £
(Gross)
Tax class standard (20 %) ¥
Display entry field Yes @ MNo @
Step 7

Click theSavebutton to save your changes.
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How to offer different variants for a delivery option

You can offer your customers different iats of a delivery option, e.g. gift wrap in different

colours.

Step 1

From main menu, sele&ettingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )

Step 2

Next, selecDelivery options

Delivery methods Dependencies Delivery options

Step 3
In the table, select the IDf the delivery method that you want to edit.

| |
O Boit1

|:I @GHE )

O Bcits

Step 4
At the top, click theSelectionbutton.
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Step 5

Enter a name for the variamte.g. "green gift wrap".

L]

((Green qift wrap JEnglish

Step 6
If you wish to upload an image for this variant, clighoad imagesnd select an image on

your computer.

C@ Upload image)

Step 7
Click theSavebutton to saveyour changes.

Step 8
To create further variants, repeat the step§5

Quick tip: You carspecify the order in which delivery options and variants

are displayed to your customers
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Adding a comment to a delivery method
You can add comments to delivery methods so that you can display more detail about your

delivery methods to your customers.

Step 1

In the Administration area in the main menu, sel&gttingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

( Delivery )

Step 2

In thetable select the delivery method that you wish to edit.

M5 Standard delivery

(FF Express -:Ielix-‘erD

MR Customer pickup

M5 Snail Mail s

Step 3

Enter your comment in theommenfield.
Comment

) Mormal - Font - 14 -

(Lorem ipsum dolor sit amet, consectetur adipiscing elit.
amet consequat quam. Nulla facilisis eros vitae mi efficiju
vel aliqguam convallis, dolor dolor laoreet ipsum, et [aor
felis eros, laoreet sit amet mi ac, luctus lobortis ipsum.
fermentum, massa purus faucibus diam, finibus ultrices|r

\sapien. Pellentesque habitant morbi fristique senectus gt
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Step 4
Click theSavebutton to saveyour changes.
The comment will now be displayed to your customers under the delivery method during the

ordering process.

Setting delivery costs

You determine the delivery costs that your customers must pay for each delivery method.

Step 1

Fromthe main menu, selecsettingsand thenDelivery.

Settings Help

General Settings
User management

Tax calculation

C Delivery )

Step 2

In the table select the delivery method you want to edit.

Ma Standard delivery

(’g Express -:Ieli;-‘el':)

WM& Customer pickup

Mz Snail Mail o
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Step 3
SelectSettingsand depending on the type of delivery method follow the other steps in the

following table.

Type Steps

Free delivery | Since charge for delivery methods of this type is always free, you canr

change any further settings here.

Fixedprice 1. Select théax clasgor this delivery method.
2. Enter theDelivery price

3. Save the changes.

Exemption 1. Select thél'ax classor this delivery method.

limit 2. Enter theDelivery pricen the Base priceolumn for orders where the
limit for free delivery has not been reached.

3. Enter the order value in theéree above an order value @aflumn above
which delivery is free of charge.

4. Determine undePrice "Free above an order value of" refers to total ¢
whether the order value for free delivery should include only products
also include coupons and a potential shopping basket discount.

5. Save the changes.

Shopping 1. Select thél'ax clas$or this delivery method.

basket total | 2. Determine undePriee of the shopping basket refers to

total of whether the order value should include only products or
should also include coupons and a potential shopping basket
discount.

3. You will find a table for delivery costs for each of the currencie
set up in youshopg for examples St A S NE O2 & Ender
the delivery costs into these tables for the various order values.
For the range 0 to unlimited, enter tHdultiplier and theBase price
F2NJ GKS FANBO fAYAOGD 6 S ®Ivarialdep i
amount of the delivery price and the basic price determines the

constant amount.

The delivery costs are then calculated according to the following
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formula:

Delivery costs = shopping basket price x multiplier + base price

An example: You enterdzf G AL ASN) 2F nop |
GKS 2NRSNJ @l tdzS NIy3aS 2F en
GAGK 'y 2NRSNJ @FtdzS 2F epIX (K

Delivery costs =5x0.5+3=5.5

4. Save the changes.

5. A new line has been ddd at the bottom of the table. In the
columnPrice of the shopping basket fram Sy G SNJ G K S
6. In the same line enterMultiplier and aBase priceThese values
then apply from the specified limit to unlimited.

7. Save the changes.

Weight of the
products in
the shopping
basket

1. Select théTax clas$or this delivery method.

2. Select the weight unit undealculation of the weight of the products i
performed in Weight unit

3. If the order is meant to have free delivery above dain value, enter
the corresponding value d&ree delivery as of the following order value
4. Below you will find a table for delivery costs for each of the currencig
set up in your shopg for example5 St A @S NE O2 a Ender the?
delivery osts into these tables for the various weight categories.

For the range 0 to unlimited, enter the Multiplier and the Base price for,
the first limit (e.g. 5 kg). The multiplier determines the variable amount
the delivery price and the basic price determas the constant amount.

The delivery costs are then calculated according to the following formu
Delivery costs = weight x multiplier + base price
Ly SEIFYLXSY | 2dz SyYyGSNI I Ydzf (A LX

the weight range of 0 to 5 kdf a customer places an order with a weigh

2T o 13X GKS@ Ydzaid LI & emm RSftA
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Delivery costs =3 x 2 + 5=11

5. Save the changes.

6. A new line has been added at the bottom of the table. In the column
Weight from, enter the limit (e.g. 5 kg).

7. In the same line enter a Multiplier and a Base price. These values th
apply from the specified limit to unlimited.

8. Save the changes.

9. If you want to define a maximum permitted weight for this delivery
method, enter it at Permitted maximum weigfur this delivery method
and save the changes. If a customer order exceeds the maximum
permitted weight, this delivery method will not be displayed to the

customer in the order process.

Caution
If you offer a delivery method of this type, you should eritex weight of

each praluct. How do | record the weight of a product?

If a customer places a product in the shopping basket for which you hé
not entered a weight, the delivery price does not increase. If the custor
only places products without any weight indication in the shopping bas
the delivery costs incurred will be the base price for the smallest unit o

weight without additional surcharges.

Number of
products in
the shopping
basket

1. Select the Tax da for this delivery method.

2. If the order is meant to have free delivery above a certain value, ent
the corresponding value at Free delivery as of the following order valu
3. Below you will find a table for delivery costs for each of the currencig
setupinyourshog¥ 2 NJ SEI YLX S 5SSt AGSNE O3
delivery costs into these tables.
Enter the Multiplier and the Base price for 