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General Information Introduction

1. Introduction

General Information

This software is a modern and future-proof e-business platform for mid-sized businesses. It is an uncom-
plicated, attractively priced, and effective introduction to e-commerce. With this system, you are setting up
an additional sales channel for your area of business. You can reach your customers in the Internet com-
fortably and without extensive technical knowledge or hardware expenditure.

Being a standardised technology platform, the software is flexible and easily extendible. Adjustments to fit
a particular customer can be made in a short time.

The many functions of our standard software provide the foundation for quick implementation of varied
business models with low operating costs.

The focus of the software, in addition to the large standard package of features, is on security, modular ar-
chitecture, scalability, high availability, and on a user-friendly interface. Together with the high-
performance database, the highest requirements for data volume and access can be met.

The program lets you set up and maintain a Web site on the Internet, through which you can offer your
products, and take care of your customers, all without a lot of help from a service provider.

Prerequisites

The program is browser-based. The minimum specification for administrative purposes is:

- Internet Explorer 7.0 and higher
- Mozilla 2.0 and higher

When it comes to displaying the Web site or shop, the system supports the latest browsers on various ope-
rating systems.

For administrative tasks, the requires a screen resolution of 1,024 x 786 pixels and a colour depth of at
least 65,000 colours.

In order to use all the functions of the application, you must enable the following in your browser:

JavaScript
Session cookies
- pop-up windows
Java Applets
Flash content

User guide for Web site administrators Page 13






Quickstart

2. Quickstart

The following section describes the basic steps involved in making your Web site available for your cus-
tomers to use. Once these steps have been performed, the Web site is basically ready for use. However,
there are many other options for optimising the Web site in respect of your own needs.

After completing the following steps, your Web site is ready for use:

Signin

Run through the Setup assistant
Check the site/pages

Check/place the main page elements
Modify the design

Create products

Check important system settings
Test the site

ONOANUVT A~ WN -

These steps are described below. For more information about all the other options, read the corresponding
chapter in the Merchant User Guide or consult the online user help.

1. Signin
Details on how to access the Administration section of your site are given by your provider. Sign in to the

Administration section using the username and password. This information has either been sent to you or
you have already defined it yourself in the course of setting up the web site.

Caution: After running the Setup assistant, the first thing you should do is edit your password so that
no unauthorised person can use the system. See Administrator information, on page 51.

2. Run through the Setup assistant

The first time you sign in, the Setup assistant will automatically take you through the initial steps. The as-
sistant will help you configure the main settings for your site. For more about this, see Setup assistant, on
page 47.

3. Check the site/pages

The site topic selected in the Setup assistant determines the basic structure of your Web site. To view this
structure, select Content » Pages — Preview.

This preview allows you to verify that the main pages with which you want to launch your site are in place.
You can add, delete or move pages at this stage. Check the content on each page, and update it as re-
quired. You will find more detailed information on this in the section Contents, on page 139, et seq.

The most important aspect of this stage of the setup process is that you check the existing sample content
for its appropriateness for your requirements, and make any modifications you need.

4. Check/place the main page elements

Page elements represent the functionality of the Web pages — they are the means by which your customers
can operate the various functions and browse your site. These page elements include, for example:

- Link to Terms and Conditions and Privacy Policy

- The categories tree, or a list of categories that provides access to individual product categories and
products

- The Search function
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- The sign-in function for registered users
- Functions to switch language and currency
- Shopping basket

What you activate all depends on what you want to offer your customers on the Web site. Depending on the
topic you have selected, the most important associated page elements will be displayed on each Web
page. You will get information on the basic principles of design and working with page elements in Design,
on page 171 and Page elements and navigation, on page 181. To view an overview of all available page
elements, proceed as follows:

1. Click Quick design to start.
2. Move to the header, and click Insert page element

5. Modify the design

Your selection of a topic for the site determined the matching site design. If required, you now have many
options for modifying the design. The section Design, on page 171 contains a detailed description of how
to customise the layout and design.

6. Create products

If you want to operate an online shop, and sell products or services, you must now create some products
and assign them to categories. To create a product, click Products in the menu bar and then New.

The most important data you need to enteris a product number, product name, list price, and the tax class.
Set the status for Visibleto Yes. If required, fill in additional fields.

Save your entries by clicking Save.
Assign the products to categories. To do this, click the Categories tab and select the correct categories.

For a complete description on how to best implement and use all the functions for products, see Products,
on page 103.

7. Check important system settings

All system parameters have a default setting and can be used immediately. Check the most important
ones at this stage to optimise the settings. To do this, click Settings in the menu bar.

We recommend checking the following settings at this stage:
- Languages, currencies, countries; see Country settings, on page 87
- Delivery and payment methods; see Delivery and payment, on page 62

- E-mail settings for various notices and confirmation messages; see £-mail settings, on page 90

This completes the basic settings needed to operate your shop. A complete description of all parameters
and settings can be found in Settings, on page 53.

8. Testing
Before publishing the Internet address of your web site, you should test it as a customer. Doing this lets
you check whether your settings and changes (for your logo, design, products, and so on) have been cor-

rectly applied and are displayed as planned.

Itis also important to check whether e-mails such as registration confirmations or order confirmations are
being sent. Sign in as a customer to provide a valid e-mail address for messages to be sent to.
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Note: If e-mails are not being sent properly although you entered all the addresses correctly, have your
provider check the system settings.

If the tests run to your satisfaction, delete all the test data (products, customers, etc.) and make the Inter-
net address of your Web site available to your clientéle.

We wish you the best of success!
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Basic principles

3. Basic principles

This chapter explains the basic structures, functions and procedures that are used throughout the entire
application. This knowledge will be required to use the application effectively.

The context-sensitive help for the individual functions will refer back to these basic principles where nec-
essary. Read the next chapters in sequence in order to obtain an overview, or review them individually to

refresh your memory.

In the online help section, you can use the table of contents to browse through each chapter and call up

the individual help topics.

General page layout

All Administration pages are based on the basic functional structure as shown in Figure 1.

Administration home page

Welcome to the administration

The latest product newes market trends and tips for your success in e-commerce -

Orders
Manage customer orders. Creste documents such as
invoices and packing slips

Products

Prepare your products for presentation with texts and
images. Organise your inventory. =+ Product types <+ Price
lists * Search statistics = Product rating

Appointment management
Offer the option of hooking appointments via the YWeb site.

R 8

=

1 & wiestones

Orders Customers  Products  Content Appoirtment managemert  Desion Marketing  Settings Help Z

+ subscribe to the ePages customer newsletter now! -

Customers

The customer database cortains all addresses and access
data. Search by criteria such as customer groups or
purchase valumes.

Content

Organize your products into categories. Supplement your
site with your own contert such as news and upcoming
events. = Promotional products =+ Contact information

+ Terns and Conditions

Design
Design your Web ste using various templates. Refine your
design by using images, colours, and page elements.

General page layout
Mavigation in the sdministration
main navigstion bar

wWorking ares

Right =idebar

Usze setup assistart

U=se help

First steps

Worl with tray

Wiork with history
Work with favourites
General basis

+ Guick design = Customize design Search for:
Marketing R Settings + Display conterts
@, Announce your offers inthe Internet. Win and keep \ Configure the system and the order process to fit your * Dovenload guide
i customers. = Mewsletter * Coupons + Product portals shiop. = Tax calculation = Courtry settings = Delivery and
= “+ etracker - Statistics + eBay tems < Trusted Shops paymert =+ E-mail settings 4
“+ SateBuy =+ Shoplupe
: Help L9 Setup assistant
2 v You will alvways receive relevant help while you work. Find Get help setting up your YWeb site. Injust a fev, steps your
dl out howy to receive this help, = First steps oo © Conterts / Web site wil be designed and ready to go.
Figure 1: Structure of Administration pages
The areas are:
- Administration navigation (1); see Administration navigation, below
- Menu bar (2); see Menu bar, on page 20
- Working area (3); see Working area, on page 21
- Sidebar (4); see Sidebar, on page 21
Administration navigation
The Administration Navigation menu is available on every page. The following links are available:
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Web site link
This link bears either the name of the Web site or the name of the current page that you are editing (e.g.

Product details). You can use this link to call up the corresponding Web site view of the page. For more in-
formation, see Web site views, on page 25. The icon placed in front of the link has the following meaning:

Table 1: Key for icons by Web site link
Icon Description ‘

# This Web site is open for visitors.

& This Web site is closed for visitors.

Page cache link

This link displays the status of the page cache. For more information on the page cache, see Page
cache/optimisation, on page 54. The following statuses are indicated by the link and the associated icon:

Table 2: status icons for optimisation
Link and icon Description
Page cache: Up to The page cache is active, some pages are loaded from the cache. There are no

date outdated pages.
Clicking this link has no effect.

r

(green)

Page cache: Update [The page cache is active, some pages are loaded from the cache. Relevant infor-
now mation has been modified. There are probably some outdated pages. Itis rec-
ommended that you update your pages.

x:

(rej) Clicking this link will cause the pages to be updated.
Page cache: Activate [The page cache has been disabled. All pages are regenerated each time they are
now displayed.
Click this link to activate the page cache and update the pages.
(grey)
Home link

Click this link to call up the Administration home page.
Administrator link

Click your administrator name to call up the page containing the user settings for the administrator. See
Administrator information, on page 51.

Sign out link
Click sign out to leave the Administration area. Signing out ensures that your connection to the system is

closed correctly and securely, and that no unauthorised user can gain access to the Administration area of
your site. Afteryou sign out, the sign-in page will appear again.

Menu bar

The menu bar provides access to the main modules (managers) of the Administration area. It always re-
mains the same.
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A submenu is provided for each module. The submenu contains the main functions for the corresponding
module. You can call up a submenu by moving the mouse pointer over or clicking the corresponding mod-
ule name.

To call up a function from a submenu, simply click the name of the function.

Working area

The working area may contain forms, tables, or other functional controls, depending on its current purpose.
Each area is organised into tabs. Every tab has a title which is displayed in the form of a link. See Figure 3.
You can click this link to activate the tab, if more than one tab is visible at a time.

On the tabs you can enter and edit information, check settings, display search results, and so on.
Sidebar

The sidebar consists of the following sections described below:

- Help; see Help, on page 23

- Tray; see Tray, below

Favourites; see Favorites, on page 22
History; see History, on page 22

By default, the first time a particular page is called up, the Help section is displayed. This happens irre-
spective of which section of the sidebar was active before. If the page that has been called up has been
viewed before, then the sidebar content does not change. If you are happy using the application, and do
not need the help to be shown for new pages, you can edit this default setting; see Administrator informa-
tion, on page 51.

Tray

The tray is an area for temporarily storing objects or object groups. These objects may be products, cus-
tomers, or even delivery methods. You can add an object to the tray at one place in the application and
use it at another place.

An example is sending newsletters containing product information. You select the products from the prod-
uct list and add these to the tray. When you create the newsletter, you can take the products from the tray
and insert them into the newsletter.

The objects are saved in groups according to type. The number of elements which are contained in the
group is displayed in round brackets.

Note: There is one group for each object type (for example, customers or categories) and one group for
each product type.

The following methods are available to add objects to the tray:
- add a single object from its detail view.

When you are in the detail view of an object which can be added to the tray, its name will appear as the
last entry in the tray; see Figure 2.
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Orders | Customers | Products  Content  Appointment mansgement  Design  Marketing  Seffings  Help @ -
= —
(211 (%1}
Mame Customer number E-mail Display per page @) @ u L)
5 (2
10Resuts X &
Customers + John Doe (1002} Standard (3) Ed

General User data orders 1] Emppty tray

John Doe (1002
v Address + Customer accourt  # Attributes ) . !

Figure 2: adding a single object to the tray

This object has not yet been added to the tray. To do this, click the name of the object, or the & icon.
This adds the object to the correct group in the tray. The object link will be displayed as long as you are
in the detail view for the object.

- add a number of objects from a table using batch processing commands
If you want to add several objects to the tray at the same time, you must switch to the table view for the
objects in question. In addition, the Add fo traybatch processing command must be available for this
table. Instructions for executing batch processing commands can be found in Batch Processes in Ta-
bles, on page 27.

On certain pages it is possible to add objects from the tray. On these pages, the Add from traylink is
available. Only objects applicable to the current task will be added from the tray.

To remove an entry from the tray, click the * icon behind the relevant entry.

To remove all entries from the tray, click 8 Empty tray.

When you sign out, the tray will also be emptied.

History

The Historylist contains links to the most-recently visited pages that you have called up in the Administra-
tion area. The page last opened is displayed in bold at the beginning of the list.

To activate the recording of history and to display the list, click the link Record and display history.

To deactivate the recording of history and to display the list, click the link Stop and hide history. If the list
is hidden, the history is not recorded further, although the existing list is retained until you sign out of the
Administration area.

By default the history function is deactivated.

To empty the list, click the link Empty history. When you sign out, the history is cleared.

To copy a link from the history into your favourites, click the “# icon. For more information, see favorites
below.

Favorites

This area contains links to your favourite pages in the administration area. This allows you to open these
pages directly.

The following options are available for saving pages to your favourites:

- Pages can be added from the Historyarea. See History, above.
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- The name of the current page is shown as the bottom entry under Favourites. If the page has not yet
been entered into the favourites list, the entry takes the form of a link. You can click this link to add the
current page to your favourites.

To remove an individual entry from the list, click the # icon. If you want to clear the list, click the link De-
lete all favourites.

Favourites continue to be stored after signing out. The number of favourites you can have is unlimited.

Sections

Sections are subareas on tabs and serve to group data. Sections are used if the amount of relevant infor-
mation is too large for one tab.

The individual sections can be selected by clicking the section title; see Figure 3.

Tabs

Products + _Camping AZ Twister 270{cg_0100504001§f

General Images Categories Variations Prices Cross-selling Portals

- Prices /Inventory / Delivery  * Description  » Attributes

Sections

Figure 3: tabs and sections

Help

The application includes a comprehensive Help system. Context-sensitive Help explains the functionality
of the current page. Field-specific Help explains the functionality of individual data entry fields. This help
is called "short info". Related topics refer to related settings or function on another page.

The following Help components can be accessed:

- Help centre, see Help area, below
- Context-sensitive Help; see Context-sensitive Help, on page 24
- Shortinfo, see Short info, on page 25

Help area

The help centre provides an overview of all help possibilities in the application. The help centre can either
be opened by clicking a link on the main navigation bar or a link on the home page; see Figure 4.
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Administration home page

Q

Welcome to the administration

The latest product neves | market trends and tips for your success in e-commerce -

Products

Prepare your products for presentation with texts and
images. Organise your inventory. =+ Product types <+ Price
lizts = Zearch statistics = Product rating

Marketing

Announce your offers in the Internet. Win and keep
customers. = Mewsletter * Coupons + Product portals
“+ etracker - Statistics “+ eBay tems = Trusted Shops
“+ SateBuy =+ Shoplupe

Orders
Manage customer orders. Creste documents such as
invoices and packing slips.

Appointment management
Offer the option of booking appointments via the YWeb site

U

Help

[

Wou will always receive relevant help while you work. Find
out howy to receive this help. = First steps oo © Conterts

N 8

R

N\

K Milestones h

Orders  Customers  Products  Content  Appointment managemert  Design Marketing Saﬁings

/S N
+ subscribe to the ePages customer nevwsletter now!

Customers

The customer database containg all addresses and access
data. Search by critetia such as customer groups or
purchase valumes.

Content

Organize your products into categories. Supplement your
site with your own contert such as news and upcoming
events. =+ Promotional products =+ Contact information

“+ Tetns and Conditions

Design

Design your Web site using various templates. Refine your
design by using images, colours, and page elements.

= Guick design < Customise design

Settings

Configure the system and the order process to fit your
shop. =+ Tax calculation = Country settings = Delivery and
payment + E-mail settings

Setup assistant
Get help setting up your Web site. Injust a fev, steps your
Web site wil be designed and ready to go.

General page layout
Marvigation in the sdministration
main navigation bar

wworking ares

Right siclebar

Usze setup assistart

Usze help

First steps

Work with tray

Work with bistory
Work with favourites
General basis

Search for.

* Display corterts
» Dowvnload guide

Figure 4: Access to the Help centre

In the Help centre, you can find out how to open the context-sensitive Help and which additional Help func-

tions are availa

ble.

Context-sensitive Help

The sidebar displays a list of relevant Help topics for each page. This list is split into two groups. The first
group lists topics that describe the functionality of the page being displayed directly. The second group
lists more general Help topics, that explain how the current functions interact with other functions or set-

tings.

The Help content is displayed in a new window. Alongside the content, you will also find the following func-

tions:

9 & ©

b

[T
™

Go back one page

Go forward one page

Display the table of contents for the entire Help section

Save a bookmark for this page
Print the current page.

Download the guide as a pdf
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Short info

Short info is a way of receiving specific help for individual elements on a page, such as entry fields or drop-
down menus. Tips about usage or entering information are displayed in the Short info. This sort of Help is

available ifthe ¥ icon is displayed after the element in question. Hold the cursor over the icon to display
the Help window.

Related topics

The current page may contain links to related topics on other pages: functions or settings which are related
to the current page. These references are displayed in a special display area; see Figure 5.

%) Related topics
==/ Financing
Set smallest amounts, duration, and interest rates to allow deferred payment
* Dependencies
Determing which delivery methodz are offered to the customer if he selects this payiment methad
» Countries
Set which countries you wwould like to offer in the country selection section of the order process
* Regions
Create regions and assign these to countries to limit their usage for biling addresses

[ Save ] Delete

Figure 5: Related topics

Using these links you can open the specified page immediately.

Active button "Save"

In the application, Save is an active button. This means that the button can only be used when a value has
been changed on the current page and saving is necessary.

As long as the values on the page remain the same, the save button is displayed grey and is inactive:

Save

If you have made changes, the button is activated and appears with a green border: .
As well as this, a *appears in the title bar of the browser so that you can quickly recognise from the Win-

dows taskbar that the content of the browser has not been saved.

Web site views

If you create or edit information which is visible on the Web site, you should also make sure that the infor-
mation has been transmitted and is displayed correctly.

You can call up the latest version of the pages of your Web site in a new window by clicking the first link in
the Administration navigation bar; see Administration navigation, on page 19. The page is displayed using
the active style.

If you edit a different style, the Web site is displayed using the design stipulated by that style. See also
Styles, on page 175.
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Tables

Atable is a list of objects. Information can be added to a table, modified, or deleted. To increase the clar-
ity to fit your requirements, you can sort the records according to various methods. In some tables, you
can define the contents using a search filter.

If the record is displayed as a link, click it to display details.

In some tables, the information is augmented with symbols. These symbols are often links with varying
meaning and functionality. The meaning of the icons is explained in the respective chapter.

If there are more records in a table than can be displayed on one page, the display can be managed using
paging, see Paging, on page 28.

The functions are explained individually below.

Adding records

The following methods are available for creating new records:

Manual record entry

The last row in the table has a yellow background. Instead of entries there are entry fields and, in some
cases, drop-down menus. Enter the information in the fields and save by clicking Save. It is possible
that the record is inactive and not yet visible. Click the name to edit the details and set the record to
visible. This will activate it.

Add information from the tray

If you can add information from the tray to the table, the last row in the table with a yellow background

takes the form of a link, for example | “ Add products from tray. Click the link to insert the records.
For more on working with the tray, see 7ray, on page 21.

Which methods you can use are determined by the table.

Working with Entries

You can modify entries in the following ways:

manual modification in the table

If multiple orindividual entries are shown in entry fields, their value can be modified here directly. Save
your entries by clicking save.

open the detail view and modify the entries in the detail view

If the ID is shown as a link in the entry, click this link to open the detail view. Modify the information in
the detail view. Save your entries by clicking Save.

modifying entries in groups by batch processing

If multiple entries are to be processed in one action, use the respective batch processing command.
See also Batch Processes in Tables, on page 27.

Deleting entries

Entries can be deleted in the following ways:
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- Button Delete

In some tables there is a button marked Delete below the table. Select the relevant entries and click
Delete.

- The batch processing command Delete

In some tables Delete can be selected from the batch processing commands. Select the relevant en-
tries and start the Delete process.

For more on selecting, see Selecting in tables, below.
For more on batch processing, see Batch Processes in Tables, below.
Furthermore, see Deletion confirmation, on page 51.
Selecting in tables
If a table contains records which can be selected, the first column will contain a check box for each record.

Click the check box to select a record. To remove the check mark, click the check box again. To select all
records on the page, click the check box in the column header.

Note: The Select allfunction works on all the records on the current page. To select any other records,
you first have to open the correct page and execute the command for this page.

Batch Processes in Tables

A batch processing command is a command which is executed for all selected records in a table. The
batch processing commands for tables are located in a drop-down menu below the corresponding table.

Perform these steps to use a batch processing command:
1. Select the records to be processed.
2. Select the command in the drop-down menu.

3. Start the command by clicking Execute.

The following general actions will not be explained in the rest of the book:

Table 3: general batch processing commands
Command Comment ‘

Add to tray Selected items are added to the tray; see 7ray, on page 21.

Set visible See also Visibility, on page 31.

Set not Visible See also Visibility, on page 31.

Duplicate Generate an exact copy of the original item. The ID will not be copied. A new
value will be assigned as the ID has to be unique.

Delete See also Deletion confirmation, on page 51.

Delete all (...) Deletes all records from the table; selection is not necessary

The individual chapters only explain specific batch processing actions or describe particular features relat-
ing to the general actions.
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Sorting using column headings

In some tables, it is possible to sort the contents in columns. In these tables, the headings are displayed
as links. Next to the heading are two arrows.

Clicking a link sorts the table according to the value in this column. The small arrows to the right of the
column heading indicate the sort direction of the currently active column. The left arrow pointing upwards
indicates ascending sort order. The right arrow pointing downwards indicates descending sort order.

Clicking the column heading or the arrow reverses the current sort direction as indicated by the filled ar-
row.

In multi-page lists, all pages are sorted. The first page is displayed after sorting.

Sorting using key

The sorting key is a number much like a row number, which is used to determine the order of records in a
table. Every record is assigned a position in the table according to the sorting key. If the table supports
sorting records using sorting keys, the column Sort orderis displayed. In this column, the sort key for every
record is displayed in an entry field.

Changing the value of the sort key lets you sort the table records any way you like. Save your entries by
clicking save.

The sorting key is entered in increments of 10 so that new records can be sorted more quickly. After saving
a new sort order, the key fields are again displayed in increments of 10.

| Note: This sorting command effects both the Web site display and the administration area. I

Paging

Paging deals with displaying and navigating the individual pages of a table. This is necessary if the table
contains more records than can be displayed on one page. In this case, the display and navigation ele-
ments are displayed in the footer of the table:

On the left, the current page number and the total number of pages is displayed. The number of records in
the table is displayed on the right.

In the middle of the footer, the elements for page navigation are displayed. The numbers are the numbers
of the pages which can be accessed directly. To do this, click the number of the desired page. The current
page is framed with square brackets.

To page through the list, use the arrows "<"and "> " to go to the previous page or to go to the next page.
If you want to go immediately to the last page, click " »| " or to go to the beginning of the list, click " [¢ ".

If the list is more than 10 pages long, 10 page numbers will always be displayed along with the current
page. In order to see the next or previous 10 page numbers, click one of the page numbers on the end of
the list.

Search

Searching is used to filter and group objects. The results are shown in a table. If searching is possible on
the page, a search box is displayed in the upper part of the working area. An example of this can be seen in
Figure 6.
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Mame Customer number E-mail Dizplay per page (@
iXi(¥)
10 Resutts Search X
Customers
General
|:| Customer number = Hame = Country = Customer group =z
— | ® dand == il i=termann hdse Dttt hland e mistomer

Figure 6: Search box

The search box consists of entry fields and drop-down menus. Enter the terms you want to search forin the
entry fields. The entry fields adjust to the type of objects to be filtered. For products there are product
specific fields, for customers there are customer specific fields, and so on.

You can use the placeholder * in the text fields for portions of the search text you do not wish to enter or
cannot enter. Capitalisation is not considered. The system searches for character strings in which the
search text appears, regardless of where it is in the target text.

When searching for certain information, you can also use time and date as a search criterion. Date and
time information must be entered in the format of the administration language used. To select a date use

the ™ icon. See also Date entry fields, on page 30.

The search fields are connected using logical AND. In other words, a record must meet all the criteria de-
fined by the entries in the search fields and not just one of them.

Use the following buttons to activate various functions:

Button Description

Start the search according to the entries in the search fields;

After entering the search terms in the fields, click the button to start the search. The re-
sults will appear in the table.

You can also start the search by pressing £nter.

g Reset the search. All entries are deleted from the search fields.
If you perform a search with this setting, all records will be found.

L%; | & Switch between simple and advanced search;
If you select the advanced search option, further fields relevant to the object are added to
the search box. Using this you can refine the search further.

Using the drop-down menu Display per Pageyou can set how many rows are displayed on each page in the
table.

Specific search details will be discussed in the relevant chapters.

Language Dependencies

The application supports various languages, both in the Web site and also on the administration page.

The administration language is set in the administrator settings; see Admin/istrator information, on page
51.

You can set up language selection for your visitors on the Web page so that every visitor can select his pre-
ferred language. Activate these languages in the Country settings; see Country settings, on page 87.

Note: In some situations, more languages may be available for the Web site than for the Administration
area.
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Note that you have to enter and maintain your specific content for the various languages yourself. This is
information such as product descriptions or names, language-specific images, files, and other attach-
ments.

At all places where language-dependent content must be maintained, the corresponding entry fields for
different languages are displayed; see Figure 7for an example.

Products + Camping AZ Twister 270 (cg_0100504001)

General Images Categories Variations Prices Cross-selling Portals

v Prices fnventory /Delivery  ~ Deseription v Attributes

Englizh Tranzslation

Matme

Camping A7 Twister 270 Campingaz Twister 270

Description 4/ =3 Ecit text =z| Edt text

Long description 4/ =3| Edlit text =5 Edit tet

A great gas cooker with bayonet connector (easy-clip) and & precize regulation Ein pfiffiger Kocher mit Bajonettanschluzs (Eazy-Clip) und prazizem

valve. For Camping AZ valve carridges CY 270 and 470 (can be removed for Fegulierknopf. Flr Campingaz-Ventilkartuschen CV 270 und 470 (kénnen zum

transport). Transport dimensions: Approx. 11 x 852 55cm. 220 9. Tranzsport auch abgenommen werden). Transportma: Ca. 11 x §5x 55 cm. 220
9.

Figure 7: translation fields

The language of the text is set using a drop-down menu and the translation is entered. The procedure is
the same for images and attachments. Select the desired language and upload the correct files for this
language.

The drop-down menu contains the languages you selected in Languages, on page 87.

The language settings often require different formats for numbers and dates. These are formatted accord-
ing to the regional settings which are selected while choosing the administration language. An entry field
is displayed to enter the price in each currency. Enter the values in a format according to the administra-
tion language. The prices will be displayed in the shop according to the language.

Date entry fields

Date fields have an aid to facilitate selection of a day of the week and entry of dates in the right format.
This is a fold-out calendar which can be opened by clicking the ™ icon; see Figure 8.

Status Crder no. Time frame Display per page @
el (e
(Al v - B 10 Mesuls @ %@
i
Orders + Inbox
4 July [
General [ T w T F =4 s
27 1 2 =] 4 ] B
|:| Order no. & Created on & 25 7 8 9 10 11 12 13 Ddlivery method & Payment method= Status
|:| __J Order 1003 29/06/2006 17:36 Dae. 29 44 15 [/ 17 18 19 20 vsthl service Invoice
|:| __J Order 1002 28/06/2006 16:53 Mes | 5p 21 22 23 24 25 26 27 prgss Delivery Cash on Delivery
[ = Order 1001 21/06/2006 16:45 Mes 31 25 29 30 3 asthl service Invoice
32 Mumber: 3
(Select ertry) w [ (R 2007 2008 2009

Figure 8: fold-out calendar
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If a date is needed in an entry, for example the validity period for a price list, you can select the date from
the calendar.

Click the icon to open the calendar. If necessary, set the time. Select the desired date. The information will
be copied into the entry field.

Default settings

A default setting can be configured to provide the standard setting for a value. At various places in the
shop, the customer must select a value, for example payment or delivery method, or product variations.
For each selection you can define a standard value using Defaultas shown in Figure 9.

Country settings
Languages Currencies Countries Regions
Hame Currency symbol Code from 150 4217 Visible Default
D Euro i £ EUR ®
D Pound Sterling i £ GBP O
D Sweedish Krona i kr SEK |:| O
Fl US Dallar i $ (=] Fl O
[Select entry) pd B

Figure 9: default settings and visibility
Click the option button of the value that is to be the default setting. Save your entries by clicking Save.

This default setting remains valid until the customer selects a different value. Select the values your cus-
tomers use the most.

Visibility

The visibility setting defines whether an object is displayed in the Web site. If you activate V//sible, the cus-
tomer can see and order these elements in the shop. If you deactivate Visible, the element can only be
seen by you in the preview. Using this feature you can prepare settings and functions, for example for
products, and make them available to the customer at a later date.

You can manage the visibility using option buttons in the detail views or using the check boxes in the ta-
bles as in Figure 9.

Click the check box of the element which should be visible in the Web site. Save your entries by clicking
Save.

Note: Newly created elements such as products, categories, and so on, are set by default to Mot Visible
so that you can first collect all the necessary data before the element appears in the Web site.

Navigation history

The navigation history shows your current location in the application. It contains the links which lead to
this point, according to the page structure. Using the navigation history you can track the page hierarchy
step by step. An example is shown in Figure 10.
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[lelucttypes + Jacket + Size ]

General Value selection

D Size

Type Text with value selection

Figure 10: example of navigation history

In this example, you are currently located in the detail view of a product attribute. Clicking Jacket takes
you to the details of the Jackef product type. Clicking Product types takes you to a list of all product types.

Attribute types

Attributes are used to describe properties of objects. For example, customers have attributes such as salu-

tation, username or e-mail address. Attributes can be divided into different attribute types. You can set
the usage and allowed values of an attribute over the attribute types.

When creating attributes for products or customers, you need to define the attribute type. This means that
you define whether this attribute should be displayed and processed as, for example, a character string
(text), a number, or a date in the system. In other words, you define what kind of values you or the cus-
tomer can enter into the fields. The individual attribute types have the following meanings:

Table 4: overview of the attribute types for ent

fields

Description
Text Character string, Entry fields for names, addresses, text and |Text field
word, sentence so on. You can use any character.
There are no length restrictions.
Language- Language- Can be used as 7ext, one value can be en- |Invoice
dependent text dependent text tered for each active language Rechnung
Text with value Text for buildinga |Multiple values can be assigned to the Material:
selection set of possible val- |attribute. The values are displayed in a Wool
ues drop-down menu. The user selects one of [Linen
these. Leather
For more information, see Using text with
value selection, on page 33.
Language- Language- Can be used as 7ext with value selection; |Material:
dependent text dependent text for |one value can be entered for each active Wool/Wolle
with value selec- |building a set of language Linen/Leinen
tion possible values See Language Dependencies, on page 29 |Leather/Leder
and Using text with value selection, on
page 33.
Options Selection Multiple values can be assigned to the CcD
attribute. Everyvalue is displayed witha |DVD
check box. The user can select multiple
values. See Using options, on page 34.
Language- Selection Can be used as options; one value can be |Optical mouse
dependent op- entered for each active language Optische Maus
tions
English keyboard
Englische Tastatur
Customer options |Selection This allows you to offer options for ap-
pointments that the customer can select
when booking an appointment. See
Resource details - Options, on page 166.
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Type Description Usage Example ‘
Integer Integer 255
Decimal number |[Floating-point deci- 15.23
mal numbers
Yes/No Decision Option buttons. At this point, the user Option button Vis/-
makes a Yesor Nodecision. ble
Money A fixed-point num- [Entry field for prices €21.95

ber with a specific
number of decimal
places for saving
money amounts.

Date Date fields for days 12.06.2008

from 01.01.0001 up
t031.12.9999.

Time Time field for the 11:11
range 00:00:00 to
23:23:59
Date and time Combination of date|Entry fields for exact times. The entry format|12.6.2008 11:11
and time is defined by the current country setting. For
Germany the format is DD.MM.YYYY
hh:mm:ss
File File name You can use this field to assign afiletoa |Productinfo.pdf
product.
Language- File name Can be used as File; one file can be as- Productinfo_de.pdf
dependent file signed for each active language Productinfo_en.pdf

Using text with value selection

The 7Text with value selection and the Language-dependent text with value selection attribute types form
the basis for creating drop-down menus or product variations. For these attributes, you define various val-
ues for the user to select from.

In the details for these attributes, next to the General tab there is an additional value selection tab. Here
you can define a value pool which will be used for this attribute. This allows you to make sure that only the
values you suggest can be applied to an attribute.

The following example demonstrates this:

You would like your visitors to enter how they heard about your site on the registration form. You want to
set a fixed number of answers which the customer can select from.

Create a Contactinfo customer attribute of the type Language-dependent text with value selection. For more
on customer attributes, see Attributes, on page 133. Create the preset values in the attribute details on the
Value selection tab as shown in figure 11.
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Customer attributes + Where did you hear about us?
General Value selection
| [1] Value Sort order
] [|sooge Google English 10
Google Deutzch
[ |rekoo Kelkoo Englizh 20
Kelkoo Deutzch
[] [fshoo ahoo English 30
“'ahion Deutach
] [|Suenstiger guenstiger e English A0
guenstiger de Deutsch
] [preissuchmaschine Preissuchmaschine English =0
Preizzuchmaschine Deutach
] |Persanal Personal recommendation English 60
Persdnliche Empiehlung Deutsch
English 9999
Deutsch
[ SEvE ] Delete

Figure 11: Value pool for the attribute type Language-dependent text with value selection
Save your entries by clicking Save.

The customer can then use the following drop-down menu in the registration form.

Additional information

Where did you hear E(Seled entry) »
about us? Calam

[_crecte accaurt |

guenstiger.de

- - | Preizsuchmaschine
Privacy policy: Mo personal int Personal recommendation ut your express consent.

Figure 12: using an attribute with value selection

You can use these attribute types in the administration area, for example, for product attributes. This saves
you time when creating elements, helps you avoid mistakes and ensures valid values are entered.

You can read how to use attribute types for product variations in Creating a variation, on page 115.

Using options

These attribute types provide the user with a value pool from which to select multiple values. Each value
can be selected by clicking the check box next to it. This technique is useful for creating different product
configurations.

Just as in 7ext with value selection, you define a value pool which can be used for this attribute. This allows
you to make sure that only the values you suggest can be applied to an attribute.

The following example demonstrates this:

A basic product is to be offered with various additional components. In a Configuration attribute you pro-
vide possible configuration characteristics; see Figure 13.
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Products + Deuter Hydro 2.0 {de_3201212002)

General Images Categories Variations Prices Cross-selling Portals
* Prices fnvertory fDelivery » Description = Attributes

Product type | Standard v | 3 _ﬁ Edit product type Transzlation | Deutsch %

Wholesale Price

Handkook 1

Configuration
Camel bhack
[v| Back vertilation
D Rain cover

[ Save ] [ Delete ]

Figure 13: attribute type options

When creating a product of this type the configuration of this product is displayed in the check boxes.

Working with text fields

Text fields are entry fields where longer texts can be entered. They are used to contain, for example, prod-
uct descriptions or the text of a newsletter. You can format these texts to make the layout more attractive.
This can be done in the following ways:

- Using HTML formatting commands in the text directly; see Using HTML code in text fields, below
- Usingthe integrated WYSIWYG editor; see WYSIWYG editor, on page 36

The =% Edit text button above a text field identifies it as a field that can be formatted.

When working in the page preview, there is also the option of using the inline editing mode. This allows
you to edit text directly in the page preview. For formatting purposes, use the WYSIWYG formatting tools in
the multi-function toolbar. See also Pages — Preview, on page 140 and Multifunction bar and content, on
page 141.You cannot use HTML code directly during inline editing. To enter HTML code at this position,
click the Edit HTML icon in the multifunction bar.

Using HTML code in text fields

To do this, HTML tags are used directly in the text to format and design the content. For simple formatting,
the functions Bold, /talics, or Underline are the most useful. The tags listed in 7able 5 will cover most if not
all of your requirements.

Table 5: Selection of HTML formatting tags
Tag Description Usage ‘ Effect

<b> The following text is shown in bold. <b>Bold¢/b> Bold
<> The following text is shown in /falics. <pditalics¢/i» ftalics
wy The following text is shown underlined. <uunderlined¢</u> |underlined
<S> The following text is shownstruek-eut. ¢<systruck out struek-eut
/s>
<br /> A carriage return is inserted at this point in|New <br />row New
the text. row

You can also use any other HTML tags.
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Note: For furtherinformation about design options using HTML, we recommend consulting specialist
publications or sites such as http://www.selfhtml.org/ (only partially in English).

WYSIWYG editor

As well as using HTML tags directly, the program offers a second comfortable solution for designing text
fields - a WYSIWYG editor. WYSIWYG (What You See Is What You Get) means that the text is shown during
editing exactly as it will be displayed later. You format the text not with HTML tags directly but using but-
tons with formatting functions. This has the advantage for you that you can simply and professionally de-
sign texts without knowing formatting commands. You can insert images, links and tables easily.

Open the editor by clicking the == Edit text button for a text field. This opens the editor in a new window
containing the existing text from the field:

Long description i/ “

@#L - Format - w
‘ - Forit - W -Size- W

F ¥ U = A%
Mewy for 2007 . & small drinking system pack with back cooling. Because the backpack stands out from your back, air can circulate and cool you. & shoulder padding system and
belt keep the weight on your hips where it belongs. Total volume: 4 litres. Reflectors. 570 g. Colour: orange granite.

This editor i based on the Tiny MCE module. In accordance with the licence (LGPL) the modified module can be found here. Apply

Figure 14: WYSIWYG Editor
To close the editor and enter the formatted text in the first text field, click Apply.

The individual functions are started by clicking buttons. If you hold the cursor over a button, a tag appears
explaining the button. If the button is greyed out, this function is not currently available.

A function is applied at the current cursor position. Tables or multimedia elements are inserted at this posi-
tion. When formatting text, select the text you wish to format before activating a function.

The functions are grouped together in function groups. The following groups exist:

- Edit; see £dit, on page 37

- Font; see Font, on page 37

- Paragraph; see Paragraph, on page 37
- Insert; see /nsert, on page 37
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Edit

This group contains all the functions that can be used to cut and copy portions of text.

Fu

>

Table 6: Formatting text in the WYSIWYG editor

nction Description

Cut selected areas and paste these in the tray

Copy selected areas into the tray

Insert the content of the tray at the current cursor position

Font

This group contains all the functions that can be used to format the text. They are used in the similar way

asi

n other word processors such as Word. These functions allow you to select the font, font size and col-

our. For more on selecting colours, see Colour selector, on page 43.

Paragraph

This group contains all the functions that can be used to position text on the page. Functions to indent

par

agraphs and create bullet lists are also included. In general, you must highlight the text to be modified,

and then click the corresponding function.

Insert

This group contains all the functions that can be used to insert and edit tables, links, files, images and

oth

er multimedia elements. The following functions are available:

Insert file § s see File management, on page 44
Edit image properties 2 , see £dit image properties, on page 38
Edit media element H

Depending on the type of media, various properties are displayed on the details page. These are the
same properties that were edited when inserting the corresponding media element. See also Flash, on
page 41, External page content (gadgets), on page 42, and RSS, on page 42.

Insert Flash '-'-F; see Flash, on page 41
Insert gadget th; see External page content (gadgets), on page 42

Insert RSS feed -r._J; see RSS, on page 42
Insert/edit link; see /nsert link / Remove link, on page 38
Insert anchor; see /nsert anchor, on page 39

Insert symbol * z

Click the relevant icon to insert the symbol at the current cursor position. Clicking this icon opens a
window containing the available special characters. Click the desired special character.

Insert separator —
Click the icon to insert the horizontal separator at the current cursor position.

Insert and editing table; see /nsert and edit tables , on page 39
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Edit image properties

To edit the properties of an image you have already inserted, select it and then click the £ jcon. Anew
window will open for editing.

The address of the image file is entered in the /mage URL field. If you want to display an image using an

absolute URL, enter the address in the format Affp://.... You may also enter a description and a title for the
image. The description is also important for search engines.

Save your entries by clicking Apply.

You can also select a specific layout for each image. To do this, click the Advanced tab. Here you can posi-
tion the image in relation to the text, set the distance to the text, and activate a border for the image.
Changes are displayed in the preview.

Insert link / Remove link

Insert links by clicking the = icon. Select the text the link should be added to and then click on the icon.
This opens a window where you can enter the desired URL; see Figure 15.

Edit link =

Link
[] ©pen link in & nesy windaw

= Startseite
@ Cortact information
5| Terms and Concitions
5| Important customer information
5| Privacy Policy
=z Fresh wind inthe online shop
{1 Promotionsl products
i Jackets
] Shoes
] Backpacks
] Terts

o

[ Apply ][ Cancel

Figure 15: general parameters for links

If you have not highlighted any text, you can enter the corresponding text in the Link textfield.

Enter an Internet address in the Link URL field. Always use the following format: Attp.//....

You can also link to specific pages of your Web site as created in the administration area. These pages can
be seen in a tree structure in the bottom part of the window. Select the desired page. The name and ad-

dress of this page are transferred to the entry fields.

The list also contains any anchors you have added to the text in the lower section. See also /nsert anchor,
on page 39.

Click Insert to apply the settings.

To remove an assigned link, move the cursor to the link and click the %= icon. The link is deleted and the
text loses the link function.
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Insert anchor

Using anchors, you can set target marks in the text which can be jumped to using special links. This func-
tion is only available when the L icon is displayed.

Click the icon to place an anchor. This opens a new window. Enter the name of the anchor in the Anchor
namefield and click Insert.

If you want to insert a link to an anchor, follow the instructions for /nsert link / Remove link, on page 38.
Choose the desired anchor from the list.

Insert and edit tables

Click the 4 icon to insert a table. This opens a window where you can configure the basic parameters for
the table; see Figure 16.

Insert table =

General

Columns 4 Lines 2

Wicith 500 Heighit 10

Frame 2

Frame colour

Background colour O

[ Apply ] [ Cancel

Figure 16: Basic parameters for tables

The various fields have the following meanings:

Table 7: basic parameters for tables
Field Comment

Columns

Lines

Width Indicates the width of the entire table in pixels

Height Line height in pixels

Border Indicates the width of the border in pixels

Border colour Use the colour selector in order to select a colour; see Colour selector, on page 43.
Background colour|Use the colour selector in order to select a colour; see Colour selector, on page 43.

Complete the selection by clicking Apply. This inserts the table at the current cursor position.

You can edit the properties of an existing table by using the buttons next to the 4 button. The relevant
buttons will become active when you position the cursor in the table.

The following functions are available:
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Table 8: table manipulation functions
Button Function

Table properties

4

The basic parameters of the table are displayed and can be edited.

Cell properties
T

For more information, see £dlit cell properties below.

Add row above current row

-,

A new row is inserted above the current row.

Delete row

=+

Current row is deleted.

Add column on the left

1
+
]

A new column is inserted to the left of the current column.

Delete column

Current column is deleted.

.ljl
Split cells For more information, see Merge/split cells, on page 41.
i
Merge cells For more information, see Merge/split cells, on page 41.
3

Edit cell properties

If you want to edit the properties of a cell, place the cursorin the cell and click =1, You can edit the prop-
erties in the new window; see Figure 17.

Cell properties [~
General
Align Elemerts Align centre (v | Celtype | Datacel  w
Yertical alignment Top v
Wyicith 100 Height 10
Frame colour
Background colour O
Updlate cell w
Apply ] [ Cancel

Figure 17: Cell properties

The various fields have the following meanings:

Table 9: Cell properties

Align elements Horizontal alignment of the text in the cell
Vertical alignment |Vertical alignment of the text in the cell
Width
Height
Border colour The border colour of the cell overwrites that of the table for that cell.
Use the colour selector in order to select a colour; see Colour selector, on page 43.
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Field Comment

Background colour|The background colour of the cell replaces the background colour of the table for the
cell.
Use the colour selector in order to select a colour; see Colour selector, on page 43.

Drop-down menu [Here you can set which cells are effected by the settings. This can be just the current
with values for cell orall cells of the table.
effected cells

Click on update to apply all settings.
Merge/split cells
You can merge cells together to one combined cell. This can be done using the following methods:

- Select the cells that you want to merge. Do that by moving the mouse over the affected cells while

keeping the left mouse button pressed down. Then click the “ icon. The cells are joined together into
one.

- Place the cursor into a cell and click the 4 icon. This opens a new window; see Ffigure 18.

Merge cells x|
Merge cells
Columns: |3
Lines: 1
[ Apply ] [ Cancel

Figure 18: Merge cells
Use this option to define the size of the merged cell.
When merging cells from within a cell, you should be aware of the following:

- The starting point is the current cell, the cell you called the function from.

- Thecells to the right and below the current cell are effected.

- Usethe Columns and Rows fields to define which cells will be merged. The current cell is also taken
into account in the number.

- The cell contents will be joined and displayed in the combined cell.

- Ifthe number entered in the Columnsfield is larger than the number of available cells, the function will
only be applied to the available cells. The table will not be expanded.

The Split cells Hfynction allows you to split merged cells. This will divide the merged cell into the original
number of cells. The content to be merged will be written in one line.

Flash page content

Flash page content contains animated images/graphics. The user must have installed a Flash player for his
browser in order to be able to view the Flash files. Flash files are used, for example, for banner advertising
or to realise complex content in an animated format.

When you have clicked the icon, a new window allows you to select various types of multimedia elements.
The area for selecting and inserting Flash page content is expanded. This allows you to select between the
Flash categories £ye Catcherand /ntro.
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Eye Catcherelements are Flash templates for smaller areas that can be integrated into the content of the
page and that attract the visitor's eye to a particular point.

The /ntro elements are Flash templates that are larger than the Eye Catchers. They dominate the page.
Templates that can be inserted as an introduction to your home page can also be found here. See also
Home page, on page 147.

To select a template click its name. The details page for the Flash element is displayed. Enter your text and
define its size. You can enter an Internet address if required. If an Internet address has been stored, visi-
tors can click the Flash component and jump to the specified page. You can also define a background col-
our. See also Colour selector, on page 43. Click Update to check your changes in the preview.

Click Apply to insert the Flash element into the text field at the cursor position.

Click overview to return to the list of Flash templates.

To cancel the command and return to the editor, click cancel.

External page content (gadgets)

Gadgets are various functions that can be integrated into your Web pages. These allow you to provide your
Web site's visitors with additional information, services or entertainment. Typical gadgets include, for ex-
ample, railway timetables, traffic information or a daily joke.

When you have clicked the icon, a new window allows you to select various types of multimedia elements.
The area for selecting and inserting gadgets is expanded.

To select a gadget, click the name or the preview image. The details page for the gadget is displayed.
Some gadgets allow or require you to configure settings. Click Update to check your changes in the pre-
view.

Click Apply to insert the gadget into the text field at the cursor position.

Click overview to return to the list of gadgets.

To cancel the command and return to the editor, click cancel.

RSS page content

RSS page content (RSS feeds) are lists of short messages that can be integrated into your Web site. They
are comparable to a news ticker. In an RSS feed, the news is summarised briefly in headlines. A link allows
the visitor to jump to the entire message. RSS feeds are available from many different providers on many
different topics.

When you have clicked the icon, a new window allows you to select various types of multimedia elements.
The area for selecting and inserting RSS feeds is expanded. The RSS feeds are sorted according to topic.

To select an RSS feed, click the name or the preview image. The details page for the RSS feed is displayed.
You can configure certain settings here. Try these settings out to optimise the way the RSS feed integrates
into your page. Click Update to check your changes in the preview.

Click Apply to insert the RSS feed into the text field at the cursor position.

Click overview to return to the list of RSS feeds.

To cancel the command and return to the editor, click cancel.
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Uploading images

You can load images using an Open file dialog in the administration. A functional area is shown for this at
the correct place in the corresponding page. On this area, you can see the Upload button. To upload files,
click the upload button. The Browse for files dialog is then opened. Search for the desired file in your file
system and confirm by clicking Open. In some instances you can also enter the filenames directly in an en-
try field.

L

To delete the current image, click the “icon.

Notes on background images

Matching templates are loaded for the background images in each style. You can replace these with your
own images. If you delete your own images, the template is reloaded automatically. If you do not want a
background image at all, you must delete the template image too. Do this by clicking Delete template ,
which is then displayed. When the template has been deleted, the name of this link changes to Restore
template. Click this link to restore the default template for the background image without having to search
for file names.

Note: If you set both a background colour and a background image, the background image will always
be on top of the background colour. Therefore, if you want to display the colour, delete the background
image. If the background is to be filled completely, the image must be resized to fit the area or you can
activate 7ile image.

Tile image
Background images can either be displayed as a single image or repeatedly displayed so that the back-

ground of the entire page is filled. This arranges copies of the image next to and below each other until
they fit the whole page. Select Yesif the image should fill the whole page.

Colour selector

The colour selector is a tool used to help select colours. The colour selector is used in all instances where
colours can be defined for text, background colour, etc.

All elements for which a colour can be set are identified by a corresponding icon that shows the current
colour. Click this icon to open the colour selector in a new window.

On the left side you can see two tabs — Colour selector and Colour schemes. On the right side, the current

colour is shown with its parameters, as well as a scheme of matching colours and your user-defined col-

ours. The current colour is highlighted by a square on the Colour selector tab.

Colour selector

When configuring a colour, the following options are available:

- Direct entry
When entering a colour directly, you enter the colour code in the #field in the form of an #RRGGBB code
(RR = red, GG = green, BB = blue), starting with a hash sign #). If you do not enter the hash sign, it will
be automatically added to form a valid colour code during saving. You can also enter values for bright-
ness and saturation. The coding of colours in HTML will not be discussed here further. Please consult

the corresponding technical literature.

- Selection via the colour palette
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Here you can select the colour using the mouse. Use the vertical slider to select the colour shown in the
colour field. You must select the corresponding colour hue in the colour field. The currently selected
colour is displayed in the large box on the right. The colour that is displayed in this box can be applied.
The parameters for the current colour are automatically entered in the entry field.

To apply the current colour, click Apply.

Colour schemes / matching colours

The Colour schemes tab displays a number of colour schemes. These are complementary colours that are
a best match for the current colour according to colour theory. The schemes are calculated on the basis of
the basic principles of design technology. You can select a type. The corresponding colours in this scheme
are always displayed to the right of the box with the current colour. If you want to set one of the other col-
ours in the scheme as the current colour, click the corresponding box. The scheme that you selected most
recently is always active.

User-defined colours

You can save the colours that you want to reuse in the fields for user-defined colours. To save a colour,
drag the current colour from the box and drop it into one of the user-defined colour fields. Some of the

user-defined colours will initially be preset according to your selected design template.

To set a user-defined colour as the current colour, simply click the corresponding colour box. This causes
the colour to be displayed in the box for the current colour where it can be applied.

File management

You can use the file management function to upload and manage various types of file.
The WYSIWYG editor allows you to manage all the files that can be inserted using the text fields.

You can also use file management in conjunction with uploading images in the design process. In this
case, its usage is limited to image files.

The file management system allows you to create a folder structure into which you can sort your files. You
can import the desired file into the text from this structure.

In addition, it also incorporates an image database made available by your provider. This contains a selec-
tion of images that you can copy directly to your text or your own site structure.

The left side of the file management control displayed the folder structure. Above this is a command bar. If
you select a folder, the corresponding commands that are available for this folder are displayed in the
command bar. The following functions can be performed:

Table 10: Commands in file management — left section

Function ‘Comment

Create new folder A new folder is created in the folder structure. This new folder is created as a sub-
folder for the currently selected folder.

Delete files All highlighted files in the selected folder will be deleted.
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Function ‘Comment

Copy files This function allows you to copy image files from the image database into your
site structure. Proceed as follows:

Select the target folder.

Select a folder in the image database.
Highlight the relevant images.

4. Under Commands click Copy file.

Rename folder The selected folder can be renamed. Enter the new name in the entry field that is

displayed and confirm by clicking save. This is only available for folders that you
have created yourself.

Delete folders The highlighted folder is deleted. This is only available for folders that you have
created yourself.

w N =

The right side of the file management control displays the files in the current folder. Above this is the area
that can be used to upload files. The following functions are available:

Table 11: Commands in file management — right section

Function Comment

Upload files This area is used to upload files to the file management system. For more details,
see Uploading images, on page 43. The files will be saved in the selected folder.

Apply file Select the desired file and click Apply. The file is inserted into the text at the cur-
rent cursor position. The file management control is closed.

Preview Double-click a file. The file is displayed in a new window.

Delete file Click the = icon. The file is removed from the list.

Import and export

Use the import and export functions to share information with other systems. This can be used if you have
prepared your information using another system or program and you want to use this in the Web site; see

Import, on page 46. Conversely, you may want to use the information on the Web site in another system;
see Export, below.

CSV files are used for import and export. A CSV file is a simple text file containing a list of individual values
separated by a specific delimiter. Each object takes up one line in the file. Since exporting generates CSV
files, you can use this to generate a template for import files. For more on CSV files, see also £diting csv
files with Microsoft Excel, on page 47. Use of an export file as a template for the import file ensures that
you correctly spell field names or column names.

In the areas where import and export are possible, the function is displayed in the context menu. Click the
Import and export link. The page that is displayed is used for both /mportand Export.

Note: Before importing a file with a large number of records, we recommend that you test the import
process with a file of just one or a few records.

Export

The various fields have the following meaning for the export:
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Table 12: parameters for exporting product data

Field name Description Field type Example

Object Type Drop-down menu

Formatting Regional setting for the data formatin |Drop-down menu
the export file, for example, for cur-
rency or date information.

The selection also determines the cor-
responding separator symbol.

Coding Selection of the character set to be Drop-down menu
used.

The entry Default (xxxxxx)is the default
character set for the administration
language. If you are using additional
characters, set this to Unicode. Other-
wise this character will be displayed as
a question mark.

Delimiter Setting for the delimiter used to divide [Drop-down menu
data fields in the export file

This setting overwrites the delimiter
setting entered in Formatting.

Languages Setting that defines which fields rele- |Drop-down menu
vant for a language will be exported

Once you have entered all the settings, click Export to start exporting. To complete the process, you must
enter a target directory for the export file to be saved.

Note: Some functions in the application will open in new browser windows. For this reason, your
browser must allow pop-up windows to open. Otherwise, certain functions cannot be used.

Import

Before importing, you first need to create a correctly formatted CSV file. It is especially important to use the
correct field names in the header. Figure 19 shows an example.

A A [ E ) E [ E [
| 1 [Type}[Class] \DIAI\aS]l Sort orderl[Position] \/isihlel[\s\iisible] List pr\cefEUngrossI[ListPrice!EUR!gross]I List pricefGBF'!gmsel [ListPricefGBP!gmss]Il
| 2 | hrTt 01001 1) T16.95 16.95
1 3 | It_0401107001 1] 17295 7295
L4 cg_0100504001 a 12295 22,05
| 5 |Tent ho_1112105010 a 149995 499,85
| B |Tent eg_1000111010 a 133995 33995
| 7 |Tent wh_1003111010 a 125995 25995
| 8 |Tent nf_1005104010 1] 1 28495 25495
| 9 [Jacket be_40401 1] 1.199.95 199.95
|10 |Jacket be_4040104003 10 119995 19995
| 11 |Jacket be_4040104004 20 119995 19905

12 |Jacket be_4040104005 30 119995 199.95

Figure 19: Field names in the header of the import file for products

The field names in the header have two parts, the name and the ID. The name corresponds to the name of
the fields in the product detail view. You can modify this name if necessary. The internal names (IDs) are
enclosed in square brackets and must never be changed. You can also interchange columns, as long as
each column keeps its own heading.

The following rules are applied to the values in the import file:

- Column does not exist in the file: The values in the database will not be changed.
- Column does exist in the file, but no data entered: The corresponding data is deleted in the database.
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- Column does exist in the file, and contains data: The corresponding data is replaced in the database by
the data from the file.

The various fields have the following meaning for the import:

Table 13: parameters fr importing product data

Field name Description Field type Example
Object Type Drop-down menu
Formatting Defines how numbers, currency, and  |Drop-down menu

date formats are interpreted during the

import

The formats in the import file must
match the formatting setting for the
import.

The selection also determines the cor-
responding separator symbol.

Delimiter Setting for the delimiter used to divide |Drop-down menu
data fields in the import file

This setting overwrites the delimiter
setting entered in Formatting.

Languages Irrelevant for the import. Drop-down menu

Import file Enter the name of the import file in this |Entry field, alpha-  [C:\temp\import.csv
field. Either enter the name of the file |numeric
with its path directly or click Browse to
search for the file.

When all the parameters have been set correctly, start the import by clicking import. If problems occur dur-
ing import, you will receive a relevant message. In the case of large files, the total number of errors is lim-
ited to 100 error messages.

Editing csv files with Microsoft Excel

CSV files can be edited with Microsoft Excel. The automatic cell formatting in Microsoft Excel can cause
some data to be incorrectly interpreted and displayed. This occurs in the following examples, among other
cases:

- Long numbers may be displayed as exponentials (e.g. telephone numbers, where 123456789123654
becomes 1.234567 E+14).

- Dates and times may be displayed in numerical format (e.g. 02.05.2008 becomes 39570).

- Leading zeroes in numbers may be deleted (e.g. in postal codes, 07743 may become 7743).

In such cases, you must check the corresponding cells or columns and correct the formatting so that the

data matches the requirements of the export file. Alternatively, use a different program to edit your import
data.

Setup assistant

The Setup assistant will help you set up your Web site in just a few steps. You can set the design, configure
some basic settings and enter the most important shop information here, without spending a long time
getting to know the software.

The Setup assistant starts automatically when you call the Administration function up for the first time. You
can start it manually by clicking Settings » Setup assistant.

Any values already configured for various fields are entered as default settings.

User guide for Web site administrators Page 47



Basic principles Setup assistant

Perform the following steps in the assistant:
1. Topic and design
Various designs are available for you to select. The designs are sorted according to sector and topic.

Select one of the templates from a topic that matches your situation. For more on selecting a template, see
Templates, on page 176. For the basic principles of design and customisation, see Styles, on page 175.

Click Next to open the next page.
2. Pages and content

The selected design has a basic structure of pages, in which there is already a basic set of content. The
suggested basic structure of the corresponding pages is displayed on the left. Each page has its own check
box. You can use these check boxes to apply a page from the template to your own Web site. Do this sim-
ply by selecting the corresponding check box. When a check box is highlighted, then the associated page
has already been added to the Web site.

You will see the current structure of your own Web site and its pages on the right. After selecting a tem-
plate, all the pages associated with that template are highlighted and copied to the current Web site. Any
pages that were already part of the Web site are retained.

If you want to remove a template page from the current Web site, uncheck the corresponding check box on
the left.

The symbols have the following meanings:

Table 14: Structure symbols
[ofe]] Description

v This page already existed in the Web site structure before the template was
loaded. It cannot be removed using the check box.

= -

Mandatory page

Some templates contain pages that are defined as mandatory. These pages can-
not be removed from the Web site structure using the check box. The check box is
disabled.

For basic information on editing the structure and the individual pages, see Contents, on page 139.

Click Next or Back to open the next or the previous page.

3. Contact data and presentation

Here you can enter the contact information for your Web site. The information entered is used for the Web
site address and also for the initial entries in the Contact information. The specified e-mail address is en-
tered into the e-mail settings. The other information is used to generate an e-mail signature. To edit this in-
formation without using the assistant, see Address, on page 55, E-mail settings, on page 90and Contact

information, on page 151.

In addition you must configure the languages for your Web site. The pages are then displayed in these lan-
guages. For more on configuring languages, see Languages, on page 8/.

You can upload a logo for your Web site here. See also Uploading images, on page 43.
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Caution: If the default sender e-mail address is not entered, no event e-mails will be sent. I

Click Next or Back to open the next or the previous page.

4, Settings for your shop

Here you determine the tax model according to which prices are displayed and calculated in the shop and,
and the tax model used when entering prices in the administration area. For more on the tax model, see
also 7ax model, on page 61. You also have to enter data such as the VAT registration number, etc.

Your shop statistics will be collected and reported by etracker. If you have not yet configured etracker, an
etracker account can be set up here automatically. To do this, select the relevant check box and enter a
password. For more on etracker statistics, see efracker statistics, on page 226.

Click Next or Back to open the next or the previous page.

5. Finish

The information you entered is displayed on this page.

Click Back to edit the information again, or Finish to apply the information.

Once this has been done, the home page for your Web site is displayed in a new window using the design
you have selected. On the administration page, you will see a page with suggestions for the next steps.

Caution: When you apply the data by clicking £inish, the existing data in the fields mentioned previ-
ously will be overwritten. Fields in which you did not enter any values will not overwrite the existing
data.

Search the Web site

A search function on the Web site is provided to allow visitors to find information directly. You can offer
your customers a product search or a general search function.

When searching for products, the system looks for the search term in all product data. The search function
can be offered as a simple search box, or with more advanced options. Customers can only search for visi-
ble products; see Visibility, on page 31.

The general search function includes all types of page and product. If the search term appears in both
product descriptions and in pages such as categories, blogs and forums, then all these objects are dis-
played in the hit list.

The search field allows the visitor to enter several search terms. These terms are linked by the AND opera-
tor during the search. In other words the search function shows objects that contain all terms.

There is a separate page element for each of these searches. You must place this element on your Web
page in order for the function to be made available to your visitors.
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4. Administrator information

This is where you configure the personal settings that control the way you work in the administration area.
These include, for example, data for accessing the administration area, and the e-mail address used to
send you system notifications. By and large these administrator settings correspond to the general sign-in
settings for users and administrators. See also User details — Sign-in data, on page 56, and Administrator
details — Sign-in data, on page 59. The Allow sign infield is not shown, since you cannot lock the adminis-
trator account out of the Web site.

An additional setting is the option Always display Help for previously unseen pages. This allows you to
manage the display of the Help pages. If you set this to Yes, Help topics will be shown for every page that is
being visited the first time. See also Sidebar, on page 21.

Save your entries by clicking save.

Caution: |f the Automatic sign in via cookies option is selected, everyone who uses your computer will
have access to the administration area. In this case, make sure only authorised persons have access to
your computer.

Deletion confirmation

For security reasons, you will be asked for additional confirmation with every delete command. The delete
command will be performed after your confirmation. You can switch off deletion confirmation using the De-
letion confirmation check box.

Caution: If you clear the Deletion Confirmation check box, every deletion is executed immediately and
without the need for confirmation. You will not be able to cancel the action later. It is recommended
that only experienced users deactivate this.
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5. Settings

Here you can manage all the basic settings and methods of your system.

General settings

Settings

Use the General settings to set the address of your Web site and enter the business hours. In addition, you
can control customers' access to your Web site, the speed at which individual pages are rendered (dis-
played) and you can check the extent to which your licences are being used.

Status

Page: Settings »» General settings »» Status

The various fields have the following meanings:

Table 15: Fields forthegeneral Web site status

Field name

Created on

Description

Date Web site created

Field type
Display

Example

Monday, 25 March
2008

Link to home page

Display

The Web site is
open/closed

Depending on the option selected, the
Web site may or may not be available
for customers on the Internet.

Option button

Name of the Web site

This name is language-dependent.
Page element; see Page elements and
navigation, on page 181

Entry field, alpha-

numeric

Milestones

Slogan

Page element; the text is language-
dependent.

For more on formatting, see Working
with text fields, on page 35.

Text field

Well prepared to
meet your goals

Text when Web site
closed

Information displayed to the customer
if the shop is closed. This text is lan-
guage dependent.

For more on formatting, see Working
with text fields, on page 35.

Text field

<h3>Short technical
break...

Logo

Page element; see Page elements and
navigation, on page 181

For more on using images, see
Uploading images, on page 43.

After clicking Save, the image is dis-
played in the preview area. To see the
image original size, click the image
name or the preview image.

Entry field, alpha-

numeric

Logo.gif

Scale image

The image is uploaded in the opti-
mised size (90 px). The size can only
be customised during uploading.

Check box

(Delete)

Click the icon to delete the logo.

Symbol

Create own favicon
from logo

A favicon is generated from the Web
site logo; see below.

Link
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Field name Description Field type Example

Favicon A favicon is a small image that appears |Entry field, alpha-  [Favicon.ico
in the browser's address bar to the left [numeric
of the Web site address (URL). The file
should contain an image in the size
16x16 pixels or 32x32 pixels. For more
on using images, see Uploading im-
ages, on page 43.

Save your entries by clicking save.
Page cache/optimisation
Page: Settings »» General settings »» Page cache
This function controls the speed at which certain pages are displayed.
The pages that your customers see contain both static and dynamic content. Dynamic content is data and
information that is read from the database and inserted into the page just before the Web page is dis-

played. This ensures that the values are up-to-date. This includes data about prices, amounts, and so on.

Updating and creating the page takes time. The display rate of the page is therefore dependant on the pro-
portion of the content which has to be updated.

Pages where the content does not change can be cached and displayed more quickly.

Your customers expect up-to-date pages with fast loading times. For this reason, it is a good idea to find
the optimum setting between displaying current content and quicker availability of the page.

The page cache allows you to configure how often certain pages are updated. When deciding this, bearin
mind how often you change and update the data on these pages.

For example, if you change the prices of your products weekly, pages which display prices need only be
updated every week after the price change. During the rest of the week, these pages can be loaded and
displayed from the cache.

The same applies for stock data. When inventory levels of products are evaluated for display in the shop,
the page cache must be set so that when the stock level changes during the order process, the correspond-
ing pages are updated. For more about this, see /nventory, on page 96.

The status of the page cache is displayed in the Administrator menu; see Administration navigation, on
page 189.

Use the check box Activate page cache... to switch the page cache function on or off.

Once you have switched the page cache on, select your preferred update intervals for the pages listed on
the screen. Save your entries by clicking save.

If you have made extensive changes to data and information, you can update all the pages with one click.
To do this, click Update immediately.

Note: If you make changes while in the administration area and these changes are not immediately
visible on the Web site, check the setting for the period of validity. If necessary, click Update immedi-
ately.

Remember the following:
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- The page cache only applies to users who are not signed in.
- Customers will not see the changes until after the administrator has started the update or it has been
performed automatically.

We recommend that while setting up the Web site you disable the page cache option in order to apply fre-
quent changes immediately. When your shop goes into L/ve operation, click the check box and set the
longest possible periods of validity.

Utilisation

Page: Settings »» General settings » Utilisation

Your Web site supports a range of functionality with defined limits. The Utilisation tab shows you which
functions are available in which scope and to what extent the maximum values are being used.

The symbols have the following meanings:

Table 16: legend for resource symbols
[ofe]] Description ‘

W The function is activated for the Web site.
b The function has not been activated for the Web site.

Status bar |The status bar shows how much of a limited function is being used. A red bar indicates that
the limit has been reached.

If you have reached the limit or want to use new functions, contact your provider.

Business hours

Page: Settings »» General settings » Business hours

On this page, you can manage your usual hours of business. These are the times or hours during which you
usually offer your services or during which your customers can book appointments. The hours on this page
are the centrally maintained default hours that apply for all resources as long as no special hours have
been defined for a specific resource. For more about this, see Resource details - Appointments, on page
167.

You can configure the same hours for all weeks, or set different hours for odd weeks and for even weeks.
When entering hours, you should remember:

- You can split a day into two, setting opening times for the morning and afternoon.

- Forround-the-clock operation, enter the hours from 00 to 00 (not 00 to 24)

- The end time must always be greater than the start time. Therefore, to specify business hours from
22.00 until 04.00, enter 22 - O for the evening and O - 4 for the next day.

Save your entries by clicking save.
To display the business hours on the Web site, you must create a page using the Business hourstype and
set it as visible. See also Business hours, on page 153. In addition, you can create a user-defined page

element of the type Link and create a reference to the business hours from there. For more information, see
User-defined page elements, on page 182.

Address

Page: Settings »» General settings » Address
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This data is used when the address information for the Web site is made public. For example, it is the
sender address on invoices and packing slips. This information is also used when address information
needs to be submitted to third party systems, for example, when registering for product portals such as
Pangora or Kelkoo.

The Additional textfield allows you to enter additional information for your Web site, such as bank account
details. This information is displayed on all order documents, below the shop address.

Save your entries by clicking save.

User management

The User management function allows you to edit information concerning your users and administrators;
see Users, belowand Administrators, on page 59.

This is also where you define the content of the registration form; see Registration, on page 58.

You can also stipulate whether only registered users can visit your Web site, and whether users can register
automatically. See also Signing in, on page 58.

Users

Page: Settings »» User management » Users

Users are visitors to your Web site who have completed the registration process and have been allocated a
username and password. Users have specific rights. This allows you to make certain pages or even your
whole Web site only accessible to registered users. You can also assign user-specific prices. Alternatively,
restrict the use of forums and blogs to registered users.

The table lists all users who have registered to use your Web site. The symbols have the following mean-
ings:

Table 17: status symbols for users
Icon Description ‘

=y If a useris active, then he is permitted to sign in to the Web site.

When a user is not active, he is not permitted to sign in to the Web site.

To open the details of a user, click the name.
You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new user, proceed as described in Adding records, on page 26.

User details — Sign-in data

Page: Settings » User management »» Users » Sign-on data

The fields have the following meanings:
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Table 18: User data fields

Field name

Settings

Example

Registration process
complete

Description

The user will receive an e-mail after
filling out the registration form. This
includes a confirmation link. The user
must click on this link in order to com-
plete the registration process. This
selects the checkbox. If the checkbox
is not selected, the registration process
was not completed successfully.

Field type

Check box,
Read-only field

for signing into the administration
area, a new password will be sent to
the address entered here.

Allow sign in This allows you to deactivate the user, [Check box
and thus prevent him from signing in to
the site.
Display Name Entry field, alpha-  [Administrator
numeric
User Name User name used when signing in Entry field, alpha-  [WebAdmin
numeric
E-mail If the user forgets his current password |Entry field, alpha- |[admin@provider.co

numeric

m

tion

sons

Old Password Enter the currently valid password Entry field, alpha- [admin
here; numeric
this is not displayed for security rea-
sons

New Password This is not displayed for security rea-  |Entry field, alpha- |admin
sons. numeric
The password must contain at least 5
characters.

Password Confirma- [This is not displayed for security rea-  |Entry field, alpha-  |admin

numeric

Language

Display language for the administration

Drop-down menu

To change the password, you must enter the current password in the field O/d password. If you do not enter
the current password, the password change will not be accepted.

Save your entries by clicking save.

word.

Note: When a new user is created, the password is not generated automatically. You must enter a
password so that the user can sign in to the Web site. In this case, you have not entered an O/d pass-

User details — Posts

Page: Settings »» User management »» Users »» Posts

This displays a list of all the posts or messages that the user has written in all forums, blogs and guest-
books on your Web site. You can use the links in the first column to call up the corresponding topics or

pages.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.
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User groups
Page: Settings »» User management »» User groups
You need user groups if you want to allocate permission to your users to carry out certain commands.
These types of permission are always allocated using user groups. For example, if you want to restrict a
page to specific users, you must first link the corresponding page to the corresponding user group. You
must also assign the corresponding users to this user group.
All user groups which you have created are listed in the table.

To create a new user group, the following options are available:

- Proceed as described in Adding records, on page 26.
- When you create a customer group, a user group with the same name is created automatically.

To delete a user group, proceed as described in Deleting entries, on page 26.

To display the list of assigned users, click the name of the user group. To add users to the list, the follow-
ing options are available.

- Proceed as described in Adding records, on page 26.
- Ifyou add a registered customer to a customer group, this customer will automatically be added as a
user in the user group that has the same name as the customer group.

To delete users from the list, proceed as described in Deleting entries, on page 26.
To open the details of a user, click the user name.

Registration
Page: Settings »» User management »» Registration

This section defines the content of the registration form. Your visitors must complete this form when regis-
tering. By the act of registering, your visitors become users.

The registration settings are described in Registration, on page 95.
Signing in
Page: Settings »» User management » Sign in

This section allows you to define the options for accessing your Web site.

Select the option Recognise returning users to activate automatic sign in for registered users on your Web
site. During the session, a cookie is generated for the user and saved. If the user leaves the Web site with-
out signing out (by closing the browser or leaving the session to expire), the cookie remains saved. When
the user next visits your Web site, the cookie is recognised automatically by the system and he is signed in.
When the user signs out of the Web site, the cookie is erased. It is then no longer possible to sign in auto-
matically.

Caution: Automatic sign in only functions if users allow cookies to be stored on their computer. Other-
wise, the sign in information cannot be stored and then read.

Using the Require sign in option you can make it compulsory for your users to sign in. This means that only
visitors who have a user account can navigate your Web site. New visitors can only access the Web site
once you have created user profiles for them in the administration area. This is only allowed in a B2B busi-
ness model.
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Enter a relevant text in the 7ext if signing in is requiredfield to inform non-registered visitors of the configu-
ration and explain the steps required to register. This field is only active if the Require sign inoption has
been set to Yes.

Once you start to use customer information for purposes not simply restricted to the ordering process, you
must inform your customers of the reasons of your using their data and the customers must agree to this
usage. You can enable the Activate privacy policy... option to require customers to agree to you saving their
personal information. This step ensures that your customers have agreed to this usage before they register.
The customers are asked to agree to the privacy policy on registration, or, for unregistered customers,
when they enter their address. For more on the privacy policy, see Privacy policy, on page 153.

Save your entries by clicking Save.

Administrators

Page: Settings » User management » Administrators

The table shows all the administrators who have been created for your Web site. The symbols have the fol-
lowing meanings:

Table 19: Staus icons for administrators

Icon Description

i The administrator is active. He is authorised to sign into the administration area.

The administrator is not active. He is not authorised to sign into the administration area.

To open the details of an administrator, click the name. The user name of the administrator who is cur-
rently signed in is not active as a link. You can edit this information in the administrator menu. For more on
this, see Administrator information, on page 51.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 20: Specialised batch processing commands for administrators
Command Comment ‘

Activate The administrator can sign in to the administration area.

Deactivate Administration is disabled for the administrator.

To create a new administrator, proceed as described in Adding records, on page 26.

You can edit the data in the same manner as described in Administrator information, on page 51. Please
note the following exceptions:

Use the Sign in allowedfield to set whether an administrator can sign in and have access to the ad-
ministration area.
- You can delete an administrator. To do this, click the Delete button in the details.

Administrator details — Sign-in data

Page: Settings »» User management »» Administrators » Sign-in data

By and large this administrator data corresponds to the general sign-in data for users. See also User details
— Sign-in data, on page 56. The remaining fields are described as follows:
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Table 21: Fields for administrator information

Field name Description Field type Example

Deletion confirmation (See Deletion confirmation, on page 51 |Option button

Access to the administration area Option button
Automatically sign in |without the sign-in process;
via cookies Cookies must be enabled in the

browser to do this.

This field will only become active if you
have activated signing in using cookies
in User management, Sign in; see
Signing in, on page 58.

Caution: |f the Automatic sign in via cookies option is selected, everyone who uses your computer will
have access to the administration area. In this case, make sure only authorised persons have access to
your computer.

Save your entries by clicking save.

Note: For newly created administrators, the system assigns the default password admin. You must en-
ter this as the old password when you change the password for the first time.

Administrator details — Posts

Page: Settings » User management »» Administrators »» Posts

This displays a list of all the posts or messages that the administrator has written in all forums, blogs and
guestbooks on your Web site. You can use the links in the first column to call up each post.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

User search

You can use the search to find individual users or administrators directly, or search via user groups. For ba-
sic information on using the search function, see Search, on page 28.

Tax calculation

Here you can manage and edit all tax settings relevant to your shop.

Tax matrix

Page: Settings » Tax calculation » Tax matrix

Your provider will supply you with a table with the most widely used tax classes in the main tax areas. This
is called the tax matrix.

The default tax class and the default tax area are marked with a * in the table.

The default setting of the tax matrix is read only. It is managed by your provider. If necessary, you can also
edit the entries yourself. To do this, click customise. A security check will request confirmation of this
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command. After confirming this, you can edit the values in the matrix. The same applies for tax areas and
tax classes.

Caution: After doing this, you can no longer return to the default tax matrix. Once you have made the
decision to customise the tax matrix for your shop, you will need to manage the tax settings yourself.

Save your entries by clicking save.

Tax areas

Page: Orders » Tax calculation »» Tax areas

Note: You cannot modify the tax areas until you click Customise on the tax matrix page. See 7ax matrix,
on page 60.

The table lists all the tax areas which have been created for your shop. To set a tax area to default, click
the option button in the corresponding row. When a new customer registers, this preset tax area will al-
ways be suggested as the default.

To create a new tax area, follow the steps described in Adding records, on page 26.

Save your entries by clicking Save.

To delete a tax area, proceed as described in Deleting entries, on page 26.

Tax classes

Page: Orders » Tax calculation » Tax classes

Note: You cannot modify the tax classes until you click Customise on the tax matrix page. See 7ax ma-
trix, on page 60.

The table lists all the tax classes which have been created for your shop. To set a tax class as default, click
the option button in the corresponding row. The preseftax class will be set as the default when new prod-
ucts are added.
To create a new tax class, follow the steps described in Adding records, on page 26.
Save your entries by clicking save.
To delete a tax class, follow the steps described in Deleting entries, on page 26.

Tax model
Page: Orders » Tax calculation »» Tax model
Here you configure whether prices are entered net or inclusive of tax how they are displayed in the shop.
Displaying and calculating prices in the shop
The option Displaying prices and calculation in the shop based on sets the default tax model, which de-
termines how the prices are displayed in the shop. This applies to the way prices are displayed in product
lists and in the product details. The way prices are displayed and calculated in the shopping basket also

depends on the tax model that has been configured.

According to the tax model that has been configured, a suitable price text is displayed alongside the price,
for more information, see 7exts, on page 97.
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You can specify a different tax model for individual customers. This setting then overrides the default set-
ting for this customer. The customer sees the prices according to the model that has been configured for
him.

When selecting the tax model Grossyou can set whether the VAT is shown in the shopping basket and in

all e-mails and documents associated with the order. In some cases, merchants are not required to show
tax. If you do not need to reveal the tax amount, you can create a corresponding note for the customer us-
ing the text field. This text is then displayed in the correct place. Note that these settings must also match
the text that is displayed in addition to the product prices. For more information, see 7exts, on page 97.

Entering prices

The option Entry of prices in administration on basis of stipulates whether the prices you enter are net or
inclusive of VAT. This applies to product prices, reductions, payment methods and delivery methods, or for
all price information that is linked to a tax class.

The tax model does not differentiate between prices for which no tax class has been assigned. Such prices
include, for example, coupon values.

Save your entries by clicking Save.

Delivery and payment

Here you can manage and configure the payment and delivery methods you offer in your shop. The system
provides relevant calculation models which form the basis for the individual methods.

Delivery methods
Page: Settings » Delivery and payment » Delivery methods

The system provides the following calculation models as the basis for the delivery methods:

Free delivery Basis for delivery methods where no further costs are incurred.
Use this to offer the customer free delivery, for example; see General prop-
erties for delivery methods, on page 63.

Fixed price Basis for delivery methods at a fixed price.
Use this to configure delivery methods for a fixed price; see General proper-
ties for delivery methods, on page 63 and Fixed price delivery methods, on
page 64

Exemption limit Basis for delivery methods with price limits.
Using this you can offer your customers Free deliveryfor goods above a
certain total value; see General properties for delivery methods, on page 63
and Delivery methods with an exemption limit, on page 64

Shopping basket total Basis for delivery methods where the price depends upon the order value.
In addition to product prices, coupons and discounts can be taken into
account when calculating the order value, see General properties for deliv-
ery methods, on page 63 and Delivery method Shopping basket total, on
page 65
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Weight of the products in Basis for delivery methods where the price depends upon the weight of the
the shopping basket order.
Delivery costs are dependent upon the weight of the products in the shop-
ping basket, see General properties for delivery methods, belowand
Delivery method Weight of the products in the shopping basket, on page 65

Number of products in the Basis for delivery methods where the price depends upon the number of
shopping basket products ordered.
Delivery costs are based upon the number of products in the basket; see
General properties for delivery methods, belowand Delivery method Num-
ber of products in the shopping basket, on page 66

The table lists all the delivery methods. The symbols have the following meanings:

Table 22: status of the delivery methods
[ofe]] Description ‘

¥ Delivery method visible.

1 Delivery method not visible.

! Some parameters have not been set correctly. The link forwards you to the settings of the
relevant method.

Caution: A delivery method cannot be made visible until all necessary parameters have been set cor-
rectly.

To open the details of a payment method, click the name.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new delivery method, follow the steps described in Adding records, on page 26.
Save your entries by clicking save.

General properties for delivery methods
Page: Settings » Delivery and payment »» Delivery methods » [delivery method] »» General

The properties and parameters for the individual delivery methods have different underlying calculation
models. The general properties are the same for all delivery methods.

The various fields have the following meanings:

Table 23: general field for all delivery methods
Field name ‘Description Field type Example

ID Entry field, alpha-  |PickupByCustomer
numeric

Visible Option button

Default Defined as the default method Option button
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Field name ‘Description Field type Example

Permit usage for fol- [This option allows you to set the re- Drop-down menu

lowing delivery ad-  |gional validity for the delivery method.

dresses For more on regions, see Regions, on
page 89.

Name Name used to display the method. This |Entry field, alpha-  [Pick up
is language-dependent. numeric

Comment Additional information about the deliv- [Entry field, alpha-  |Please check in at
ery method; numeric the depot.

The language-dependent contents are
displayed to the customer during the
order process, directly below the
method and the packing slip is printed.
For more on formatting, see Working
with text fields, on page 35.

Save your entries by clicking Save.

The Visible and Defaultfields are not active for the method marked as Defauit. If you want to edit the set-
tings for this method, you must first set another method to default.

For all chargeable delivery methods there is an additional tab Settings that contains specific settings for

the method. This tab is used to set the tax class, prices, maximum values and calculation basis. The cur-
rent tax model is displayed for the prices; see 7ax model, on page 61.

Fixed price delivery methods

The various fields have the following meanings:

Table 24: Specialised felds for delivery using a fixed price

Field name Description Field type Example

Tax class Drop-down menu  [Normal

Delivery price Entry field, numeric [€12.00
$14.00

Save your entries by clicking Save.

Delivery methods with an exemption limit

The various fields have the following meanings:

Table 25: specialised ﬁelds for delivery with an exemption limit

Field name Description Field type Example
Tax class Drop-down menu  |Normal
Base price Price which will be incurred if the ex-  |Entry field, numeric [€ 8.00
emption limit is not reached. $10.00
Free above order The order limit, above which delivery is [Entry field, numeric |€100.00
value of free $130.00
Price Free above Here you can set how the order value is [Drop-down menu  (See 7able 26, on
order value refers to... |calculated, above which delivery is free page 65
of charge to the customer.

Save your entries by clicking Save.
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The field Price "Free above order value of” refers to... has the following options:

Table 26: options for calculating payment price
Option Comment

Products Maximum value refers to the total of the product prices in the shopping
basket.

Products and coupons The maximum value relates the to the value calculated from the product
prices and coupon values in the shopping basket.

Products, coupons, and The maximum value relates the to the value calculated from the product

shopping basket discount [prices, coupon values in the shopping basket, and the shopping basket
discount.

Delivery method Shopping basket total

The various fields have the following meanings:

Table 27: Specialised felds for delivery method Shopping basket total

Field name Description Field type Example
Tax class Drop-down menu  |Normal
Price of the shopping |Selection of the option used to deter- |Drop-down menu
basket refers to mine the order value; see 7able 26,

above
Multiplier Variable part used to calculate the Entry field, numeric |0.1

delivery price;

The price of the shopping basket is
multiplied by this value. See the for-
mula below the table on the Web page.

Base price Fixed part used to calculate the deliv- |Currency field €5.00
ery price;

See the formula below the table on the
Web page.

You can scale delivery prices dependent upon the shopping basket price. To do so, enter the limit with the
multiplier and the base price.

Save your entries by clicking save.

Delivery method Weight of the products in the shopping basket

The various fields have the following meanings:

Table 28: Specialised fields for the delivery method weight of the products in the shopping basket

Field name Description Field type
Tax class Drop-down menu  |Normal
Calculation of the Selection of the weight unit used to Drop-down menu

weight of the prod-  |calculate the total weight of the order.
ucts is performed in

Multiplier Variable part used to calculate the Entry field, numeric |0.1
delivery price;

The order weight is multiplied by this
value. See the formula below the table
on the Web page.
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Field name Description Field type Example
Base price Fixed part used to calculate the deliv- |Currency field €5.00
ery price;
See the formula below the table on the
Web page.

You can scale delivery prices depending upon the weight of the order. To do so, enter the limit with the
multiplier and the base price.

Save your entries by clicking save.

Delivery method Number of products in the shopping basket

The various fields have the following meanings:

Table 29: Specialised fields for the shipping method Number of products in the shopping basket

Field name Description Field type Example
Tax class Drop-down menu  |Normal
Multiplier Variable part used to calculate the Entry field, numeric |0.1

delivery price;

The number of products in the basket
is multiplied by this value. See the
formula below the table on the Web
page.

Base price Fixed part used to calculate the deliv- [Currency field €5.00
ery price;

See the formula below the table on the
Web page.

You can scale delivery prices dependent upon the number of products in the shopping basket. To do so,
enter the limit with the multiplier and the base price.

Save your entries by clicking Save.

Payment methods
Page: Settings » Delivery and payment »> Payment methods

The system provides the following calculation models as the basis of the payment methods:

Free Basis for payment methods where no further costs are incurred.
No other costs are charged to the customer when this method is used.
For more details, see General properties for payment methods, on page 69.

Fixed price Basis for payment methods at a fixed price.
For payment methods at a constant price, For more details, see General
properties for payment methods, on page 69 and Fixed price payment
method, on page 70.

Exemption limit Basis for payment methods with an exemption limit.
Apportion delivery costs to your customers dependent on the order value.
For more details, see General properties for payment methods, on page 69
and Payment method with exemption limits, on page 71.
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Direct debit

Direct debit via fax

Credit card

WorldPay

T-Pay

PayPal

PayPal Pro

PayPal Express

Google Checkout

ClickandBuy

Settings

As with Free, the customer incurs no additional costs at this point. This
model issues a request for the customer's bank details during the ordering
process in the shop.

For more details, see General properties for payment methods, on page 69
and Direct debit payment methods, on page 70.

As with Free, the customer incurs no additional costs at this point. The
customer downloads a fax form during the order process that he uses to
send his bank details. For more details, see General properties for payment
methods, on page 69 and Payment method with direct debit via fax, on
page 70.

Basis for payment methods via credit card;

Using this method, you can offer your customers all the credit cards you
accept and manually process. For more details, see General properties for
payment methods, on page 69 and Payment method with credit card, man-
ual, on page 71.

Basis for payment methods using WorldPay;

When using this method, customers will be forwarded to the secure World-
Pay system for payment. This is where the data is collected and the transac-
tion takes place. For more details, see General properties for payment
methods, on page 69 and Payment method with WorldPay, on page 72 and
WorldPay, on page 193.

Basis for payment methods using T-Pay;

For the transaction and the payment method selection, the customer is
forwarded to the T-Com payment system where the transaction is com-
pleted. For more details, see General properties for payment methods, on
page 69 and T-Pay payment method, on page 74 and T-Pay, on page 194.

Basis for payment methods using PayPal;

This method allows the customer to use the PayPal payment system. For
more details, see General properties for payment methods, on page 69 and
Payment method with PayPal, on page 75 and PayPal, on page 195.

Basis for payment methods using credit cards via PayPal;

This allows the customer to use the PayPal payment system to pay by credit
card. For more details, see General properties for payment methods, on
page 69 and PayPal Pro payment method, on page 75 and PayPal Pro, on
page 196.

Basis for payment methods using PayPal;

This allows the customer to use the PayPal payment method. For more de-
tails, see General properties for payment methods, on page 69 and PayPal
Express payment method, on page 76 and PayPal Express, on page 197.

Basis for payment methods using Google;

This allows the customer to use the Google payment method. For more de-
tails, see General properties for payment methods, on page 69 and Google
Checkout payment method, on page 77 and Google Checkout, on page 198.

Basis for payment methods using ClickandBuy;

This allows the customer to use the ClickandBuy payment system. For more
details, see General properties for payment methods, on page 69 and
ClickandBuy payment method, on page 78 and ClickandBuy, on page 199.
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Atos Worldline Basis for payment methods using Atos Worldline;
This allows the customer to use the Atos Origin Group's payment system.
For more details, see General properties for payment methods, on page 69
and Atos Worldline payment method, on page 80and Atos Worldline, on
page 200.

Sofortiiberweisung Basis for payment methods using Sofortiiberweisung,
This allows the customer to use the Payment Network AG's payment sys-
tem. For more details, see General properties for payment methods, on
page 69 and Sofortiiberweisung payment method, on page 80and
Sofortiiberweisung, on page 201.

HSBC Basis for payment methods via HSBC.
When using this payment method, the customer will be forwarded to the
secure HSBC system. This is where the data is collected and the transaction
takes place. For more details, see General properties for payment methods,
on page 69 and Payment method with HSBC, on page 82 and HSBC, on
page 201.

Moneybookers Basis for payment methods using Moneybookers;
When using this payment method, the customer will be forwarded to the
secure Moneybookers system. This is where the transactions take place. For
more details, see General properties for payment methods, on page 69 and
Moneybookers payment method, on page 83 and Moneybookers, on page
202.

Saferpay Basis for payment methods using Saferpay;
When using this payment method, the customer is forwarded to the secure
Saferpay system. This is where the transactions take place. For more de-
tails, see General properties for payment methods, on page 69 and
Saferpay payment method, on page 84 and Saferpay, on page 203.

The table lists all of your payment methods. The symbols have the following meanings:

Table 30: status of payment methods
Icon Description ‘

Payment method visible

= Payment method not visible

' Some parameters have not been set correctly. The link forwards you to the settings of the
relevant method.

Caution: A payment method cannot be made visible until all necessary parameters have been set cor-
rectly.

To open the details of a payment method, click the name.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new payment method, follow the steps described in Adding records, on page 26.

Save your entries by clicking Save.
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General properties for payment methods

Settings

Page: Settings » Delivery and payment »» Payment methods » [payment method] »» General

The properties and parameters for the individual payment methods have different underlying calculation
models. The general properties are the same for all payment methods.

The various fields have the following meanings:

Table 31: general

Field name

parameters forall

payment methods

Description

Field type

Example

ID Entry field, alpha-  [CashOnDelivery
numeric

Visible Option button

Default Defined as the default method Option button

Deferred payment

Some payment methods allow you to
offer deferred payment.

See also Deferred payment, on page
86.

When using payment methods that do
not permit deferred payment, the op-
tion fields are greyed out.

Option button

Discount

Percentage discount for the payment
method.

Entry field, numeric

3

Creating order...

You can use this option to determine
whether an order is created before the
data is passed to an external payments
system, or after finalisation of the
transaction.

This option is not available for all pay-
ment methods.

Option button

Permit usage for the
following invoice

Her you can define the region(s) for
which this payment method is valid.

Drop-down menu

ment method;

The language-dependent contents are
displayed to the customer during the
order process, directly below the
method and order documents are
printed.

For more on formatting, see Working
with text fields, on page 35.

meric

addresses

Name Name used to display the method. This |Entry field, alpha- |cash on delivery
is language-dependent. numeric

Comment Additional information about the pay- [Text field, alphanu- |Cash on delivery

incurs a surcharge
of...

Save your entries by clicking save.

The Visibleand Defaultfields are not active for the method marked as Default. If you want to edit the set-
tings for this method, you must first set another method to default.

Note: Itis also possible to enter negative amounts for the discount. If a payment method incurs
charges that you want to pass on to the customer, enter a negative amount here.
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For the payment methods with special settings, there is an addition Settings tab on which these settings
can be configured. This tab is used to set the tax rate, prices, maximum values and calculation basis and
other parameters. The current tax model is displayed for the prices; see 7ax model, on page 61.

Customer groups in payment methods

Page: Settings » Delivery and payment » Payment methods » [payment method] »» Customer groups

Each payment method can be assigned to customer groups. This means that only the customers that be-
long to an assigned customer group can use this payment method. It is then only displayed for these cus-

tomers.

The table shows all the customer groups to which this payment method has been assigned.

To add a customer group, select one from the drop-down menu and click save.

To remove a customer group from the list, click the relevant check box and click Remove assignment.

Direct debit payment methods

Before the ordering process is completed, the customer is shown a from in which he enters the account de-
tails required for direct debit.

For international bank transfers, the customers can enter IBAN and SWIFT codes in the form.

Note: The information entered is tested for completeness but not accuracy. No test is carried out for the
existence of the account entered or the presence of sufficient funds.

Payment method with direct debit via fax

The various fields have the following meanings:

Table 32: Parameters fr the payment method Direct debit via fax
Field name ‘Description Field type Example

Fax form Document with the form which the Entry field, alpha-  [FaxForm_en.pdf
customer must download, fill out, and |numeric
fax to the merchant.
Either enter the name of the file with its
path directly or click Browse to search
for the file.
= (Delete) Delete document Button

Save your entries by clicking save.

Fixed price payment method

The various fields have the following meanings:

Table 33: Parameters for fixed

price payment methods

Field name Description Field type Example

Tax class Drop-down menu  |none

Charge for payment Entry field, numeric |€4.00
$5.00

Save your entries by clicking save.
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Payment method with exemption limits

The various fields have the following meanings:

Table 34:

Field name Description Field type Example

payment methods with exemption limits

parameters for

Tax class Drop-down menu  |Normal
Base price Entry field, numeric [€ 10.00
$15.00

Limit The value of an order above which Entry field, numeric [€100.00

shipping is free $150.00
Price for the limit Here you can set how the order value is |Drop-down menu  |See 7able 35 below
refers to the total of |[calculated, above which payment is

free of charge to the customer.

Save your entries by clicking Save.

The Price for the limit refers to the total offield has the following options:

Table 35: options for calculating payment price
Option Comment ‘

Products The maximum value relates the to the value calculated from the product
prices in the shopping basket.

Products and coupons The maximum value relates the to the value calculated from the product
prices and coupon values in the shopping basket.

Products, coupons, and The maximum value relates the to the value calculated from the product

shopping basket discount [prices, coupon values in the shopping basket, and the shopping basket
discount.

Products, coupons, shop- |The maximum value relates the to the value calculated from the product
ping basket discount, deliv- |prices, coupon values in the shopping basket, and the shopping basket
ery costs discount and delivery costs.

Payment method with credit card, manual

Use this payment method if you want to process credit card payments used by your customers manually.

Note: In order for your customers to be able to use credit cards, certification based on the Payment
Card Industry Data Security Standard (PCI DSS) is required. Make sure that, wherever your customers'
credit card data is stored, you are working according to this standard. For more on this, see
https://pcisecuritystandards.org/.

The table shows all credit cards with manual processing. Using the drop-down menus, you can set which
additional information the customer has to enter for which credit card. Corresponding entry fields will be
displayed to the customer. Entry fields for Card number, Card holder, and Expiry date are displayed by de-
fault. This cannot be modified.

The various fields have the following meanings:

Table 36: input parameters for credit cards

Column Description Field type Example

Credit card Name of the credit card Entry field, alpha- [MasterCard
numeric
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Column ‘Description Field type Example

Credit Card Identifica- [A specific number, usually in the signa-|Drop-down menu  [See 7able 37, below

tion Code ture field on the back of the credit card

Issue number Extra issue numbers on some credit Drop-down menu  |See 7able 37, below
cards

Issue date Issue date on some credit cards Drop-down menu  |See 7able 37, below

The drop-down menus offer the following options:

Table 37: options in th drop-down menus
Option ‘Description

Entry required The customer must enter the required value
Entry optional The customer can enter the required value if desired
No entry The field is not displayed.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

To add a new entry, follow the steps described in Adding records, on page 26.
Save your entries by clicking Save.

In the Credit card logos section, select the card logos for display in your shop. Select the relevant check
boxes. Save your entries by clicking save.

Before the logos can be displayed in your shop, the corresponding page elements must be placed on your
Web site. For more information, see the section Page elements and navigation, in the Page elements and
navigation chapter, on page 181.

Note: Due to security reasons, credit card data in the database for orders paid to you by credit card is
deleted after the order is set to the status of Paid. The only information that remains is a note that the
order was paid by credit card.

Payment method with WorldPay
The basic details of working with WorldPay can be found in WorldPay, on page 193.

The ordering of the individual points and their entry fields and settings corresponds to the general process
for configuring the WorldPay payment method.

1. Register with WorldPay

Click this link to open the WorldPay registration page. After registration is complete, you will receive an in-
stallation ID. Enter this installation ID in the /nstallation /Dfield in section 2.

2, To your WorldPay administration page
Click this link to open the WorldPay administration page. You need to set a few parameters in the WorldPay
administration so that the data exchange between the WorldPay system and your shop can function cor-

rectly.

On the WorldPay administration page, call up /nstallation management; see Figure 20.
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Figure 20: Entering the URL and password to forward transaction data for WorldPay

In the Payment Response URL field, enter the Internet address displayed in the Payment Response URL
field in the shop administration.

Enter the same Payment Response passwordin both systems. When data is transmitted, both entries are
compared. If the passwords match, the transaction continues.

3. Settings for payment processing

In the 7ransaction is finalised drop-down menu, you can specify how the transaction is to be finalised and
the point at which the payment is booked from the customer's account.

Table 38: options for fialising the transaction
Option ‘Description

Manually on the The amount is not deducted from the customer's account until you have finalised
WorldPay administra- [the order in your WorldPay account.
tion page

Automatically with  |The amount is deducted from the customer's account after he has finished enter-
the order ing information with WorldPay.

For more information, see WorldPay transactions, on page 193.

Before you make the payment method available for your customers, test the process to make sure it func-
tions correctly. You can do this by selecting the corresponding mode in the Operational mode field:

Table 39: options for the operational mode

Option Description

Test mode - OK The transaction data is not validated in WorldPay but is otherwise processed nor-
mally. You can use this procedure to conduct positive test runs. The responses
from WorldPay are marked accordingly.

Test mode - Error Use this option to simulate transactions that are returned by WorldPay as invalid.
This allows you to perform negative test runs.
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Description

Live This is the setting for real transactions that customers perform with WorldPay us-
ing your shop.

Note: As soon as you have sufficiently tested the payment method and have released it for your cus-
tomers, set the operational mode to Live. This will allow the invoiced amount to be deducted from your
customer's account.

4, Activate your account

In order to activate the WorldPay payment method and use the WorldPay logo on your shop page, you need
to have your shop accepted and your account activated by WorldPay. To accomplish this, click the Activate
your WorldPay account link and complete the form that is displayed.

5. Select credit cards

Once you have completed activation with WorldPay, you are allowed to display the WorldPay logo in your
shop. In addition, you can also display the logos of the credit cards for which you have a contract with
WorldPay.

Note: The credit card logos are placed on the Web page and displayed using a WorldPay page element.
For more on working with page elements, see Page elements and navigation, on page 181.

Save your entries by clicking Save.
T-Pay payment method
The basics on working with T-Pay can be found in 7-Pay, on page 194.

The sequence of the individual points and their entry fields and settings corresponds to the general proce-
dure for configuring the T-Pay payment method.

1. Register with T-Pay
Click this link to open the T-Pay registration page.
2. Set up your T-Pay account

During the process of registering with T-Com, you will be allocated a MerchantID, a ShopID and a Mer-
chantSecrets code. Enter these values in the fields of the same name in section 2.

You can set the operational mode using the Operational mode drop-down menu.

Table 40: Options forte operational mode
Option ‘Description

Test/ In these modes, no transactions are billed, except for Micromoney.
Test with payment

limit query

Live Transactions are marked real and are charged to the customer.

If all tests are successful, contact T-Pay support and request that your shop is activated. Once you have
done this, switch the operational mode to L/veand set the payment method to visible for your customers.
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Caution: Do not switch the 7-Pay payment method to L/ve before receiving confirmation from T-Pay sup-
port. Doing this will result in errors in the transaction process for you and your customers.

3. Selection of payment variants

This allows you to stipulate which payment variants you offer to your customers on the T-Com platform. The
selected methods will be displayed to your customers on the T-Com payment page. They can select a
method according to preference.

4, Select credit cards

You can display the logos of credit cards you accept with T-Pay in your shop. To do so, select the check
boxes of the respective credit cards.

Note: The credit card logos are placed on the Web page and displayed using a T-Com page element. For
more on working with page elements, see Page elements and navigation, on page 181.

Save your entries by clicking save.

Caution: If you have entered incorrect data in section 2, transactions will trigger an e-mail event. You
will receive an e-mail containing an error message. To enable this, you must enter a suitable recipient
address under the e-mail settings for the 7-Pay - Incorrect settings event. For more information about e-
mail events, see £-mail settings, on page 90.

Payment method with PayPal
The basics about working with PayPal can be found in PayPal, on page 195.

Click the create new PayPal account link to call up the page used for registering with PayPal. In the £-mail
field you should enter the e-mail address that you provided when registering with PayPal and that you use
to sign in to PayPal.

Save your entries by clicking save.

PayPal Pro payment method

The basics about working with PayPal Pro can be found in PayPal Pro, on page 196. The various fields have
the following meanings:

Table 41: Parameters frthe PayPal Pro payment method
Field name ‘Description Field type Example

Create and manage |Link to live PayPal system to createa |Link
an account in the new PayPal Manager account or to sign
PayPal Manager . [

into an existing account

Vendor, Access data Entry field, alpha-  |Ukpromerchant123,
Partner, These are used for identification during [numeric PayPal123,

User, data transfer. The data can be found in Ukpromerchant985,
Password the PayPal Manager under Account password

administration » Manage users.

Operational mode Set whether transactions are per- Drop-down menu
formed on the live or test system
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Field name
Transaction type

‘Description

Set how transactions are finalised;
For Authorisation, you must perform
the debiting manually either in the
shop administration or in the PayPal
Manager.

For Debit, every valid transaction is
automatically finalised by debiting.

Field type
Drop-down menu

Delivery and payment

Example

Save your entries by clicking save.

Note: We recommend performing a few transactions in the 7estmode before you switch the payment
method to L/veand offer it to your customers.

Note: The PayPal Pro logo is placed on the Web page and displayed using a page element. For more on
working with page elements, see Page elements and navigation, on page 181.

PayPal Express payment method

The basics about working with PayPal Express can be found in PayPal Express, on page 197. The various
fields have the following meanings:

Table 42: parameters for the PayPal Express payment method

Field Name

‘Description

Field type

Example

ministration

tion

Create new PayPal |Link to live system of PayPal to create a|Link
account new merchant account
Go to PayPal ad- Link to open your PayPal administra-  [Link

User name, APl pass-
word

Unique name and password generated
by PayPal that can only be used for API
calls;

These are used in every API call. The
APl user name and password are not
the same as the PayPal user name (e-
mail address) and password.

You can find this parameter in your
PayPal administration at My Profile »
API access » Request API access
data.

Entry field, alpha-

numeric

Pre_apil.user.com
Z24DH2RTFILF3W

Signature

String for secure identification during
data transfer;

You can find these parameters in your
PayPal administration at My Profile »
API Access » Request API access
data.

Entry field, alpha-

numeric

ACeyDbqg-
Yy5qFWAOA2QHhyvP
-NP-AGWuwcdlUam

Operational mode

To use the test mode, you need a mer-

chant and buyer account on the PayPal
sandbox. The sandbox is a test system.
To create a new merchant test account,

click Create a PayPal test account on
the sandbox system.

Drop-down menu
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Field Name
Header image URL

“Description

Internet address for an image that the
customer is shown on the payment
page at PayPal. Here you can show
your shop logo, for example.

Field type

Entry field, alpha-
numeric

Settings

Example

http://imageserver/_
data/index/logo.jpg

Header background
colour,

Payment flow back-
ground colour

Header border colour,

Use these colours to customise the
PayPal payment page to your shop
colours.

Enter the colour code directly or click
the colour chooser after the entry field.
See also Colour selector, on page 43.

Entry field, alpha-
numeric

#FFF200,
#CCOo00,

#99CCFF

Save your entries by clicking Save.

Caution: Note that for test operation, the correct access data must be entered for the test system and
for live operation, the correct access data must be entered for the live system.

method to Visible.

Note: The PayPal Express button is only shown in the shopping basket if you have set the payment

Google Checkout payment method

The basics about working with Google Checkout are available in Google Checkout, on page 198. The vari-
ous fields have the following meanings:

Table 43: Parameters frthe Google Checkout

payment method

the shop system. You must enter it into
the Google Checkout merchant admini-
stration (in Settings » Integration).
This URL is used to send status
changes and other notices to the shop.

Field Name Description Field type

Create new Google |Link to the Google Checkout live sys-  |Link

Checkout account  ltam to create a new merchant account.

API callback URL This URL is generated automatically by |Display http://server/provid

er/Store.sf/?Change
Ac-
tion=BlockMonitor&
ViewAc-
tion=GoogleCheckou
tNotification

Merchant ID

Merchant key

Parameter for identification during data
transfer;

These parameters are provided by
Google Checkout. Use the values from
the place where the API callback URL is
entered.

Entry field, alpha-
numeric

123456789098765

HxEsfgsdlfghVDLLUI
WEZ6

Operational mode

In order to use test mode, you need a
merchant account and buyer account
on the Google Sandbox. The sandbox
is a test system. To create a new mer-

chant test account, use the link Create
a Google Checkout test account on
the sandbox system

Drop-down menu
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Field Name
Currency

‘Description

Currency of your Google Checkout ac-
count;

Customers to your shop who use this
currency can pay using Google Check-
out. If the customer orders in a differ-
ent currency, the GoogleCheckout func-
tion is not displayed.

Field type
Drop-down menu

Delivery and payment

Example

Forward telephone
number

This option allows you to decide
whether the customer's telephone
number should be forwarded along
with the transaction data from Google
to the shop system.

Option button

Size

Size of the Google Checkout button
displayed in the shopping basket

Drop-down menu

Background colour

Background for the Google Checkout
button displayed in the shopping bas-
ket

Drop-down menu

Connection to Google
Analytics and Ad-
words

These two entry fields are only avail-
able if you operate your shop through
your own domain, e.g.
www.xyzShop.com.

If you want your own domain, please
contact your provider.

Google Analytics ID

You will find the ID in the Analytics
section of your Google account.

In the case of problems, please contact
Google.

Entry field, alpha-

numeric

Abcd1234

Google Adwords URL

This URL can be found in your Google
Adwords administration pages under
Conversion Trackingin campaign man-
agement. In the case of problems,
please contact Google.

Entry field, alpha-

numeric

http://www.googlea
dser-
vices.com/pagead/c
onver-
sion/13456798/imp.
gif?value=1&label=p
urchase&script=0

Save your entries by clicking save.

method to Visible.

Note: The Google Checkout button is only shown in the shopping basket if you have set the payment

Check the following settings under Settings » Integration in your Google Checkout administration pages:

- Callback method must be set to XML
- Shopping cart post security must be enabled

ClickandBuy payment method

The basics about working with ClickandBuy can be found in ClickandBuy, on page 199. The various fields
have the following meanings:

Table 44: Parameters fr ClickandBu

Field Name

Create new
ClickandBuy account

Description

Link to live system of ClickandBuy to
create a new merchant account

Field type
Link

Example

Page 78
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Field Name “Description Field type Example
Go to the Clickand- |Link to the ClickandBuy administration |Link
Buy administration
Merchant ID Parameter for identification during data|Entry field, alpha- 12345678

transfer;

These parameters are found in the
customer data in the ClickandBuy
administration.

numeric

Transaction Link

Parameter for identification during data
transfer;

This parameter can be found in the
ClickandBuy administration. It is the
default link from the link list of the
created domain.

For more details, see the chapter on
setting up ClickandBuy links in the
ClickandBuy providers manual.

Entry field, alpha-

numeric

http://premium-
123abc456.eu.clicka
ndbuy.com/

Transaction manager
password

Parameter for identification during data
transfer;

This parameter can be found in the
ClickandBuy administration.

Entry field, alpha-

numeric

Domain

Domain name of your shop that you
will enter into the domain management
of the ClickandBuy administration;
Contact your contact person at
ClickandBuy for more information.

Read-only field

Link

Link to the domain named in the
ClickandBuy administration that is
entered into the domain management;
Contact your contact person at
ClickandBuy for more information.

Read-only field

EMS Link

The ClickandBuy system sends mes-
sages to your shop.

Enter the URL from this field into your
ClickandBuy administration to set the
target of these messages. Contact your
contact person at ClickandBuy for more
information.

Read-only field

DynKey

The transactions link parameters are
encrypted in order to protect against
manipulation. This is done using a
dynamic key that is created for the
payment method. The key is displayed
in this field. Copy the key in order to
forward it to ClickandBuy.

Read-only field

Save your entries by clicking Save.

Note: After setting up ClickandBuy, you should perform some test transactions. To set up your
ClickandBuy account for test operation, contact your contact person at ClickandBuy.

Customers cannot see whether you are operating in live or a test mode before finishing the transaction.
Therefore, create a suitable name for the payment method in test operation. In addition, you can include a

note about test operation in the notes for the payment method.
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The ClickandBuy system can send messages (such as error messages) to the shop system when various
events occur. These are sent as e-mails. Create an corresponding e-mail event by providing a recipient e-
mail address. For more information, see £-mail settings, on page 90.

Atos Worldline payment method

The basics about working with Atos Worldline are available in Afos Worldline, on page 200. The various
fields have the following meanings:

Table 45: Parameters frthe Atos Worldline payment method
Field Name ‘Description Field type Example

Merchant ID Identifier code that you receive on Entry field, alpha- [011223344551111
registering your shop with Atos World- |numeric
line;
The shop is identified with this ID.
Merchant country Country for which you register your Drop-down menu
shop
Certificate file The certificate file is provided by Atos |Entry field, alpha-

Worldline. Save it on your local com-  [numeric
puter and upload the file using
Browse.

If a certificate file already exists, the
name of the file is shown.

Transaction type Debit: The amount is automatically Drop-down menu
debited from the customer account.
The debiting occurs after the set num-
ber of days.

Authorisation: The amount will be re-
served for you. You must trigger the
debiting yourself in the Atos Worldline
administration. The reservation is can-
celled after the set number of days.

Debiting of the Number of days after which the debit is |[Entry field, numeric (14
amount occurs after [performed automatically or the au-
/ thorisation expires.

Validity of the au-
thorisation expires
after...

Display shop logo on [You can integrate your shop logo into  |Option button
the Atos Worldline the payment page provided by Atos
page Worldline. To do this you must send
the image file containing the logo to
Atos Worldline support.

Save your entries by clicking Save.

Note: The Atos Worldline payment method is only shown in the shopping basket if you have set the
method to Visible.

Sofortiiberweisung payment method

The basics about working with Sofortiiberweisung are available in chapter Sofortiiberweisung, on page
201. The various fields have the following meanings:
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Table 46: Parameters frthe payment method Sofortiiberweisung
Field Name ‘Description Field type Example

Customer number You will receive this number after regis- |Entry field, alpha- 12345

tering with Sofortiiberweisung numeric

Password Enter the password that you entered  |Entry field, alpha-  [password
when registering with Sofortiiber- numeric
weisung.

Success link The customer is forwarded to this page [Read-only field

if the transfer is successful.

Copy the address to the project data in
your Sofortiiberweisung administra-
tion.

For more information, see Create pro-
ject in Sofortiiberweisung, below.

Cancellation link The customer is forwarded to this page [Read-only field
if the transfer is interrupted. Copy the
address to the project data in your
Sofortiiberweisung administration.
For more information, see Create pro-
ject in Sofortiiberweisung, below.

HTTP notification URL [All transfer-related data is sent to this |Read-only field
address. Copy the address to the pro-
ject data in your Sofortiiberweisung
administration.

For more information, see Create pro-
Ject in Sofortiiberweisung, below.

Project number Here you can enter the number thatis |Entry field, alpha- (987654
displayed as the current project num- |numeric
berin Sofortiiberweisung administra-
tion.

For more information, see Create pro-
Ject in Sofortiiberweisung, below.

Save your entries by clicking save.

Note: The Sofortiiberweisung payment method is only shown in the shopping basket if you have set the
method to Visible.

Create project in Sofortiiberweisung

In order for your customers to be able to use the payment method in your shop, you must configure a pro-
ject for this shop in your Sofortiiberweisung administration. This requires you to register with Sofortueber-
weisung.de. Do this using the link Register with Sofortiiberweisung in the shop Administration area.

Below is a description of the settings of the shop-related parameters in your Sofortiiberweisung admini-
stration:

Sign in to your Sofortiiberweisung administration.

Under Project create a New project.

If necessary, select the ePages entry for Shop system.

Enter the required data in General settings.

Please enter your bank details, including the IBAN and BIC.

Under Interface » Success link you need to enter the success link from the shop administration (pay-
ment method Sofortiiberweisung » Settings).
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7. Under Interface » Failure link you need to enter the failure link from the shop administration (payment
method Sofortiiberweisung » Settings))

8. Enteryour e-mail address under Notifications » E-mail address. If you have enabled this option (se-
lected the check box), then you will be informed of the exact transfer data when the transfer has com-
pleted successfully.

9. Under Notifications » HTTP(S) URL you need to enter the HTTP notification URL from the shop admini-
stration (payment method Sofortiiberweisung » Settings).

10. Save your entries by clicking Save.

In case of queries regarding the creation and processing of a project, please contact your account manager
at sofortuberweisung.de.

Payment method with HSBC
The basics about working with HSBC can be found in #SBC, on page 201.

The various fields have the following meanings:

Table 47: parameters for the HSBC payment method

Field name Description Field type

Go to HSBC admini- Link

stration

Client alias Client user name for sign in to the Entry field, alpha-
HSBC administration numeric

Shared Secret Security code from registration Entry field, alpha-

numeric
Transaction type This setting determines whether debits [Drop-down menu

are made automatically or manually by
you in the HSBC administration.

Operational mode Setting that determines whether trans- |Drop-down menu
actions are processed on the test or
live system. See also Caution, below

Selection of credit Selection of credit cards whose sym-  |Check box
cards... bols are displayed in the shop for pay-
ment using HSBC

Save your entries by clicking Save.

Caution: If you have not yet activated your HSBC account, set the operational mode to 7estand perform
a test transaction using your own HSBC account information. This activates your account with HSBC. If
the transaction was successful, set the operational mode to Z/veand activate the payment method for
your customers.

An HSBCaccount only supports one currency. If you want to offer the #SBCpayment method for multi-
ple currencies, you must create an #SBC payment method with a separate #SBCaccount for each cur-
rency and activate it as described above.

Note: The credit card logos are placed on the Web page and displayed using an HSBC page element.
For more on working with page elements, see Page elements and navigation, on page 181.
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Moneybookers payment method

Caution:You can offer various payment options using Moneybookers. However, you must create a new
payment method based on Moneybookers for each option.

The basics about working with Moneybookers can be found in Moneybookers, on page 202. The various
fields have the following meanings:

Table 48: Parameters frthe Moneybookers payment method
Field Name ‘Description Field type Example

E-mail address E-mail address that you use for Mon-  [Entry field, alpha- |[mb@provider.com
eybookers registration numeric

Customer ID Customer number that you receive from|Entry field, alpha- |123456
Moneybookers numeric

Secret word This is a secret word that you enterin  [Entry field, alpha-  |secret
your Moneybookers account in the numeric

merchant settings;
The secret word is not the account
password.

Payment method Setting how your customers can pay  |Drop-down menu
with Moneybookers.

Selection of the sym- [Select the symbols for the payment Check box
bols ... methods that you use to accept pay-
ment via Moneybookers and which will
be displayed in the shop.

Would you like to  |Click here to create another payment  |Link,

create another Mon- |ipathd ysing Moneybookers. For more |Drop-down menu
eybookers payment |. f . G e M book
method? information, see Creating Moneybook-

ers payment methods, below.

Save your entries by clicking save.
Creating Moneybookers payment methods

When you create a payment method based on Moneybookers, you see a list of instructions on the side with
settings for you to perform step-by-step.

Note the following:

- When creating the payment method, the Wallet method is selected by default. The drop-down menu is
not yet available. Fill out the entry fields and save your entries by clicking Save. After this, the drop-
down menu is activated and you can change the payment method as required.

- To show credit card symbols in the shop, select the corresponding checkbox and save your entries by
clicking save. Place the page element for the Moneybookers payment methods that you accept on the
Web site. For more information, see Page elements and navigation, on page 181.

- Various payment types can be handled using Moneybookers. However, you must create a new payment
method based on Moneybookers for each payment type. This process is simplified by the Would you
like to create another Moneybookers payment method?function. Click the link to create an additional
payment method. Select the desired payment type from the drop-down menu and click Create. This
creates a new Moneybookers payment method. All fields are already filled with data and the desired
payment method is configured in the drop-down menu.

Note: The Moneybookers payment method is only shown in the shopping basket if you have set the
methods to Visible.
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Saferpay payment method

Basic information on working with Saferpay is available in chapter Saferpay, on page 203. The various
fields have the following meanings:

Table 49: Parameters frthe Saferpay payment method
Field Name \Description Field type Example

Saferpay account
number

You will receive this number from Saf-
erpay after registration.

Entry field, alpha-
numeric

123456-987654

Transaction type

Set how transactions are finalised;

Drop-down menu

For Authorisation, you must perform
the debiting manually in the shop ad-
ministration.

For Debit, every valid transaction is
automatically finalised by debiting.

Operational mode Set whether transactions are per-

formed on the live or test system

Drop-down menu

Selection of the sym- Check box

bols ...

Select the icons for the payment meth-
ods that you accept for payment via
Saferpay and which will be displayed
in the shop.

Save your entries by clicking Save.

Note: The Saferpay payment method is only shown in the shopping basket if you have set the methods
to Visible.

Dependencies

Page: Settings » Delivery and payment »» Dependencies

You can set the availability of different payment methods for different delivery methods here. If you would
like to activate a payment method for a specific delivery method, select the corresponding check box.

A special assignment is set using the No delivery column. If you are selling goods or services for which de-
livery is not required or useful, assign the corresponding payment methods here. For example, if you offer
chargeable services through the booking system, you can define the valid payment methods for this here,
see also Booking system, on page 163.

Save your entries by clicking Save.

Note: Afterit has been created, a payment method is assigned to all delivery methods by default. In the
same way, new delivery methods are assigned to all payment methods. Remove the check marks for
the combinations that you do not offer.

Make sure that at least one combination is activated. Otherwise, no orders can be made in the shop.
Delivery options

Page: Settings » Delivery and payment »» Delivery options

Using delivery options, you can offer your customers a service in connection with the order. This is where

you can prepare services such as gift wrapping or similar. The customer can access this service by clicking
a link in the shopping basket.
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You can set the name for the link in the Display name in shopping basket field. Enter a different name for
this link for each language.

The table lists the available delivery options. The symbols have the following meanings:

Table 50: status for delivery options
Icon Description ‘

i The delivery option is visible to the customer and can be selected.
r )

The delivery option is not visible to the customer and cannot be selected.

To see the details, click the ID.

The options are displayed in the same order in the shop as in the table. Use the sorting key to change the
order. For more details, see Sorting using key, on page 28.

You can run batch processing actions to process the table entries. For an introduction to this, see Batch
Processes in Tables, on page 27.

To create a new delivery option, follow the steps described in Adding records, on page 26.

Save your entries by clicking Save.

Delivery options: Details - general

The various fields have the following meanings:

Table 51: fields forgenral details for delivery options

Field name Description Field type Example

ID Internal name Entry field, alpha-  |GreetingCard
numeric

Visible Option button

Name Name used to display the option. This |Entry field, alpha-  [Greeting card
is language-dependent. numeric

Description Description and information displayed |Entry field, alpha- [Deliver the order with
for customers. This is language- numeric a greeting card.
dependent.

For more on formatting, see Working
with text fields, on page 35.

Price Price for this delivery option foreach  |Entry field, numeric [3.00 €
available currency.

Tax class Drop-down menu

Display entry field Shows an entry field for the delivery Option button
option;

In this field, the customer can enter
text that is submitted together with the
delivery option, for example, text for a
greeting card.

Save your entries by clicking Save.

Delivery options: Details - Selecting

In Selection you can create all variations of a delivery option from which your customer can select. This can
be, for example, various images on the greeting card or the type of packaging.
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You can describe each variation with a name or a short description. You can optionally add an image.

The names are displayed in entry fields. Enter changes directly in the respective field.

For more on using images, see Uploading images, on page 43. 1f an image is present, the name is dis-
played below the entry field as a link. Click the link to view the image on the right in the preview window. If
you would like to view the image in its original size, click the display in the preview window. To delete the
image, click the trash icon.

To create a new variant, follow the steps described in Adding records, on page 26.

Save your entries by clicking Save.

| Note: The selected variation applies to the entire shopping basket and not for individual products.

Deferred payment
Page: Settings » Delivery and payment »» Deferred payment

You can offer your customers deferred payment for various payment methods. For these payment methods,
activate deferred payment in the general settings by clicking the Deferred payment possible option button;
see General properties for payment methods, on page 69.

The individual fields for deferred payment have the following meanings:

Table 52: fields for defrred payment

Field name

Text for "Financing"
stage of ordering

‘Description

This text is displayed on the page using
the table of financing options. Provide
your customers with all the information
and notes relating to your deferred
payment options.

Field type
Text field

Example

We can offer deferred
payment options for
your order. Select ...

Currency

Currency for which you set the monthly
rate;
One table per currency

Drop-down menu

number of monthly
payments

tion;

The possible durations are shown in
months in the column headings.

Enter values for the durations you offer.

Minimum amount Order amount, above which you offer |Entry field, numeric |1000
deferred payment
Interest rates for the [Interest rates in percent for the dura-  [Entry field, numeric (5

amounts.

Note: Forinterest rates, simply enter the annual interest rate; the system calculates the monthly

Save your entries by clicking save.

The customers will be offered a selection of the available financing models in the order process. In the or-
der summary, the financing selected is displayed.

In the Payment Method line, in addition to the deferred payment parameters, the additional amount that
the customer must pay for using this payment method is indicated.
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The instalments are calculated according to the following formula:

F.g® (g-1 IR
R=—rF——(when g=1+

g% -1 12100

Jar confinual, monihly payemenis)

Here, Z is the duration in months and P the order value in the currency indicated.

In the ordering process, the APR is also specified along with the interest rate and monthly instalment. This
is the compounded calculation. The procedure is defined in the German Price Indication Ordinance (Prei-
sangabenverordnung — Pangv).

Country settings

In the country settings, you can define the languages, currencies, countries and regions that are used on
your Web site. The contents are made available by the application in the relevant language. You are re-
sponsible for the language-dependent contents such as product descriptions, the content of newsletters,
or the correct price in each available currency.

Languages
Page: Settings »» Country Settings » Languages

On this page, you can prepare the languages for the Web site and administration areas. For an introduction
to this, see Language Dependencies, on page 29.

The table lists all the languages you have activated for the Web site. The appropriate countries are auto-
matically displayed with the language.

For each country, clicking the * icon will display the specific formats which must be observed while enter-

ing information.

Using the checkbox in the Visible column, you can set whether the country is displayed for selection on the
Web site.

Use the option button in the Default column to set the default language for the Web site. An entry must be
set to visible before it can be made to the default.

Save your entries by clicking save.

To activate a new language, select it from the drop-down menu at the end of the table and confirm with
Save.

Note: The languages listed in the drop-down menu are part of the installation. If you need additional
languages, contact your provider.

Before you can deactivate a language, you must make sure that none of the associated countries are set to
Defaultand that all associated countries are set to Mot visible. Once these requirements are fulfilled, you
can deactivate the language as described in Deleting entries, on page 26. The language will still be avail-
able in the drop-down menu.

Note: Note that for language-dependent fields, a translation can no longer be displayed if you delete
the corresponding language.
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Caution: You must make sure you create and manage all the text for the product data and its associated
contents in the relevant languages. As soon as you have activated an additional language, check all the
objects (products, categories, and so on) for language-dependent fields and enter the translation. If the
text data does not exist in the corresponding languages, it cannot be displayed.

If you have set up more than one language for your Web site, you can offer your visitors the option of se-
lecting a preferred language. A corresponding page element is available for this. For more on working with
page elements, see Page elements and navigation, on page 181.

Currencies
Page: Settings »» Country Settings »» Currencies
On this page, you can prepare the shop currencies for your customers to select from. The currency the cus-
tomer selected remains active until a different currency is explicitly selected or the session ends. You must
offer prices in these currencies.
In the table, you can see the currencies you have activated for the shop.

Using the check box in the Visible column, you can set if the currency is displayed for selection in the shop.

Use the option button in the Defaultcolumn to set the default currency for the shop. An entry must be set
to visible before it can be made to the default.

Save your entries by clicking save.

To activate a new currency, select it from the drop-down menu at the end of the table and confirm with
Save.

To delete a currency, follow the steps described in Deleting entries, on page 26. The currency will still be
available in the drop-down menu.

Note: The currencies listed are part of the installation. If you need additional currencies, contact your
provider.

Caution: Products which are not priced in a particular currency cannot be put in the shopping basket or
ordered in that currency. The same applies for delivery methods.

In you want to offer products at no charge, such as pamphlets or brochures, enter the price as 0.00.

Special case - Swiss Francs

Due to the fact that in Switzerland, the smallest unit of currency is 5 Rappen, all the prices must be
rounded to increments of 5 Rappen, that is, every price must end with 5 or 0.

As soon as you enter prices in the currency Swiss Francs, the system checks the entry and rounds the price
whenever necessary.

Countries
Page: Settings »» Country Settings »» Countries

This is where you specify the countries available for users when registering on your Web site, or when en-
tering their address.
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The countries in the table will be listed in the country drop-down menus. Use the Default option button to
set which country will be displayed as standard.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

Save your entries by clicking save.
To add a new country to the list, select it in the drop-down menu below the table and click save.
To delete a country from the table, proceed as described in Deleting entries, on page 26. This will delete

the entry from the table. The country will however still be available in the drop-down menu below the table
and can added again at any time.

Note: Note that if you select a country from the list, you must be able to guarantee order processing
and delivery in this country. Only include those countries in your list for which you can deliver under the
given conditions.

Regions
Page: Settings » Country Settings » Regfons

Regions are the foundation for area-specific delivery and payment methods. You can use them to define
which delivery and payment methods are available to your customers in various countries.

The regions are based on countries that you set under Settings » Country Settings » Countries. For more
on this, see Countries, on page 88. These countries can be assigned to regions. During the order process,
the country from the delivery and invoice address is checked for assignment to a region.

The table lists all the regions already created. To open the Details for a region, click its ID.

To create a new region, enter the name of the region in the entry field in the last row. Save your entries by
clicking save. Assign the respective countries to the region details. For more information, see Regions - De-
tails - General, on page 90.

To delete a region, select the corresponding table entry and click Delete.
To assign a delivery or payment method to a specific region, do the following:

1. Add the country to the country list for the region in Settings » Country settings » Countries. For more
on this, see Countries, Seite 88.

2. Create a new region.

3. Select the corresponding countries in the region details. For more information, see Regions - Details -
General, on page 90.

4. Open the delivery or payment method and select the desired region from the Allow usage for following
addresses drop-down menu. Save your entries by clicking Save.

Note the following when using regions:

- Anew delivery or payment method is available in all countries of the shop by default.

- Ifno countries are assigned to a region, they cannot be entered for a delivery or payment method.

- Ifall countries for a region are deleted, the associated delivery and payment methods apply to all coun-
tries of the shop.

- The customer is notified if he changes the country of the delivery or invoice address and the delivery or
payment method that was previously selected is no longer available.

User guide for Web site administrators Page 89



Settings E-mail settings

- PayPal Express and Google Checkout cannot be limited to a region because the invoice address is not
known. These payment methods therefore do not require the settings described in the administration.
The delivery methods that are assigned to these payment methods must support the countries that can
be selected as delivery countries in the payment system.

- Usingregions, you can define various prices for different delivery areas:

For example, you can have a different price for delivery via UPS in Germany than delivery via UPS ship-
ping outside of the EU. For this purpose, create two regions, Germany and Non-EU. Then create two de-
livery methods: UPS Germany and UPS Non-EU. Assign the delivery methods to the corresponding re-
gions.

- Theregions should be named so that the customer can immediately see which regions a method ap-
plies to.

- Countries used for customer registration must be included in at least one region. Customers must not
be able to select an invoice or delivery country which is not assigned to a region.

Regions - Details - General

The name of the region can be edited in the /Dfield.

The table lists all the countries that you have assigned in Settings » Country settings » Countries.

All countries that are assigned to the region are shown in bold and their checkbox is selected.

To assign a country to a region, select the corresponding checkbox.

To remove the assignment of a country to a region, remove the selection in the corresponding checkbox.
Save your entries by clicking Save.

To delete the entire region, click Delete.

E-mail settings

The system provides various e-mails for notification, confirmation, and information. You can configure
which of these e-mails are sent to the customers. To do this, you must configure certain default settings
and activate sending for the relevant e-mail. In respect of e-mail events, you must configure both the gen-
eral e-mail settings (see £-mail settings — General, below) and the list of potential e-mail events (see E-mail
settings - Events, on page 91).

E-mail settings — General
Page: Settings »» E-mail settings »» General

On this page, define the sender settings that are used to send e-mail messages. The various fields have
the following meanings:

Table 53: fields for general e-mail settings

Field name ‘Description Field type Example

Sender address You can enter an extended e-mail ad- |Entry field, alpha-  [Milestones
dress in the form numeric <msinfo@provider.co
Name <e-mail address» m>

Coding Set how your characters are coded and |Drop-down menu

processed in the e-mail. Unicodeis a
setting which allows all known charac-
ters to be processed.
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Field name Description Field type Example
Signature Attachment at the end of each e-mail  [Text field <br /»b>Milestones
which is displayed language- Demoshop
dependent. GmbH<¢/bxbr
For more on formatting, see Working [>Leutragraben 1<br
with text fields, on page 35. D...

Save your entries by clicking Save.

Caution: If the default sender e-mail address is not entered, no event e-mails will be sent.

Note: The sender address is the default sender for all e-mail messages. It is used when no other ad-
dress has been entered for the individual e-mail messages.

E-mail settings - Events

Page: Settings »» E-mail settings »» Events
The icon next to the event name indicates the status. The symbols have the following meanings:

Table 54: Status of e-mail events
Icon Description ‘

Delivery is activated. If the event occurs, an e-mail will be sent to the configured recipient.

Delivery is deactivated. If the event occurs, an e-mail will not be sent.

Activate delivery by clicking the check-box for the event. Save your entries by clicking save.
Events with a grey check box cannot be deactivated.

You can configure each e-mail message separately. To do this, click the name of the event to go to the as-
sociated e-mail details.

Some events cannot be activated if address information has not been entered. In these cases, you will re-
ceive a relevant notification.

Event e-mail — Details

The general settings are the same for most event e-mails. For special cases, see Exception, on page 93.
The various fields have the following meanings:

Table 55: fields for event e-mail messages

Field name ‘Description Field type Example

Active Option button

Sender address Special sender for the respective Entry field, alpha-  |info@provider.com
event; numeric

This setting replaces the default sender
in E-mail settings — General
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Field name

Cc address

‘Description

Recipient of a copy of the e-mail. The
name is displayed to all other recipi-
ents.

Multiple recipients are separated using
a semi-colon (;).

Field type

Entry field, alpha-
numeric

E-mail settings

Example

sys-
tem@provider.com

Bcc address

Recipient of a copy of the e-mail. This
name is not displayed to the other
recipients.

Multiple recipients are separated using
a semi-colon (;).

Entry field, alpha-
numeric

admin@provider.co
m

For more on formatting, see Working
with text fields, on page 35.

Subject A short note about the contents. Entry field, alpha- |Welcome to the shop
numeric
Header Introductory language-dependent text |Text, alphanumeric
for the e-mail;
For more on formatting, see Working
with text fields, on page 35.
Text Language-dependent notification text; [Text, alphanumeric [You have success-

fully registered...

Save your entries by clicking save.

The fields are mainly used in e-mails as follows:

From: <sender address=

To: =<customer data from database=
Cc: <cc-address=>

Subject: =subject=

<header=

-Order data
-Registration data
-Delivery data
-efc.

This data will be created automatically

Data from database, related to the event:

<text=

<signature=

Figure 21: use of details in the e-mail
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Exception: E-mail messages for the merchant
Certain event e-mails are only sent by the system to the merchant:

- Wamning when a minimal stock level has been reached
- Product sold out

- T-Pay - incorrect settings

- Change of user address

- ClickandBuy — error e-mail

- Product inquiries

- Product feedback

Customer contact e-mail

For these e-mail messages, there is an additional entry field Recip/ent addressin the general properties. In
this field, enter the address of someone you have chosen to handle this topic. Multiple addresses can be
entered. The delimiter is a semi-colon.

Note the following about the customer contact e-mail:
- To enable customers to be able to use the customer contact form, you must place a contact form as a

page element on your Web site; see Page elements and navigation, on page 181.
- The contact form is only shown on the Web site if a recipient address is inserted for the e-mail event.

Shopping basket settings

Here you can configure the behaviour of the shopping basket by certain events and define basic settings
for the order process.

Shopping basket
Page: Settings »» Shopping basket settings »» Shopping basket

You can set the following commands and settings:

"Add to shopping basket" command

Set the command is run after the customer has added an object to the shopping basket. The following op-
tions are possible:

Table 56: Options for add to shopping basket
Option Comment ‘

Does not change the current [The customer remains on the current page.
view

Opens the shopping basket [The shopping basket is displayed to the customer.

Adding a duplicate product

This option allows you to configure what happens to a product in the shopping basket when an identical
product is added. The following options are possible:

Table 57: options for adding a duplicate product
Option Comment ‘

increases the numberin the [The number of the product already in the shopping basket increases accord-
shopping basket ingly.

replaces the product in the [The product in the basket is replaced by the new product.
shopping basket
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Option Comment

does not change the num- [The entry in the shopping basket remains unchanged.
berin the shopping basket

creates a new lineitemin  [The productis added as a new line item to the shopping basket.
the shopping basket

Layout of the function "Add to shopping basket"

This function is used to place products in the shopping basket. The function is available on product detail
pages and in product lists. The following options are available for displaying this function:

Table 58: Options for displaying the function Add to shopping basket
Option Comment ‘

Link The function is a link. By clicking the link, the minimum order quantity of the
product is placed in the shopping basket.

Entry field for quantity The function comprises an entry field and a link. A minimum order quantity
is entered in the entry field. Any quantity can be entered. Click the link to
place the specified quantity in the shopping basket.

Entry field for quantity with |The function comprises an entry field, a +/- function and a link. A minimum
+/- function field order quantity is entered in the entry field. The +- function can be used to
change the amount by the increment defined. It is also possible to enter any
number. Click the link to place the specified quantity in the shopping bas-
ket.

Quantity drop-down menu [The function comprises a drop-down menu and a link. The drop-down menu
contains 10 quantities that are calculated from the minimum order quantity
and corresponding intervals. It is not possible to enter just any figure. Click
the link to place the selected quantity in the shopping basket.

The other fields on this page have the following meanings:

Table 59: Fields for eneral shopping basket settings

Field name Description Field type Example

Minimum order value [The customer will not be able to order [Entry field, alpha- |€50
until the minimum order value has numeric
been reached.

Price of minimum This option specifies how the minimum [Drop-down menu
order value relates to |ordervalue is calculated, which parts
total of of the shopping basket are used to

calculate the order value.
Allow tax area selec- |If you make different tax areas avail-  |Option button
tion able for selection, remember to take

the tax conditions for this area into
account. Remember that you as a mer-
chant must verify that the invoice ad-
dress of the customer corresponds
with the selected tax area or that the
customer is entitled to make purchases
in the selected tax area.
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Field name ‘Description Field type Example

Confirm Terms and  [Stipulate that the customer will not be [Option button
Conditions before able to order until he has accepted
ordering your Terms and Conditions. However,
this requires that you make your Terms
and Conditions easily accessible on
your page. See also Terms and condi-
tions, on page 152.

Shopping basket only [This option allows you to stipulate that [Option button
for registered cus- only registered customers can place
tomers items in the shopping basket. Non-
registered customers are required to
register first.

Permit ordering This option allows you to stipulate Option button
straight after registra- |whether the customer is able to order
tion straight after registering. If you first

want to check the registration data, set
this option to Mo and use the customer
details to permit ordering manually.

Save your entries by clicking save.
Texts
Page: Settings »» Shopping basket settings » Texts

Frequently, it is necessary to display order information and additional information to the customerin the
shop. The following places are available for this:

- above the shopping basket
- below the shopping basket
- onthe order confirmation page
The text fields are language-dependent. For more on formatting, see Working with text fields, on page 35.
Save your entries by clicking Save.
Registration

Page: Settings »» Shopping basket settings »» Registration

This option allows you to define the contents of the various forms visitors must complete in the Web site.
There are the following:

- Sign-up form for registration (new customers)
- Entry of the invoice address on registration, ordering or in My account
- Entry of the delivery address on ordering or in My account

The table lists the names of all entry fields which you can assign to the forms. The values the customer en-
ters will be saved as customer attributes.

Click the check box for the desired field in the Vi/sible column to display the field in the form.

You can configure whether or not a field should be mandatory. In this case, click the check box for the de-
sired field in the Required column.
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If a field contains a gray check box you cannot assign this field or you cannot modify the assignment.

At the top of the table you can see the system attributes. These are created by default. You may use these
fields but not modify them.

In the lower part of the table you can activate the attributes you have created yourself in Customers » Cus-
tomer attributes. See also Customer attributes, on page 136. Click the name to edit the details.

Save your entries by clicking save.

Note: To send your customers e-mails for order confirmation and other events you must set the £-mail
field to required.

Product settings

Here you can configure the behaviour when products reach a critical stock level. You can also manage the
basic settings for the Auto cross-selling sale enhancing measure, additional texts for prices and product
comparison.

Inventory
Page: Settings » Product Settings » Inventory
On this page, you can define how the order process in the shop should continue if an ordered product is no

longer available, that is, the stock level is the same or less than 0. The various fields have the following
meanings:

Table 60: inventory options
Option Comment ‘

it remains available without [The product can be added to the shopping basket without restrictions.
restrictions

a notification about possi- [The product can be added to the shopping basket without restrictions.
ble delayed delivery is dis- |In addition, the text in the Notification textfield is displayed.

played Use this to inform your customers of longer delivery times. The text dis-
played is language-dependent.

it cannot be added to the  [The product cannot be ordered.

shopping basket In addition, the text in the Notification textfield is displayed.

Use this to inform your customer about why he cannot order the product.
The text displayed is language-dependent.

itis set to "Not Visible" The product is no longer displayed in the shop and cannot be ordered.

Save your entries by clicking Save.

Notes:

1. This function requires that you fill out the Stock level field for the products. If this field is not filled,
the subsequent options will be ignored.

2. If a product reaches the stock level of 0 during an order, that is, two items are on stock but four items
have been ordered, the available amount will be added to the shopping basket in the case of options
with order stop.
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Caution: If you increase the stock level in the administration area, the product will not automatically be
made Visible again, since there could be other reasons for it to be Not visible. You must set the product
to Visible either in the details or using batch processing; see Products, on page 103.

You can configure the system to notify you as soon as a product has reached the stock level 0or has
reached or fallen below the minimum stock level. To do this, configure the corresponding e-mail messages
in the e-mail settings. For more details, see £-mail settings - Events, on page 91.

Auto cross-selling

Page: Settings » Product Settings »» Auto cross-selling

As opposed to manual cross-selling (see Product details — Cross-selling, on page 119, automatic cross-
selling is based on analysis of customer buying patterns. In this process, data is collected about how often
a product is bought in relation to another product. Using this information allows products that are often
purchased together to be offered for sale together.

The various fields have the following meanings:

Table 61: auto cross-selling fields

Field name {Description Field type Example

Collect statistics Activate/deactivate the automatic Option button
collection of product data for auto-
matic cross-selling;

Statistics collection must be activated
in order for the corresponding data-
base to be set up and to provide data
for meaningful cross-selling sugges-
tions.

Visible Cross-selling products are displayed in |Option button
the shop

Number of product  [Number of cross-selling products to be [Entry field, numeric |5
recommendations displayed.
The values range from 1 to 20.

Minimum match How often a product needs to be sold |Entry field, numeric |3
along with another in order to be dis-
played as a cross selling product;
The value ranges from 1 to 100.

Save your entries by clicking save.

Note: This function can slow down the display of products because multiple products have to be read
from the database and statistical information is managed and evaluated. Immediate and constant sta-
tistical evaluation is also not available for the same reason. The statistics are calculated at times when
few users are signed in to the system (usually at night).

Texts

Page: Settings » Product Settings » Texts

Depending on the tax model, the prices in your shop will be displayed with or without VAT included. A text
indicating the current tax model is displayed for the prices. Select the section that matches your tax model
for displaying prices on the Web site.
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The texts should also be used to inform your customers of any VAT that is or is not included and any addi-
tional delivery costs. For example, in Germany the text Price inc. VAT ex deliveryis common.

You can configure the text as you wish, including for singular and plural prices. The text fields are lan-
guage-dependent and the texts can be formatted. For more on formatting, see Working with text fields, on
page 35.

In addition, you can display a comparison price for the current list price. An explanatory text can be pre-
fixed to the comparison price. You can enter this in the field 7ext before comparison price. You can also se-
lect to format the price with a strikethrough effect. Do this by selecting the check box Strike through com-
parison price. The preview shows you immediately how the comparison price is displayed in the shop. For
more information on the comparison price and how it is used, see Comparison price on page 108.

Save your entries by clicking save.

If you do not want to display this information with the price, leave the text fields empty.

Product comparison

Page: Settings »» Product Settings »» Product comparison

This option allows you to enable your customers to compare products in the shop. To do this, set the op-
tion Allow product comparisonto Yes.

If you activate this option, the customer can select and compare any products in the shop. The products
are displayed in a table, with all visible attributes. The customer can take products from this table and put
them in his shopping basket or save them as a shopping list.

eBay settings

eBay has become one of the largest sales platforms on the Internet. The eBay interface enables you to offer
your products on eBay.

Preparation

In order to integrate eBay with ePages, you must understand the functions and rules of the eBay platform.
eBay offers this information on the eBay site.

Register with eBay as a seller. You will need valid seller registration data to send items to eBay from the
shop, offer them there and receive ordering information. All relevant information to sellers can be found on
the eBay page under Se/l.

Configuration of notification e-mail

After buying an item, the customer must finalise the order process in your shop. He will be informed about
this via e-mail when he buys the item. This e-mail also contains a link which will forward the customer to
the shop. The item the customer bought is in the shopping basket. The customer finalises the order proc-
ess here as a normalshop customer.

This e-mail is an automatic system e-mail with pre-configured standard content. You may however add your
own hints, information, or advertisements. Open the e-mail referring to eBay under Settings » E-mail set-
tings » Events. For more information, see £-mail settings, on page 90.

Note: The customer can add additional products to the shopping basket. You can offer him the option
of adding the eBay productto the shopping basket again. To do this, you must go to the Shopping bas-
ket and orders settings and for the action Adding a duplicate product activate the option Creates a new
line item in the basket. See also Shopping basket settings, on page 93.
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General settings
Page: Settings »» eBay Settings » General

On this page, you can configure how items placed on eBay effect your stock level. As well as this, you can
define a default feedback text which will be used for completed items.

The various fields have the following meanings:

Table 62: fields for genral eBay settings
Field name ‘Description Field type Example

Reduce stock level Using the specified options, you can  |Option button
configure when the stock level for an
eBay product is reduced.

Default setting for Default setting for feedback for com-  [Option field + Transaction perfect
feedback pleted eBay items. Entry field, alpha-
Because of eBay rules, as a selleryou [numeric

can only provide positive ratings.

Save your entries by clicking save.
eBay accounts
Page: Settings » eBay Settings » eBay accounts

Every eBay account is based on an eBay country platform. This determines certain settings such as cate-
gory lists or available delivery and payment methods.

The table lists all the eBay accounts you have created. To open the details of an account, click the name.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new account, proceed as described in Adding records, on page 26. Before creating an account,
you must configure the necessary language and currency. See also Country settings, on page 87.

Save your entries by clicking save.

To delete an account, proceed as described in Deleting entries, on page 26. The following accounts cannot
be deleted:

- If items still exist for this account,
- Ifthe account is set as the default account in the configuration, see Default values, on page 235.

Note: If you want to create an account for a country which is not included in the drop-down menu, con-
tact your provider.

eBay accounts - details

Page: Settings »» eBay Settings » eBay accounts » [account] »> General

This page is used to authenticate your account with eBay, whether for purposes of renewal or creation of a
new account. The various fields have the following meanings:
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Table 63: general fields for eBay accounts

Field name Description Field type Example
Name Entry field, alpha-  [eBay_Germany
numeric
Sales platform Platforms will be made available and |Display
configured by your provider.
Authentication Access authorisation for eBay; see
Authentication, below.
User account Display
Country Country where the product is located. |Drop-down menu
Region Region where the product is located, |Drop-down menu
dependent on country.
Town Product location Entry field, alpha- |Jena
numeric

Save your entries by clicking save.

Authentication

To improve security, eBay has introduced a new authentication mechanism. During the authentication
process you must sign in with your eBay user name and password once. You then receive a so-called token
from eBay which is then saved in the shop system. This token is used to authorise all further data transfer
you conduct with eBay. It is used, among other things, to upload offers, query offer statuses, and to
download sales data.

You cannot exchange any data with eBay without authentication. The authentication has a time limit and
must be renewed periodically. The system checks your authentication details on a regular basis. If they are
no longer valid, for whatever reason, you will receive an automatic e-mail with a corresponding error report.
In order to receive this e-mail you must set the default sender e-mail address in the e-mail settings. For
more information, see £-mail settings, on page 90.

The following methods exist to receive a token for an account:
- Request the token from eBay

Click the Request authentication button. The system tests whether a connection to eBay can be cre-
ated and shows the results.

If the test is successful, the link Request authentication by eBay is displayed. Click the link. After this
you must sign in to eBay.

eBay verifies the information and generates a corresponding token. To transfer the token to your shop,
click Agree and continue on the eBay page.

You will be returned to the shop. You will see confirmation in the authentication field in the eBay ac-
count details; see Figure 22.
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eBay accounts « SandBox

General

Mame SandBox
Sales platfarm SandBox
Authentication Authertication saved

(Expires on: 070502009 11:46)
[ Testauthentication

[ Reguest authenticstion ]

User accourt tmangner

Courtry United Kingdam (GB) L%

Renion Londdon v
Towwn * London

Save

* required fields

Figure 22: Successful authentication

- Using avalid token of another account.

If you already have an account with valid authentication, you do not have to request the token for a new
account through eBay, but can instead use the token from the other account. The function to do this will
be displayed on the tab.

| Note: The token can only be exchanged between live systems. I

Templates
Page: Settings »» eBay Settings »» Templates

eBay offers the possibility of presenting items using your own design and layout. You can use this option in
your shop administration area by using the existing templates or designing your own.

The table shows a list of the available templates that can be used for items.
The following options are available for adding a new template to the list:

- Proceed as described in Adding records, on page 26.
- Goto the Select sample templates section. Select a template on this page and click Apply.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To open the details of a template, click the name. You can edit the name and text of the template here; see
Working with text fields, on page 35. You can insert placeholders for product attributes in the text. When
creating the item, the actual values for the product are then used. The placeholders are located to the right
of the text field. To insert a placeholder, simply click its name. The placeholder is inserted at the current
cursor position.

Save your entries by clicking save.

Templates — details

The various fields have the following meanings:
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Table 64: general fields for eBay templates

Field name Description Field type Example
Name Entry field, alpha-  [MyDesign
numeric
Item text Presentation of the item which is dis-  |Text field ...<td width="680"
played on eBay; align="center"»
For more on formatting, see Working <h1 >#Name¢/h1>

with text fields, on page 35. <p>#Description¢</p>
The placeholders in the box to the right

of the sale text are used to include
product data. Position the cursor and
click the desired placeholder. When
the item is offered, the placeholders
are replaced with current information.

Instructions about using these templates with your eBay offers are available in the description of the eBay
assistant in 7itle, on page 232.

Note: Due to security reasons, eBay restricts the use of active page contents such as JavaScript, Flash,
and so on. If you use such elements in your templates, it is possible that your pages will not be dis-
played properly on eBay. For this reason, check how your items on eBay are displayed and make any
necessary changes to your templates.
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6. Products

Page: Products
The table lists all the products. If you have created more than 100 products, after calling the first page ini-

tially no more products will be displayed. Start a search to display all products. The symbols have the fol-
lowing meanings:

Table 65: product icon legend
[ofe]] Description ‘

J Product in stock at a sufficient level and visible or no stock level has been entered.
Al Product in stock, inventory below minimum level, visible.
N Product not in stock, visible.

Product in stock, not visible.

Product in stock, inventory below minimum level, not visible.

Product not in stock, not visible.

M
=2 The product is a master product, that is, variations of this product have been defined; see
Product details — Variations, on page 113. Clicking the icon forwards you to a list of the
variations which belong to this master product.
W The product is a variation of a master product; see Product details — Variations, on page
113.
.o, The product is a product bundle, that is, multiple products are combined into one package;

see Creating a product bundle, on page 105. Clicking the icon forwards you to a list of the
products which belong to this bundle.

To open the details of a product, click its name. Clicking the icon to the left next to the product number
opens a new browser window containing the product details.

To delete a product, proceed as described in Deleting entries, on page 26.
You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 66: Specialised batch processing commands for products
Command Comment ‘

Duplicate The system creates a copy as a new product with its own unique product
number, since every product number may only exist once.
The duplicate is created as Not visible.

Assign to category The category is selected using a drop-down menu in the second stage after
starting the command. As soon as a certain total number of categories for
the shop is exceeded, you can select a target category using a special cate-
gory browser.

Assign product portals... Assigning selected products to active product portals can be performed in
two steps:

1. Select the desired products and start the command.

2. Select the portals to whose export lists the products should be added,
and complete the process by clicking Assign.

If the Export all products option is activated for a portal, it cannot be se-
lected here. See also Product Portals, on page 219.
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Command Comment ‘

Set Newmarker Highlighted products are all flagged immediately as New. See also Mark as
New, on page 110.

Remove New marker Marked products are no longer displayed as new products. See also Mark as
New, on page 110.

To create a new product, refer to Creating a single product, below.

Save your entries by clicking save.

Creating a new product

The sub menu offers the following possibilities for creating a new product:

- Creating a single product; see Creating a single product, below
- Creating a product with variations; see Creating a product with variations, on page 105
- Creating a product bundle; see Creating a product bundle, on page 105

Creating a single product

The following methods exist for creating a new single product:

- Direct entry in the table
- The New » Product function in the sub menu

The entry fields in the last row of the table are available for direct entry. Proceed as described in Adding re-
cords, on page 26, and save your entries by clicking save.

The following specifications apply to products created in the table directly:

- the product number is a required field

- the name entered is assigned to the language of the administration
- the price entered is valid for the currency displayed in the table

- the new product is set to Not visible.

- the new product is not assigned to a category.

- the default product type is assigned to the new product.

You can edit all remaining parameters in the product details; see Product details — General , on page 106.

If you create a product using the context menu, you will be forwarded to a page where you can enter the
general product details. First, enter a unique value in the Product numberfield. A product cannot be saved
without a valid number. Repeated numbers are rejected by the system. Having done this, enter additional
general information; see Product details — General, on page 106.

Save your entries by clicking save.
After the general product details have been saved, additional tabs will be activated. Enter the remaining in-

formation as described in Product details — Images, on page 111 and following. In the variations tab in the
details, you can add variations at a later date.
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Caution: Save your changes before you click the tab to enter additional information. Otherwise, the
changes will be lost.

Note: Visibility is set to Not visible by default. When all information has been entered, set the product
to Visiblein order to display it in the shop.

Creating a product with variations

To create a product with variations directly, click the link New » Product with variations in the sub menu.

This forwards you to the page where you can enter the general product details. First, enter a unique value in
the Product numberfield. Having done this, enter additional general information; see Product details —
General, on page 106.

Save your entries by clicking save.

Having done this, you will be forwarded to the product variation assistant directly. For more information,
see Product variation assistant, on page 115. For the basics about variations, refer to Product details -
Variations, on page 113.

At the same time, the remaining tabs will be activated in the background. Enter the remaining information
as described in Product details — Images, on page 111 and following.

Creating a product bundle

A product bundle is a packet or set made up of products that belong together and that are then offered to-
gether for a combined price.

To create a product bundle, click the New » Product bundle link in the sub menu.

This forwards you to the page where you can enter the general product details. First, enter a unique value in
the Product numberfield. Having done this, enter additional general information; see Product details —
General, on page 106. Note the following exceptions:

- You cannot enter any values in the Stock level and Minimum stock levelfields. These values result
from the smallest values of each of the individual products.

- The Reference unitfield and the corresponding Amount in productfield are inactive. This is because the
packages cannot be compared to other products as they are compiled individually.

Save your entries by clicking save.

After saving, additional tabs will be activated. You are forwarded directly to the Bundle products tab. This
tab is displayed for product bundles in place of the variations tab. Enter the associated products here; see
Bundle products, below. After this, enter the remaining information as described in Product details — Im-
ages, on page 111 and following.

Bundle products

For product bundles, you must select and compile the products that make up the packet. These are the
bundle products.

The table lists all the products which belong to the current product bundle. To open the details of a prod-
uct, click its name. Clicking the icon to the left next to the product number opens a new browser window
containing the product details.

The Quantity column allows you to set the quantity of a product offered in the bundle.
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The order in which the products are displayed is defined by the numbers in the Sort ordercolumn; see
Sorting using key, on page 28.

To add a product, either enter the product number directly or insert a product from the tray. For more infor-
mation, see Adding records, on page 26.

Save your entries by clicking save.

To remove a product from the product bundle, select it and click Remove assignment. The product is re-
moved from the table without any confirmation. The product itself is not deleted.

The total price of the individual items is compared with the bundle price below the product list. The price
difference is also displayed. The contribution of a product to the total amount is calculated using the quan-
tity and the list price per item. These values are updated whenever you save.

Notes about bundles

You should note the following information about working with product bundles:

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

- Afterthe order has been placed, the inventory for all the associated components is updated at the
same time.

- Only products of the same VAT class can be assigned to a bundle.

- The status Not for saleis taken into account for bundle products. If one of the bundle products is set to
Not for sale, the entire bundle cannot be bought.

- During import, the bundles are imported as normal products. The assignments for the individual prod-
ucts are not retained.

- The unit price is calculated by adding the respective list prices of the individual products together. Any
price discounts defined in the price lists are not considered at this point.

- Assoon as products have been added, the total of the list prices of the individual products is displayed
next to the bundle price. The price difference, possible the saving, is displayed.

Product details — General

Here you can collect basic information for your product such as prices, units, manufacturer information,
and so on. The tab is divided into the following sections:

- Prices/inventory/delivery; see Prices/inventory/delivery, below

- Description; see Description, on page 109
- Attributes; see Attributes, on page 110

Prices/inventory/delivery
Page: Products » [product] »» General »» Prices/inventory/delivery

The various fields have the following meanings:

Table 67: Product detail fields Prices/inventory/delive

Field name Description Field type Example

Product number Unique product ID, corresponds to the |Entry field, alpha- |eg_1000111010
ID code for other objects numeric

Visible Option button
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Field name

Description

Field type

Products

Example

List price Price of the product, displayed in the |Currency field 339.95
shop;
According to the settings, either gross
or net prices must be entered; see 7ax
model, on page 61.
Display comparison |Displays fields to allow entry of com-  [Link
price parison prices;
See also Comparison price, on page
108.
Total of individual Displayed with product bundles Currency field
prices
Daily price dependent Option button
Tax class Drop-down menu Normal
Order unit Drop-down menu Pieces
Price refers to Number of order units the price refers |Entry field, numeric |1.00
to
Minimum order quan- |If the customer enters a lower amount |Entry field, numeric [1.00
tity in the shopping basket, the amount is
automatically increased to the mini-
mum order quantity.
Increment Amount increment, according to which (Entry field, numeric |1.00
the products can be ordered
Reference unit See Reference unit, on page 108. Entry field, numeric |1 Item
and drop-down
menu
Amount in product  |Number of products or amount of Entry field, numeric (1.00
product per reference unit.
Manufacturer Entry field, alpha-  |Eureka
numeric
Manufacturer product [Product number of the manufacturer  |Entry field, alpha-
no. numeric
Product code You can enter the product code here. |Entry field, alpha- |1234567890123
(e.g. EAN) This can be formatted according to numeric
various specifications (EAN, UPS, etc.).
The entry is tested to ensure it matches
an EAN or UPS specification.
Stock level You can set various options which will |Entry field, numeric [12 items

be triggered if a customer orders a
product with a stock level of 0; see
Inventory, on page 96.

In the case of master products, you can
enter a default setting for the varia-
tions here.

You can configure the system to send
you an e-mail if the stock level falls to
0, see Exception: E-mail messages for

the merchant, on page 93.
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Field name ‘Description Field type ‘Example

Minimum stock level [Value, below which you want to order [Entry field, numeric |2 items
the product;

The minimum stock level should not be
smaller than the minimum order quan-
tity.

You can configure the system to send
you an e-mail if the stock level falls to
the minimum stock level; see
Exception: E-mail messages for the
merchant, on page 93.

Delivery period Please enter a number of days (3) or  |Entry field, alpha- |at least 3
time reference (e.g. 2 to 4 or at least 3).|numeric
The suffix day(s)is predefined.

Display delivery data [Shows fields to configure and record
delivery data. For more information,
see Delivery information, on page 1089.

Save your entries by clicking save.

Note: If you cancel an order (order status Rejected), the stock level for the product in question is cor-
rected automatically.

Reference unit

In order to compare the prices of similar products from different manufacturers, there needs to be a com-
mon starting point. Therefore, (according to PangV in Germany), a comparable unit of quantity is to be indi-
cated as the reference unit.

A possible case would be purchasing chocolate from a food retailer. A bar of chocolate Xfrom manufac-
turer Aweighs 150 grams and costs € 1.49, a bar of chocolate Yfrom manufacturer Bweighs 75 grams and
costs € 0.99. The reference price per 100g is € 0.99 for chocolate Xand € 1.32 for chocolate ¥. This makes
it easy to see without having to calculate which chocolate is more attractively priced.

You are required to offer this service to your customers in the shop.

The system calculates the reference price using the values in the L/st price, Reference unit, and Amount in
productfields. So if, for example, you select a reference unit of 100 g, you sell your product for € 10.00 and
the product weighs 250 grams, the reference price for 100g is € 4.00.

Comparison price

The comparison price is a price that you can contrast with the current sale price of a product. This allows
you to show price reductions or special prices in an eye-catching way. You can configure one comparison
price per currency for each product.

Once a comparison price is entered for a currency, it is displayed in the shop for the corresponding product
along with the current list price. To show off the price comparison more effectively, you can add text and
define the way the comparison price is to be displayed. For more details, see 7exts, on page 97.

Note: The comparison price is only used for display purposes. It is not a sale price and is not used to
calculate discounts or bulk prices.

To display a product with the list price and comparison price, proceed as follows:

1. Enterthe current list price or a special price for the product in the List price field.
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PN EWN

Click Display comparison price to view the entry fields for comparison prices.
Enter a comparison price per currency.

Save your entries by clicking Save.

Call up the page Settings » Product settings » Texts.
Enter a corresponding text in the field Text before comparison priceif desired.
Select the checkbox Strike through comparison price if desired.

Save your entries by clicking Save.

Products

Call up the shop and check the way prices are displayed in product lists and in the product details.

Delivery information

If you want, you can also set delivery data for each product. These include the delivery weight and dimen-

sions of the product.

You enter the delivery weight for the quantity or number of the product that you have entered as the base
unit for the price. The value is displayed for greater clarity.

You can also restrict the product to specific delivery methods. This allows you to define specific delivery
methods for specific products.

Description

Page: Products » [product] » General »» Description

The various fields have the following meanings:

Table 68: Product detail fields - Description

Field name

Description

Field type Example

Eureka El Capitan IV

tion to be displayed in list view in the
shop;

For more on formatting, see Working
with text fields, on page 35.

meric

Name Language-dependent name used to Entry field, alpha-
display the product. numeric
Description Language-dependent product descrip- [Text field, alphanu- |Dome tent for four

persons; 2 doors.

Long description

Language-dependent detailed descrip-
tion of the product for the product de-
tail view in the shop;

For more on formatting, see Working
with text fields, on page 35.

Text field, alphanu-

meric

Dome tent for four
persons. 2 doors and
well-cut apses create
efficient use of space
thereby making ...

Keywords for search
engines

These are used for internal searches as
well as for external search engines;

No third-party brand names may be
entered here.

Entry field, alpha-
numeric

camping tent geo-
detic dome light
weight
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Field name

Description

Product details — General

Mark as New

Option Yes: The product is immediately
displayed in the shop as a new prod-
uct.

Option After: In the associated date
field, enter the date from which the
product should be displayed as a new

product. To select a date use the L
icon. See also Date entry fields, on
page 30. The display will be activated
automatically on the specified date.
Option No: The product will not be
specifically highlighted,

Field type

Option button +
date field

Example

For sale

This sets whether a product is avail-
able for sale or should only be dis-
played;

Option Yes: The product can be pur-
chased.

Option Ffrom: In the associated date
field, enter the date from which the
product should be available for sale. To

select a date use the ™% icon. See also
Date entry fields, on page 30. The dis-
play will be activated automatically on
the specified date.

Option No: The product cannot be pur-
chased.

Option button +
date field

Note if not available
for purchase

If you enter a date from which the
product will be on sale, a correspond-
ing text proposal will be entered in this
field.

The text is displayed as long as the
product is marked as not for sale. You
can change this text at any time.

For more on formatting, see Working
with text fields, on page 35.

Text field

Available from
01.07.2008

Note: Dates must be entered in the correct format. Use the date function next to the entry fields to
avoid mistakes See also Date entry fields, on page 30.

Save your entries by clicking Save.

marked terms.

Note: Trusted Shops warns against using company brand names and labels as keywords for a search
engine. It is recommended that questionable search terms are not used. Questionable terms are those
which are capable of being mistaken for trademarked names or those which are identical with trade-

Attributes

Page: Products » [product] »» General » Attributes

You can use the Product type drop-down menu to assign a product type to the current product. This sets
additional product attributes; see Product types, on page 122.
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The relevant attributes will be displayed according to product type. These can be edited to suit the current
product. Save your entries by clicking save.

The ®Eedit product type link takes you to the current product type of the product.

Note: Once a product has variations (see Product details — Variations, on page 113), the product type
assignment can no longer be changed.

Product details — Images

Page: Products » [product] »» Images

Product images are displayed at various places: in categories, in promotional products, as part of product
lists and obviously also in the product details. You can provide images in various sizes, as well as group
them together to form image galleries and slideshows.

There are two areas in which a product's images are managed: Views and Gallery/slideshow.

Views

The images are made available here for display in product lists and product details. Since the images can
be displayed in different sized on each page, you can upload the image files in various formats:

Table 69: Prouct image formats

Format Description ‘
List view This image will be used in product lists. A product list can be the representation of the
products in a category, or the results of a search.

Details page |This image will be displayed on the product details page and on the home page. It can be
used in an image list or slideshow with other images in the Gallery/slideshow section.

Enlarged This image is shown in a new window to a maximum size of 800*600px, when the visitor

view clicks the product image in the product details.

View for This image is displayed using the page element Promotional in box format.
promotional

products

r

You can upload images using the image upload button -\, For more details, see Uploading images, on
page 43. The individual formats can be prepared as follows:

- Create all formats automatically when master image is uploaded

When uploading the image using the large image upload button, all formats are created automatically.
An image in the specified size is created for each format. Any existing images are overwritten.

- Create formats individually

You can upload a separate image for each format. For this, use the image upload button for the specific
format.

To remove an image for a specific format, click the = icon.

Each image that is uploaded to the Views section is stored in the image list in the Gallery/slideshow sec-
tion.
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Gallery/slideshow

On this page, you can upload and manage images that you want to show on the product details page in the
image list orin a slideshow. The following options are available to adding images to the list:

- Upload the image as a master image or individual format in the views section.
- Upload the image via the image upload field in the bottom row of the table. See also Uploading im-
ages, on page 43.

In the table, you can see all the images that you have uploaded. If you want to display an image in the
product details, check the corresponding check box in the Visible column. The display sequence of the im-
ages on the Web site is defined in the Sorting column. See also Sorting using key, on page 28.

Save your entries by clicking Save.

To the right of the table is the image display as seen by visitors to the Web site. The lower portion displays
the list of the images that have been marked as visible. The upper section has the following functions:

- Display an individual image. To do this, click an image in the image list.

- Start and control the slideshow. If you move the mouse over the preview area, a bar containing controls
is displayed; see Figure 23. Use these tools to control the slideshow and view the images in their origi-
nal size.

Figure 23: Control elements for slideshow

The control elements have the following meanings:
Table 70: Print preview controls

Format Description ‘
3 Starts the slideshow. The images are played back in the sequence in which they are listed in
the table. The Visible marker must be set.

Al Shows the previous image.
A running slideshow is paused.

I* Shows the next image.
A running slideshow is paused.

] The current image is shown in its original size.
A running slideshow is paused.

To delete an image from the table, proceed as described in Deleting entries, on page 26.
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Caution: If you delete the image to which the views in the Views section belong, the views will be de-
leted too. No further images will be displayed in product lists, etc., for this product.

| Note: Slideshows can only be viewed in the shop if JavaScript is enabled in the customer's browser. I

Product details — Categories

Page: Products » [product] » Categories

The table lists all the categories to which you have assigned the current product. To assign a product to a
category, select a category from the drop-down menu under the table.

As soon as a certain total number of categories for the shop is exceeded, selection of a target category is
performed using a special category browser. Mark the required category.

Save your entries by clicking save.

Note: A product should always be assigned to at least one category. I

To remove the assignment to categories, select the corresponding categories in the table and click Re-
move assignment.

| Note: You are not required to confirm this command as no data is being deleted, only the assignment. I

Product details — Variations

Page: Products » [product] » Variations

Variations are products that are derived from a master product and that only differ in terms of the values of
certain properties. A good example of this is items of clothing such as t-shirts or one type of jacket. Typical
differentiating criteria include the properties size or colour.

The initial product is referred to as the master product, while the variations represent sub products or
variation products. Variation products are completely separate self-contained products. You can modify
any individual property if necessary.

| Caution: If you delete the master product, all the derived variation products will be deleted as well.

| Note: You cannot derive any further variations from a variation product.

The tab allows you to edit variation attributes and variation products, and to start the Variation assistant.
See also Variation attributes, below, Variation products, on page 114, and Product variation assistant, on
page 115.

You can read how to create variations in Creating a variation, on page 115.You can read how to extend ex-
isting variations in Extending variations later, on page 117.

Variation attributes

Page: Products » [product] » Variations » Variation attributes
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Variation attributes are the attributes which differ from one variation product to another. Attribute types
with value selection are used for variation attributes; see Product types, on page 122. These attributes are
defined in a corresponding product type. The product type is assigned to the master product, so that the
attributes are available for selection for this product.

The variation attributes section shows the available variation attributed for the current master product,
along with the available values. Each value has its own check box. When you select a check box, you can
generate a new variation product on the basis of this value.

Save your entries by clicking Save.

All highlighted values will be copied to the drop-down menu for the creation of variation products; see
Variation products, below.

Note: As long as a variation product is using a variation value, the check box is deselected and the se-
lection cannot be removed. If you would like to select this check box again, you need to delete all the
variation products that use this value.

The complete process and the methods for creating variations are described in Creating a variation, on
page 115.

Variation products

Page: Products » [product] » Variations » Variation Products

All the variation products that have been created for the current product are displayed in the table in the
Variation products section.

To open the details of a product, click its name. Clicking the icon to the left next to the product number
opens a new browser window containing the product details. Note the following:

- Whenitis created, the variation product inherits the price of the master product. Using the Own price
option field in the general product details you can configure whether a different price should be set for
this variation product.

- Ifthe variation product is priced differently, the list price of the master product is displayed next to the
variation product.

- Category assignments made via the master product cannot be removed from the variation product.
However, additional assignments to other categories can be made.

- The images of master products and variation products are managed together. If you want to delete the
images of a variation product, first check that there are no other products that use these images.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

The order in which the products are displayed is defined by the numbers in the Sort ordercolumn; see
Sorting using key, on page 28.

The variation product marked as default is displayed in the shop as the default variation product. For more
on default settings, see Default settings, on page 31.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 71: specialised batch processing actions for product administration
Comment

Set New marker Highlighted products are all flagged immediately as NMew. See also Mark as
New, on page 110.
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Command Comment ‘

Remove New marker Marked products are no longer displayed as new products. See also Mark as
New, on page 110.

Delete all variations for this |All existing variations of this product will be deleted.
product

To create new variation products, proceed as described in Creating a variation, below.

Save your entries by clicking save.

Note: You have the option of selecting a separate type of variation display for each product type; see
Product type details - Layout, on page 124.

Creating a variation

The following methods of creating variations exist:

- usethe variation assistant; see Product variation assistant, below
- Create the variations manually in the product details on the variations tab; see Manual creation, on
page 116

You can read about adding attributes to variations in Extending variations later, on page 117.

Product variation assistant

The product variation assistant helps you to create variations for a product quickly and simply. For the ba-
sics about variations, refer to Product details — Variations, on page 113. The assistant can be started in the
following ways:

- Use the New » Product with variations function from the product context menu; see Creating a prod-
uct with variations, on page 105.

- Open it directly from the variations tab in the product details. There you can click the Start product
variation assistant link.

Perform the following steps in the assistant:
1. Attributes and values
On this page, select the product type and variation attributes .

All available product types are listed in the Product type drop-down menu. Select the appropriate entry. Af-
ter selection, the available variation attributes are displayed. Each attribute is displayed in its own edit
area. Using the check boxes, you can specify whether the corresponding attribute should be used to create
variations. Existing values are displayed.

If you need an additional value for an attribute, enter it in the entry field below the corresponding value list.
If you need additional values, click Show more fields and enter the values in the new fields.

If you need a new attribute, click New attribute. Enter the name and edit the values as with existing attrib-
utes. For new attributes, you can determine whether the attribute values should be language-dependent.
The values for the other languages are entered later in the details for the corresponding attribute of the
product type.

If the selected product type has no variation attributes yet, create new attributes with values as described
above.
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If you need a new product type, select the New product type entry in the drop-down menu and enter the
name in the Mame entry field. Two attribute edit areas are displayed. Edit these attributed as described
above.

Note: Inthe wizard a maximum number 10 values can be entered per attribute. A message is displayed
to indicate when you have entered the maximum number of attribute values. If you need additional val-
ues, you must enter these directly for the corresponding product type.

Click Next to go on to the next step.

When doing this, please note the following:

- The =/ icon allows you to delete values and attributes.

- Attributes which have already been saved for the product type are displayed in grey. The available val-
ues cannot be changed. You may still add values.

- Saved attributes can only be deleted in the details of the relevant product type. See also Product type
details - Attributes, on page 123.

- Ifvariation products have already been created, the product type assignment cannot be changed. The
drop-down menu is displayed in grey. You must first delete all relevant variation products before
changing the product type assignment.

- Only the attributes defined in the assistant are displayed for a new product type. If you would like to
create additional attributes, open the details of the product type; see Product type details - Attributes,
on page 123.

- Forlanguage-dependent attribute values, you can only create the value for the administration language
in the assistant. The values for additional languages must be created in the product type details; see
Product type details - Attributes, on page 123.

2. Variation products
On this page, you can see the variations which can be made by combining the attribute values.

The name consists of the product number of the master product and a sequential integer. If necessary, you
can modify the suggestions by overwriting them in the entry fields.

The variation products are generated for the selected variations. All variations are selected by default. If
you do not want a variation product for a variation to be generated, remove the selection.

To set the generated variation products to visible, mark the Set the generated variation products to visible
check box.

If a variation product has already been created for a combination, the entry is displayed with a grey check
box. These entries cannot be changed as long as the relevant variation product exist.

Click Next to go on to the next step.
3. Finish

On this page, set how the variation products are displayed in the shop. Select this desired option by click-
ing the corresponding option field. See also Product type details - Layout, on page 124.

Click Finish to end the assistant, save all settings and generate the variation products.

Manual creation

To create variation products manually, proceed as follows:

1. Create a product type with attributes which contain the variation values. To do this, use attribute types
with value selection. For more information, see Product types, on page 122.
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2. Create a new single product; see Creating a single product, on page 104. This is the master product.
Assign the newly generated product type to the master product.

3. Switch to the Variations tab in the product details of the master product, and select the section Varia-
tion attributes

4. Inthe overview, select the attribute values to be used to generate variation products. Save your entries
by clicking Save.

5. Switch to the Variation products section. The drop-down menus in the bottom table row contain the va-
lues that you selected for creation of variations.

6. Select the variations you wish to create in the drop-down menu(s). If necessary, enter a new product
number. Otherwise a number will be automatically generated on the basis of the master product num-
ber. Save your entries by clicking Save.

Extending variations later

The following methods exist for extending existing variations with a new variation attribute:

- usethe product variation assistant
- create a new variation attribute manually.

Extending a variation using the product variation assistant

Start the product variation assistant in the variations tab. There you can click the Start product variation
assistant link.

1. Create a new variation attribute as described in step 1 of Product variation assistant, on page 115.

2. The existing variation products must also be assigned a value for the new attribute. In the next step,
select the value that is to be used for the existing variations. After selection, click "Display variation
products" to display the possible product variations.

3. When the product list is displayed, continue as described in step 2 of Product variation assistant, on
page 115.

Extending manually

To extend existing variations of a product with an additional variation attribute manually, proceed as fol-
lows:

1. Extend the product type of the master product with an additional attribute with value selection and en-
ter the variation values for this attribute.

2. Switch to the Variation attributes section of the Variations tab in the product details of the master pro-
duct. Here you can see the new attribute with the corresponding values.

3. Select the values for which you wish to generate variation products. Save your entries by clicking Save.

4. The existing variation products must also be assigned a value for the new attribute. In the next step,
select the value that is to be used for the existing variations. Save your entries by clicking Save.

5. Proceed as described in Manual creation, on page 116, from step 5.

Product details — Prices

Page: Products » [product] » Prices

For every product, you can create bulk prices and discounts as well as a list price. To do this, a price list
must already exist; see Price lists, on page 124.

You can configure the following price reductions:

- Bulk discount/prices; see Bulk discount, on page 118
- Value discount; see Value discount, on page 119
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As soon as you have configured price reductions for a product, a Price reductions link will be shown in the
product detail view in the shop. The customer can click this link to see the price reductions.
Bulk discount

Page: Products » [product] » Prices » Bulk discount

In this section, you can configure discounts based on unit numbers. You can define bulk prices and/or per-
cent discounts. The reductions are connected to a price list in which you can also set the validity period
and the customer or customer group; see Price lists, on page 124.

In the table you can display and edit two price lists at the same time. This lets you compare, for example,
lists for different currencies or periods of validity.

When you call up the page, the first two price lists of your price list table are displayed. If these do not in-
clude the price list that you wish to edit, simply select the correct price list from the drop-down menu.

The icon to the left of the drop-down menu shows whether the price list is currently active. You can click
this icon to call up details for the price list being displayed. To do so, click the D icon.

Note: The price lists in which the current product is already included are marked with an asterisk * This
gives you a quicker overview of which price lists are associated with the product.

After you have selected a price list, the entries it contains are displayed. Edit the values directly in the entry
fields. Save your entries by clicking save.

To create a new bulk price or discount, proceed as described in Adding records, on page 26.
To delete a bulk price, follow the steps described in Deleting entries, on page 26.

You can see an example for bulk pricing with a discount in Figure 24.

Products + Deuter Kangaroo (de_3203104010)

General Images Categories Variations Prices Cross-selling Portals

- Bulk discount * ‘“alue discount

List price (Gross) 9995 €
£99.95
I J For regular customers (EUR) = | &3] J For reqular customers (GEP) W [£1
Ouantity
Bulk price Discount Bulk price Discount
[] 10piece 9595 € £ % £ %
F 20 piece £ a a, £ 1,
I:‘ 30 piece g5.05 € £ a, £ 1,
£ % £ %
piece

Save l Delete * Product is included inthis price list.

-/ Related topics
==+ Price lists
Create price lists, configure duration of validity, and assign to customers or customer groups

Figure 24: combined price list
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When doing this, please note the following:

- You can set both a bulk price and a discount for a quantity. If you offer both bulk pricing and a dis-
count, the bulk price will be charged first and then the discount is subtracted; see Discount calculation
for product prices, below.

- Thediscount entered last effects all subsequent list entries if no other discounts are entered. To re-
move the discount on subsequent entries, enter a 0in the next discount field or the affected discount
field.

Note: Remember that you can create customer-specific and customer group-specific price lists. You can
define prices for individual customers by entering the price or discount for the amount of 7 and assign
only the one customer to the list.

Value discount

Page: Products » [product] » Prices »» Value discount

In this section, you can configure a price reduction which depends upon the total price. The value discount
is joined to a price list in which you can also set the validity period and the customer area; see Price lists,
on page 124.

When you call up the page, the first price list of your price list table is displayed. If this is not the price list
that you wish to edit, simply select the correct price list from the drop-down menu.

The icon to the left of the drop-down menu shows whether the price list is currently active. You can click
this icon to call up details for the price list being displayed. To do so, click the J icon.

Note: The price lists in which the current product is already included are marked with an asterisk * This
gives you a quicker overview of which price lists are associated with the product.

After you have selected a price list, the entries it contains are displayed. Edit the values directly in the entry
fields. Save your entries by clicking save.

To create a new value discount, proceed as described in Adding records, on page 26.
To delete an entry, follow the steps described in Deleting entries, on page 26.

If you have configured bulk discounts as well as value discounts, the price is calculated as described in
Discount calculation for product prices, below.

Discount calculation for product prices

Since you can assign more than one discount for each product, the sequence for calculating the discount
needs to be defined. The individual discounts are calculated sequentially as follows:

1. Calculation of the bulk price based on the product price; this results in a reduced unit price per prod-
uct for the corresponding number of items.

2. Calculation of the bulk discount.

3. Calculation of the value discount; The total from bulk pricing minus the quantity discount is compared
with the limit for the value discount. If the limit is exceeded, the value discount is applied.

Product details — Cross-selling

Page: Products » [product] »» Cross-selling
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When using cross-selling, additional products are offered in relation to a particular product. These are ac-
cessories or related products. The purpose of this offer based on related products is to motivate the cus-
tomer to buy additional products as well as the current product.

Manual cross-selling is divided into the following sections:

- Accessories; see Cross-selling - Accessories, below

- Related products, see Cross-selling - Related products, below
- Altemative items; see Cross-selling — Alternative items, below
- References; see Cross-selling - References, on page 121

The number in parentheses behind the section heading displays the total number of assigned products.

Cross-selling - Accessories

Page: Products » [product] »» Cross-selling »» Accessories

Accessories are products that extend or improve the functionality of the basic product or are necessary to
use the product (fuel, batteries, and so on).

The table lists all the accessories for the current product. The content of the Commentcolumn is displayed
in the shop as an explanation. Enter a note or description here explaining why or how this product en-
hances the current product. A comment field is offered for every language in your shop.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

To add a product, either enter the product number directly or insert a product from the tray. For more infor-
mation, see Adding records, on page 26.

The Create reciprocal assignments check box allows you to configure whether the assignment of a new
cross-selling product should be made reciprocally. The following example demonstrates the procedure in
more detail: Product A is the first product. Product B is to be assigned to Product A as a cross-selling prod-
uct. If reciprocal assignment is activated, product A will also be assigned to product B as a cross-selling
product of the same type at the same time. Reciprocal assignments affect direct entries as well as items
imported from the tray.

Save your entries by clicking Save.

To remove an assignment, select the relevant products and click Remove assignment.

Note: Clicking Remove Assignment only removes the assignment of products to each other. No prod-
ucts are deleted. For this reason, deletion confirmation is not requested.

Cross-selling - Related products
Page: Products » [product] » Cross-selling » Related products
Products that lend themselves well to being related products are products that enhance the functionality of
the base product, that are necessary to use the product, or that make using the product more comfortable,
for example, flashlights for tents, and so on.
The table is comparable with the table in the Accessories section; see Cross-selling - Accessories, above.
Cross-selling — Alternative items

Page: Products » [product] » Cross-selling » Alternative items
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The alternative items function is not so much about offering the customer product enhancements as pre-
senting alternatives for the chosen product. You can use this function to show the customer similar prod-
ucts you are offering and therefore show him products for sale that he otherwise may not have ever seen.

In its basic functionality, the table is comparable with the table in the Accessories section; see Cross-
selling - Accessories, on page 120.

We recommend comparing products of the same type since then these products all have the same attrib-
utes, which make a meaningful comparison possible.

Cross-selling - References
Page: Products » [product] »» Cross-selling »» References
The table shows an overview of the products the current product is linked with and the type of link.
The ID of the target product (the product the current product is linked with) is displayed in the first column.
The last column shows the type of assignment (how the current product is assigned to the target product).
In addition to the various cross-selling types, assignment to a product bundle is also displayed.
To remove an assignment, select the relevant products and click Remove assignment.
Variation products and cross-selling
The following methods exist for assigning cross-selling products to variation products:
- Manual assignment using the Cross-selling tab; see Product details — Cross-selling, on page 119
- Assignment using the master product (variation products inherit the cross-selling products of the mas-
ter product).
The cross-selling products inherited from the master product are displayed in the table above the manually
assigned cross-selling products. You can not edit the Commentand Sort orderfields directly for the inher-
ited cross-selling products.
To edit the entries in these fields, proceed as follows:
- Create a second cross-selling product for the cross-selling product for which you want to change the
values; see Adding records, on page 26.

- Enterthe desired values in the Commentand Sort orderfields. Save your entries by clicking save.

The system then uses the updated information for display in the shop.

Product details - Portals

On this page, you can see the available portals for product export and the existing eBay items and orders
for this product. The page is divided into the following sections:

- Product portals; see Product Portals, below.
- eBay; see eBay, on page 122

Product Portals
Page: Products » [product] »» Portals » Product portals
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The table shows an overview of the available product portals and the portals to which the current product

is exported. For these, the corresponding check box in the Assigned column is selected. To assign the cur-

rent product to a list for a portal, click the relevant check box. To delete a product from an export list, re-

move the tick in the relevant check box.

Save your entries by clicking save.

To open the details for a product portal, click the relevant link. See also Product Portals, on page 2189.
eBay

Page: Products » [product] »» Portals »» eBay

All eBay items based on a product are displayed in this table. The table is comparable in composition and
function to the table for all eBay items. See also /fems, on page 230in the eBay chapter.

On the product eBay page, you can immediately create a new item for this product. To do this, click Create
new item. The item will be generated with the default values. See also Default values, on page 235. To edit
item details, see /fem settings/eBay assistant, on page 232.

You can also upload the item to eBay when it is created. Select the Upload as an eBay item immediately
check box before clicking the link. The item will be checked and sent to eBay.

In the case of master products, the variation products are displayed in the table.

Product types

Page: Products » Product types » General

Product types are used to group similar products. These are products which share additional attributes as
well as the standard attributes. These additional attributes are made available in the product type. The
product type is assigned to all relevant products. In this way, the products receive the desired additional
attributes.

The table lists all the created product types. To open the details of a product type, click the name.

To create a new product type, proceed as described in Adding records, on page 26.

Save your entries by clicking Save.

To delete a product type, follow the steps described in Deleting entries, on page 26.

| Caution: A product type can only be deleted as long as no products are assigned. I

A special type is the Base product type. This is the base product type for all other product types. All attrib-
utes of this product type are passed to the other product types when they are created. In this way, you can
specify additional attributes that apply to all products. The base product type cannot be deleted. The
shared additional attributes can only be deleted via the base product type.

Note: If you do not want any shared additional attributes, delete all attributes from the base product
type.

Page 122 User guide for Web site administrators



Product types Products

| Caution: When you delete an attribute, all the product data contained in this attribute is lost. I

Product type details - General
Page: Products » Product types » [product type] »» General

The name is language-dependent; enter a value for every defined language.

Save your entries by clicking save.

Product type details - Attributes
Page: Products » Product types » [product type] » Attributes

The table lists all the attributes which have been created for this product type. To display the details of an
attribute, click the attribute name.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

To create a new attribute, proceed as described in Adding records, on page 26.
Save your entries by clicking Save.
To delete an attribute, proceed as described in Deleting entries, on page 26. The attributes which have

been inherited from the basic product type cannot be deleted here. See also base product type, on page
122.

Attribute — Details
Page: Products » [product] » [product type] » Attributes »» [attribute]

The various fields have the following meanings:

Table 72: fields for attributes

Field name ‘Description Field type Example

ID Entry field, alpha- |TentWeight
numeric

Visible See Visibility, on page 31 Option button

Support HTML format- |Text attribute setting; see Attribute Option button
ting types, on page 32,

Use this to determine whether the texts
that are later entered in the field
should be able to be formatted with

HTML
Name Language-dependent name used to Entry field, alpha- |Weight
display the attribute. numeric
Tool tip text Language-dependent short explanation|Entry field, alpha-  [Tent weight (travel
of the field displayed in the administra-|numeric weight)
tion.

In the case of attributes with value selection and options, you must also create and edit the value pool in
the value selection tab. For more information see Using text with value selection, on page 33 and Using
options, on page 34.
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Product type details - Layout
Page: Products » Product types » [product type] » Layout

Using the layout options for a product type you can configure how products of this type are displayed in the
shop.

You can use the following layouts:

Table 73: layout variations for product displa
Layout ‘Comment

Product details Alignment of product image and descriptive text to each otherin the product view in
display the shop

Variations display [Shows the variations for a product;

If a large number of variations for a product exist, select the layout using a drop-down
menu. This allows the page to be displayed more quickly and increases clarity.

If only a few variations have been created, we recommend the table layout is used.
Image lists are best used if a small number of variations with different images are to
be displayed.

Bundle products [Shows individual products for a product bundle;

display The compact layout displays the products with an image and the price. Table layout is
best suited for displaying a large number of products.

List view corresponds to the product list in a category.

Save your entries by clicking save.

Price lists

Page: Products » Price lists »» Overview

Price lists form the basis for customer-specific pricing. A price list defines the validity period of the price
reduction and the affected customers or customer groups. The prices themselves are set in the product as-
signed to the price list; see Product details — Prices, on page 117. In addition, shopping basket discounts
are configured using price lists.

All price lists that have been created are displayed in the Overview section of the table. The symbols have
the following meanings:

Table 74: icons in the table for price lists
Icon Description ‘

Price list is active. The current date lies within the list validity period and the affected cus-
(green) tomers receive the defined price reduction.

Price list is not active. The current date lies outside of the list validity period and the price
(grey) reductions are not applied.

To open the details of a price list, click the price list name.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new price list, follow the steps described in Adding records, on page 26.

Page 124 User guide for Web site administrators



Price lists Products

Note: Information for the validity period must be entered in the correct format for date and time. Use
the date function next to the entry fields to avoid mistakes See also Date entry fields, on page 30.

Save your entries by clicking Save.

| Caution: Only one price list can be active for a customer and customer group at one time. I

Price lists — Advanced settings

Page: Products » Price lists »» Advanced settings
Here you can set which prices are displayed for the customer in product lists and product details.

If the option Use list prices is active, the list prices of the products are displayed. These prices are edited in
the general product details; see Prices/inventory/delivery, on page 106.

If the option 7ake account of bulk and value discounts on basis of price lists is active, then a special price
can be displayed in the product lists and product details view. The prerequisites for this are:

- Aspecial price must be entered for one ordering unit in the price list.
- The price list is currently valid.
- The customer belongs to a customer group that has been assigned to the price list.

Once these requirements are fulfilled, the corresponding customer will see the prices that are valid for him
in the product lists and product details view. Other price reductions such as bulk prices are displayed on
the product detail page using the Price reductions link.

Note: Using this option can cause the page display speed to fall for that page, since the prices must be
calculated first.

Price list details — General

Page: Products » Price lists » [pricelist] »> General
The various fields have the following meanings:

Table 75: fields for genral price list details

Field name Description Field type Example
ID Entry field, alpha-  |[RegularCustom-
numeric ers_EU

Name Language-dependent name used to Entry field, alpha-  |For regular custom-
display the price list. numeric ers (€)

Currency Valid currency for this price list Display

Valid from See also Date entry fields, on page 30. |Date field 01.01.08 00:00

Valid until See also Date entry fields, on page 30. |Date field 30.06.08 23:59

Save your entries by clicking Save.

Price list details — Customer groups

Page: Products » Price lists » [pricelist] »> Customer groups

The table lists all the customer groups for whose members the price reduction is valid.
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To add a new customer group, select it from the drop-down menu at the end of the table and click save. All
the customer groups you manage in Customers » Customer groups are listed in the drop-down menu; see
Customer groups, on page 136.

To remove a customer group assignment, select the entry you wish to remove and click Remove assign-
ment.

Price list details - Customers
Page: Products » Price lists » [pricelist] »> Customers

In addition to customer groups, individual customers can also be assigned to a price list. The table lists all
customers for whom the price reduction is valid.

Add new entries by entering a customer number directly or inserting the customer from the tray. For more
information, see Adding records, on page 26.

Save your entries by clicking save.

To remove a customer assignment, select the entry you wish to remove and click Remove assignment.

Note: Direct customer assignment has a higher priority than customer group assignment. If one price
list is valid for a customer directly, and a second price list is valid over a customer group assignment,
the customer-specific price list has precedence for the customer.

Price list details - Shopping basket discount
Page: Products » Price lists » [pricelist] >» Shopping basket discount
Use this function to give your customers and customer groups discounts on their shopping baskets. You
can scale the price reduction according to the shopping basket value. The shopping basket discount is
displayed on the product detail page using the Price reductions link.
The table shows all the shopping basket discounts for the current list.
To create a new discount, proceed as described in Adding records, on page 26.

Save your entries by clicking save.

To delete an entry, follow the steps described in Deleting entries, on page 26.

Note: The shopping basket discount you allocate applies to the total of the products. Any charges for
delivery and payment are not included in the calculation.

Search statistics

Page: Products » Search statistics

The search statistics provide an overview of the search terms used in your shop by your customers and
how often they are used. The table lists all the search terms your customers have used. They are all written
in lowercase letters because capitalisation is not considered in the search.

For every search term you can see how often it was used and how many hits it yielded.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.
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Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

You can evaluate the overview to adapt to the search terms used in your shop. The following considera-
tions or actions are recommended:

- Use the search terms as keywords for products that you offer in these areas; see the Keywords for
search enginesfield in Description, on page 1089.

- Usethese search terms in descriptions or product names, if possible.

- Fill any existing gaps in your assortment by adding often searched for products.

- Display products which are searched for often on the start page or in main categories so that your cus-
tomers find them immediately

- Decide if you wish to keep products for which no one searches in your assortment.

Product ratings

Product feedback gives your customers the opportunity to give their opinions on the products and discuss
their own experiences. Positive feedback is great advertising for the product. Ratings are also a means of
obtaining feedback on the quality of your products, so you can react accordingly. Customers are able to
award points from 1 to 5, and can also enter some feedback text.

You must activate the function using the product ratings settings; see Settings, below. For the list of re-
ceived feedback, see General , below.

General
Page: Products » Product ratings »» General

The table lists all the product ratings that have been submitted to your shop with the corresponding prod-
ucts. The most recent rating is at the top. The symbols have the following meanings:

Table 76: Status of product rating
Icon Description ‘

. The product rating is displayed in the shop.
(Yellow
icon)

] The product rating is not displayed in the shop.
(Grey icon)

The icons before the product name correspond to those in the product table; see Products, on page 103.
To delete a rating, follow the steps described in Deleting entries, on page 26.
You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To open the details of a rating, click the name. The details allow you to configure the visibility of every rat-
ing, as well as delete the rating. Moreover, the author's name and e-mail address are also shown and you
can send him an e-mail directly.

Settings

Page: Products » Product ratings » Settings
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This option specifies who is permitted to submit ratings, and when the ratings will be visible in the shop.
The various fields have the following meanings:

Table 77: Settings for product ratings

Field name Description Field type Example

Activate product rat- |This setting specifies that product rat- |Option button
ings ings can be awarded your shop.

Display new product [This setting defines whether new rat-  |Option button
ratings immediately |ings are displayed immediately in the
shop. If you want to moderate the rat-
ings before they are published, set the
option to Mo. You can then set the
ratings to visiblein the table orin the
details.

Product ratings only Option button
for signed in custom-
ers

You can receive an e-mail notification when product ratings are submitted for your shop. Create an corre-

sponding e-mail event by providing a recipient e-mail address. For more information, see £-mail settings,
on page 90.

Import and export
Page: Products » Import and export

You can read a general description about importing and exporting in the chapter /mport and export, on
page 45.

In the import file, the following columns are mandatory for creating new products:

"ID [Alias]"
If no further data is specified, the products are created using the corresponding alias and are assigned to
the default product type. The default settings are used for all other required data. If other columns are filled
in the import file, the values are entered for the corresponding attributes.
In the import file, you can enter the file name forimages which have already been uploaded or a reference
to the image file. Enter a reference if the image is already in the Internet. This is comparable with uploading

product images in the administration; see Product details — Images, on page 111.

These alternative entries are possible for the following columns in the import file:

Table 78: Columns for image iformation in a CSV import file
Column Example image file Example reference

Image for list view [ImageS- |camera_s.png https://bildserver/Productimages/camera_s.png
mall]

Image product view [Image- [camera_m.png https://bildserver/Productimages/camera_m.png
Medium]

Image magnified view [Im-  |camera_l.png https://bildserver/Productimages/camera_l.png
agelarge]

Image for promotional prod- |camera_hd.png https://bildserver/Productimages/camera_hd.png
ucts [ImageHotDeal]
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Note: Some functions in the application will open in new browser windows. For this reason, your
browser must allow pop-up windows to open. Otherwise, certain functions cannot be used.

BMECat import

Page: Products » BMECat Import

BMECat Import supports BMECat version 1.2 with the transactions <T_NEW_CATALOG?», <T_UPDATE_PRICES>,
<T_UPDATE_PRODUCTS>.

The various fields have the following meanings:

Table 79: fields for BMECat import

Field name Description Field type Example

Import file Either enter the name of the file with its [Entry field, alpha-  |C:\BMECat\import.x
path directly or click Browse to search |numeric ml
for the file.

Import mode Only verify data: Option button

The XML file is examined for syntax
errors, missing elements, incorrect
external links, incorrect units, and so
on.

Import and verify data:

The XML file is examined and imported.

Import contents Here you decide if the catalogue struc- [Option button
ture is also to be imported. If you only
import the products and the assign-
ments, you must make sure that the
corresponding categories have been

created.
Set new categories to Option button
visible
Set new products to Option button
visible
Tax area The tax area must be selected before  [Drop-down menu

the correct tax class can be assigned.

Save your entries by clicking save.

Note: If you select Only verify data, the internal dependencies and the possibility of error-free import
are not checked. This test is conducted before import.

The errors and warnings generated by /mport and verify data are displayed. If you consider the warnings to
be unimportant, you can ignore these. A mistake while importing a record will cause the import to be
aborted.

Note the following general points:
- feature grouping systems and classification systems will be ignored,

- buyerand supplier information will be ignored,
- user-defined extensions will be ignored.
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Product search in the administration area

Products are the most important elements of your shop. Therefore, the access to individual products or
product groups must be uncomplicated and convenient. Not only is catalogue management important for
this, you also need an easy to use search with extensive filter options.

The product search can be accessed on every page in the Products area. For basic information on using the
search function, see Search, on page 28.

Product search has been expanded with the following buttons:

L/ at Switch between inventory and text search; see /nventory search belowand Text search,
below. Different search fields are displayed according to the setting.

| Note: The product search also applies to attributes and products set to Not Visible.

Both master products as well as variation products are covered by the search too; see Product details -
Variations, on page 113.
Text search

You can search for individual products in the Product numberfield. You cannot use wildcards (*) in this
field. The number of the product you are looking for must be entered completely.

Note: Searching by product number is quicker than searching using the 7ext search field because, in
this case, only one field is evaluated per record.

The following attributes will be searched for the term entered into the 7ext searchfield: Product number,
Product name, Manufacturer name, Manufacturer product number, Product code, Short description, Long
description, Keywords for search engines, as well as all the attributes based on the 7ex¢variable type. For
more information about attribute types, see Attribute types, on page 32.

In addition, the fields in which file names are saved are also searched. With this, you can also search for
the names of product images used or attached files such as pdf files, video files, and so on.

Use the Language drop-down menu to determine which 7ranslation fieldwill be searched for language-
dependent fields.

Inventory search

There are two fields for searching the inventory: the Stock levelfield and the Minimum stock levelfield.

Use the Stock levelsearch field to query the stock levels of individual products. To do this, enter a number.

Note: If the stock level of a product is lower than the number entered into the search field, it will be
displayed in the search results.

If you want to list all the products that have reached a minimum stock level or have already fallen below it,
select the Stock level below minimum check box.

Note: Inventory searches find and list variation products and single products. Master products are not
included in the search.
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7. Customers

Page: Customers

Customers are visitors to the Web site who place orders in the online shop. Customers have order-related
data such as the invoice address and delivery address, tax model and tax region, invoice data, etc. There
can be registered and unregistered customers. Unregistered customers must provide their customer data
for each order. Registered customers have undergone the registration process, and have entered all the re-
quired customer data during that stage. In addition, they are allocated user names and passwords, thus
providing them with user accounts in addition to their customer accounts. As users, registered customers
can be given permissions for certain commands. See also Users, on page 56

The table lists the customers of your shop. The symbols have the following meanings:

Table 80: customer symbols
Icon Description

‘a Customer is active and can sign in

Customer is inactive and cannot sign in

The customer is a registered customer.

To open the detail view for a customer, click the customer number. Clicking the icon to the left next to the
customer number opens a new browser window containing the customer details.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 81: specialised batch processing actions for customer administration

Comment

Assign to customer group... |Simple assignment of multiple customers to a customer group;
Select the customers you wish to assign and start the command. In the sec-
ond step, select the target customer groups and click Assign to confirm.

Caution:f you delete a customer, her orders will also be deleted. I

The following methods exist to add new customers to the system:

- The customer registers in the shop. You can determine the contents of the registration form. See
Registration, on page 58. A registered customer is also referred to as a user.

- Acustomer does not register, and orders without signing in. He is created as an unregistered customer.
You can also convert this customer into a registered customer by providing sign in data for her. See
also Customer details - User data, on page 133 or Sign-in, on page 134.

- Use the New customer command in the customer context menu in the administration area. Enter in-
formation as described in Customer details — General, belowand following. To add a registered cus-
tomer (a user), enter the sign-in information for the customer. See also Customer details - User data, on
page 133.

- Customerimport; see /mport and export, on page 137

Customer details — General

Here you enter and manage the merchant-side customer data of a customer. The user does not have access
to this information. The tab is divided into the following sections:
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- Address; see Address, below
- Customer account; see Customer account, below
- Attributes; see Aftributes, on page 133

Address
Page: Customers » [customer] »> General » Address

Here you can edit the address information of the merchant-side customer data. A date of birth must be en-
tered in date format. Use the calendar function for this purpose. See also Date entry fields, on page 30.

In this section you can manage multiple e-mail addresses for the customer. The e-mail fields have the fol-
lowing meanings:

Table 82: customer e-mail settings

Field name ‘Description Field type ‘Example
HTML e-mail mes- Yes: The message will be displayed with the |{Option button
sages correct formatting.
No: The text will be sent without HTML
codes.
E-mail If the customer is not a registered customer, |Entry field, al- j.doe@provider.c
all system-generated e-mail messages re- phanumeric o.uk
lated to this customer are sent to this ad-
dress. For more information, refer to the
note in Sign-in, on page 134.
Business e-mail Business e-mail address of the customer Entry field, al- j.doe@provider.c
phanumeric o0.uk
Private e-mail Private e-mail address of the customer Entry field, al- john@home.co.u
phanumeric k

Save your entries by clicking Save.

If the merchant-side user data differs from the user information, you will be informed by e-mail. In addition,
the Synchronise data function will be displayed, which you can execute if necessary. See also Data syn-
chronisation, on page 135. For more information about user data, see Customer details - User data, on

page 133.

Customer account

Page: Customers » [customer] »> General »» Customer account

The various fields have the following meanings:

Table 83: fields for the customer account

Field name ‘Description Field type ‘Example
Customer number Unique number. You can accept the number |Entry field, al- 1001
generated by the system or use your own. phanumeric

Customer group When the customer registers and createsa |Drop-down menu [Regular customer
new account, the customer group you set in
the Customer groupsis set as default. See
Customer groups, on page 136.
Allow orders Order block for registered customers Option button
Account holder Entry field, al- John Doe
phanumeric

Page 132
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Field name

Description

Field type

Customers

Example

verification.
Click confirm now to enter the current date.

Account number Entry field, nu- 1234567890
meric
Bank sort code bank code Entry field, nu- 13245678
meric
Bank name Entry field, al- A bank
phanumeric
Tax model Tax model according to which the prices are |Option button
displayed and calculated on the Web site for
this customer. See also 7ax model, on page
61.
VATID VAT identification number; Entry field, al- DE 123 456 789
Merchants who can deduct VAT receive a phanumeric
separate VAT ID number upon request.
Tax area Drop-down menu |EU country
Created on Date of registration Display
Last confirmed Date entry for displaying the time of last Display

Internal Note

Field for information and notes about the
customer. The customer cannot see these

notes.

Text field, alpha-
numeric

This contactis a
sample customer.

Save your entries by clicking save.

You can also verify the EU VAT reg. no. immediately. Simply click verify after entering the number. This will
forward you to the corresponding verification page provided by the European Union, which will display the

result.

Attributes

Page: Customers » [customer] »> General » Attributes

In the Attributes section you can manage and edit the attribute information you entered in Customer attrib-
utes, on page 136. Click the link marked with the corresponding attribute name to jump directly to the de-
tail page for the attribute.

Save your entries by clicking Save.

Customer details - User data

Users are registered customers. They can manage their user data in the shop by clicking My Account. This
information can be viewed in the User data tab. You can configure which information the customer can
manage in My Accountin the registration form. See Registration, on page 58.

The tab is divided into the following sections:

- Signin; see Sign-in, on page 134
- Invoice address; see Billing address, on page 135
- Default delivery address; see Default delivery address, on page 135
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Note: You can convert an unregistered customer into a user by allocating sign-in data for this customer.
After saving, the address data is copied from the order to the invoice address and the default delivery
address.

Sign-in

Page: Customers » [customer] »» User data »» Sign in

On this page, you can manage data used to control customer access rights to your shop. The various fields
have the following meanings:

Table 84: sign in fields

Field name Description Field type Example

Allow sign in This is where you give the customer the right |Option button
to access the areas of your shop that require
signing in.

Name Display name in the sign in box in the online |Entry field, al- John Doe
shop if the customer has signed in. phanumeric

User Name Sign in name for the Web site Entry field, al- jdoe

phanumeric

HTML e-mail mes- Yes: The message will be displayed with the |{Option button

sages correct formatting.

No: The text will be sent without HTML
codes.

E-mail All system-generated, customer-relevant e- |Entry field, al- j.doe@provider.c
mail messages are sent to the registered phanumeric o.uk
customer at this address.

Language The language in which the user views the Drop-down menu
Web site

Currency This is the currency that the user has cur- Drop-down menu
rently configured for the Web site. You can
change the currency settings. The user will
then see this currency when he next signs
on.

Assign password Click send new password to send the cus- |Button

automatically tomer a new password via e-mail.

The system automatically generates the
password and sends it to the e-mail address
entered in the £-maijlfield.

The function can only be used if the cus-
tomer has registered in the shop.

Password Manual assignment of a new password fora |Entry field, al- Password
customer. phanumeric
After being saved, the password will be sent
to the e-mail address entered.

It is not displayed for security reasons.

Repeat password Entry field, al- Password

phanumeric

ID Confirmation ques- |A security mechanism that works together  [Entry field, al- What is the name

tion with the confirmation answer in case the phanumeric of my grand-
password has been forgotten. mother's cat?

ID confirmation an-  [The customer's answer to the confirmation  |Entry field, al- Nostradamus

swer question phanumeric

Page 134

User guide for Web site administrators




Data synchronisation Customers

Field name Description Field type Example

Send the user the This function is only available if you are Check box
sign-in data for his managing a non-registered customer.

user account via e-

mail.

Note: The e-mail address in the £~-mailfield is used for registered customers. For non-registered cus-
tomers, the e-mail address in the £-mailfield of the Address section is used; see Address, on page 132.

Save your entries by clicking save.
Billing address
Page: Customers » [customer] »» User data » Invoice address
This option shows the invoice address the customer entered in My Accountin the shop. Changes you make

here can be seen by the customer in My Account. If there are differences to the merchant-side customer
data, the Synchronise data function is displayed. See Data synchronisation, below.

Default delivery address
Page: Customers » [customer] »» User data »» Default delivery address
This option shows the delivery address the customer entered in My Accountand set as Default. Changes

you make here can be seen by the customer in My Account.

Data synchronisation

The merchant-side customer data and the user data may contain differences. In this case, the Synchronise
data function will be displayed and the system will inform you via e-mail. To enable this, the corresponding
e-mail event must be activated; see £-mail settings - Events, on page 91.

Click synchronise data to display the differences and select the changes to be adopted.

On the right side you can see the fields of the invoice address the customer has entered in My Accountin
the shop. On the left side you can see the relevant fields in the merchant-side customer data.

Fields which contain differing information are marked blue. Click [ to import the merchant-side cus-

tomer data into the invoice address. Click [L<¢Jto import the invoice address information into the mer-
chant-side customer data.

Save your entries by clicking Save.

Customer details - Orders

Page: Customers » [customer] »» Orders

On this page, you can see the orders for the current customer. To open the page with the order details, click
the order number. A comprehensive description of all the functions relevant to orders can be found in
Orders, on page 185.

The following methods of creating orders for a customer exist:

- Click New order in the bottom row of the table.

User guide for Web site administrators Page 135



Customers Customer groups

- Click New order in the sub menu. This link only appears in the sub menu when you are located in a
customer detail view.

An order will be created for the customer and you will now be in edit mode; see £diting mode, on page
187.

Customer groups

Page: Customers »» Customer groups

Here you can define and manage customer groups. The table lists all the customer groups you have cre-
ated. The names are displayed in entry fields. Enter changes directly in the respective field.

Save your entries by clicking Save.

In the options fields of the Default for new registration and the Default for ordering without registration col-
umns, you can set which customer group a new customer will be assigned to in each case.

To create a new customer group, proceed as described in Adding records, on page 26.
To delete a customer group, proceed as described in Deleting entries, on page 26. Before deleting the cus-
tomer group, the system checks whether any customers are still assigned to the group. If this is the case,

you will receive a note stating the options available to dealing with the customer assignments.

To edit the group membership for a customer, open his customer account; see Customer account, on page
132

To edit the details of a customer group, click the ID. The page with the general properties is then shown.

You can change the ID here. Save your entries by clicking Save.

Customer attributes

Page: Customers » Customer attributes

Here, you can manage the customer attributes you have created yourself. This allows you to collect and
analyse additional information about your customers which is not collected using the standard attributes.
For more information about using these attributes and the standard attributes, see Registration, on page
58. The additional attributes are only available for registered customers.

The table contains a list of the attributes you have created. Click the ID to view the details of an attribute.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

To create a new attribute, proceed as described in Adding records, on page 26. For more information about
attribute types, see Attribute types, on page 32.

Save your entries by clicking Save.

To delete an attribute, proceed as described in Deleting entries, on page 26.
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| Caution: When you delete an attribute, all the customer data saved in this attribute is also deleted. I

Customer attributes - Details

Page: Customer attributes » [customer attribute]
The various fields have the following meanings:

Table 85: attribute detail fields

Field name ‘Description Field type Example
ID Entry field, alpha-  |Contact Info
numeric

Type Display

Name Name used to display the attribute. Entry field, alpha- [How did you find out
This is language-dependent numeric about us?

Tool tip text Short explanation of the field contents |Entry field, alpha-
displayed in the administration. This is [numeric
language-dependent

Save your entries by clicking Save.

Dependent on the attribute type, a Value selection tab may be displayed in the details. This applies to the
attribute types 7ext with value selection. In this case, refer to Using text with value selection, on page 33.

Search

You can use the search to find individual customers or customer groups. For basic information on using the
search function, see Search, on page 28.

Import and export
Page: Customers » Import and export

You can read a general description about importing and exporting in the chapter /mport and export, on
page 45.

In the import file, the following columns are mandatory for creating new customers:
"ID [Alias]"

If no further data is specified, the customers are created using the corresponding alias. The default settings
are used for all other required data. If other columns are filled in the import file, the values are entered for
the corresponding attributes.

If the customer number does not yet exist, a new customer is created. Note the following when creating a
new customer:

- Ifnouserdatais entered in the import file, an unregistered customer is created. For more information
about user data, see Customer details - User data, on page 133.

- Ifuserdatais entered in the import file, the customer is created as a user and can sign in to the Web
site.
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Note: When a user is created, the sign-in name and the automatically generated password are sent to
the customer by e-mail. The corresponding e-mail events must be activated for this to occur, however;
see £-mail settings - Events, on page 91.

In the import file, you can set the default language and currency for the user in the columns Language /
country [User.LocalelD]and Currency [User.CurrencylD]. These settings are effective when the new user
signs in to the Web site for the first time.
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8. Contents

In the Contentarea you can edit the structure and content of your Web site. Do this using the structure
elements such as Category or Page. These allow you to group the content for your customers into a desired
hierarchy of pages.

In Pages - Previewyou can manage the structure and edit text fields directly within the page preview. See
also Pages — Preview, on page 140.

In Pages - Datasheetyou can edit all the other data that forms part of a structure element. See Datasheet
view, on page 143.

Use the function Current page — Preview/Datasheetto switch between the edit modes.

You can import and export existing structures. See /mport and export, on page 159.

Creating new pages

This section provides the basics on how to create a page and insert this page into the existing Web site
structure.

The Content area in conjunction with the page browser provide an overview of the current structure of the
Web site and the content of each page. See also Pages — Preview, on page 140. This is the starting point
for creating a new page.

First you must decide what sort of page you want to add. There are various page types, depending on con-
tent and function; see table Page types, on page 140. To create a new page, see New, on page 142.

The new page is displayed in the page browser and in the page preview. If necessary, move the page now
to the correct position in your site structure. See also Move, on page 142.

If you want to assign other pages as sub pages of your new page, drag them under the new page.
Save the new structure using H
Now edit the content of the new page. If the new page is not yet selected in the page browser, click its

name now. The page layout view is shown on the right. You can edit certain content immediately, mainly
texts and titles. See page preview, on page 141.You can also upload images.

Save your entries by clicking .

Additional parameters can be modified for each page. To do this, switch to the datasheet view; see
Datasheet view, on page 143.To do so, click the = icon.

Switch back to the page preview using Current page — Preview. There are various layout options for each
page. You can use these to select the best page layout. See Layout, on page 142.

Save the settings using H

If you also want to offer the page in additional languages, switch the language using the selection box. This
way you can see what language-dependent data you still have to enter.

If the page is part of a product catalogue, you must also assign products to it. This assignment can be done
using the page browser or from the datasheet view. In the page browser, simply drag the products under
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the current page. In the datasheet view, use the tray to assign the products to the current page. See
Products, on page 146. Texts can also be edited for the products in the page preview.

Once the new page has been configured as you want, set it to visible so that your customers can see it too.
Save the page using H.

The chapters Pages — Preview, belowand Datasheet view, on page 143 explain the basics on editing the
individual pages.

Pages — Preview

Page: Content »» Pages — Preview

This area allows you to generate and edit the structure of your Web site, and to edit the text directly in the
page view.

The page is divided into the following three areas:

- Multifunction bar in the upper area; see Multifunction bar and content, on page 141

- Page browser on left

- Page preview on right

The left part of the page shows the page browser. It shows the structure of your Web site. You can use it to

create, move, and delete the various structure elements. These structure elements are referred to as pages.
The following types exist:

Table 86: Page t pes
Page Description

Home page Structure basis; see Home page, on page 147

Page / Category  |Basic element for creation of catalogue structures; see Page / Category, on page 149
Content page Page to create editorial-type content; see Content page, on page 149

Link Page to include links; see Link, on page 150

Site map Page to display all pages on the Web site; see Site map, on page 153

Forum Page to include a forum on the Web site; see Forum, on page 154

Blog Page to include a blog on the Web site; see Blog, on page 155

Guestbook Page to include a guestbook on the Web site; see Guestbook, on page 157

Image gallery Page to include an image gallery on the Web site; see /mage gallery, on page 157

Contactinforma- |Page to display the contact information on the Web site; see Contact information, on
tion page 151

Privacy policy Page to display the privacy policy; see Privacy policy, on page 153
Customer informa- |Page to display additional, important customer information on the Web site; see
tion Customer information, on page 152

Terms and Condi- |Page to display the Terms and Conditions on the Web site; see 7erms and conditions,
tions on page 152

Promotional prod- [Page to manage products that are displayed in the shop as promotional products;

ucts see Promotional products, on page 150
Business hours Page to display the usual business hours on the Web site; see Business hours, on
page 153
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You can use these elements to construct your site structure as you wish. The icon next to the ID displays
type and status. A coloured icon means visible, while a grey icon means not visible. See also Visibility, on
page 31.

The right side of the page shows the current structure element in a page preview. Some of the elements in
the content area are highlighted by a dashed border, and can be edited directly. These include the areas
used to upload images, as in the image gallery, or text fields for names and descriptions. For more informa-
tion on uploading images, see Uploading images, on page 43. Click a text element to activate and edit it. In
the page preview, there are two types of editable text field:

- Text fields: In these fields you can use all available functions to edit text. When the field is activated,
the multifunction bar changes and provides functions for text editing. These functions correspond to
the functions of the WYSIWYG editor. See WYS/WYG editor, on page 36 and also Working with text
fields, on page 35. Such fields are product descriptions, or the terms and conditions text.

- Text-only fields: In these fields, you can only enter plain text, with no option for formatting. These com-
prise product names or category names, for example.

A particular feature here in comparison with the WYSIWYG editor, is that you can enter HTML code in the

text fields. To do so, click the 2| Edit HTML icon in the multifunction bar. A new window opens containing
the text. Insert your HTML code here. Save your entries by clicking Apply. The page preview shows the text
with the formatting from the HTML code applied.

Multifunction bar and content

In the content module, the multifunction bar contains all the functions that are required to create the
structure and edit content. Only the functions that can be used or activated in the selected context are
shown.

When in the page browser, you will see all the functions needed to edit the structure and assign existing
content to the corresponding pages. Depending on the page type, the available functions may differ.

When in editing mode, you will see all the functions needed for working with text fields.

The functions are grouped together, as described in the next chapter. Different content can be selected for
some function groups. This is indicated by the black arrow in front of the group name. Click the arrow to
view the selection options. Select the desired content for editing. The associated setting options are dis-
played in the group area.

To save the changes to the structure and content, always exit the page by clicking save.

The next chapter will describe the individual function groups. The functions when editing the individual
text fields correspond to those of the WYSIWYG editor. See WYS/IWYG editor, on page 36.

The following function groups are available.
- File; see File, below
- Commands; see Commands, on page 142

- lLayout; see Layout, on page 142
- Language; see Language, on page 143

File

This group contains general functions that are always available.
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Table 87: Function group Filein the multifunction bar
Function Comment

| Save changes

i Use this to undo the previous edit. This function can be carried out as many times as you
wish.

& Repeat an action that was previously reversed using Undo. This function can be carried out

as many times as you wish.

| Show or hide highlight for active area

Editing help

Commands

This group contains functions allowing you to edit the structure of your Web site.

Table 88: Function group Commands in the multifunction bar
Function Comment ‘

it This allows you to create new pages. Proceed as follows:
New
1. Activate a page in the page browser. The new page is then created as a sub page of the
selected page.

Click the icon.

In the entry field, enter the name of the new page.

Select the page type from the drop-down menu.

Decide whether or not the page should be visible immediately.

Click Create.

A

The new page can be seen immediately as the current page in the preview. Text fields can
be edited immediately. Other parameters can be edited in the datasheet view.

» | W This option allows you to set the corresponding page as visible or not visible. The visibility
Visibility status of the page is indicated by the icon in front of the page name.

Call up the datasheet view of the current page; see Datasheet view, on page 143

Datasheet

view

&/ Delete the current page;
The page is deleted from the view immediately. Deletion from the site will occur when you
save the changes for the current page.

/3 Move up or down within the same branch of the site structure. This allows you to define the
sequence in which pages on a given branch are displayed.

s The current page moves down one level in the structure. It becomes a sub page of the
pages above it in the same level.

o The current page moves up one level in the structure. It is promoted to the same structure
level as its previous parent page and is located directly below it.

Layout

This group contains functions allowing you to arrange and display the content of the individual pages.
Various layout options are available depending on the current page type.

The icons indicate the currently configured options.
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Explanations about the individual options can be found in descriptions of the corresponding page types,
from chapter Home page, on page 147 and following.

Explanations about the layout options for products can be found in Product type details - Layout, on page
124.

Since there is no space here to describe each function individually, we recommend that you try them out to
learn how they work. You can return to the original state of your work at any time using the Undo function.

You can also configure the layout using the datasheet view of the corresponding page, on the Layout tab.
The various available variants are listed there in a table, with a short explanation of each.

Language

Here you can configure the language of the content that you want to edit for the individual pages. When
you select a language, the current page is displayed in the corresponding language and you can edit the
texts in this language. See also Language Dependencies, on page 29.

Datasheet view

Page: Content »» Pages — Datasheet view

In a datasheet view, you can configure all the available parameters for the current page. Select this view to
enter and edit data that cannot be edited in page preview mode.

The parameters are grouped into tabs, which are described below. The specific descriptions of each page
type refer to any exceptions.

The following tabs are always available:

- General; see General, below

- Pages; see Pages, on page 145

- Products; see Products, on page 146
- Images; see /mages, on page 147

- Layout; see Layout, on page 147

General
Page: Content »» Pages — Datasheet view » Pages » [page] »» General

There are general settings for each page type. All available settings are listed in the table below. Depend-
ing on the page type, a specific selection of these settings are displayed and must be edited.

Table 89: Entry fields fr general properties

Field name Description Field type Example
ID Unique ID for the corresponding page |Entry field, alpha- |Equipment
numeric
Type Page type; see Page types, on page Display
140
Visible See Visibility, on page 31 Option button
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Field name

Visible in page ele-
ment

‘Description

This page is set as visible or not visible
only in the corresponding page ele-
ment. It remains visible generally,
however. This means, for example, that
if you have a large catalogue structure,
you can elect to just display the most
important categories for navigation
purposes. All the categories are dis-
played in the category list in the dis-
play area, and the user can access
them from here.

Field type
Option button

Datasheet view

‘Example

Allow display for

The corresponding page can only be
called up by the configured user group.

Drop-down menu

Permit editing for

This setting is valid for pages on which
visitors can edit entries (forum, blog,
etc.).

These entries can then only be edited
by the configured user group.

Drop-down menu

Name

Language-independent name used for
the page. For links the name of the link
which is assiged to the Internet ad-
dress.

It is shown on the title page of the
browser.

Entry field, alpha-

numeric

Equipment

Caption for page ele-

Language-dependent name of the link

Entry field,

Contact information

ment in the corresponding page element. alphanumeric
(for example, in the list of the catego-
ries)
Title Text that is shown language- Entry field, Contact information

dependently on the Web site as a page
heading, in the navigation history, and
on the title page of the browser.

alphanumeric

Text / Texts /
Description

Language-dependent information text
depending on page type;

Some page types have a separate
Texts section in which several text
fields can be managed.

For more on formatting, see Working
with text fields, on page 35.

Text field

Big and small things
- complete your tool-
set. Browsing is
worth it!

Keywords for search
engines

These terms are also used for the in-
ternal search.

They are not shown.

No third-party brand names may be
entered here.

Entry field, alpha-

numeric

Jackets, overcoats

Image on the detail
page

It is possible to enter a local image file
or the URL (Internet address) of an
image.

For more on using images, see
Uploading images, on page 43.

If you click the link with the name of
the image file, the image will appear in
a new browser window original size.

Entry field, alpha-

numeric

category.gif,
http://www.provider.
com/_data/_globals
/logo.gif

Page 144
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Field name Description Field type Example

Scale image Upload and display the category image |Check box
on the Web site in an optimised size
(50 x 50 pixels)

= (Delete) Delete category image. Button
Translation See also Language Dependencies, on
page 29

Save your entries by clicking Save.

For some page types there are additional, special settings. These are explained in the descriptions of the
individual page types.

Pages
Page: Content »» Pages — Datasheet view » Pages » [page] »> Pages

All structural elements which are located hierarchically beneath the current page are referred to as sub-
pages of this page. The term Subcategoryis also used.

The table lists all the sub pages that have been created for this page. The icon next to the ID displays type

and status. A coloured icon means visible, while a grey icon means not visible. See also Visibility, on page
31. The othericons have the following meanings:

Table 90: customer symbols
Icon Description

Call directly the list of sub pages for the page in this row

7l Call directly the product list for the page in this row

& The corresponding page is visible in the navigation menu.

b The corresponding page is not visible in the navigation menu.
See the Visible in page elementoption in General, on page 143.

P8 The corresponding page can only be edited by certain users.

To open the details of a page, click the name.

You can sort the table by column. For more details, see Sorting using column headings, on page 28. You
can set the sequence using the sorting key in the last column of the table. For more details, see Sorting us-
ing key, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 91: specialised batch processing actions for categories

Comment

Set as visible/not visible in |See the Visible in page elementoption in General, on page 143.
page element
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Command Comment ‘

Duplicate Results in an identical image with the same general data, the same category
and product assignments, and the same layout;

Only the ID is different since each ID may only be used once within a cate-
gory.

Move to Use this function to move categories or other elements to a different place in
your tree structure. When you move categories, all associated and subordi-
nate elements such as subcategories and products are moved as well.
These assignments remain in place.

Caution: If a category contains sub pages, these will be deleted together with their contents. The prod-
ucts assigned are not deleted, just the page assignments.

To create a new page, follow the steps described in Adding records, on page 26. Select the desired page
type.

Save your entries by clicking save.

Note: If you open the Web page view when in a page, you will see the page even if it has been set to
Not visible. If you switch to the next higher page level, this page will no longer be displayed as a sub
page as long as the status is set to Not visible. Take account of the page cache settings; see Page
cache/optimisation, on page 54.

Products

Page: Content »» Pages — Datasheet view » Pages » [page] »> Products

The table lists all the products which are assigned to the current page. The function and meaning of the
icons is the same as in 7able 65. To open the detail view of a product, click the product number or the icon.

The following methods exist to assign products to the current category:
- Adding new entries, as described in Adding records, on page 26. Save your entries by clicking Save.
- Create a new product directly via the Product's sub menu. Click the New link and proceed as described

in Creating a new product, on page 104. The product is assigned to the category on completion.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28. Save your entries by clicking save.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 92: Specialised batch processing commands for category products
Command Comment ‘

Remove assignment

Sort alphabetically

Sort by ascending price

Sort by descending price

Sort by New Products which are marked as new are moved to the top of the table.
Sort by stock level Products with the highest stock level are moved to the top of the table.
Sort by product number Products are sorted in ascending order of their number.

Save your entries by clicking save.

Page 146 User guide for Web site administrators



Home page Contents

Note: Sorting via batch processing commands is not dynamic. If you change the value of an entry in the
current sort field, the display is not updated to show the new sort order. If you wish to update the sort
order to fit the current values, you must execute the sort command again.

If you execute more than one sort process, the current sort process bases itself on the previous process. If,
for example, you sort the products in alphabetical order and then sort them again according to New, the
new products will be sorted alphabetically as will the others.

Images

Page: Content »» Pages — Datasheet view » Pages » [page] »> Images

You can manage up to four images for each category. The List viewimage is used for category lists. A small
image is displayed for each category here, alongside the title and description. The other images are dis-
played in the category details along with any existing long description fields. You can specify which image
is displayed using the layout options. See also the Layout section in Home page, below.

An image upload button is displayed for each image on the page . You can upload the corresponding
image using the appropriate area; see also Uploading images, on page 43. An optimum image size is en-
tered for each image. If you select the check box Adjust on upload, the image is automatically saved using
the specified size when it is uploaded. If you want to save and display the image in its original size, un-
check this box.

Layout
Page: Content »» Pages — Datasheet view » Pages » [page] » Layout

The table lists all the options for displaying the content of the corresponding page in the Web site. Select
an option for the corresponding are and save your entries by clicking save.

The page is equivalent by the Layoutfunction group in the multifunction bar, which you work with in the
Page — Preview view. The same layout options are available for each individual page. Explanations about
the individual options can be found in descriptions of the corresponding page types, from chapter Home
page, below.

Home page
Page: Content »» Pages — Datasheet view

The home page is the root of your site tree structure. This structural element cannot be deleted and its ID
cannot be changed.

The following parameters are configured in the datasheet view.
General

Here you can edit the text that is displayed on the home page, which greets the visitors to your Web site.
For more on formatting, see Working with text fields, on page 35.

Pages

Here you can see the entire structure of your Web site in table format. All the pages and their correspond-
ing sub pages and products are listed. At this stage, too, you can explore the entire structure, but not as
easily as in the page browser; see Pages — Preview, on page 140. For more on working with the table, see
Pages, on page 145.
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Products

Here you can see all products that are automatically displayed on the home page. For more on working with
the table, see Products, on page 146.

Layout

All the available options for displaying the elements in the content area of the home page are shown here.
The following options are available:

Table 93: Layout options for the home page

Sort order  |Select what content should be displayed in what order here. This applies to the page ele-
ments in the content area of the home page: home page texts, home page products and the
sub pages:

By selecting the corresponding icon you can select to show or hide the element groups, as
well as define the order in which the elements are displayed.

Texts Select here how the home page text and images are arranged. Use the icons to select how
many text fields and images you want to place on the home page, and how they are ar-
ranged. If the icons display indicate more text fields or image than are currently available
on the home page, these are created and can then be edited by you.

Sub pages |Select here how the sub pages are listed.

Products Select here how the products are listed.

The selections available range from one to three columns, or display products in large or
small boxes. The column setting does not then apply here. Instead, the number of products
displayed in rows is dependent on the size of the box.

Note: If you arrange the products or category pages in more than one column, these pages are dis-
played first from left to right and so on down the page. This means that the first element in the multi-
column arrangement is on the top left, the second to the right in the same row, etc. When all the col-
umns are filled, the following elements are listed in the next row starting from the left.

Select the corresponding option and save your entries by clicking save.

For basic information on displaying using the datasheet view, see Layout, on page 147.
Introduction

Page: Content »» Pages — Datasheet view » Introduction

You can define a splash (introduction) to your Web site. This is an animated introduction that is shown be-
fore the home page is displayed.

Use the option Display splash before home page?to specify whether a splash screen should be displayed
when your Web site is called up.

If you want to display a splash page, you can create this from a predefined Flash template, or create your
own splash page. This function always uses the most recently edited and saved splash.

All available splash templates can be found in the Select and adapt splash from template section. To se-
lect a splash page, click the corresponding preview image. The details of this splash template are then
displayed. Edit these details and adjust the settings to your requirements. Click Update to display the
splash page with your current settings. Save your entries by clicking Save.
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You can create your own splash page using the section Integrate own splash. Enter the required code into
the text field. For more on formatting, see Working with text fields, on page 35. Some example elements
are listed in the Code examples area. Click the name to copy the associated sample code into the text field.
Save your entries by clicking Save.

Page / Category
The category is the element which allows the construction of a hierarchical catalogue structure. A category
has a direct parent category and can be assigned any number of subcategories and products. You can en-
ter a separate layout for each category.
In the page preview you can edit the category texts and texts of the associated products.
The following parameters are configured in the datasheet view:
General
The general settings are edited as described in General, on page 143. Save your entries by clicking save.

Pages

Here are all sub pages for the corresponding category. For more on working with the table, see Pages, on
page 145.

Products

Here are all products that have been assigned to the category. For more on working with the table, see
Products, on page 146.

Images

Here are all the images that have been uploaded for the category. If no images are available, the corre-
sponding upload button is displayed. For more information on uploading images for categories, see
Images, on page 147.

Layout

The table lists all the options that govern how categories are displayed on the Web site. The options are
similar to the layout options for the home page; see Layout, on page 148. Select the corresponding option

and save your entries by clicking save.

For basic information on displaying using the datasheet view, see Layout, on page 147.

Content page
The Content page component allows you to create text articles and display these on your Web site.
General

In addition to some settings that are valid for all pages, General, on page 143, you can also edit the follow-
ing settings:
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Table 94: Additional fields for a Content page

Link

Field name Description Field type Example

Date If a date is entered, it will automatically|Date field
be displayed with the name. See also
Date entry fields, on page 30.

Description Language-dependent short summary of [Text field As well as a fresh
the content to be displayed in the list design, Milestones
view and in the header for the detail offers you the oppor-
view of this page; tunity...

For more on formatting, see Working
with text fields, on page 35.

Attachment Language-dependent attachment for  |Entry field, alpha-  |Flyer_de.pdf
the Content page. Either enter the numeric
name of the file with its path directly or
click Browse to search for the file.

“ (Delete) Delete attachment Button

Attachment label Language-dependent title for the link |Entry field, alpha-  [Print our Specials
to the attachment numeric

Save your entries by clicking Save.

Link

You can use the Linkcomponent to place a link to another page in your Web site.

General

In addition to some settings that are valid for all pages, General, on page 143, you must also edit the fol-

lowing settings:

Table 95: Additional fields Link

Field name

Description

VFieId type

Example

New window

Display in a new browser window.

Option button

web page

Internet address (URL) of the link;
Always enter absolute links in the form
http://...

You can enter a separate URL for each
language.

Text field

http://www.meindl.d
e

Save your entries by clicking Save.

Promotional products

Promotional products are products which are presented separately in the shop. Use this opportunity to
conduct promotions or special offers.

Note: There are two navigation elements for displaying promotional products in the shop: Promotional
products and Link to the promotional products. These are placed on the Web site in the Layout area. For
more information, see Page elements and navigation, on page 181.

In the page preview mode you can edit the category texts and texts of the associated products.
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The following parameters are configured in the datasheet view.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking Save.
Products

Here you can prepare the products you wish to display as promotional products. For more on working with
the table, see Products, on page 146.

Layout

The table lists all the options that govern how promotion products can be displayed on the Web site. The
options are similar to the layout options for the home page; see Layout, on page 148. Select the corre-
sponding option and save your entries by clicking Save.

For basic information on displaying using the datasheet view, see Layout, on page 147.

Contact information

The contact information is an important part of your Web site and may be a legal requirement. For example,
the German Teleservices Act (section 6) has required commercial Web sites to include a contact informa-
tion page since 01.01.2002. This must include the following information:

- Name and address of the company

- Telephone, fax, and e-mail address

- Managing director/board/stockholder/shareholders (depending on the company status)

- Company location/applicable court

- Registration number

- VAT identification number

- Party responsible for the contents (name of the responsible party in the sense of the media services na-
tional contract)

It must be possible to open the contact information page from every page in the Web site. A corresponding
page element exists to do this. For more information, see Page elements and navigation, on page 181.

General

In addition to some settings that are valid for all pages, General, on page 143, you must also edit the fol-
lowing settings:

Table 96: Fields for Contact Information

Field name ‘Description Field type ‘Example
Merchant (Company) [Provider name Entry field, alpha-  |Milestones
numeric Demostore GmbH
Address Language-dependent address; Text field MusterFirma Soft-
For more on formatting, see Working ware GmbH <bnr
with text fields, on page 35. Leutragraben 1 <bn
07743 Jena, Germa-
ny
Phone Telephone number Entry field, alpha-
numeric
Fax Fax number Entry field, alpha-
numeric
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Field name Description Field type Example
Job title Title for person responsible for Web Entry field, alpha-  |[Managing Director
site numeric
Name Name of person responsible for Web  [Entry field, alpha- |Matthew Merchant
site numeric
E-mail E-mail address for the company Entry field, alpha- |info@provider.de
numeric

Save your entries by clicking save.

If you have run through the Setup assistant, some fields in the Contact page will be filled already.

Terms and conditions

The terms and conditions are a component of a shop, and strict regulations also apply here.

In Germany, for example, the Terms and Conditions have been legally regulated since 2002 (BGB para-
graph 305 ff.). There they are defined as "all pre-formulated contractual requirements for a multitude of
contracts that one party (the user) provides to the other contract party when a contract is concluded".

They apply as soon as the purchaser is explicitly referred to them during the conclusion of a contract and

has had a reasonable opportunity to inform himself of the contents of these requirements and is in agree-
ment with them. If the customer says nothing about the Terms and Conditions, then this is considered as

being in agreement.

Caution:You should review the default set of Terms and Conditions and adapt it, if necessary, to the
current requirements of your Web site or replace it with your own set of Terms and Conditions.

The Terms and Conditions must be readily available to the customer. A corresponding page element exists
to do this. For more information, see Page elements and navigation, on page 181.

Note: You can set up the order process so that the customer must confirm the Terms and Conditions
before the purchase can be completed; see Shopping basket settings, on page 93.

The customer can either print out the terms and conditions or save them to a file, as required.

Closely connected to the Terms and Conditions is the customer information, which supplements the Terms
and Conditions and explains the business requirements in greater detail as well as providing additional in-
formation. For more details, see Customer information, below.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking save.

Customer information

Customer information is a supplement to the Terms and Conditions; see 7erms and conditions, above. It is
meant to notify customers of the conditions of use, as well as the processes and procedures on the Web
site. As opposed to the Terms and Conditions, customer information is meant to be more informational and
explanatory in nature.

The customer information should be readily available to the customer. A corresponding page element ex-
ists to do this. For more information, see Page elements and navigation, on page 181.
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Caution: You should review the default customer information and adapt it, if necessary, to the current
requirements of your Web site or replace it with your own customer information.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking Save.

Privacy policy

Since you receive and record personal information from your customers, you must inform your customers
of the ways this information is being used and saved. This is a legal requirement in many countries. You
can use the Privacy policyto display the relevant notification to your customer.

The privacy policy must be readily available to the customer. A corresponding page element exists to do
this. For more information, see Page elements and navigation, on page 181.

Note: You can set up the order process so that the unregistered customers must confirm the privacy
policy before purchasing. Customers who register must accept the privacy policy as part of the registra-
tion form. See also Signing in, on page 58.

Caution:You should review the default privacy policy and adapt it, if necessary, to the current require-
ments of your Web site or replace it with your own privacy policy.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking save.

Business hours

This page shows your visitors the times or hours during which you usually offer your services. These times
are set for the Web site; see Business hours, on page 55. Times that are specifically allocated for individual
resources in the booking system are only valid for the corresponding resources. For more information, see
Resource details - General, on page 166.

The remaining parameters for the business hours are configured in the datasheet view.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking Save.

Site map

The purpose of the site map is to provide your visitors with a general overview of the structure of your Web
site. At a glance, visitors can see what pages your Web site contains, and can find their place. Depending
on the layout format, up to four levels of the Web site structure can be displayed.

The following parameters are configured in the datasheet view.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking save.

User guide for Web site administrators Page 153



Contents Forum

Layout

In this table you decide whether the site map is displayed in a block form or as a tree. Select an option and
save your entries by clicking Save.

For basic information on displaying using the datasheet view, see Layout, on page 147.

Forum

The purpose of the forum is to provide your visitors with an opportunity to discuss various topics on your
Web site. Users can start discussions on a given topic, as well as write responses to the various topics.

You can restrict who can read the forum and who is permitted to submit topics or posts. Visitors can report
suspicious content using a special function. Such entries are marked as spam in the Administration area.
You can then block these posts from being displayed.

You can create new topics in the page preview. The following parameters are configured in the datasheet
view.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking Save.
Topics

The table lists all the topics in this forum.

Click the ID to display the details of the topic. See also 7opics — Details, below.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

To create a new post, proceed as described in Adding records, on page 26.

To delete a post, follow the steps described in Deleting entries, on page 26.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 97: Specialised batch processing commands for forum topics
Command Comment ‘

Delete Suspected spam The marker that identifies a post or topic as being spam is deleted.
marker

Layout
The table lists all the options that govern the way that forum topic and post entries can be displayed on the
Web site. You can decide whether the entries are displayed in a list form or as a tree. Select an option and
save your entries by clicking Save.
For basic information on displaying using the datasheet view, see Layout, on page 147.

Topics — Details

The topic details allow you to edit the general settings for the topic and the list of associated posts.
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The various fields have the following meanings:

Table 98: Entry field for topics

Field name Description Field type Example

Subject Topic title Entry field, alpha- |Forum etiquette
numeric

Permit further posts  [No further posts can be added to this |Option button
topic, even if users have sufficient
permission.

Save your entries by clicking save.

The table lists all the posts for the topic. If visitors report that a post is suspected of being spam, the post

is marked with the £ icon. As well as the username, the IP address of the computer from which the post
was submitted is also displayed.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

You can also create your own posts here. To create a new post, proceed as described in Adding records, on
page 26.

To delete a post, follow the steps described in Deleting entries, on page 26.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 99: Specialised batch processing commands for forum posts

Comment

Delete Suspected spam The marker that identifies a post or topic as being spam is deleted.
marker

Save your entries by clicking save.

Blog

The blog, also known as a Web log or a Web journal, is used to tell your visitors about new content on the
Web site at regular intervals. In general, blogs are used in the same way as diaries, with the author placing
personal information on the Internet. The visitors can leave comments on the blog entries.

You can restrict who can read the blog and who is permitted to submit comments for the entries. Visitors
can report suspicious content using a special function. Such entries are marked as spam in the Administra-
tion area. You can then block these posts from being displayed.

You can create new topics in the page preview. The following parameters are configured in the datasheet
view.

General
The general settings are edited as described in General, on page 143. Save your entries by clicking save.
Posts

The table lists all posts of the blog.
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Click the ID to display the details of an entry. See also Posts — Details, below.

Blog

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

To create a new post, proceed as described in Adding records, on page 26.

To delete a post, follow the steps described in Deleting entries, on page 26.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

Posts — Details

The post details allow you to edit the general settings for the blog post and the list of associated com-

ments.

General

The various fields have the following meanings:

Table 100: Entry field fr blog entries
Field name ‘Description Field type ‘Example

Visible Option button
Permit further com-  [You can use this option to prevent any |Option button
ments further comments being posted, irre-
spective of users' permissions.
Heading Topic of the blog entry Entry field, alpha- |What happened
numeric today...
Text Content of your entry; Text field Today we success-
For more on formatting, see Working fully...
with text fields, on page 35.
Keywords You can allocate keywords for each Entry field, alpha-  [Diary, journal
entry. Visitors can use these keywords |numeric
to search. The keywords are displayed
along with the entry. If the user clicks a
keyword, all the other entries that carry
this keyword are also displayed.
Use commas as a separator

Save your entries by clicking Save.

Comments

The table lists all the comments for the blog entry. If visitors report that a comment is suspected of being

spam, the comment is marked with the £t icon. As well as the username, the IP address of the computer
from which the post was submitted is also displayed.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

You can also enter your own comments here. To create a new comment, proceed as described in Adding re-

cords, on page 26.

To delete a comment, follow the steps described in Deleting entries, on page 26.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:
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Table 101: Specialised batch processing commands for blog posts

Comment

Delete Suspected spam The marker that identifies a comment as being spam is deleted.
marker

Save your entries by clicking Save.

Guestbook

The guestbook provides your visitors with the opportunity to publish their own text comments on the Web
site. In general, visitors to the Web site will use this option to leave their opinions, notes or criticism of the
Web site.

You can restrict who can write or read guestbook entries. Visitors can report suspicious content using a
special function. Such entries are marked as spam in the Administration area. You can then block these
entries from being displayed.

The following parameters are configured in the datasheet view.

General

The general settings are edited as described in General, on page 143. Save your entries by clicking Save.

Entries

The table lists all the entries in the guestbook. If visitors report that an entry is suspected of being spam,

the entry is marked with the £ icon. As well as the username, the IP address of the computer from which
the entry was submitted is also displayed.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

You can also create your own entries here. To create a new entry, proceed as described in Adding records,
on page 26.

To delete an entry, follow the steps described in Deleting entries, on page 26.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 102: Specialised batch processing commands for guestbook entries

Comment

Delete Suspected spam The marker that identifies an entry as being spam is deleted.
marker

Save your entries by clicking save.

Image gallery

The image gallery allows you to show photographs on your Web site. Alongside a simple image list, the im-
ages are also displayed in a slideshow that can be controlled by the viewer.

The page preview allows you to upload images and edit text elements; see Pages — Preview, on page 140.
The following parameters are configured in the datasheet view:
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General

In addition to some settings that are valid for all pages; see General, on page 143, you must also edit the
following settings:

Table 103: Special settings for the image galle

Field name Description Field type Example

Scrollbars The viewer can control the slideshow  [Option button
Special control elements are displayed
for this purpose. You must stipulate
whether large or small control ele-
ments are displayed.

Size of images Value in pixels (px) specifying the size |Drop-down menu
in which the images are displayed on
the Web site.

Preview: Size of images in enlarged
view (zoom function)

Detail view: Large view of images in the

slideshow
Directory If you save your photos in a directory in |Entry field, alpha-  |/Photos/
File Management, specify the corre- numeric

sponding directory here. For more
about this, see File management, on
page 44.You can click Browse to open
the File Management and select a di-
rectory.

Save your entries by clicking save.

Images

In the table, you can see all the photos that you have uploaded for this image gallery.

To see a magnified view, click an image. You can enter additional data for archiving for each image. This
data is displayed along with the image on the Web site. To enter this information for other languages, se-
lect the corresponding language from the drop-down menu above the table.

Save your entries by clicking save.

You can set the sequence using the sorting key in the last column of the table. For more details, see Sorting
using key, on page 28.

To upload new images follow the instructions found in Uploading images, on page 43.
To delete an image, proceed as described in Deleting entries, on page 26.
Layout

All the available options for displaying the images and the preview on the Web site are shown here. The fol-
lowing options are available:
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Table 104: Layout options for the image galle
Function Comment

Sort order  |The image gallery is composed of three elements: Descriptive text, slideshow and preview
list of images.
Select what sequence in which the individual elements of the image gallery should be dis-
played here.
By selecting the corresponding icon you can select the order in which the elements are
displayed.

Preview This option allows you to set how the list of available images is displayed. You can select
options from a simple list to a scrolling image bar. When selecting, take account of the
number of images and the width of the area available.

Select the corresponding option and save your entries by clicking save.
For basic information on displaying using the datasheet view, see Layout, on page 147.

Image search

You can search forimages both on the Web site and in the Administration area. To enable proper search-
ing, you can define search terms and other content for the images. Searches can be conducted using this
content.

You can add the following content for each image:

- Keywords: Individual keywords that allow images to be located. Multiple terms must be separated by
commas.

- Image location

- Description

The search form contains the fields Keywordsand Text. When searching, the terms in the Keywords field

are compared with the content of the Keywords attribute. The terms entered in the 7extsearch field are

compared with the content of the fields /mage location and Description.

Terms in more than one field are linked using the AND operator. This means that if you enter a keyword and
a text in the search form, an image must be assigned to the keyword and the text in order to be located.

Search in blog, guestbook and forum

There is a single, unified search form for these page types. You can use this form to search in a specific
page type, orin all three together. You can restrict the search to a specific page type using the check boxes
and drop-down menus. In the search results, the corresponding page type is indicated for each entry.

For basic information on using the search function, see Search, on page 28.

Import and export

Page: Content »» Import and export

You can read a general description about importing and exporting in the chapter /mport and export, on
page 45.

Note: Some functions in the application will open in new browser windows. For this reason, your
browser must allow pop-up windows to open. Otherwise, certain functions cannot be used.
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The following import and export types exist for categories. Note the following features for these types:

- Import/export of content/categories; see Content/Categories/Pages - Import/Export, below
- Import/export of category-product assignments; see Category - Product assignment - Import and ex-
port, below

Content/Categories/Pages - Import/Export

The Categories Import/Export function allows you to import or export the catalogue structure of your Web
site. This refers to all of the structure elements and their properties, and how they are arranged in the cata-
logue structure. You can see a sample of an export file of this kind in Figure 25.

A I B | C | D | E | F | G
| 1 |Type [Class] Larentobiect [Barentl D [Alias] Sort order [Position] Visible [ls'visible] Visible in page element [VisiblelnNavigation] |Name/English [Name/en]
| 2 |Imprint print 10 1 0 Contact information
| 3 |TermsAndConditions ermsAndConditions 20 1 0 Terms and Conditions
| 4 |Customernformation ustomerlnformation an 1 0 Irpartant custamer information
| & |PrivacyPalicy rivacyFolicy 40 1 0 Privacy Palicy
| B |Article ewShopSerices 110 1 0 Fresh wind in the online shop
| 7 |CategorySpecialOffer] pecialOffers 120 1 0 Promational products
| 8 |Category ackets 130 1 1|Jackets
| 9 |Category hoss 140 1 1 Shoes
| 10 | Category ucksacks 160 1 1 Backpacks
| 11 |Category ents 170 1 1 Tents
| 12 |Categary Equipment 180 1 1 Equipment
| 13 |Categary ooks_Maps 150 1] 1/Books & Maps
| 14 |Article TShoes o SizeTable 10 1 1|Shoe size table
| 15 |Link Shoes Manufacturerinfo 30 1 1 More Manufacturer Information
1R [Catannry Shnas Shnalnfn 180 1 1 Howw ta Cara for Vanr Shaecs

Figure 25: category export file

If there is no entry in the Parent Object [Parent]column, the corresponding elements are assigned to the
Home page.

When creating new categories via the import file the following columns are mandatory:

"Type [Class]"
"Parent Object [Parent]"
- "ID [Alias]"

If no further data is specified, the categories are created using the corresponding alias and specified type
and are sorted accordingly into the structure. The default settings are used for all other required data. If
other columns are filled in the import file, the values are entered for the corresponding attributes.

Category - Product assignment - Import and export

When category-product assignments are imported or exported, the assignment of products to categories is
also swapped in or swapped out. The assignment of products to categories is defined here. An example is
shown in Figure 26:
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A B |
| 1 [Categary [Categary] Product [Product] Sort order [Position]
| 2 |Categories ho_40407 10
| 3 |Categories It 0401107001 20
| 4 |Categories eg_1000111010 30
| 5 |Categories/SpecialOffers ws 3202112018 10
| B |Categories/SpecialOffers md_43417110 20
| 7 |Categories/SpecialOffers him_0100401001 30
| B |Categories/Jackets ho_40407 10
| 9 |Categories/Jackets be 40402 20
| 10 |Categories/Jackets be 40401 30
| 11 [Categories/Shoes mid_43412090 10
| 12 |Categories/Shoes md_43417110 20
| 13 [Categaries/Rucksacks de 3201212002 10
| 14 |Categories/Rucksacks de 3203104010 20
| 15 [Categories/Rucksacks v 3202112018 30
| 16 [Categaries/Rucksacks |5_3200705005 40
| 17 |Categaries/Rucksacks de 3206193010 a0
| 18 |Categories/Tents ho_ 1112108010 10
| 19 [Categories/Tents/IndividualTents wh_1003111010 10
| 20 |Categaries/Tents/IndividualTents | nf 1005104010 20
| 21 |Categories/Tents/FamilyTents  |eg_1000111010 10
| 22 |Categories/Tents/FamilyTents  ho_1112105010 20
| 23 |Categories/Equipment hen_0100401001 10
24 [ Catenntirs/Frninmeant It M 1T nn N

Figure 26: category import/export file

In the import file, all the columns from the export file are mandatory.

Contents

Caution: In order to perform a category-product assignment import, the products used and a corre-
sponding catalogue structure must be available. If you make this available perimport, you need to first
perform the product importand the category import, and then after this, the category-product assign-
ment import.

BMECat import

Page: Content »» BMEcat import

For more about BMECat import see BMECat importin BMECat import, on page 129.
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9. Booking system

The booking system allows you to offer services that your customers can reserve through the Web site. This
could including the rental of tools, reservation of a table in a restaurant, or making an appointment at the
hairdressers. These services are referred to as resources.

The daily availability of the resources is defined via your business hours; see Business hours, on page 55.
Within these periods, the customers can reserve or book the resource.

You can configure overriding default settings for all resources; see Booking system settings, on page 164.
These apply as default values as long as they are not overwritten by special settings for an individual re-
source; see Resource details - Appointments, on page 167.

Settings define whether appointments are confirmed automatically or manually, by e-mail. To enable this,
the corresponding e-mail events must be activated; see £-mail settings - Events, on page 91.

Resources are managed in a similar way to products. After editing the general properties with prices and
descriptions, you can assign images and define category assignments.

If your customers have to pay to reserve a given timeslot, you have to define the payment methods that you
accept for this payment. For more information, see Dependencies, on page 84.

The appointments for each resource are listed in a special tab; see Resource details - Appointments, on
page 16/.

Working with the booking system

This chapter describes the basics of working with the booking system. This covers the provision of re-
sources through the site to the editing of appointments. This description is a guide — it does not explore
not every single last detail or option.
1. Setand display business hours
Enter the business hours during which you want to offer your resources or during which you are avail-
able for your customers. See also Business hours, on page 55. Display these hours on the Web site. See
also Business hours, on page 153.
2. Activate e-mail events
Various e-mail events can be triggered in conjunction with the booking system. These must be enabled.
Call up the list of e-mail events, search for the relevant events and enable them. See also £-mail set-
tings - Events, on page 91.
3. Enter general settings for the booking system
You can configure default settings for all resources; see Booking system settings, on page 164.
4. Create resources
Create a new resource and enter the corresponding data. For more information, see Resource details -

General, on page 166, Resource details - Options, on page 166, Resource details - Images, on page 167
and Resource details - Categories, on page 167.

(%21

Special settings for appointments
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You can set separate availability or non-availability hours for appointments for a resource. Check
whether you need to configure any such exceptions. For more about this, see the relevant sections of
Resource details - Appointments, on page 167.

6. Book appointments

Appointments can be reserved or booked by your customers using the Web site, or by you through the
Administration area. This is done by selecting the corresponding resource and entering the required
data. Finally, the booking is sent or saved. The appointments are entered in the appointment overview
for the individual resource.

7. Control and confirmation

In the Administration area you can display the appointments either using the calendar function or using
the search tool. If the manual confirmation option is active, you must check and confirm each appoint-
ment individually so that the confirmation e-mail is sent to the customer. If required you can change the
appointment times in the appointment details at any time, or also cancel the appointment. See also
Appointment details, on page 170,

Once that is done, the appointments are entered into the calendar and confirmed with the customer.

Booking system settings

Page: Booking system » Resources

Here you can edit the default settings that apply for all resources as long as specific settings have not been
defined for an individual resource.

The various fields have the following meanings:

Table 105: Fields for general resource settings

Field name ‘Description ‘Field type ‘Example

Confirmation of ap-  [The appointment is only considered to [Option button
pointments by admin-|be entered or reserved.

istrator is required It is not yet binding.

The confirmation must be issued
manually using a check box in the ap-
pointment details.

Minimum period for ["Lead time"; Entry field, numeric |2 day(s)
agreement of ap- This is the time before an appointment
pointment starts up until which the appointment

can still be reserved - i.e., creating a
buffer period between the end of regis-
tration and the start of the appoint-

ment.

The time units are defined in a drop-

down menu.
Minimum period for [This is the minimum amount of time Entry field, numeric |2 day(s)
cancellation of an between cancellation and the start of
appointment the appointment, i.e. the latest time at

which the customer can still cancel.
The time units are defined in a drop-
down menu.
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Field name

Description

Field type

Booking system

Example

Intervals for appoint-
ments overview

Time interval in the appointment view;
The calendar contains the interval after
which the next appointment can be
made.

Varying intervals can be entered into
the appointment details.

Drop-down menu

30 min

Variant text for the

Name of the link via which the ap-

Entry field, alpha-

Arrange appointment

similar to the texts for products. See
Texts, on page 97.

For more on formatting, see Working
with text fields, on page 35.

command Appoint-  |pointment arrangement page is called |[numeric
ments up
Variant text for com- |Name of the link via which the ap- Entry field, alpha-  |Finalise appointment
mand Finalise ap- pointment arrangement page is exited |numeric
pointment
Notification of re- Notes and information for your cus- Text field You will receive an e-
quirement for ap- tomer in respect of the reserving of mail in confirma-
pointment confirma- |appointments via the Web site; tion...
tion For more on formatting, see Working

with text fields, on page 35.
Note text about the [This texts is shown when using gross |Text field Price including VAT,
resource price (gross) |prices together with the price. This is plus delivery

similar to the texts for products. See

Texts, on page 97.

For more on formatting, see Working

with text fields, on page 35.
Note text about the [This texts is shown when using net Text field Price without VAT,
resource price (net) |prices together with the price. This is plus delivery

Save your entries by clicking Save.

Resources

Page: Booking system » General

The table lists all the resources that you have created. The symbols have the following meanings:

Table 106: legend for resource symbols
[ofe]] Description

-
]

Resource is visible on the Web site

s Resource is not visible on the Web site

-]

The appointments list for this resource is called up directly

To open the details of a resource, click the name. Click the icon to the left of the name to open a new
browser window with the resource details.

To create a new resource, follow the steps described in Adding records, on page 26.

To delete a resource, follow the steps described in Deleting entries, on page 26.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.
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Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

Resource details - General

Page: Booking system »» General » [resource] »» General

The general properties for resources are the same largely as those for products. For more information, see
the relevant settings Product details — General, on page 106. The differing fields have the following mean-
ings:

Table 107: Fields for resource details

Field name Description Field type Example

Manual confirmation [Specify whether the reservations for ~ [Option button
this resource must be confirmed
manually by the administrator;

This overrides the general settings for
all resources; see Booking system
settings, on page 164.

Limit duration to res- |An interval is defined for the reserva- |Option button
ervation periods tion of a resource; see Booking system
settings, on page 164. Here you can
stipulate whether the duration that is
reserved for the service can differ from
the booking interval.

Customer can define [The customer can set how long he Option button

duration wants the service to be provided.

Customer can pay for Option button
reservation

Reserve by Here you can override the default set- |Entry field, numeric |1 hr

tings for the booking system; see
Booking system settings, on page 164.

Cancel by Here you can override the default set- |Entry field, numeric |1 hr
tings for the booking system; see
Booking system settings, on page 164.

Appointment inter-  |Here you can override the default set- |Drop-down menu
vals tings for the booking system; see
Booking system settings, on page 164.

Duration Here you can set the duration of the Entry field, numeric |45 minute(s)
service.

Price per Here you can set the price pertime Entry field, numeric (24 hour(s)
unit.

Save your entries by clicking Save.

Resource details - Options
Page: Booking system »» General » [resource] »» Options
You can create options for a resource. Using these options you can allow your customers to make certain

selections for the resource. For example, in the case of a table reservation, you could offer the type of table
decoration as a selection.

To create such options, you must create a corresponding attribute for the default product type. Proceed as
follows:
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1. Click Edit product type. This takes you to the page containing the attributes for the default product
type.

2. Enterthe ID and name of the attribute and select the attribute type Customer options. Save your en-

tries by clicking save.

Click the name of the new attribute to edit the details. Enter the general details.

Click the value selection tab to enter the selection values. Save your entries by clicking save.

5. Switch to the page with the options for the corresponding resource. Here you will see the attribute val-
ues with check boxes. Highlight the options that you want to make available to the customers on the
Web site.

6. Save your entries by clicking save.

7. The options are displayed for the customer in the form of a drop-down menu when reserving the re-
source.

W

To add or remove options, click Add or remove values. This takes you back to the page with the attrib-
utes, which you can edit accordingly.

For more on product types and attributes, see Product types, on page 122 and Product type details - Attrib-
utes, on page 123.

Resource details - Images
Page: Booking system »» General » [resource] »» Images

The management of images for resources is identical to management of images for products. See Product
details — Images, on page 111.

Resource details - Categories
Page: Booking system »» General » [resource] »» Categories

The assignment of resources to categories is done in the same way as the assignment of products to cate-
gories. See Product details — Categories, on page 113.

Resource details - Appointments
Page: Booking system » General »» [resource] » Appointments
Here you will see all the appointments that have been reserved for a resource.
Overview
You can use the calendar to access all the appointments for the resource. Use the bar containing the day
numbers to choose the corresponding day in the month that is displayed. Select the month using the left
and right arrows next to the month indicator.
The individual markers in the days bar have the following meanings:
Table 108: Key to calendaricons
Icon ‘Description ‘
Day number |Currently selected day;
with high-  [The appointments list is displayed for this day.

lighted
background

Day number |Current date
with border
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Icon ’Description ‘
Day number [Day has at least one appointment

displayed in

bold

Day number |No appointments can be made for this day

grey

If you move the mouse over the days bar, an overview of the appointments is displayed for the correspond-
ing day in a small window.

If you click a specific date, the table containing the appointments for this day is displayed and you can edit
the appointments for this day. The number of columns that are displayed is governed by what was entered
for this resource in the stock level.

The individual icons in the appointments list have the following meanings:

Table 109: Key to appointments list

Icon ‘Description ‘

= Released reservation period can be blocked for reservations

= Blocked reservation period can be released for reservations

“ Delete |Delete selected appointment;
This option appears when you move the mouse over an appointment.

To configure a new appointment, the following options are available:

- Click a time period in the day list and enter the details; see Appointment details, on page 170.

- Click the New appointment link and enter the details; see Appointment details, on page 170

- Creating an appointment using the Web site.

To call up the details of an appointment, click the corresponding name in the appointments list.

Set allowed booking times

Here, you can enter the periods during which the current resource may be reserved. The standard business
hours are entered as the default setting; see Business hours, on page 55. You can override these times
here. These times then only apply for this resource.

Save your entries by clicking save.

Batch release

You can use the batch release function to configure simple releases/blocks for specific periods of time.
Such exceptions could be special opening hours, closure for vacation, etc. During these periods, the re-
source is not available as usual. However, in order not to have to change the general hours of business for
this resource for this limited period, you can enter the exception period here.

The various fields have the following meanings:

Table 110: Fields for batch release

Field name Description Field type Example

Start date Date of the first day from which the Date field 12.02.2008
exception should apply
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Field name ’Description ‘Field type ’Example
End date Date of the last day to which the excep-|Option button + 12.04.2008
tion should apply date field
Repeated occurrence |[Number of occasions that the modified |Option button + 5
times may be used; entry field, numeric
This is evaluated in conjunction with
the field Repetition.
Repetition The time interval between repetitions [Option button
of the exception periods;
Repeat as many times during the repe-
tition period as specified in the Re-
peated occurrencefield
Mornings from/to Changed opening hours in the morning |Entry field, alpha-  [09:00
numeric 12:00
Afternoons from/to  |Changed opening hours in the after- Entry field, alpha-  [13:00
noon numeric 18:00

Closing through noonday is not necessary.

Save your entries by clicking Save.

Note: The exception periods for the resource are entered in the calendar for the number of weeks speci-
fied in Repetition. The maximum number is limited by the system to 30.

Examples for batch approval:

- Temporary closure due to holiday;

For the start date, enter the first day of vacation.
Leave fields for opening hours empty (not open)
Enter the end date for the holiday

Repetition: daily

- Shut Fridays in the coming month:

Number: 4

Resource details -

Repetition: weekly

Cross-selling

Page: Booking system »» General » [resource] »> Cross-selling

For the start date, enter the date of the Friday on which the rule commences.
Enter morning opening hours; leave afternoon hours empty

Cross-selling for appointments works like cross-selling for products. See Product details — Cross-selling, on

page 119.

Bookings

Page: Booking system »» Bookings

You can see all appointments/bookings that exist in the table. To see the details about an appointment,
click the link on the Appointment column.
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To delete an appointment, follow the steps described in Deleting entries, on page 26.
You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 111: Specialised batch processing commands for appointments
Command ’Comment

Confirm appointment Multiple appointments can be confirmed at once. An e-mail for this will be
sent to the corresponding contact person.

Cancel appointments Multiple appointments can be cancelled at once. An e-mail for this will be
sent to the corresponding contact person.

Appointment details
Page: Booking system »» Bookings] » [appointment]

This shows an overview of all the data for the corresponding appointment. You can change the data if you
need to, or move, or cancel the appointment.

To confirm the appointment manually, highlight the Appointment confirmed check box. When the ap-
pointment is saved, a corresponding e-mail is sent to the customer.

To cancel the appointment, highlight the Appointment cancelled check box. When the appointment is
saved, a corresponding e-mail is sent to the customer.

Before the e-mail message can be sent, the corresponding e-mail event must be activated. See also £-mail
settings - Events, on page 91.

Save your entries by clicking save.

Search

The search allows you to access specific appointments. You can also filter by resource or day. For basic in-
formation on using the search function, see Search, on page 28.
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10. Design

The Design option has comprehensive functions to help you adapt the layout and design of your Web site
to your needs.

Click styles to edit the list of styles that you have prepared for your Web site; see Styles, on page 175.

A wide selection of templates is available under Templates. The templates are categorised into topics, and
provide suitable designs for each topic. For more information, see 7emplates, on page 176.

In addition, the sub menu contains the styles that you have already selected for your Web site. The style
that is currently active is highlighted. You can call up each individual style directly and edit the design and
layout. You are working in a page preview. The available functions are provided by the multifunction barin
the upper area; see Multifunction bar and design, on page 176.

The Quick Design function helps you to make basic adjustments to the design. For more information, see
Quick Design, on page 183.

Design basics

You edit the design and layout in @ WYSIWYG mode. In the browser you can see the preview of the page
that you are editing. Any changes are displayed immediately.

The working area of the browser is split in two. In the upper section you can see the multifunction bar. This
displays the available functions. For more information, see Multifunction bar and design, on page 176.

In the lower section you can see the page preview. You can edit the design directly there. The page preview
shows you the current Web page in the design and layout specified by the selected style; see Styles, on
page 175.

The pages are split into the following possible functional areas; see Figure 27.
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Figure 27: Web site structure

The following areas are defined:

Area 1: Header

Area 2: Top

Area 3: Left

Area 4: Content area
Area 5: Right

Area 6: Bottom

Area 7: Footer

In addition there is the surrounding working area of the browser in which the Web site is displayed. See
Configuring the general page layout in the browser, on page 173.

If you want to edit an area, click the mouse in the corresponding location. This activates that area. It is
highlighted by a border and the multifunction bar displays the functions that can be carried out in this

area.

In terms of editing and configuration options, the areas of the site can be categorised in two groups. All the
areas in each group are edited in the same way. The groups are as follows:

Horizontal areas: Header, Top, Bottom, Footer; see Horizontal areas, on page 173
Vertical areas: Left, right; see Vertical areas, on page 173
Content area: Content area; see Configuring the content area, on page 174

The parameters for the individual areas create the complete design when they are combined. Some pa-
rameters influence each other or are interdependent. These side-effects must be considered. The following

information should be helpful:
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- Background images always take precedence over background colours. This means that if you load a
background image and also set a background colour, the background image will cover the colour.

- Note the effect of individual area parameters on other areas. The height information for horizontal ar-
eas, and the width information for vertical areas will affect the size of the content area, for example.

- All sizes and dimensions for the examples are shown in pixels (px). You can also use any other sizes
which can be used in style sheets, for example percent (%). For more information on the possible set-
tings and how to use them, please consult the corresponding specialist literature or Web sites, such as
http://www.selfhtml.org (only partially in English).

- Test out the various settings. Remember that you can use the Undo function at any time to restore the
initial state. Alternatively, make a copy of the current style and test out the various options on the copy.
You can do this in the table of your own styles by using the Create backup copy function. See also
Styles, on page 175. Once you have created the desired design there, activate the style for your cus-
tomers.

Configuring the general page layout in the browser

Alongside the design and layout of your Web site, you can also define how the Web site is shown within
the browser. These settings include the width of the Web site, or the space between the top edge of the
browser window and the top of the Web site. To edit these settings, click the display area of the browser, in
the area adjacent to the Web site. The available functions are displayed in the multifunction bar.

When the display area is active, the following function groups are available in the multifunction bar:

- File; see File, on page 177

- Area; see Area, on page 177

- Page areas; see Page areas, on page 178
- lcon set; see /con set, on page 178

Horizontal areas

The horizontal areas (Header, Top, Botftom, Footep, mostly extend over the entire width of the Web site.
They are wider than they are high; see Figure 27, on page 172.

Horizontal areas mostly contain links and narrow display elements. Typical page elements for horizontal
areas include:

- Logo

- Name of the Web site

- Link to the Home page, Contact information, Terms and Conditions, Customer information, Categories,
Shopping basket

- Flags for the country selection

For more information on page elements, see Page elements and navigation, on page 181.

When a horizontal area is active, the following function groups are available in the multifunction bar:

File; see File, on page 177

- Area; see Area, on page 177

- Font; see Font, on page 178

Page elements; see Page elements, on page 179

Vertical areas

The vertical areas (/eft, right are mostly located between horizontal areas and lie parallel to the content
area. They are higher than they are wide; see Figure 27, on page 172.

Vertical areas mostly contain boxes with texts, lists, links or entry fields. Typical page elements for horizon-
tal areas include:
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- List of main categories

- Signingin

- Compact shopping basket view, Shopping basket status
- Product search

- Country and currency selection

- Promotional products

For more information on page elements, see Page elements and navigation, on page 181.

When a vertical area is active, the following function groups are available in the multifunction bar:

File; see File, on page 177

- Area; see Area, on page 177

- Font; see Font, on page 178

Page elements; see Page elements, on page 179

Configuring the content area

Whereas the other areas contain mainly functional elements such as menus and links, the content area
contains the product data and all the other information for your customers.

The size of the content area is determined by the height and width information of the other areas, as well
as the padding. The "rest" of the browser window is left for the contents.

When the content area is active, the following function groups are available in the multifunction bar:

File; see File, on page 177

- Area; see Area, on page 177

Font; see font, on page 178

Preview with selection of function group; see Preview with selection of function group, on page 180

Editing the design

In this chapter you will learn the basics of editing the design of your Web site. The information is provided
only as a recommendation, since the procedures for designing Web pages can differ greatly.

First you should read the chapter Design basics, on page 171. This will provide you with the required basic
knowledge.

To edit the design of your Web site, click the menu item Design. Depending on the scope and type of de-
sign changes, you can either start the Quick Design function or select a style directly. For more on working
with the Quick Design function, see Quick Design, on page 183.

Note: Before you make any changes to the current design, we recommend that you save a copy of the
design. You can do this in the table of your own styles by using the Create backup copy function. This
ensures that you can always revert to the initial state. See also Styles, on page 175.

After selecting the style, your Web site will be displayed in the browser using the design that is specified by
the style. For more on styles see Styles, on page 175.

When you select and display a style, initially the background area of the browser is active. You can see that
from the red border surrounding the display area in the browser window. This area is where you configure
the general way in which your Web site is displayed in the browser. See Configuring the general page lay-
out in the browser, on page 173.
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The multifunction bar at the top of the browser displays the corresponding functions that are available. For
more information, see Multifunction bar and design, on page 176.

Therefore, you should first configure the general display settings for your Web site in the browser. Make
any changes as necessary to the page layout by hiding and showing different areas.

To select the different Web site areas, move the mouse over the Web site. Areas available for selection are
highlighted. To select an area for editing, click on it. A red border is then displayed around that area.

You must now check whether all required functions are displayed on the Web site. These functions in-
clude: Shopping basket, sign-in box, catalogue tree or links to specific pages. These functions are provided
by page elements. You can modify the arrangement of the page elements within the individual areas, and if
necessary create new elements.

Start editing the design now. Proceed through each area at a time, using the functions provided by the mul-
tifunction bar for the currently active area.

Upload images, play around with colours and fonts, and try out as many of the options as you want. You
can click the ®icon to reverse any changes that you do not like, at any time.

Once you are happy with the design, save all the changes by clicking H.

Styles

Page: Design » Styles

A style contains all the information about the presentation of your Web site. This includes the definition of
colours, images and fonts as well as the layout configuration and the distribution of functional elements on
your Web page. You can create several styles for your Web site.

The table in the My Styles section lists the styles you have created for your Web site. A preview image is
displayed for each style. The image shows the original layout of the template for this style. If you make
changes to the style, these changes are not visible in the preview image in the table. As soon as a style is
edited and the changes have been saved, the change is indicated by an icon (paintbrush) on the preview
image. In addition, the date of the last change to the respective style is entered in the table.

The style that is set to Visible determines the appearance of the shop for your customers.

You can edit all the other styles without this having any effect on how the Web site is presented to your
customer. This allows you to prepare and test additional styles. You can activate one of the other styles at
any time. Click the Visible option button for the corresponding style.

You can edit a style using one of the following methods:

- Click the link start Quick Design. This takes you to the page preview, where you can edit the basic
style settings. For more information, see Quick Design, on page 183.

- Click the link start advanced design or click the preview image. This takes you to the page preview,
where you can edit the style directly. All style editing functions and options are available. See also
Design basics, on page 171.

The View in the shop link allows you to see how your Web site would appear in this style.

Before making comprehensive changes to the style, you should first make a backup copy. To do so, click
the link Create backup copy.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.
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Save your entries by clicking save.

You can create new styles by importing them from the templates or duplicating existing styles. For more in-
formation about importing, see 7Templates, below. You can duplicate styles using a batch processing com-
mand.

Note: Deleting removes styles from the table. Standard styles can be imported in their original state
from the 7emplates section.

Templates

Page: Design » Templates

All available style templates can be found in the Templates section. You can either use these styles un-
changed for your Web design or use them as a basis for individual customisations. Each template defines a
specific layout and design, as well as site structure.

The style templates are classified into two major groups: private Web sites and commercial Web sites. Be-
low this level there are various suggested industry templates and style guides. There are various basic
styles per type, for which additional colour variants may exist.

To select a template, proceed as follows:

1. Select a topic. To do this, browse through the structure displayed of the listed topics. The available de-
signs for each topic are displayed.

2. Select the design you prefer from those that are shown. The design is displayed in a magnified view in
the right column. If there are variants of the selected design, they are shown in the form of colour bo-
xes below the preview image.

3. Selectyour colourvariant. The available degree of customisation of the selected template is displayed
below the image using paintbrush symbols. These refer to the possibilities available for customising
the template. If more paintbrushes are displayed, you have more freedom to customise the template.
According to the degree of customisation, notices about requirements or limitations are displayed.
When you click the preview image, a larger illustration of the design is displayed in a new window.

4. Click Apply to import the selected style into the table in the My styles tab.

In case you do not want to use a preconfigured design and you wish to create your own design from the
ground up, the 7emplates group in the Business Web sites area is available. This contains various layout
variants that do not contain any design information. This gives experienced designers the maximum level
of freedom to customise.

There is also a Display all templates function. This generates an overview of all templates.

Note: If you do not change the name of a style and reload the style with the same name from the tem-
plates, any changes you have made will be overwritten and the style will be reset to its original settings.
You will be asked to confirm this command.

Multifunction bar and design

In the Design area, you will see the multifunction bar in the upper section of the browser window. This
makes available the functions that can be used to design the Web site. Only the functions that can be used
in the selected area (active area) are shown.

The functions are grouped together, as described in the next chapter. Different content can be selected for
some function groups. This is indicated by the arrow in front of the group name. Click the arrow to view the
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selection options. Select the desired content for editing. The associated setting options are displayed in
the group area.

To save the changes that you have made to the design and layout of a given area, always use the b icon
to save and exit the page.

The next section describes the functions and settings of the individual function groups. For individual ar-
eas, only a subset of these functions is displayed. The following function groups are available:

- File; see File, below

- Area; see Area, below

- Page areas; see Page areas, on page 178

- lcon set; see /con set, on page 178

- Font; see Font, on page 178

- Page elements; see Page elements, on page 179

- Preview with selection of function group; see Preview with selection of function group, on page 180

File

This group contains general functions that are always available.

Table 112: Function group Filein the multifunction bar
Function Comment ‘

H Save changes

il Use this to undo the previous edit. This function can be carried out as many times as you
wish.

p Repeat an action that was previously reversed (undone). This function can be carried out as
many times as you wish.

Show or hide highlight or selection of active area

Edit tools

Area

This group contains all the functions that can be used to configure the background and dimensions of the
areas.

Background colour and image

Here you can design the background of the active area. You can either select a coloured background or
configure an image to be used for the background.

Table 113: Functions in Background colour and imagein the multifunction bar.

Function Comment ‘

Background |The box contains the current colour for the selected area. Click the box in order to change

colour the colour. See also Colour selector, on page 43.

Background |Upload an image for the background here. See also Uploading images, on page 43.

image

“ Delete / |Clickthe link to delete the current background image.

Delete tem- |After deleting the image, the template of the current style is still located over the back-

plate ground. You can remove this using Delete template. Use the Restore template link to
reinstate the template setting for the background of the style.

€ Insert file [This function allows you to add a background image using the File Management system. For
more about this, see File management, on page 44.

User guide for Web site administrators

Page 177




Design Multifunction bar and design

Function Comment

Tileimage |Repeat the background image; see also Uploading images, on page 43.

Height / width and padding

Here you can define the height, width, and padding of the active area.

Table 114: Functions in Hejght/width and paddingin the multifunction bar
Function Comment

Width Here you can define the width of the Web site in the browser.

(general You can specify absolute values in pixels (px) or relative values in percent (%). Relative
page view) |values are relative to the width of the browser window. A width of 90% means that the Web
site takes up a width of 90% of the browser window.

Padding top |This option defines the space from the top of the browser window to the top of the Web site.

Height Indicates the height of the area in pixels (px)
(horizontal
areas)

Width Indicates the width of the area in pixels (px)
(vertical
areas)

Margin The outer padding is the space between the active area and the neighbouring areas. Enter
the values in pixels (px).

Padding The inner padding is the space between the edge of the page elements (e.g. link or flags for
country selection) and the edge of the active area. Enter the values in pixels (px).

Align elements

Here you can define the orientation of the page elements in the active area. Select the corresponding value
from the drop-down menu.

Page areas

Here you can define which individual sub areas of your Web site are displayed. See also Design basics, on
page 1/1.

Note: Remember that the page elements assigned to the areas are hidden if their corresponding areas
are hidden. The page elements may then have to be arranged in other areas; see Page elements and
navigation, on page 181.

Icon set

Some functions and statuses are triggered or displayed with icons. There are pre-defined sets for these
icons. Click this icon to view the list of the various icon sets. Activate the set from the list that matches your
design best. Click the corresponding option button and save your selection by clicking Apply.

Font

Different designs of font can be used for texts, links and headings in the individual areas. You can config-
ure the individual fonts here.
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Formatting

Here you can define the formatting of the text for the page elements in the active area. For the specified
text elements you can define the size, colour, and special formatting.

The sizes are entered in pixels (px). For more on selecting colours, see Colour selector, on page 43. To con-
figure special formatting, click the corresponding button.

Font

Here you can define the font for the individual text elements in the active area. Select the corresponding
value from the drop-down menu.

Texts and links

Here you can format the texts and links in the content area. The sizes are entered in pixels (px). For more
on selecting colours, see Colour selector, on page 43. To configure special formatting, click the corre-
sponding button.

Headings

Here you can format the headings in the content area. The sizes are entered in pixels (px). For more on se-
lecting colours, see Colour selector, on page 43. To configure special formatting, click the corresponding
button.

Page elements

Page elements are functional elements that can be placed in all areas apart from the content area. These
page elements are used to insert various functions. For more information, see Page elements and naviga-
tion, on page 181. In addition to making the elements available, you can also edit their design to a certain
extent by uploading images and changing colours.

New page element

If your current layout and design does not contain all the page elements that you need, you can add the

missing elements to the corresponding areas. Activate the corresponding area and click

The overview shows all available page elements. Page elements that are marked by an asterisk have al-
ready been added to the Web site. This display will be updated after saving.

To place an element, highlight the associated check box and click Insert. The element is placed in the ac-
tive area.

(Active) button / (Active) button - Right Image

Buttons are areas that contain links. You can use these buttons to provide the links with background col-
ours or images. If you just want the background to be an image, simply upload an image for the button. If
you want the background to be a tab label, for example, you have to upload left and right-hand image sec-
tions, each containing the respective parts of the tab image. In such a case, you can upload the left-hand
section using Button and the right-hand portion of the image using Button - Right image.

In such a tabbed layout, the active tab is often highlighted. You can upload appropriate images for this
purpose. Do this using the Active button and Active button - right image options.
Box

A box consists of a header row and a list of entries or entry fields. Examples of this are Sign in, the Currency
selection from listand Shopping basket overview with all items in box format.
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You can upload a background image and configure a background colour for the entire box. See also
Uploading images, on page 43 and Colour selector, on page 43.

Box header row

This is where you define the background image and colour of the header row. See also Uploading images,
on page 43and Colour selector, on page 43.

Box width
This is where you define the width of the box within the navigation bar. Enter the values in pixels (px).

Preview with selection of function group

This function group is only displayed if the content area is active. The drop-down menu contains a list of
various content types that are displayed in the content area. This means that you can check very easily
whether all content is readable using the current design. Sample text is displayed in the content area for
each type that you select.

Depending on the selected content type, an additional function group may be displayed in the multifunc-
tion bar. The corresponding configuration options can be edited in this group.

You can configure and edit the following content types:

Texts and links

Different elements in the content area are separated by dividing lines or separators. You can upload a
background image for use as a separator. See also Uploading images, on page 43.

Lists, tables and dialogs

You can define how tables, lists and dialogs are displayed here. These elements have header rows, cells in
which to display data, and footer rows, which you can design as required.

Header

You can define the background and font for the header here. For more on selecting colours, see Colour se-
lector, on page 43. If you want to set a special format for the heading, click the corresponding button.

Header image

You can upload a background image for the header. See also Uploading images, on page 43.

Colours

When displaying data in rows in lists or tables, you can alternate the row colour to improve readability of
the data. You can define two row colours. The rows are displayed using these alternating colours. For more

on selecting colours, see Colour selector, on page 43.

Footer

You can upload a background image or define a background colour for the footer. See also Colour selector,
on page 43 and Uploading images, on page 43.
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Prices and product views

Price information

Product prices are displayed at various locations. This is where you define how the prices are displayed at
each location. For more on selecting colours, see Colour selector, on page 43.

Product box on the home page

On the home page, the products are displayed in special boxes. You can upload a background image for
these boxes. See also Uploading images, on page 43.

Ordering process

Progress bar background

During the order process, the individual steps are indicated to the customer in form of a progress bar. The
step that the customer has reached can be highlighted. This is the active step.

You can upload two background images, one for the inactive steps and one for the active step. See also
Uploading images, on page 43.

Page elements and navigation

The term navigation describes how the customer moves around the Web site and how he opens individual
pages or calls functions. You can configure navigation for your Web site individually. This is done by defin-
ing the distribution and arrangement of the individual functions on the pages of your Web site. These func-
tions include:

- link to home page,

- Logo display

- display of a compact shopping basket,
- display of the sign-in box,

- product search display.

A corresponding page element exists for every available function. This element is used to display and call
the function on the page. You can display the page elements on the page as you see fit. Do this by select-
ing the page elements from the Page elements» Newgroup in the multifunction bar. For more information,
see Multifunction bar and design, on page 176. In addition to this, you can create user-defined page ele-
ments; see User-defined page elements, on page 182.

All page elements are available for every area shown in Figure 27, on page 172 except for the content area.
Due to the way they work and their design, certain functions are best used in specific areas. They function
in other areas, but are out of place and disturb the design or do not fit in the defined area. With your design
you decide which page elements are assigned to which areas so that they are completely visible and can
be used.

The following functions are available for page elements in design mode:

Table 115: Functions for page elements

Function Comment

& You can move the page elements to different areas or within an area by using drag & drop.
Click the icon for the corresponding page element, keep the mouse button pressed down
and drag the mouse pointer over the target area. A red dashed border indicates the posi-
tions at which you can deposit the page element. Now release the left mouse button. The
page element is displayed at the corresponding location.
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Function Comment ‘

This deletes a page element from the area.

Details can be edited for some page elements. These include all user-defined page ele-
ments. Click the icon to call up and edit the details.

There are special configuration options for the following page elements:

Shopping basket overview with all items in box format

The information in the Shopping basket overview with all items in box formatview is displayed in alter-
nating light and dark rows. You can configure the background colours for the rows; see Colour selector,
on page 43. Save your entries by clicking save.

Logo
You can enter a link for the logo here. This can point to internal or external Web pages. Always enter ex-

ternal links in the form Aftp://... You can enter a separate link for each language. Save your entries by
clicking save.

User-defined page elements

As well as the specified page elements, you can also define your own. To add such an element, proceed as

foll

U WN R

OwWSs:

Activate the area into which the element is to be inserted.

Click the icon for the new page element in the multifunction bar.
Look for the User-defined section in the page elements overview.
Select an element type and click Insert.

Edit the corresponding details and then click Apply.

The following types can be used for user-defined page elements:

HTML

This element allows you to show short, HTML-formatted texts in the relevant area. This can be used to
display notes or information for your customers. An example of this is an informational text about deliv-
ery and payment. For more on formatting the associated text field, see Working with text fields, on page
35.

Box with HTML

This element allows you to show short, HTML-formatted texts in the relevant area, in a box with a title.
This can be used to display information or a group of functions for your customers. For more on format-
ting the associated text field, see Working with text fields, on page 35.

Link

This element allows you to display links in the relevant area. This can be used to provide links to addi-

tional internal or external Web pages for your customers. Examples of this are Link to contact informa-
tion or Link to business hours. Always enter external pages in the following form: Attp://www....

User-defined page elements adjust their size and design to fit the relevant area. If no user-defined page

ele

ments are permitted or if the maximum permitted number of elements has been reached, the selection

is deactivated.
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Quick Design
Page: Design » Quick Design

You can use the Quick Design function to change entire design of your current Web site style with just a few
mouse clicks.

Caution: Any changes that you make here are effective immediately and can be seen on the Web site.
Changes to the colour blend cannot be undone. If necessary, create a backup copy first.

As in the design function, the page is split in two, with the multifunction bar above and the page preview
below. For more information, see Design basics, on page 171.

The following special function groups appear in the multifunction bar for the Quick Design function.
Preview

The content area displays various text, tables, product lists or product details, etc., according to the current
function. You can select and display these types of content using the Preview drop-down menu. This
means that you can check very easily whether all content is readable using the colour selection.

Using the £diting helpyou can hide all the design elements from the page preview.

Images

This option allows you to upload logos and images for the Headerarea of your Web site. See also
Uploading images, on page 43 and File management, on page 44.

For more on editing the logo, see Status, on page 53. For more on the header and other areas of the Web
site, see Design basics, on page 171.

Settings

You can set a basic colour for the entire design using the Colouroption. Your selected template is dis-
played using the specified basic colour, with the areas using matching colours. This colour is displayed in
the box. If you select a colour, this is used as the new basic colour for the design and the matching colours
are recalculated. The areas of the site are then displayed using the newly calculated colours. If the design
template consists of several basic colours, there is a selection option for each colour. For more on selecting
colours, see Colour selector, on page 43.

You can define the font for the entire Web site using the Fontoption.

The /con setoption allows you to select a matching set of icons for the Web site. For more information, see
lcon set, on page 178.

Template
You can select a template for your Web site here. All other design settings will be overwritten.

Use the function /nsert page elementto place additional page elements in any area of the page. See also
Page elements and navigation, on page 181.
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Caution: All settings made in Quick Design overwrite any other settings that have been configured pre-
viously in the Design area.

If you are happy with the basic settings, but wish to customise individual areas further, you should read
the chapter Design basics, on page 171 and following.
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11. Orders

Page: Orders »» Orders

Opening the page by clicking Inbox displays the new orders to you. New orders are orders for which the
Viewed status has not been set. You must use the search function to display additional orders; see
Search, on page 186.

Note: The last status set is always shown for the order in the table.

The symbols have the following meanings:

Table 116: legend for ordericons

[ofe]] Description

Order will be opened in display mode. The Viewed status is not set.
(coloured
icon)

Order will be opened in display mode. The Viewed status is set.
(Grey icon)

Orderis in process and will be opened in editing mode

t Conflict [There is a difference between the current order value and the value paid by the customer.
See also Conflict warning, on page 187.

To see the details of an order, click the order number. To open the details in a new window, click the icon.

Note: Some functions in the application will open in new browser windows. For this reason, your
browser must allow pop-up windows to open. Otherwise, certain functions cannot be used.

As soon as you have opened the details of an order, it will be set to V/ewed. This also sends a correspond-
ing e-mail to the customer. The corresponding e-mail event must be activated for this to occur, however.
For more information, see £-mail settings, on page 90.

All orders for which the status Viewed has not yet been set will be shown in bold.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 117: specialised batch processing actions for processing orders
Command Comment ‘

Set status You can set different status levels for the orders. The corresponding com-
mands are listed in the drop-down menu.

Export Selected orders are saved in a text file. They can be opened by any text
processing program and processed or saved for archiving purposes.
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Caution:You can only delete orders with the status Rejected or Archived.

Note: You can have the system automatically inform the customers per e-mail as soon as you have set
a status for an order. The corresponding e-mail event must be active for this. For more information, see
E-mail settings, on page 90.

Search

The search allows you to access specific orders or groups of orders. For basic information on using the
search function, see Search, on page 28.

The advanced search allows you to filter by status, payment method and/or delivery method. When you se-
lect the /n edit mode check box, only orders that are in edit mode are displayed. If the check box is not se-
lected, all orders are displayed, depending on the other filter settings.

Note: If you need an overview of all orders for a customer, then go to the Customerarea to display the
details for the customer. All of the customer's orders are listed in the Orders tab.

Orders — Details

Page: Orders » Orders » [order] »» General

The general properties of an order provide you with an overview of all necessary order information such as
the current processing status, products ordered, delivery and invoice address, and so on.

The various fields have the following meanings:

Table 118: fields for orer details
Field name ‘Description Field type Example

Status When you click save, the current date [Check box
is added to the selected status. Multi-
ple statuses can be set.

Registered customers can view the
status in the shop.

Order number Unique number that is assigned by the |Entry field, alpha-  |1005
system when the order is created. This |numeric
can be changed here.

= Send order receipt [This sends information about the cur-  [Link
confirmation rent order to the customer by e-mail.
The order confirmation is sent to the e-
mail address specified in the invoice
address for this order.

“ Print view Preview and print the order confirma- |Link
tion
Order comment During the order process, customers  |Display

can enter a comment about the order.
If the customer has entered a com-
ment, it is displayed here.

Internal note Comments or information about the Text field, alphanu- |Call the customer
order. For internal use. meric back.
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Field name Description Field type Example

Edit This activates the order information for |Button
processing.

Delete You can only delete orders with the Button
status Rejected or Archived.

Save your entries by clicking Save.

Notes:

1. If you set an order to Rejected, the stock level for the relevant product is corrected automatically.

2. Due to security reasons, credit card data in the database for orders paid to you by credit card (pay-
ment method Credit card, manual) is deleted after the order is set to the status of Pa/d. The only infor-
mation that remains is a note that the order was paid by credit card.

3. Before the order confirmation e-mail message can be sent, the Order confirmation e-mail event must
be active. For more information, see £-mail settings, on page 90.

Caution: Before you leave this page, save your entries with Save, otherwise they will not be applied.
This also applies if you click Edit or Documents.

Itis possible that a Conflict warningis displayed for an order. This applies to orders that were paid using
external payment systems. A conflict occurs when the order value and the transaction value differ. This dif-
ference can happen if the order or shopping basket is changed subsequently. Such a change may include,
for example, adding a new item to the order. Since the customer has already paid via the external system,
the difference occurs and a conflict warning is displayed.

Editing mode
To edit the order data, click the Edit button. This displays all relevant information in entry fields where it
can be edited. Delete functions are activated for the entries in the order list. It is also possible to add new
entries.
The various fields have the following meanings:

Table 119: Fields for order details in editing mode

Field name ‘Description Field type Example

Quantity Entry field, numeric (2

Delivery method Drop-down menu

Payment method Drop-down menu

Tax area Drop-down menu

Quantity/Product no. [Add a specific quantity of a product by |Entry field, numeric, 3 /
directly entering the quantity and Entry field, alpha- [eg 100111011
product number. Finish your entries by |numeric
clicking an,

Add products from Link

tray

of Delete a product from an order. Button

The product itself is not deleted.
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Field name Description Field type Example

Update The order is recalculated and displayed [Button
with the new values. This processing
status remains until you accept the
changes with Apply or cancel all
changes with cancel. After the update,
you will receive a message that the
data has not been saved permanently.

Apply Save all changes and end the editing |Button
mode.
Cancel Changes are deleted. The order retains |Button

the original information.

Caution:You must Update the page before you apply the changes. I

Use search function to display all orders in edit mode. See also Search, on page 186.

Note: Itis also a good idea to notify the customers about changes made to their orders. To do this, use,
for example, the Send order confirmation mail link; see Orders — Details, on page 186.

Orders — Documents

Page: Orders » Orders » [order] »» Documents

For each order, it is possible to generate various documents, such as invoices, packing slips, and credit
notes. The Documents tab becomes active when you are not in £dit mode for an order. The number shown
in brackets after Documents shows the number of documents which have been created for the current or-
der.

The table on this page lists all the documents that you have created for the current order. The symbols
have the following meanings:

Table 120: icons for order documents
Icon Description

Document is active and can be processed

Document is finalised and can no longer be edited

o

To open the details of a document, click the type.

As soon as you finalise a document, the date of finalisation is displayed in the last table column.

To open a print view for the document, click the print symbol “# in the last column.

If you would like to generate a new document, select the type from the drop-down menu below the table
and click save.

To delete a document, proceed as described in Deleting entries, on page 26.You can only delete docu-
ments which have not been finalised.

All documents are constructed and processed in a similar manner. The similarities are shown using the ex-
ample of an invoice in Figure 28. Specific details will be illustrated later.

Every document contains address information and order information as well as function fields:
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General

< Print view

Herr Invoice

Prof. Max A. Mustermann e fm. 10011

Blumenweg 42

01234 Heustadt / Thiiringen Customer no. 1001

Deutzchiland (Germany) (Please include with all payments and requests)
Imvoice date 160772008 il
Crder date 210642006
Delivery date 1 BA07 2005 il

Thank you for your order. Please find your invoice for the fallowing product(=) sttached:

Ho.  Guantity | Product no. Hame up VAT Discount P

1 1 N Leatherman Pocket Sur ... F295 € | 19% 7285 € '._t_\t'
piece It_0401107001

2 1 & Jack \Waolfskin Flexiki... 49885 € 19% 49995 £ '._t_\'
piece ho_ 1112105010

3 Subtotal 5T72.90 €

4 Delivery method Postal zervice '._t_ﬁ'

5 Payment methoo IFrvoice 3]

5] Tax area EU courtry

T Total amount {incl. VAT) 5T2.90 €

g Total amaount (without % AT 49355 €

g Including AT of: B Land 16% (19 %) 7e02€

* Line tems are also available on other invoices

Custamer notice

Best regards

Kar| Kaufmann
Company
Hudson House
Tavistock Street &
London,

WC2E TPP

United Kingdom

[ Save ] Finalize

Figure 28: invoice view

The sender information is taken from the Web site address data; See Address, on page 55.

Various numbers and date entries must be entered for each document type. To enter dates, use the calen-
dar function; see Date entry fields, on page 30. Always click Save after entering the document number and
date. Otherwise, the current data will not be applied in the print view.

The quantity values can be adjusted to fit the individual order positions. Enter the relevant quantity. You
can create a notice for the customer in connection with the current document in the Customer notice text
field.

Save your entries by clicking save. Totals in the document are updated.

User guide for Web site administrators Page 189



Orders Orders — Documents

If a position number is marked with an asterisk (*), this means that this product is contained in at least one
other document of the same type.

Use the ™! icon to delete individual positions from the list. The position will be deleted from the document
without deletion confirmation.

Clicking " Print view displays the print view of the document. In the print preview, additional customer
information is displayed below the customer address. This is information that the customer has entered in
My Account.

If you would like to save your documents so that they cannot be changed, you can use the Finalise func-
tion. After clicking Finalise, documents can still be displayed and printed but they can no longer be edited
or deleted. In this way after finalising the corresponding process, you can save all of your documents in the
system in a tamper-proof state. You will have to create new documents for possible amendments and cor-
rections.

Take note of the following information when working with order documents:

- Finalised documents cannot be selected and therefore cannot be deleted.

- Changes in amount or deleting positions affects the document but not the order itself.

- Changes in the order only affect documents that are created after the changes have been made.
Documents that were created before the changes were made remain unchanged.

- Changes made to quantities in the documents do not affect inventory levels.

Note: When printing via the browser, depending on the browser settings, disruptive headers and foot-
ers (such as page number, Internet address, date) may also be printed. You can change these settings.
For Internet Explorer, click File» Page Setupin the menu bar. This has a Header and Footersection. The
values entered here are printed on every page printed via the browser. If you do not wish to print any of
this information, simply delete the entries in the two fields.

Packing slip

For basic information on editing the document, see Orders — Documents, on page 188. The specialised
fields have the following meanings:

Table 121: Secialisedfields for Packing slip

Field name Description Field type Example

Packing slip no. This number is suggested by the sys-  [Entry field, alpha- [1001-1
tem and consists of the order number |numeric
and a running number for packing slips

Packing slip date Date field 19.04.08

Save your entries by clicking Save.

UPS packing slip

A UPS packing slip offers you the possibility of configuring order tracking for the corresponding orders. This
allows you and your customer to track the current status of the package.

For more information on the basic principles of packing slips, see Packing slip, above and Orders — Docu-
ments, on page 188. The specialised fields have the following meanings:
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Table 122: Secialisedfields for UPS packing slip

Field name Description Field type Example

UPS tracking number [This number is generated by the Entry field, alpha- [1Z0V77645388887
WorldShip software and imported. This [numeric
is a requirement for package tracking.

UPS registration and |Display of the area with the specialised [Link
software functions for UPS

Register with UPS Forwarding to registration with UPS Link
You will receive a customer number
which you need in order to install the
UPS software.

Order UPS WorldShip |Using the software you can create the |[Link

software UPS tracking number. You can also
create all necessary UPS delivery
documents.
File format for export- [Selection of the file format in which Option button
ing data to UPS you can import the data to your UPS
WorldShip WorldShip account. Depending on the

version of WorldShip, you can use CSV
or XML formats. The format is config-
ured using the corresponding option.
The data is then saved to a file in the
required format.

Save your entries by clicking Save.

Preparation

In order to offer your customers package tracking, you must register with UPS and install the WorldShip
software.

Use the Register with UPS link to register with UPS. After registration, you should log in and request a cus-
tomer number in the My UPS menu.

In the next step, request the WorldShip software from UPS. To do this, click the Order UPS WorldShip
software link. Complete and submit the form that is shown.

UPS will then send you the software. Please install this after it has been received. Follow the instructions
provided by UPS.

Creating the UPS tracking number

To create the UPS tracking number, the packing slip must be exported and opened in WorldShip. A shop
address is necessary for this. The packing slip cannot be exported without this address. If your shop ad-
dress does not satisfy the UPS requirements, you will receive a relevant notification with a link to the shop
address.

Proceed as follows:

1. Ifallinformation is correct, export the information by clicking Export. Choose a place to save the file
and a name for the export file.

2. Start WorldShip and activate the Import function in the File menu.

3. Enterthe name of the export file for the import file name. Either enter the name of the file with its path
directly or click Browse to search for the file. Enter the remaining parameters according to the instruc-
tions in WorldShip.

User guide for Web site administrators Page 191



Orders Orders — Documents

4. Since the file always contains a header, you need to select the First row contains field names check
box.

5. Toimport information correctly, you must select the corresponding data and map the field names in
the import file to the internal WorldShip field names when you first import a file. If the language in your
shop administration when exporting the file is the same as the language of your WorldShip software,
the field names will also be the same. This makes mapping simple. Map the fields in the Recipients
and Package tabs. Map the data as follows:

a) Selectthe field in the right list field for external data fields by clicking it
b) Select the corresponding field in the left list field for internal data fields by clicking it.
¢) Click Map

If all the options are set correctly and all the fields are mapped, click the Import button.

Continue to edit the shipment as described in the WorldShip instructions. To create the UPS tracking num-
ber, click Finish after you have entered all necessary information.

Among other things, this saves the shipment in the delivery history and gives you the option of viewing the
UPS tracking number.

Activating order tracking
Enter the UPS tracking number in the UPS tracking numberfield of the relevant document UPS packing slip.

Save your entries by clicking save.

After saving, the Track shipment link is displayed next to the UPS tracking number. Use this link to open
the UPS page where you can see the status of your delivery.

Order tracking in the shop

As soon as the tracking number has been entered and saved, the order tracking link also becomes avail-
able for the corresponding customer.

The customer opens order tracking in My Accountunder the Query order status option. The UPS tracking
number is also displayed as a link in the order. The customer can use this link to open the UPS page where
he can see the status of his delivery.

A link to the order tracking is also inserted into every status e-mail sent to the customer.

Invoices

For basic information on editing the document, see Orders — Documents, on page 188. The specialised
fields have the following meanings:

Table 123: Secialisedfields for Invoices

Field name Description Field type

Invoice no. This number is suggested by the sys-  [Entry field, alpha- [1001-1
tem and consists of the order number |[numeric
and a sequential number for invoices.

Invoice date Date field 19.04.08

Save your entries by clicking save.

The comments on the payment method are only printed on the invoice if the order status Paidis not set.
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Credit notes

For basic information on editing the document, see Orders — Documents, on page 188. The specialised
fields have the following meanings:

Table 124: Specialised fields for Credit notes
Field name ‘Description Field type Example

Credit note no. This number is suggested by the sys-  [Entry field, alpha- [1001-1
tem and consists of the order number |numeric
and a sequential number for credit
notes.

Credit note date Date field 19.04.08

Save your entries by clicking Save.

WorldPay

WorldPay (Attp://www.WorldPay.com) belongs to the Royal Bank of Scotland Group. They provide elec-
tronic payment solutions. The WorldPay payment method offers an interface between your shop and the
WorldPay payment system. With this, you can offer payment options for your shop by credit card and,
within Germany, by direct debit. WorldPay checks the customer's payment data and only permits transac-
tions with secure data.

Note: Since the recording and processing of an end customer's payment data is performed by World-
Pay, you as the merchant are not involved in the handling of this sensitive data and therefore cannot be
held liable.

First, register as a merchant. This qualifies you for an installation ID and access to the WorldPay admini-
stration area. After this, you can configure your shop for the WorldPay payment method. For more details,
see Payment method with WorldPay, on page 72. After you set up and test the payment method, you need
to have WorldPay activate your shop.

This will allow you to offer your customers this payment method in your shop and display the WorldPay
logo with the accepted credit cards.

Payment process from the customer's point of view,

During the order process, the customer selects the WorldPay payment method. As part of the process, he is
then transferred to the WorldPay Web site. Data entry and the transaction are carried out on the WorldPay
system. After completion, the customer is returned to the shop, where he is shown the order confirmation.
This contains the payment method and transaction number assigned by WorldPay.

WorldPay transactions

Page: Orders » Transactions » WorldPay

The table lists all the transactions which have been conducted using WorldPay. The Amount column shows
the value from the basket. The Authorised amount column shows the value in the currency that the cus-
tomer paid to WorldPay.

The AVS column shows the AVS Code for the transaction. The AVS code (address verification system) dis-
plays the results of the customer data check. Not all WorldPay access methods support this AVS code. It
depends on the customer's bank and the type of contract you signed with WorldPay.
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The code structure and the meaning of the individual areas are found in the AVS Code area in the lower
part of the page.

According to the settings for the payment method, the customer account is either debited the amount
automatically, or you must do this manually; see Payment method with WorldPay, on page 72. Click the 7o
your WorldPay administration page link for this purpose.

Search for WorldPay orders

Using the search, you can group and filter WorldPay transactions. You can search with the following addi-
tional criteria:

- Transaction no.
- Time period in which the transaction was performed.

For basic information on using the search function, see Search, on page 28.

T-Pay

T-Pay is the payment system from Deutsche Telekom. Customers are offered various payment variations.
The customers are forwarded to the T-Pay system for payment. The transaction information is entered here.
You, the merchant, must conclude the transaction in your shop administration. To use this payment sys-
tem, your customers must register and you must register as a merchant with T-Pay. All information about T-
Pay can be found at www. 7-Pay.de.

The following payment variations are configured for the shop system: MicroMoney, Telephone bill from
Deutsche Telekom, Direct debit, Credit card and Anonymous payment with credit card.

For more information about merchant registration and setting the necessary parameters in the shop ad-
ministration as well as testing, see 7-Pay payment method, on page 74.

Payment process from the customer's point of view

During the order process, the customer selects the 7-Paypayment method. He is then transferred to the T-
Pay Web site. The payment variations you have activated are displayed there, from which the customer can
select one. Then he must enter his identification. After he has successfully signed in, he enters the infor-
mation required by the payment method he selected. Finally, he checks the information in an overview and
confirms the transaction. Afterwards, he is brought back to the shop and receives the order confirmation.
This contains the payment variant and the transaction number assigned by T-Pay.

T-Pay transactions

Page: Orders » Transactions »» T-Pay

The table lists all the transactions customers have performed using T-Pay. The Stafus column informs you
about the current status of the transaction.

Table 125: status of T-Pay transactions

Status Description

Authorised The customer has successfully finalised the transaction with T-Pay. Payment has
not occurred.

Paid Payment has been initiated

You can set the transaction type in the 7-Pay payment method settings; see 7-Pay payment method, on
page 74.\f Authorisation has been configured, you must initiate payment by T-Pay to your merchant ac-
count manually, once the customer has authorised the transaction. Select the relevant transactions in the
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table and click Initiate payment. Payment will occur after you have done this. The relevant transactions
will be set to Pard.

Search for T-Pay transactions

Using the search, you can group and filter T-Pay transactions. You can search with the following additional
criteria:

- Transaction no.,
- Status
- Time period in which the transaction was performed.

For basic information on using the search function, see Search, on page 28.

PayPal

PayPal is an online payment system operated by eBay. Each PayPal customer has an online account which
can be funded via credit card, direct debit, or bank transfer. Money can be instantly transferred to other
PayPal customers using the recipient's e-mail address. You can organise credit card payments for non-
PayPal customers. This is dependant upon the type of account that you created with PayPal.

The prerequisite is that you register with and create an account at PayPal. More detailed information about
PayPalis available at www.paypal.com.

To set all necessary parameters in the shop administration, see Payment method with PayPal, on page 75.

Payment process from the customer's point of view

During the order process, the customer selects the PayPalpayment method. He is then transferred to the
PayPal Web site. Depending upon your membership, he can select between credit card payment and Pay-
Pal payment methods.

The customer enters and confirms the data required by his selection. Afterwards, he is brought back to the
shop and receives the order confirmation. This contains the payment method and transaction number as-
signed by PayPal.

Paypal transactions

Page : Orders » Transactions » PayPal

The table lists all the transactions customers have performed using PayPal. The Status column informs you
about the current status of the transaction.

Table 126: Status of Paypal transactions

Status Description

Pending The transaction must be verified and manually finalised or rejected by you in the
PayPal administration;

As soon as you have set the status in PayPal, it is updated in the shop administra-
tion.

Closed Transaction is finalised automatically. Payment has been initiated.

Use the Go to PayPal administration link to switch to your PayPal administration.
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Search for PayPal transactions

Using the search, you can group and filter PayPal transactions. You can search with the following addi-
tional criteria:

- Transaction no.
- Time period in which the transaction was performed.

For basic information on using the search function, see Search, on page 28.

PayPal Pro

PayPal Pro is a payment method from PayPal. Customers use it to pay directly by credit card. PayPal verifies
the data immediately. More detailed information about this topic is available at www.PayPal.com » Mer-
chant Services.

The prerequisite for you is that you register and set up the PayPal Manager. A manager account can be set
up in the shop administration. Read about the settings and necessary parameters in PayPal Pro payment
method, on page 75.

Payment process from the customer viewpoint
The customer selects the PayPal Pro payment method in the shopping basket. In the last step of the order
process, he enters his credit card data.

PayPal immediately verifies the data. If errors occurred, the customer can correct these or select another
payment method.

Once PayPal has verified the data successfully, the order confirmation is shown to the customer along with
the PayPal transaction number.

PayPal Pro transactions

Page: Orders » Transactions »» PayPal Pro

After the customer has completed the order, this is shown in your PayPal Pro Manager as well as in the list
of PayPal Pro transactions in your shop administration.

The table lists all the current PayPal Pro transactions. Above the icon after the transaction number, you can
see the risk information for this transaction. This data is transferred from PayPal. The AVS code (Address
Verification System) displays the results of the customer data check.

The Status column informs you about the current status of the transaction.

Table 127: Status for PayPal Pro transactions
Status Descripton

Authorised The verification of credit card data by PayPal was successful. The amount can be
debited.

Debited Transaction is finalised;
The amount was debited. In the 7ransaction no. Debit column, the debit number is
shown.

Rejected The verification of credit card data from PayPal was not successful. The amount
cannot be debited.

To see the details of an order, click the order number.
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The debiting of authorised amounts can also be triggered as follows:

- Mark the respective table entries and click Debit. The status will be changed.
- Open the PayPal Manager by clicking the Manage transactions in the PayPal Manager link and start
the debiting there. After successfully debiting, the status will be changed in the table.

Searching PayPal Pro transactions

Using the search, you can group and filter your PayPal Pro transactions. This enables you to search by Pay-
Pal Pro transaction number. Otherwise, searching for PayPal Pro transactions is identical to the general
search for all orders. For basic information on using the search function, see Search, on page 28.

PayPal Express

PayPal Express is a payment method from PayPal. For this payment method, the shopping basket data is
transferred to the external system. The further steps of the order process are conducted there. The cus-
tomer selects his payment method and delivery address there. The order is finalised in the shop. More de-
tailed information about this topic is available at the PayPal Web site.

The prerequisite for you is that you register with and create a merchant account at PayPal. You can register
with PayPal in the shop administration. Read about the settings and necessary parameters in PayPal Ex-
press payment method, on page 76.

Payment process from the customer viewpoint

Once the customer has placed products in the shopping basket, he can start PayPal Express. Buttons for
this are available in the mini-shopping basket and in the shopping basket itself.

The customer is transferred to the PayPal Express page and must register there or create a new account.
After registration, the customer selects payment and delivery data and confirms these. Afterwards, he is

brought back to the shop and finishes the order from there. Finally, the order confirmation is shown in the
shop.

PayPal Express transactions
Page: Orders » Transactions » PayPal Express

Once the customer has confirmed the transaction, it is entered into the PayPal merchant administration as
well as in the list of PayPal Express transactions in the shop administration.

The table lists all current PayPal Express transactions.

The Status column informs you about the current status of the transaction. PayPal sets this status. The fol-
lowing states exist:

Table 128: Status for PayPal Express transactions
Status Description

Paid The transaction was verified by PayPal and successfully performed. The amount
will be debited and transferred.

Pending The transaction was verified by PayPal and not yet performed. The @ icon appears
in the table. If you click the icon, the reason for this is shown. You must process,
confirm, or decline these transactions in your PayPal administration. The status in
the table is changed with this as well. The customer receives an e-mail about this.

Rejected The transaction was not performed
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To see the details of an order, click the order number.

Use the Go to PayPal administration link to switch to the PayPal administration.

Searching PayPal Express transactions

Using the search, you can group and filter your PayPal Express transactions. You can also specifically
search for PayPal Express transaction numbers. The advanced search provides search for delivery and
payment status and Buyer ID.

Otherwise, searching for PayPal Express transactions is identical to the general search for all orders. For
basic information on using the search function, see Search, on page 28.

Google Checkout

Google Checkout is the online payment system from Google. For this payment method, the shopping bas-
ket data is transferred to the external system. All additional steps of the order process are conducted there.
The customer selects his payment method, enters a delivery address, and finalises the order there.

More detailed information about this topic, including a list of countries that can use Google Checkout is
available at Attp://checkout.google.com/séell.

The prerequisite for you is that you register with and create a merchant account at Google. You can register
with Google in the shop administration. Read about the settings and necessary parameters in Google
Checkout payment method, on page 77.

Payment process from the customer viewpoint

Once the customer has placed products in the shopping basket, he can start Google Checkout. Buttons for
this are available in the mini-shopping basket and in the shopping basket itself.

The customer is transferred to the Google Checkout page and must register there. If he does not yet have
an account, this is created automatically after entering the credit card data.

At Google Checkout, the customer sets the payment and delivery data and finalises the payment. The order
is filled out with Google data and not with the data that are in the shop system.

After successful completion, a link is shown to the customer that allows him to return to the shop. He re-
ceives an order confirmation e-mail with the Google order number that is shown in the administration as a
transaction number.

Google Checkout transactions
Page: Orders » Transactions »» Google Checkout
Once the customer has confirmed the transaction, it is entered into the Google Checkout merchant admini-

stration as well as in the list of Google Checkout transactions in the shop administration. The order status
is then set to /nvoiced.

The table lists all the Google checkout transactions.
The risk information for this transaction is displayed using the icon after the transaction number. This data

is transferred from Google. AVS means Address Verification System and CVN means Cardholder Verification
Number.
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The columns Delivery status and Payment status indicate the current status of the transaction. This status
can be set in the Google Checkout Merchant Administration. Open your Google Checkout Merchant account
manually or using the Display Google orders link. The customer receives an alert mail with every status
change. You must activate the corresponding e-mail events before doing this. For more information, see £-
mail settings, on page 90.

As soon as you have set a status in the Google Checkout administration, it is updated in the shop admini-
stration as well.

Search for Google Checkout transactions

Using the search, you can group and filter your Google Checkout transactions. You can also search specifi-
cally for Google Checkout transaction numbers. The advanced search provides search for delivery and
payment status and Buyer ID.

Otherwise, searching for Google Checkout transactions is identical to the general search for all orders. For
basic information on using the search function, see Search, on page 28.

ClickandBuy

ClickandBuy is an Internet payment system that enables secure payment processing. Customers can either
register or create a prepaid account. ClickandBuy checks the customer entries for completeness and accu-
racy. After registration and verification, the account is activated.

During the order process, the customer is forwarded to the payment page of ClickandBuy. There, he selects
his payment method, finishes payment, and is returned to the shop.

More detailed information about this topic is available at Attp://www.clickandbuy.com/.

The prerequisite for you is that you register with and create a merchant account at ClickandBuy. Clickand-
Buy is only enabled as a transaction system for premium accounts. You can register with ClickandBuy in
the shop administration. Read about the settings and necessary parameters in ClickandBuy payment
method, on page 78.

Payment process from the customer's point of view

The customer selects the ClickandBuy payment method in the shopping basket. For the payment step in
the order process, he is transferred to the ClickandBuy page.

The ClickandBuy settings for the specific country set in the customer settings will be used to show the cus-
tomer the valid payment methods for this country. Unregistered customers select their payment method
and enter the required data.

Registered customers sign in at ClickandBuy. The preferred payment method is selected for them.

After successful payment, the customer is returned to the shop page. The order confirmation will be shown
there with the ClickandBuy transaction number.

ClickandBuy transactions
Page: Orders » Transactions » ClickandBuy

Once the customer has confirmed the transaction, it is entered into the ClickandBuy administration as well
as into the list of ClickandBuy transactions in the shop administration. The payment status is set to Paid.

The table lists all the ClickandBuy transactions.
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The Status column shows the status of the payment at ClickandBuy.

Use the Go to ClickandBuy administration link to switch to your ClickandBuy administration.

Searching for ClickandBuy transactions

Using the search, you can group and filter your ClickandBuy transactions. You can also search specifically
by ClickandBuy transaction numbers. The advanced search provides a search by ClickandBuy status, cus-
tomer reference number, and BDR ID.

Otherwise, searching for ClickandBuy transactions is identical to the general search for orders. For basic in-
formation on using the search function, see Search, on page 28.

Atos Worldline

Atos Worldline is a subsidiary of the Atos Origin Gruppe and offers payment services for the Internet
throughout Europe. A part of the payment methods offered are verification methods such as credit and ad-
dress checks as well as the Verified by Visa and MasterCard Secure Code systems. You can offer credit card
payment using Atos Worldline in your shop.

More detailed information about this topic is available at Attp://www.atosworldline.de and
http://www.atosorigin.com.

The prerequisite for you is that you register with Atos Worldline. This registration can be performed from
your shop administration. Read about the settings and necessary parameters in Atos Worldline payment
method, on page 80.

Payment process from the customer viewpoint

The customer selects Afos Worldline as the payment method in the shopping basket. After the confirmation
of the shopping basket, the customer is shown the page for the Atos Worldline payment method. Once
there, he clicks on the symbol of his preferred credit card.

The customer is forwarded to the page of the Atos Worldline payment system and enters his credit card
data there.

After this, the customer is shown a page with the reference information for this transaction.

If desired, he can return to the shop. To do so, he clicks the respective button. The order confirmation is
shown in the shop.

Atos Worldline-Transactions

Page: Orders » Transactions » Atos Worldline

Once the customer has confirmed the transaction, it is entered into the list of Atos Worldline transactions
in the shop administration. No status is set for the order in the shop.

The table lists all the Atos Worldline transactions.

Atransaction number is shown if the authorisation was successful. The code shows the transaction result;
00 means that the authorisation was accepted.

Search for Atos Worldline transactions

Using the search, you can group and filter your Atos Worldline transactions. You can also search for Atos
Worldline transaction numbers and authorisation IDs. The advanced search also supports searching by
transaction type.
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Otherwise, searching for Atos Worldline transactions is identical to the general search for all orders. For
basic information on using the search function, see Search, on page 28.

Sofortiiberweisung

Sofortiiberweisungis an online payment system from the Payment Network AG company. This method al-
lows the order amount to be transferred directly from the customer's online banking account to your mer-
chant account. This payment method is certified by the TUV and boasts TUV-audited transaction security.

Once the transaction has been completed successfully, you receive a notification and ship the goods im-
mediately. This means you can offer your customers reduced delivery lead times.

More detailed information about this topic is available at www.sofortueberweisung.de or
http://www.Directpay24.com.

The prerequisite is registration with Sofortiiberweisung. This registration can be performed from your shop
administration. You must also create a project for the shop in the Sofortiiberweisung administration. Read
about the settings and necessary parameters in Sofortiiberweisung payment method, on page 80.

Payment process from the customer's point of view

To use this payment method, the customer must have an online banking account. In order to make the
payment, he must have all the information required for the online transfers, such as bank account details,
PIN and TAN.

The customer selects Sofortiiberweisung as the payment method in the shopping basket. He is then trans-
ferred to the SofortiberweisungWeb site. Here he fills out a transfer form. The transaction is performed af-

ter the PIN and TAN have been entered. When this has been completed, the customer receives a transac-
tion confirmation.

If desired, he can return to the shop. To do so, he clicks the respective button. The order confirmation is
shown in the shop. This contains the payment method and transaction number assigned by Sofortiber-
weisung.

Sofortiiberweisung transactions

Page: Orders » Transactions » Sofortiiberweisung

After the customer has confirmed the transaction, it is entered into the list of Sofortiiberweisungtransac-
tions in the shop administration. Since the transaction has been performed, the Pa/d status is set for the
order.

The table lists all the Sofortiiberweisungtransactions.

Search for Sofortiiberweisung transactions

Use the search function to group and filter your Sofortiberweisung transactions. You can also search
specifically by Sofortiiberweisungtransaction numbers.

Otherwise, searching for Sofortiiberweisungtransactions is identical to the general search for orders. For
basic information on using the search function, see Search, on page 28.

HSBC

HSBC (www. hsbc.com) provides solutions for electronic payment processes. The payment method #SBC
offers an interface between your shop and HSBC's own payment system. This allows you to support pay-
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ment by credit card in your shop, via HSBC. HSBC checks the customer's payment data and only permits
transactions with secure data.

Note: Since the recording and processing of an end customer's payment data is performed by HSBC,
you as the merchant are not involved in the handling of this sensitive data and therefore cannot be held
liable.

To set all necessary parameters in the shop administration, see Payment method with HSBC, on page 82.

You must register as a merchant with HSBC. This qualifies you for a Client Alias and a security code (Shared
Secrel) as well as access to the administration area of HSBC. After this, you can configure the #SBC pay-
ment method for your shop.

HSBC transactions

Page: Orders » Transactions » HSBC

The table lists all the transactions customers have performed using HSBC. The 7ype column provides in-
formation about the transaction.

Table 129: Type for HSBC transactions

Type Description

Authorised The customer has successfully finalised the transaction with HSBC. Payment has
not occurred.

Paid Payment has been initiated.

Note: Note thatin the table of HSBC transactions, the type and not the status is shown. I

Debiting of Authorisedtransactions must be done manually by you in the HSBC administration. This will,
however, not change the type display to Pa/d. You must set this using either batch processing commands
or for each order individually.

Search for HSBC transactions

Using the search, you can group and filter HSBC transactions. You can search with the following additional
criteria:

- Transaction no.,
- type,
- Time period in which the transaction was performed.

For basic information on using the search function, see Search, on page 28.

Moneybookers

Moneybookers is an e-money institute and offers all key national and international payment methods from
one source. The money will be transferred in real time. This means that it is available immediately.

Moneybookers offers its payment methods in a unique way:

- Simplicity for the merchant: As a merchant, you only need a Moneybookers account in order to use all
payment methods. Through this interface, you offer your customers all the major payment methods
without needing contracts with each payment method provider. You can very easily offer credit cards
and local payment methods without installation costs and monthly fees.
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- Simplicity for the customer: Your customer can select his desired payment method without being a
Moneybookers customer. He sees the payment methods he is familiar with on the payment page. The
customer's data is transferred to the payment page for Moneybookers so that he does not have to reg-
ister there.

Another advantage of Moneybookers is that the customer does not have to enter any sensitive information
such as bank details or credit card numbers in the online shop. These are all processed by Moneybookers.
The company has an e-banking license and was licensed by the FSA (Finance and Securities Market Regu-
lator of the UK) as an "electronic money issuer" to issue electronic money.

More detailed information about Moneybookers is available at Attp://www.moneybookers.com.

You can offer your shop customers the Moneybookers wallet and all additional payment methods. Create
another payment method for each payment option. The prerequisite for you is that you register with Mon-
eybookers and activate the respective payment options. This registration can be performed from your shop
administration. Read about this and about the required parameters in Moneybookers payment method, on
page 83.

Payment process from the customer viewpoint

The customer is shown the payment methods that you have created in the shop administration.

The customer selects a payment method in the shopping basket based on Moneybookers. Then he is trans-
ferred to the secure payment environment of Moneybookers. There he enters the required payment details
and completes the payment.

Finally, the customer is returned to the shop. The order confirmation is shown to him here. This contains
the transaction number that was assigned by Moneybookers.

Moneybookers transactions

Page: Orders » Transactions »» Moneybookers

After the customer has confirmed the transaction, it is entered into the list of Moneybookers transactions
in the shop administration.

The table lists all the Moneybookers transactions. As soon as a transaction is set to Processedin the table,
the status of the order is set to Pa/d.

Search for Moneybookers transactions

Use the search function to group and filter your Moneybookers transactions. You can also search specifi-
cally by Moneybookers transaction numbers.

Otherwise, searching for Moneybookers transactions is identical to the general search for orders. See also
Search, on page 28.

Saferpay
Saferpay is an Internet payment platform that was developed for use in e-commerce by the Swiss compa-
nies 3C Systems AG and Spolex AG. Saferpay operates in Switzerland. Saferpay communicates with all the

major European banks and has direct connections to the global credit card networks.

Saferpay supports various payment methods and means of payment. It accepts both international credit
cards and locally valid payments.

It guarantees customers a high degree of data security. Before entering payment-related data, customers
are forwarded to the Saferpay platform. Since the shop software and Saferpay operate on different, physi-
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cally separate computers, the payment data of the customer is never stored in the shop system. This sig-
nificantly reduces the risk of abuse of customer data.

All information on accepted payment methods, security standards and about Saferpay in general can be
found at www.saferpay.com.

As a prerequisite for using Saferpay, you must first register with Saferpay. To do this, you must sign in to
Saferpay and order the Saferpay eCommerce package. This package forms the basis for the Saferpay func-
tionality in the shop. You can agree advanced services as part of your Saferpay package. The package de-
fines which payment options are offered to your customers on the Saferpay platform. For information on
the settings required, see Saferpay payment method, on page 84.

Payment process from the customer's point of view

The customer selects a payment method in the shopping basket based on Saferpay. As part of the process,
he is then transferred to the Saferpay Web site. A new window will open displaying the payment options
that you have agreed with Saferpay.

Depending on the selection made here, the customer is taken through a specific Saferpay process to com-
plete the transaction.

Finally, the customer is returned to the shop. The order confirmation is shown to him here. This contains
the transaction number allocated by Saferpay.

Saferpay transactions

Page: Orders » Transactions » Saferpay

After the customer has confirmed the transaction, it is entered into the list of Saferpay transactions in the
shop administration.

The table lists all the Saferpay transactions. As soon as a transaction is debited, the status of the order is
set to Paid.

To see the details of an order, click the order number.

To see the details of the transaction, click the transaction number. This takes you to the Saferpay admini-
stration, where the corresponding transaction data is displayed. If the transaction number is grey, it is a
test transaction. No details can be displayed for these.

To execute the debiting of authorised amounts, mark the respective table entries and click Debit. The
amounts are debited using Saferpay and the order status is changed accordingly.

Search for Saferpay transactions
Use the search function to group and filter your Saferpay transactions. You can also search specifically by
Saferpay transaction numbers.

Otherwise, searching for Saferpay transactions is identical to the general search for orders. See also
Search, on page 28.
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12. Marketing

Here you can find the functions for all sales-promoting activities. Use this to manage your customer rela-
tionships and increase the market availability of your products.

Newsletter campaigns

Page: Marketing »» Newsletter »» General

Use newsletters to send out the latest information about your shop, such as promotional offers or dis-
counts for your customers. Newsletters are sent as e-mail messages.

Before creating a newsletter, you must first create a newsletter campaign. A newsletter campaign can be
regarded as a container for newsletters and related data. Campaigns can be used to group newsletters.
Visitors always subscribe to campaigns on the Web site, not to individual newsletters. This way, they al-
ways receive all new newsletters of one campaign.

The table lists all the newsletter campaigns you have created. The symbols have the following meanings:

Table 130: table symbols for newsletter campaigns

iy Blue icon: Campaign is active and therefore visible on the Web site; vistors can sign up for it

=4 Grey icon: The campaign is not active and therefore not visible on the Web site; visitors
cannot sign up for it. The newsletters can still be sent to addressees that you have assigned
in the administration page.

Click the ID to open the details of a campaign.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

To create a new campaign, follow the steps described in Adding records, on page 26.
Save your entries by clicking Save.

Newsletter campaigns — Texts
Page: Marketing » Newsletter »» Texts
You can configure and edit the texts that describe your newsletters here. The language-dependent text is
displayed on the Web site above the list of newsletter campaigns. It allows you to display information and
notes on your newsletter campaigns for your customers.

For more on formatting, see Working with text fields, on page 35.

Save your entries by clicking save.

Creating a newsletter

What should you do when you create the newsletter? The next section will describe the individual steps in-
volved, without going into too many details. These details are discussed in the relevant chapters. To create
a newsletter and send it to your customers, proceed as follows:

1. Create a newsletter campaign; see Newsletter campaigns, above. Allocate a meaningful name.
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2. Enterthe details of the campaign. Add a description to further explain the name and edit the sender
data. You must set the e-mail address for test distribution. For the basics about the campaign details,
see Newsletter campaigns — Details — General, below. Do not make the campaign visible until all data
has been entered and tested.

3. Create a newsletter; see Newsletter campaigns — Details — Newsletter, on page 207. Allocate a mean-
ingful name.

4. Open the details of the new newsletter and enter the relevant data and lay out the text. For more infor-
mation, see Newsletter details — General, on page 208 and Creating the newsletter content, on page
209. Conduct a test distribution, and check the results. Note that in this test e-mail, the placeholders
will not be replaced by current data.

5. Normally, subscribers register for your newsletter using the Web site. However, if you already have ad-
dressees for the newsletter you must enter them. Do this on the Addressees tab in the campaign de-
tails. Enter the known addressees or import the data. See Newsletter campaigns — Details — Address-
ees, on page 211.

6. Inorder to inform visitors to your Web site of your newsletters and to interest them in subscribing, you
need to enter and display a corresponding text. For more information, see Newsletter campaigns -
Texts, Seite 205.

7. Once all the preparatory work is complete, set the campaign as visible. You can do this eitherin the
campaign details, or by running a batch processing command in the table of newsletter campaigns.

8. Inorderto allow your Web visitors to sign up for the newsletters, you also have to make the corre-
sponding function available on the Web site. This is done using the navigation elements Newsletter
subscription and Link to newsletter subscription. See also Page elements and navigation, on page 181
and Page elements, on page 179.

This completes the creation of the newsletter campaign and publishes it on your Web site.
Newsletter campaigns — Details — General

Page: Marketing »» Newsletter »» General »» [campaign] » General

The various fields have the following meanings:

Table 131: general fields for newsletter campaigns

Field name Description Field type Example
ID Entry field, alpha-  |[NewProducts_DE
numeric
Visible Option button
Name Language-dependent name used to Entry field, alpha-  [New ideas at Mile-
display the campaign numeric, max. 255 |[stones
characters
Description Language-dependent descriptive text [Text field Every month, we will
for the campaign displayed on the Web let you know how we
site; have expanded our
For more on formatting, see Working selection of products
with text fields, on page 35. and services.
Language Language for which the campaign was |Drop-down menu
created;

One feature is the language selection
International. Campaigns created with
this option are valid for all languages.

Sender Name Default setting for all newsletters in the [Entry field, alpha-  [Milestones Team
campaign; numeric
Together with the sender's e-mail ad-
dress, this comprises an extended e-
mail address.

Milestones-Team <info@provider.de»

Page 206 User guide for Web site administrators



Newsletter campaigns Marketing

Field name Description Field type Example

Sender e-mail Default setting for all newsletters in the |Entry field, alpha- |info@provider.de
campaign numeric
Test e-mail Every newsletter in the campaign uses |Entry field, alpha- [test@provider.de

this address for test newsletters; see  |[numeric
Newsletter details — General, on page
208.

At the time of creation, the Web site e-
mail address is entered automatically;
See Address, on page 55.

Subject Default setting for all newsletters in the |[Entry field, alpha-  [New ideas at Mile-
campaign numeric, max. 255 |stones
characters

Save your entries by clicking save.

Newsletter campaigns — Details — Newsletter

Page: Marketing » Newsletter »» General »» [campaign] » Newsletter
The table lists all the created newsletters. The symbols have the following meanings:

Table 132: Newsletter status

Icon Description ‘
w The newsletter has not yet been sent.
L] The newsletter has not yet been sent, however a sending date has been entered on which

the newsletter will automatically be sent.

i The newsletter has been sent. No more changes can be made. You can however still dupli-
cate the newsletter.

The following icons supplement the status and apply to the send date:

Table 133: icons for the send date

Icon Description ‘
(1 ] No send date was entered. The newsletter has not yet been sent.

s The planned send date has been entered.

o The date when the newsletter was sent is displayed.

To open the details of a newsletter, click its name.
You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 134: specialised batch processing commands for newsletters
Comment

The send date and subscriber list will not be applied.

To create a new newsletter, proceed as described in Adding records, on page 26.

Save your entries by clicking Save.
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Newsletter details — General

Newsletter campaigns

Page: Marketing »» Newsletter »» General »> [campaign] »> Newsletter »» [newsletter] »> General

The various fields have the following meanings:

Table 135: fields for newsletters

Field name {Description Field type Example
ID Entry field, alpha-  [BooksAndMaps
numeric
Name Name used to display the newsletter. |Entry field, alpha-  [Announcement:
This is language-dependent. numeric, max. 255 [Books and cards
characters
Template + Selection of a template for the newslet- |Drop-down menu +

Load template

ter text;

This is loaded into the text field. Any
text present will be removed after the
deletion confirmation is displayed and
confirmed.

Button

categories from tray

Tray, on page 21.

Use HTML Yes: All formatting information will be |Option button
included.
No: The text will be sent without HTML
codes.
If the recipient does not receive HTML,
the text is sent without HTML (in plain
text) regardless of the current setting.
Subject Used as a subject in the newsletter e- |Entry field, alpha- |Travel literature at
mail message numeric, max. 255 [Milestones
characters
Text Newsletter content Text field On any&nbsp;tour,
For more information, see Creating the you not only need
newsletter content, on page 209. the right equipment
but also the right
travel literature.
We are excited...
“ Add products and |For more on working with the tray, see |Link

Sender Name

Together with the sender's e-mail ad-
dress, this comprises an extended e-

mail address.

Milestones—Team <info@provider.de»

Entry field, alpha-
numeric

Milestones Team

Sender e-mail Entry field, alpha-  |info@provider.de
numeric
Send date Time at which the newsletteris auto- [Date field 10.8.2008 08:30
matically sent.
Date sent Display
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Field name

Description

Marketing

Test e-mail

Test sending to this address;

To do this, click Send test e-mail.

The button is disabled if no recipient
has been entered for the test e-mail;
see Newsletter campaigns — Details —
General, on page 206.

When sending a test e-mail, the place-
holders will not be replaced by current
data. No coupons are created for test e-
mails.

Field type

Example

balu@provider.de

Coupon campaign

Adding coupon information to the
newsletter;

After selection and saving, two new
functions are activated for this. See
Coupons, on page 214 and especially
the section Using coupons in newslet-

ters, on page 217.

Drop-down menu

Save your entries by clicking save.

A newsletter can be sent in the following ways:

- Enterthe send date and save your entries by clicking save. The newsletters will be sent at the sched-

uled time.

- Click send now. The newsletters are sent immediately. The send date is ignored. A window with a pro-
gress bar indicates the send status. You can close the window at any time and the send process con-
tinues in the background.

Note: The system has a setting for the maximum number of e-mails that can be sent immediately. If the
number of e-mails to be sent using the Send now command exceeds this, the e-mails will automatically
be sent later in the background. You will receive notification of this.

After the newsletter has been sent, the corresponding data can no longer be changed and the newsletter
cannot be sent again. You can use the Duplicate function to create a copy of the newsletter which you can

use to edit or send out.

Note: No newsletters can be sent in test shops; the Send now button is disabled.

Creating the newsletter content

The content of a newsletter can contain manually-created text and contents from the database, such as
product and customer data.

Figure 29 shows a page that offers all these possibilities.
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Hewsletter campaigns + New ldeas at our Shop + Anncuncement: Books and maps

General Attachments Recipient

._@, Note

= %ou have connected thiz nevwsletter to & coupon campaign. Enter the coupon code inthe text. You can do soin the following ways:

v Usze the "Coupon code" placeholder .
v Click "Ingert coupon template”.

Mote when sending the nevesletter:
v A code iz created for every recipient in the coupon campaign. You do not need to create any coupon codes manually .
v A placeholder is shown instead of the code in the test e-mail.

I Booksandhisps Usze HTML @ vez O Mo

Mame Announcement: Books and maps Subject Travel literature in our shop

Template (Select entry) W Load template
Text =5 Ecit text

TVETY TOUT, o T Ioee TT1e TGP ey Mot cHen e =T, il
Ve are excited to zoon offer your travel guides and maps.<hr /=

fye vou looking for infarmation for specific destinations? Write usi<br /= E-mail
=hr i Display name

Gender

Salutation

Title

First name
Surname

Street (house no.
Town

Postcode

Your Milestone Teatn

Logo
Coupon code

L,}', Add products and categories from tray
‘.:-_-, Insert coupon template

Sender name Shop Team Sender e-mail shopi@provider com
Send date %8  Date sent Mot et sent
Test e-mail Mot specified for this campaign COUROonN campaign Top100 P

{3 Sendtest e-mail

*- Related topics

— v Coupon campaigns
Create caMpaigns inarder to insert coupon codes in newsletters

[ Save ] [ Send now (0] ]

Figure 29: creating the newsletter content

The basic structure and design is selected using a template. The template is loaded into the 7extfield. Text
previously contained there will be deleted after confirmation.

The text and the design can be edited further in the WYSIWYG editor. For more information, see Working
with text fields, on page 35.

To insert product and category information into the newsletter text, put the desired objects into the tray
and insert them using Add products and categories from tray. See also 7ray on page 21.
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The information is entered at the cursor position. Product images are inserted as attachments and a refer-
ence to them is placed within the text; see Newsletter details — Attachments, below.

Insert customer data using placeholders. The available placeholders can be found in the Placeholderbox
on the right side of the text field. To insert a placeholder in the 7extfield, click its name. It will be inserted
in the field at the current cursor position. When sending the newsletter, the relevant information will be
substituted for the placeholders.

You can also send coupons with newsletters. You must create a corresponding campaign before doing this.
See Coupons, on page 214 and especially the section Using coupons in newsletters, on page 217.

The following should be additionally noted:

- Newsletter templates are pre-set. You cannot modify them. To be able to create your own newsletter
template, you can create a newsletter with your own design, duplicate it and use the duplicate to send
a new newsletter.

- Thetemplates contain text which allows the customer to unsubscribe from the newsletter. This text
must be part of every newsletter. It is usual that the customers be informed about the possibility of un-
subscribing from newsletters.

- For customers who subscribed to the newsletter as non-registered users, you can only use the Display
name placeholder for the display name. No data is stored for the other placeholders.

Newsletter details — Attachments

Page: Marketing »» Newsletter »» General »> [campaign] »> Newsletter »» [newsletter] »» Attachments

Product and category images are saved as attachments to newsletters. The body will then contain a refer-
ence to any attachments. These images are sent as attachments with the newsletter e-mail.

If you click the file name, the image will be displayed. If you do not wish to send any images, delete the
pictures from the attachment list as well as the corresponding link in the text.

Note: This deletes the assignment of the image as an attachment, but does not delete the product im-
age itself. This remains connected to the product.

Newsletter details — Recipients

Page: Marketing » Newsletter »» General » [campaign] »» Newsletter »» [newsletter] »» Recipients

Recipients are customers who have received the corresponding newsletter. The table lists all the recipients
of the current newsletter.

If there are a large number of recipients, the time sent shown may differ slightly from the planned send
time.
Newsletter campaigns — Details — Addressees
Page: Marketing »» Newsletter »» General »» [campaign] »» Addressees
Addressees are planned recipients of all newsletters of a specific campaign. There is no direct assignment

of addressees to individual newsletters. Addressees who receive a newsletter are referred to as recipients;
see Newsletter details — Recipients, above.

The table lists all the addressees who are entered in the current campaign. The symbols have the following
meanings:
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Table 136: Status symbols for the list of addressees
[ofe]] Description

@ The addressee is a registered customer who has subscribed to newsletters

(blue)

& The addressee is a registered customer who has unsubscribed from newsletters

(blue)

The addressee is a registered customer who has subscribed to newsletters, but the relevant
(blue) system e-mail has not been confirmed by the subscriber.

& The addressee is not a registered customer, but has subscribed to newsletters

(green)

=) The addressee is not a registered customer and has unsubscribed from newsletters

(green)

& The addressee is not a registered customer who has subscribed to newsletters, but the rele-
(green) vant system e-mail has not been confirmed by the subscriber.

Only visitors in this list can receive the campaign newsletter. Visitors can register for newsletter campaigns
on the Web site. For more information, see Subscription from the Web site, on page 213.

If necessary, you as the administrator can add addressees to newsletter campaigns. You can do so through
the following methods:

- Direct entry of customer name and an e-mail address. This possibility is best for addressees that are
not registered customers.

- Direct entry using customer number

- Add all customers of a specific customer group

- Add from tray

- Importing addressees; see /mporting addressees, on page 213

Basic information on creating new entries in the table is available in Adding records, on page 26.
Save your entries by clicking save.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 137: specialised batch processing actions for addressee administration
Command Comment ‘

Subscribe Status is set to Subscribed

Unsubscribe Status is set to Unsubscribed

Delete This cancels the assignment of registered visitors to the campaign;
Unregistered visitors are deleted from the system for this campaign.

Caution: Deleting this also deletes the "Subscription status" (subscribed or unsubscribed) for the cor-
responding customer. If one of the customers is added to the campaign later, the status is automatically
set to subscribed. This can lead to legal problems if a customer receives a newsletter from which he had
actually unsubscribed. Think about this before deleting a customer from the addressee list.

For registered customers, deleting from the list only removes the assignment to the campaign. The rest of
the customer data remains intact.

Page 212 User guide for Web site administrators



Newsletter campaigns Marketing

Importing addressees

Use this function to add subscriber lists prepared elsewhere. The data must exist in a simple text file with
individual values are separated by a specified delimiter. When creating the file, orient yourself on the ex-
ample shown on the page.

The various fields have the following meanings:

Table 138: general fiels for a newsletter campaign
Field name Description Field type Example

Delimiter Selection of the delimiter used to di-  |Drop-down menu
vide data fields in the import file;

The default setting matches the current
regional setting in the administration.

Import file Enter the name of the import file in this |Entry field, alpha-  |C:\temp\import.csv
field. Either enter the name of the file |numeric
with its path directly or click Browse to
search for the file.

Click 1mport to begin the import.

Addressee search

Use the search to find a specific group of addressees or a specific addressee. For basic information on us-
ing the search function, see Search, on page 28. The search only applies to the current campaign.

Subscription from the Web site
Registered users can view the available campaigns on the Web site in the My Account section under News-
letterand can subscribe to the newsletter.

To do so, he selects the newsletter and clicks Subscribe.

Due to security reasons, the customer receives an e-mail message that asks him to confirm that he has
subscribed to the newsletter. After confirmation, he is added to the addressee list with the status Sub-
scribed. This is to prevent unauthorised people from subscribing to the newsletter on behalf of others.

Unsubscribing from newsletter is done the same way. The customer must confirm unsubscribing by e-mail
for his status for the corresponding newsletter to be set to Unsubscribed.

Note: The subscription and unsubscription of newsletters and the corresponding confirmations are
events for which the system sends e-mail confirmations. To enable this, the corresponding e-mail
events must be activated; see £-mail settings - Events, on page 91. If you, as the administrator, assign
customers to newsletters, then no event is triggered.

For unregistered customers, you must provide one of the following page elements:

- Link to newsletter subscription
The customer is shown a table listing the available newsletter campaigns. He selects the newsletter and
provides the name and e-mail address of the recipient in the corresponding fields. The rest of the proc-

ess is the same as for registered users.

- Newsletter subscription
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The customer provides a name and a e-mail address and clicks Subscribe. He is shown a table with the
available newsletters. His data is entered into the fields and he is informed of the confirmation e-mail.
He is then automatically subscribed to all newsletter campaigns shown. Note this when using this page
element.

For more on working with page elements, see Page elements and navigation, on page 181.

Coupons

Page: Marketing »» Coupons

Use coupons to offer your customers various price reductions. Create a coupon campaign for each promo-
tion.

Note: Coupon campaigns can always only be created for one currency. To offer coupons for the same
event using another currency, you need to create a separate campaign.

The table lists all the coupon campaigns which you have created. To see the details of a coupon campaign,
click the ID.

The Redeemed column is a good indicator of the success of your marketing promotion, since you can see
here how well the coupon campaign was accepted.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27.

Note: All coupons remaining in the possession of customers after the deletion of a campaign which are
not redeemed lose their validity and are no longer recognised by the system.

To create a new campaign, follow the steps described in Adding records, on page 26. Save your entries by
clicking save.

Coupon campaign — General

Page: Marketing »» Coupons » [coupon] »» General

The various fields have the following meanings:

Table 139: parameters for coupons
Field name/ ID ‘Description Field type Example

ID Entry field, alpha- [NewPayment
numeric
Name Language-dependent name used to Entry field, alpha-  [New payment
display the campaign numeric method
Description Description of the campaign. This is Text field Use of the payment
language-dependent; method cash on
For more on formatting, see Working deliveryis rewarded
with text fields, on page 35. with a coupon.
Currency Display
Absolute value Absolute amount per coupon Option button + €4
entry field, numeric
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Field name/ ID ‘Description Field type Example
Percentage value The value of the coupon is proportional [Option button + 5 %
to the value of the goods in the shop- [entry field, numeric
ping basket
All products in the shopping basket
will be discounted.
Waive delivery costs Option button
Minimum order value [Shopping basket value at which the Entry field, numeric [€50
coupon can be redeemed
Coupon code length |Variable length of the coupon code for [Drop-down menu (16

different uses and security levels

Time frame

Length of the validity period for the
coupons in the campaign;

It is necessary to enter both the date
and time;

Use the symbols ™ next to every date
field to enter the current date along
with the time.

Date field

01.05.08 00:00

Number of valid cou-
pon codes

Number of coupon codes that will be
accepted by the system.

Entry field, numeric

100

Redemption voids the
coupon code

Yes: Every coupon code can only be
used once

No: A coupon code can be redeemed
multiple times

Option button

Save your entries by clicking save.

Note: You can only edit the parameters on this page if coupon codes have not yet been generated. If
you would like to edit the values again, you need to delete all coupon codes.

rent time period.

Caution: An entry field for entering the coupon code is made available to the customer in the shopping
basket. However, this field is only displayed if there is at least one coupon campaign valid for the cur-

Note: If you specify the validity period of coupons, remember to respect any statutory provisions re-
garding the validity of coupons.

Coupon campaign — Validity

Page: Marketing » Coupons » [coupon] » Validity

You can link the validity of coupons to certain conditions. These are conditions such as using specific de-
livery and payment methods as well as purchasing specific products. A coupon can only be redeemed if the
order fulfils these criteria.

The table lists all the conditions that limit redemption of a coupon for the current campaign. If no entries
are in the table, customers can redeem the coupons without any restrictions according to the general set-

tings.

The various entries are inserted into the table from the tray. For more on working with the tray, see 7ray, on

page 21.
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The conditions of the same type are connected with an OR. Conditions of different types are related by
AND.

The following example demonstrates this:

You have included a specific product, the payment method Cas/ and the delivery method Pick upin the

table. To be able to redeem a coupon from this campaign, a customer has to order the product entered and

select the delivery method Pick up and the payment method Cash.

To remove a condition from the table, select the relevant conditions and click Remove assignment.
Coupon campaign — Coupon codes

Page: Marketing »» Coupons » [coupon] »» Coupon codes

The table shows all the coupon codes that belong to this campaign.

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 140: specialised batch processing actions for coupon codes

Comment

Export all coupon codes This saves all the coupon codes in a text file for use in external systems.

You can generate coupon codes with the following methods:
- Manual creation

Proceed as described in Adding records, on page 26.
- Automatic generation using the code generator

Enter the number of codes that you want to generate in the Numberfield and click Generate codes
automatically.

- Creating new coupon codes using newsletter dispatch

See Using coupons in newsletters, on page 217.

Note: As soon as you have generated coupon codes, you can no longer modify the basic settings on the
Generalpage. Delete all coupons in order to be able to change the parameters again.

| Note: Deleted coupon codes lose their validity and can no longer be redeemed by customers. I

Creating coupons

What should you do when you create coupons? The next section will describe the individual steps in-
volved, without going into too many details. These details are discussed in the relevant chapters. To create
coupons and make them available to your customers, proceed as follows:

1. First, create a coupon campaign; see Coupons, on page 214. Allocate a meaningful name.
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2. Enterthe details of the campaign. Add a description to further explain the name. Describe clearly why
and for what reason you are issuing coupons, so that there are no misunderstandings when they are
redeemed. This especially applies to coupons to which specific conditions are attached. For informa-
tion on the settings required, see Coupon campaign — General, on page 214.

3. Ifyou want to stipulate further conditions on the redemption of the coupon, in addition to the mini-
mum order value and validity period, see Coupon campaign — Validity, on page 215. Configure the cor-
responding conditions on the Validity tab.

4. Create the coupon codes. For more details, see Coupon campaign — Coupon codes, on page 216. If you
want to distribute the coupons to your customers through a newsletter, you do not need to assign cou-
pon codes. See Using coupons in newsletters, unten.

5. Ifyou do not want to distribute the coupons to your customers through a newsletter, you can export
the generated coupon code and then distribute them to your customers via other channels.

Using coupons in newsletters

For basic principles on newsletters, see Newsletter campaigns, on page 205.

First, create a coupon campaign.

Note: You do not need to generate any coupon codes. The system generates a new code for each news-
letter that is sent.

In the newsletter, you have the ability to select and assign these coupon campaigns; see Figure 30.
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Hewsletter campaigns + New ldeas at our Shop + Anncuncement: Books and maps

General Attachments Recipient

._@, Note

= You have connected this nevwsletter to & coupon campaign, Erter the coupon code inthe text. You can do soin the following ways:
v Usze the "Coupon code" placeholder .
v Click "Ingert coupon template”.

Mote when sending the nevesletter:
v A code iz created for every recipient in the coupon campaign. You do not need to create any coupon codes manually .
v A placeholder is shown instead of the code in the test e-mail.

I Booksandhisps Usze HTML & vez O Mo

Mame Announcement: Books and maps Subject Travel literature in our shop

Template (Select entry) W Load template
Text =2 Ecit text

In every tour, you need the right travel litersture <br /= il

Ve are excited to zoon offer your travel guides and maps.<hr /= g 5

Are you looking for information for specific destinations? Write usi<br /= E-mail

=hr = Display name

Your Milestone Team Gender
Salutation
Title
First name
Surname
Street (house no.
Town
Postcode

I Coupon code

i . P | Lact Leat H
— P F T Al Sl fIOI'IltI'-'Ijl'

‘.:-_-, Insert coupon template

Sender name Shop Tesm Sender e-mail shop@@provider com
Send date %8 Date sent Mot et sent
Test e-mail Mot specified for this campaian Coupon campaign

[ {#2 Send test e-mail ] [Select ertry)
Mewy products

—= + Coupon campaigns
Create campaigns in order toinsert coupon codes in nevwsletters

*=) Related topics

[ Save ] [ Send now (0] ]

Figure 30: selecting a coupon campaign for the newsletter

After selecting the coupon campaign and clicking Save, certain functions are available for your newsletter:

- Anew placeholder fora coupon code

Place the Coupon code placeholder in the newsletter text. When sending the newsletter, a separate

coupon code is generated and entered for each customer.

- The link Insert coupon template
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This allows you to add not only the code but also additional information about the coupon campaign.
The customer receives with the newsletter the name and description of the coupon campaign, the price
reduction the coupon provides, and the coupon code itself.

Save your entries by clicking Save.

Product Portals

Page: Marketing » Product portals

Product portals are Internet platforms that collect and offer products of various merchants in a single cata-
logue. They are also product search engines that help customers find and compare products and which
contain a direct link from the product to the merchant's shop. For you as the merchant, this can be used to
offer your products to a larger group of possible customers. To do so, you must export your products to the
respective platform.

The table lists all the available product portals.

A list of country platforms exists for each portal. You can export your products to these platforms. The in-
stalled languages and currencies determine the available countries; see Country settings, on page 87, and
whether the portal supports this country.

Every country platform must be configured individually. To do this you must enable the platform. This can
be done by selecting the relevant check box in the Active column and saving the entries by clicking save.

The name of an active platform is displayed as a link. Click this link to open and edit the settings for this
platform. If a platform is active, you can open the export product list directly by clicking the (icon.

Clicking the @ icon opens the home page of the relevant country platform.

To deactivate a platform, remove the mark in the relevant check box in the Active column and save your en-
tries by clicking save.

If you cannot select a check box, the requirements for the corresponding platform have not been satisfied.
A relevant notification is displayed.

The settings for each country platform are edited in the following tabs:

- General: By and large these are common setting options; see General settings, below. Specialised pa-
rameters are possible; see the chapters on the individual portals.

- Products: The product list is edited for all platforms in the same way; see Product list and export,
below. Differing contents are possible

- etracker reporting: All platforms are edited in the same way; see efracker reporting, on page 221. Dif-
fering contents are possible.

Note: The portals do not support HTML coding in the product descriptions. The HTML codes are filtered
out during export to allow you to use your product descriptions in the portals.

General settings
Page: Marketing »» Product portals » [portal] »» General

These settings and comments are valid for all portals.

To use a portal, you must register there. A link to the registration page is available for every portal. In addi-
tion, there is a link to the home page of the portal.
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The fields which are the same for all portals have the following meanings:

Table 141: general settings for all portals

Field name/ Description Field type Example
Land Regional setting Display Germany
Language Display German
Currency Display €

Export all products  [The current product list is ignored. All  |Option button
products are exported.

New products are automatically con-
sidered during the next export.

Export variation If variation products exist, this setting [Option button
products individually |determines whether the variation
products themselves are exported or
only the master product.

The option becomes active when £x-
port all productsis set to active.

Delivery method The costs of the method you select Drop-down menu
here are displayed together with the
product on the portal.

Image All the attachments for the product are |Drop-down menu
listed in this drop-down menu.

An image file is expected for the ex-
port.

If you have allowed other file types
for the product type, such as PDF
files, then you may only select one
image file from the drop-down menu.

Description Drop-down menu

Repetition The export and uploading (if required) [Drop-down menu
are repeated automatically at set inter-
vals. This updates modified product
information on the platform.

This is also necessary for the portals
which remove products from the cata-
logue after a certain time, for example,
Google Base after 30 days. This allows
you to keep your products up-to-date in
the portal catalogue.

Display export file || ink to the export file. This becomes  [Link
visible after export.

Save your entries by clicking save.

Note: Due to security reasons, passwords are displayed as 8 asterisks in the entry field irrespective of
their original length.

If the Export all products option is set to Yes, the Products tab is inactive. Although the product list cannot
then be edited, any assignments remain.

The Export button becomes active when the Export all products option is set to Yesor products are added
to the product list.
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If the platform requires the export file to be uploaded to it, the Upload button is displayed. This becomes
active when all parameters are set correctly and the export file is generated.

Note: Once you have configured all the parameters and an interval, test the settings manually using
Upload. This way you can make sure that the parameters are set correctly for the automated upload
process.

To edit the product list, go to the Products tab.

Product list and export
Page: Marketing » Product portals » [portal] »» Products
The Products tab can be found in the details of every country platform in a product platform. On this page,

you can manage the products which are exported to the relevant platform. The editing for all portals is the
same.

The table lists all the products which are to be exported. You can sort the table by column. For more de-
tails, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 142: specialised batch processing commands for product export to product portals
Command Comment ‘

Remove assignment If you remove products from the export list, the products themselves are not
deleted

Remove all assignments All the products are removed from the export list.

To add new entries, follow the steps described in Adding records, on page 26.

Caution: The products can only be exported to a portal if the prices are only specified for the tax model
that is used by the portal. For example, if the portal expects prices that include tax, you must have
specified only the gross (tax included) prices for the products, and no others.

To export products, go to the General tab of the relevant platform and click Export.

When products are included in the export file, the system checks whether all the requirements on format
and content have been met. If a product does not fulfil one of the criteria, an error is displayed after the
process is complete. There are two classes of errors — simple errors where the data can be automatically
corrected in such a way that the product can be exported and serious errors where the product cannot be
exported.

If errors occur, you will be notified of this and offered additional details. To do this, click the Details link.
You will receive notification of every error and can then directly open the relevant product using the link
and edit and correct the information.

etracker reporting
Page: Marketing »» Product portals »» [portal] »» etracker reporting
Etracker allows you to monitor the efficiency of a portal connection. Using statistics, you can generate a

cost-benefit analysis for each platform. This provides you with full control over your costs, and a tool that
will allow you to manage your work with individual portals.
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To do this, the etracker functionality must be available in the Web site administration. Verify that the
etracker link in the Marketing sub menu is active. Contact your provider and apply for the activation of this
function. The etracker functionality, which is activated for your Web site by default, is based on the Basic
services from etracker. To configure an etracker campaign, you must apply for the Advanced Services:

- Open the Configuration in the etracker administration.
- Openthe change service function.
- Select the Advanced Services option and complete the process according to the instructions.

The basis for the reporting is a parameter you enter on the etracker reporting tab for each country plat-
form. Each platform has its own parameter. The parameter is linked to the products which are exported to
the platform. If a customer is forwarded to your shop through the portal, the platform is recognised by the
parameter and the transactions are evaluated by etracker.

The parameters can only be generated through your etracker account in the channel of an etracker cam-
paign. You must create a channel in a campaign for each country platform in etracker. The relationship be-
tween the channel and the campaign in etracker is comparable with the relationship between the country
platform and the portal in the shop administration.

To create an etracker parameter for a country platform, you must create a channel in a campaign in your
etracker administration, and export the parameters there. Proceed as follows:

1. To do this, start the campaign assistant from Marketing » Campaigns » Management » Campaign as-
sistant.

2. Select the Manual option and click Next.

3. Enterthe name and additional parameters for the campaign. It is recommended that you name the
campaign after the portal for which it is being configured. Save your entries by clicking Enter new cam-
paign.

4. You can now add a new channel to the campaign. This must be a URL parameter channel. When you
create the channel, the necessary parameter is also created. Enter the channel and the country plat-
form for which the parameter is intended.

5. Open the details for this channel.

6. The parameteris generated and is located in the read-only URL field, e.g. et_cid=3&et_lid=4.

7. Inaddition you can enter some cost parameters which are specified in the contract for the relevant
platform.

8. Save your entries by clicking Save changes.

Enter the parameter in your Web site administration. To do this, open the portal page in the Web site ad-
ministration and click the corresponding country platform for the parameter. Switch to the etracker
evaluation tab. Enter the parameter in the URL parameterfield. Save your entries by clicking Save.

In addition to this, Pangora also has sub-channels. When you export products to Pangora, these are dis-
tributed by Pangora to the attached portals. To allow etracker to evaluate the portal via which the customer
was forwarded to your shop, relevant sub-channels are displayed in the statistics. You can create, for ex-
ample, a Pangora Germany channel. Pangora then distributes your products to portals such as Fireball.de
and freenet.de. In the etracker statistics, the Pangora Germany channel contains sub-channels for Fireball
and freenet. Pangora uses abbreviations for the sub-channels. Contact Pangora for an explanation of
these.

Pangora

The general settings, which must be edited for every portal, are described in General settings, on page 2189.

Note the following exceptions:
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Table 143: specialised settings for the Pangora export

Field name/ ID Description Field type Example

Merchant ID You receive this ID when you register  |Entry field, alpha- [1234
with Pangora. numeric

FTP user name FTP transfer is password protected. Entry field, numeric

You receive the information when you
register with Pangora.

This is not identical with the sign in
name for the Pangora administration
area.

FTP password Password needed to transferinforma- |Entry field, numeric
tion via FTP;

This is not displayed for security rea-
sons.

Promotional Text A short description of the product, Drop-down menu
max. 25 characters.

Save your entries by clicking save.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Kelkoo
The general settings, which must be edited for every portal, are described in General settings, on page 2189.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Note the following exceptions:
The Export file and the Export intervalfields do not exist for Kelkoo.
The export of the prepared products is done in two steps:

1. Save the product list to the export file in Kelkoo format by clicking Export
2. Upload the export file to Kelkoo.

Register with Kelkoo before uploading. Use the Register with Kelkoo link. After you register, select the
country in Kelkoo for which you want to upload the product list. This must correspond with the country dis-
played in the general platform settings in the shop administration. In Kelkoo, enter the shop URL that is
displayed in the note at the top of the page.

Click the Upload product data link on your Kelkoo administration page. In the next dialog, enter the file
name of the export file. Either enter the name of the file with its path directly or click Browse to search for
the file. Start the upload by clicking Submit catalog. When this is complete, the products are available for
the Kelkoo search.

Note: Do not open or edit the export file, otherwise the correct import of the exported file to Kelkoo
cannot be guaranteed.

Google Base

The general settings, which must be edited for every portal, are described in General settings, on page 2189.

Note the following exceptions:
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Table 144: specialised settings for Google Base Export

Field name/ ID Description Field type Example

FTP user name FTP transfer is password protected. Entry field, numeric
You receive this information when you
register with Google.

This is not identical with the sign-in
name for the Google Base administra-

tion area.
FTP password Password needed to transfer informa- |Entry field, numeric
tion over FTP.
This is not displayed for security rea-
sons
File name Name of the file you entered in the Entry field, numeric [googleExport.txt

Google Base administration for upload.

Save your entries by clicking Save.
Note the following exceptions:

- After uploading your data to Google, it may take up to two weeks until Google verifies and displays it.
You must wait for Google to do this. You do not need to repeat the export during this time. If you want
to have your information available in Google Base at a particular time, you must plan in advance.

- Ifthefile contains errors, the incorrect products are not displayed at Google Base. Pay close attention
to any error messages during export, correct the error and start the export again.

- Always use the same file name, otherwise the system will not recognise the file and it will not be proc-
essed.

- Your products will be removed from the Google Base catalogue after a certain time. Therefore, to offer
your products on Google again, upload a file at least once a month.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

guenstiger.de
The general settings, which must be edited for every portal, are described in General settings, on page 219.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Preissuchmaschine

The general settings, which must be edited for every portal, are described in General settings, on page 2189.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Shopping.com

The general settings, which must be edited for every portal, are described in General settings, on page 2189.

Note the following exceptions:
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Table 145: specialised settings for Shopping.com export

Field name/ ID Description Field type Example

Merchant ID You receive this ID when you register  |Entry field, alpha- [1234
with Shopping.com. numeric

FTP user name FTP transfer is password protected. Entry field, numeric

You will receive this information when
you register with Shopping.com.

This is not the same as the sign-in
name for the Shopping.com admini-
stration area.

FTP password Password needed to transferinforma- |Entry field, numeric
tion via FTP;

This is not displayed for security rea-
sons.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Ciao
The general settings, which must be edited for every portal, are described in General settings, on page 2189.
Note the following exceptions:

Table 146: Special settings for Ciao export

Field name/ ID Description Field type

Merchant ID You receive this ID from Ciao. Entry field, alpha- (12345678
numeric

Show link to review [Here you can show a link that your Option button

customers can use to leave a review at
Ciao. This link is shown on the order
confirmation page and in the order
confirmation e-mail

Save your entries by clicking Save.

You can display the Ciao logo in the form of a page element. A link is available for this logo. This also al-
lows the customers to enter a review at Ciao.

The export file is retrieved by Ciao each day.

For more on product export, see Product list and export, on page 221. For more on etracker evaluation, see
etracker reporting, on page 221.

Google registration

Page: Marketing »» Google registration

As well as regular customers knowing the address of your Web site, an important factor for the success of
your Web site is that the Web site and its content can be found by Internet search engines.

To ensure this, you need to register your Web site address with the search engine operators. The program
provides a registration function for registering with Google, one of the most popular search engines.
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The Home pageis the address of your Web site, and is entered like this in Google's records. You can add
notes or text about your Web site in the Web site comments field. This is to provide information to the em-
ployees of Google Services and is not displayed in the search results.

To register your Web site with Google, click Register.

Registering your site with Google does not guarantee that it will be added to the search index. Note the in-
formation about this on the Google Web site.

You can click the link Display indexed pages to start a Google search for your Web site. You can verify im-
mediately how your Web site is located and listed by Google.

Note: Make sure that as many sites as possible link to your Web site. The more sites that link to your
Web site, the greater the chance that your Web site address will be included in the index and will be
found during a Google search.

Trusted Shops

Page: Marketing » Trusted Shops

Your customers require a high level of security for online purchases. Certification from Trusted Shops

(www. TrustedShops.de) ensures this security for your customers and helps build trust in your shop. Along

with checks for security and data protection, Trusted Shops also offers a money-back guarantee and com-

prehensive customer service.

Your shop is optimally prepared for certification with Trusted Shops.

The quality seal offers you, as a merchant, additional benefits:

- You present the image of a professional, proven online merchant and are listed on the Trusted Shops
Web page.

- Thereis a lower rate of purchase cancellations because customers trust the seal of approval;

- Yourshopis also advertised on the secure shopping portal.

The customer can click the seal. This opens the Trusted Shops site and shows him the advantages and se-
curity measures of you shop.

You can find all relevant information at Attp://www.trustedshops.comy.

When the check is successfully completed, you will receive a Trusted Shop ID from Trusted Shops.

Enter the Trusted Shop ID in the entry field. Save your entries by clicking save.

You then have the right to display the Trusted Shops quality seal in your shop. There are two navigation
elements which you can place on your Web site for this purpose. For more information, see Page elements
and navigation, on page 181. An information message will be shown if you have not yet placed a page

element on your Web site, despite having entered an ID.

If you have not saved a Trusted Shops ID, the Trusted Shops page element will not be displayed on the
Web site.

etracker statistics

etracker Web controlling (www.etracker.de) is an Internet application for evaluating user data. This data is
recorded and analysed in real time. Depending on the services offered, there may be a fee. Etracker nor-
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mally offers recording and reporting of visitors, click behaviour, pages opened, click paths, viewing times,
and so on. Use these numbers to evaluate and influence the success and effectiveness of your Web page.

Based on a cooperation agreement between etracker and your provider, the shop system transmits addi-
tional data to the etracker reporting to enable statistical reporting.

You can also use etracker to evaluate how your customers click on your Web pages. Etracker provides the
Clickmap and Heatmap functions for this purpose. The Web site is ready for this analysis and sends the re-
quired data to etracker. In order to use the functions, you need to enable the 7ransfer as URL parameterop-
tion in the etracker administration. Contact your etracker support contact for more information.

General
Page: Marketing » etracker statistics »> General
This is where you should enter your etracker registration data, and where you can manage the basic set-

tings for search engine campaigns. If necessary, you can register automatically with etracker. The tab is di-
vided into the following sections:

- Set up etracker account; see Setting up an etracker account, below
- Registration data; see Registration data, below.
- Search engine reporting; see Search engine reporting, on page 228

Setting up an etracker account

If you have not yet registered with etracker, you can sign up here automatically. Once you have entered the
registration data, this section will no longer be displayed.

Enter a password, complete the password confirmation and click Set up account. Use this password to
sign in to the etracker administration.

Customer number, Security code, and Direct Login Bookmark will be entered automatically in the registra-
tion information.

You can also register automatically in the Set-up assistant. For more about this, see Setfup assistant, on
page 47, under Finish.

Registration data

If you have already registered with etracker, enter your registration information in the corresponding fields
here. This includes the Customer number, Security code, and Direct Login Bookmark.

You can find the Security code in your etracker administration at Configuration » HTML code » Automatic
creation.

You can create the Direct Login Bookmark in your etracker administration under Configuration » Personal
settings in the Statistics settings section.

Save your entries by clicking Save.

After you save the registration data, the Show etracker statistics link is displayed. Click this to go to your
etracker administration.

The statistics displayed depend on your contract with etracker. The following statistics are available by de-
fault:
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Table 147: default statistics for etracker

Statistics area b

General History

Hourly performance

Usage Page impressions per page

Origin Overview

Top providers

Top sites

Search engines

Geographic range by country

Visitor tracking Last Visitor

Visitors per hour

per weekday

per week

per month

peryear

Technology Operating systems

Screen size

Colours

Browsers

Language

Supported techniques

Reports Daily statistics report

Marketing reports Leads & Sales

Search engine reporting

Using etracker, you can evaluate how easy it is to find your Web site using search engines such as Google
or Yahoo. You must create a campaign to do this in etracker. For basic information on campaigns and how
to create them in etracker, see efracker reporting, on page 221.

For this purpose, choose the Search engine campaign type. After you have created the search engine cam-
paign, open the details. The code parameter for this campaign is displayed here. It takes the following
form:

var et_se=13;

Enter the number, in this case 13, in the field of the same name on the General tab in the Web site admini-
stration.
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Save your entries by clicking save.

Pages
Page: Marketing »» etracker statistics » Pages

The table lists all the pages that can send information to etracker. Select the check box in the £Enabled col-
umn for the pages for which information should be sent.

You can also specify an importance value for the individual pages. This defines how important it is for you
that your customers view these pages. Using the etracker statistics, you can then evaluate which of the
pages that you consider important are actually visited by your customers.

Select the corresponding importance for the page using the drop-down menu. The most important pages
are allocated the setting 10.

Save your entries by clicking save.

Note: Depending on your page cache settings, you will need to update your pages after saving them.
For more information, see Page cache/optimisation, on page 54.

To view the records and statistics for your Web site, open your etracker administration page.

Product recommendations

Page: Marketing » Product recommendations

A product recommendation comprises sending an e-mail with a link to a certain product. The product rec-
ommendation is sent by customers to other customers, in the product detail view. The Recommend prod-
uct link is displayed in the shop for this purpose.

The various fields have the following meanings:

Table 148: fields for rduct recommendation

Field name Description Field type Example
Allow product rec- The function is activated foryour cus- [Option button
ommendations tomers;

The corresponding link is displayed in
the product detail view.

Product recommen- [This restricts the function to registered |Option button
dation only for signed |customers.
in customers

Maximum number of [This is the maximum number of prod- [Drop-down menu
recommendations uct recommendations per day for regis-
tered customers.

Note: This limitation can only be set for registered customers. If this function is available to all custom-
ers (registered and unregistered), then all customers can send product recommendations up to a maxi-
mum limit. This is set at 100 recommendations per customer per day.

Save your entries by clicking save.
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Caution: For the system to be able to send product recommendation e-mail messages when this func-
tion is enabled, the event must be activated in the e-mail settings. For more information, see £-mail set-
tings, on page 90.

Product inquiries

Page: Marketing » Question about product

You can give your customers the opportunity of submitting questions about products. For this purpose, set
the Allow question about product option to Yes.

When this option is enabled, customers to your shop can call up a form in the product details view, in
which they can enter questions or suggestions about the specific product for submission to you. You will
receive a corresponding e-mail.

Caution: For the system to be able to send questions about products by e-mail, the event must be en-
abled in the e-mail settings and you must have entered a recipient address. For more information, see £-
mail settings, on page 90.

eBay

You can manage your eBay items and orders here. For information about the settings required, see eBay
settings, on page 98.

Iltems
Page: Marketing »» eBay » ltems
The table lists all the items for sale on eBay. The symbols have the following meanings:

Table 149: icons for eBay items

Icon Description

3 The item has been created, but not yet verified and not yet placed on eBay. It can still be
edited.

| The item has been created and verified but not yet placed on eBay. It can still be edited.

- | The item has been created, has been verified, and will be placed on eBay at the set time. It
can still be edited.

=3 The item has been placed on eBay and the sale is running. It can no longer be edited.

~ The sale is finalised. The product has been sold.

~3 The sale is finalised. The product has not been sold.
The item has been created as a "Buy It Now" item, but has not yet been verified or placed on
eBay. It can still be edited.

- The item has been created as a "Buy It Now" item, and has been verified, but has not yet
been placed on eBay. It can still be edited.
The item has been created as a "Buy It Now" item, has been verified, and will be placed on
eBay at the set time. It can still be edited.

- The item has been placed on eBay as a "Buy It Now" item and the item is for sale. It can no
longer be edited.

il The sale is finished, the product has been sold for the Buy It Now price.
o The sale is finished, the product has not been sold for the Buy It Now price.
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Description

¥ The sale is still running. The customer has received an e-mail about finalising the order in
the shop, but has not yet finalised the order. You can resend the finalisation request e-mail.
To do this, click the link. You are then forwarded to the page of eBay orders. Run the corre-
sponding batch process command. For more information, see Orders, on page 235.

To open the details of an offer, click the name. As long as the item has not been sent to eBay, you can edit
the details. See /tem settings/eBay assistant, on page 232.

The availability of the corresponding product is shown using an icon following each item. The icons are the
same as those used in the product table; see Products, on page 103. To view a product, click the icon.

Details of items which are for sale on eBay and of closed eBay sales are displayed in an overview. They
cannot be edited. To view the product details, click the product link. To view the item offered on eBay, click
the item link. There is also an Orders tab. All orders pertaining to this offer item are displayed here. The ta-
ble is comparable in composition and function to the table for all eBay items. For more information, see
Orders, on page 235.

In the Current bid column of the items table, you can see the current bid for the item, as well as how many
bidders have bid on the item. If you offer more than one product for sale, the number of products that have
been bid on is displayed in brackets.

The coloured bar in the Current bid column shows the relationship between the current price and the sales
price in the shop. An arrow marks the current value. The colour fields have the following meanings:

Table 150: colourfields foritem price
Colour Description ‘

red Item price is lower than the shop price
yellow Item price is similar to the shop price
green Item price is higher than the shop price

You can sort the table by column. For more details, see Sorting using column headings, on page 28.

Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised actions can be performed:

Table 151: specialised batch processing commands for eBay items
Command Comment ‘

Duplicate When you duplicate items for sale and finished items, the new item is cre-
ated in the start status.

Repeat an item Copies of an item can be placed automatically in set intervals.

The start item must be defined as a planned item with set start time.

In the first step, select the start item and run the command. Next, you must
set the repeat intervals. Enter the interval between items and specify how
often the items should be created. Execute the command by clicking Create.
If the product is not available and the option Cannot be added to shopping
basketor Set to "Not Visible"is enabled in the product settings, the item
cannot be uploaded automatically to eBay.

Verify You can only test items that are not yet for sale on eBay or that are already
finished.
Offers that have not yet been verified cannot be placed on eBay.

Upload to eBay The selected items are placed on eBay immediately, irrespective of a
planned start time.
The item must have been successfully verified.
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Command Comment ‘

Delete Items that are for sale on eBay or are finished are only removed from the
table and not deleted in the eBay system.

Update all items Queries the state of all items on eBay and updates the display in the table

To create a new item, follow the steps described in Adding records, on page 26. Enter the product number
in the direct entry field. Save your entries by clicking save.

You can also upload the item to eBay when it is generated. Select the Upload as an eBay item immediately
check box before saving the entry or importing the item from the tray. The item will be checked and sent to
eBay.

The default values will be used for new items; see Default values, on page 235.

Itis also possible to create a new item from a product directly. For more information, see eBay, on page
122,

Item settings/eBay assistant
Page: Marketing »» eBay » Items » [item]
The eBay assistant helps you create, edit, verify, and upload eBay items.
Apart from the product information, which is imported from the shop, all other parameters are eBay-
specific. You use these as if you were entering an item on eBay directly. If you are unsure about the mean-

ing of these parameters or how to use them, they are explained in depth on eBay.

The assistant contains multiple steps that can be performed sequentially as well as in any order.

Caution: To save the information you have entered or modified on individual pages, you must change
page by clicking the Next >> or << Previous buttons. The information is only saved if you do this. If
you change pages using the links in the tab headings, the information is not saved. The same applies if
you leave the assistant without confirming your changes via Next >=> or << Previous.

To start the assistant, click the name of an item in the eBay items table.

Title
The various fields have the following meanings:

Table 152: Fields in th Title page

Field name Description Field type Example
Product Link
Item type Possibilities are provided by eBay. Drop-down menu
eBay account You decide which eBay page the offer |Drop-down menu
is placed on.

For more information, see eBay ac-
counts, on page 99.

Name Entry field, alpha- |Deuter Hydro 2
numeric
Subtitle This is a short description of the item, |Entry field, alpha-

which is displayed on the eBay page  |numeric
and also in the gallery directly under
the name of the item
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Field name Description Field type Example

Description Description of the item that is dis- Text field, alphanu- [<P}STRONGX>FONT
played for eBay bidders. meric size=5>Deuter Hydro
For more on formatting, see Working 2.0¢</FONT»/STRONG
with text fields, on page 35. »</P>
Product information is displayed via <P>New 2004. Small
the template. drinking system
backpack with ....
Template + Formatted sample texts for the descrip- |Drop-down menu
Assign tion. After selection these are imported
into the Description field.
See also 7emplates, on page 101.

Caution: Payment and delivery settings are lost if you change eBay accounts. This is because they de-
pend upon the country platform and are imported again when you change.

Note: Due to security reasons, eBay restricts the use of active page contents such as JavaScript, Flash,
and so on. If you use such elements in your description, your pages might not be displayed properly on
eBay.

Save your entries by clicking Next=>=.

Category

Each item must be assigned to at least one specific eBay category. The following methods exist for cate-
gory assignment:

- Enterthe category number directly in the Categoryfield.

- Select the category from the Recently used categories drop-down menu. After selection, the number is
entered into the Category field.

- Select a category from the catalogue structure. You can only select a category if an option button for
this category is displayed in the Selection column. Select the option button for the desired category. Af-
ter selection, the number is entered into the Category field.

You can also assign the item to additional categories. There is one entry field for each category. The as-
signment procedure is the same as for the first category. The currently active entry field is indicated by an

arrow.

If you own an eBay shop, you can also import the item into two categories used by your eBay shop. Select
the target categories in the Category 7 and Category 2 drop-down menus.

Save your entries by clicking Next == or << Previous.

Details

This is where you define settings that affect the sequence of events for the item. These are the same set-
tings you edit when you place an item on eBay directly.

Consult eBay for more information about the usage, function, and any costs of the individual parameters.

Note: If you set the Accept returns option to Yes, you should specify the conditions under which you
will accept returns in the item description.

For the start-time setting, you can use the date entry function via the " icon to enter the date in the right
format. See also Date entry fields, on page 30.
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Save your entries by clicking Next == or << Previous.

Layout

This is where you define settings that affect the presentation of the item on eBay. These are the same set-
tings you edit when you place an item on eBay directly. Consult eBay for more information about the usage,
function and any costs of the individual parameters.

In the drop-down menus for image types, all images are listed that you have available for the product. See
also Product details — Images, on page 111. The address of the image is automatically entered in the re-
spective entry field. If you would like to link to an image which is not listed in the drop-down menu, enter
the address of the image in the entry field.

You can test whether the image is available at any time by clicking Preview.
Save your entries by clicking Next == or << Previous.

Delivery

This is where you define the delivery methods you wish to offer to your eBay customers. Each eBay country
platform offers certain delivery methods, which are listed in a drop-down menu.

There is a list for domestic delivery and a separate table for international delivery. A maximum of three de-
livery methods can be selected for domestic delivery.

Select each method you wish to offer individually and allocate a price to it. Save your entries by clicking
Save.

A universal method is available, which refers to the description of the item. Use this if none of the methods
offered applies to you. Note that you must also enter a price here.

If you do not select a delivery method, eBay will automatically refer to the description or recommend con-
tacting you as the seller.

Note: Since the customer finalises the process in your shop, the delivery methods mentioned here are
only for his information. The methods should however be the same as those that you offer in the shop.
The types that are valid for the customer are shown in the finalising order process in the shop.

Go from page to page by clicking Next == or << Previous, or click the tab headings.

Payment

This is where you define the payment methods that you wish to offer to your eBay customers. Each eBay
country platform offers certain payment methods, which are listed in a drop-down menu.

Select a method for each and save your entries by clicking Save. You have to select at least one method. If
you save without selecting a method, the Next button remains disabled. A universal method is available.
This refers to the description of the item. Use this if none of the methods offered applies to you.

Note: Since the customer finalises the process in your shop, the payment methods mentioned here
are only for his information. The methods should however be the same as those that you offer in the
shop. The types that are valid for the customer are shown in the finalising order process in the shop.

Go from page to page by clicking Next == or << Previous, or click the tab headings.

Verification

The last step of the eBay assistant consists of verifying all settings. If all entries are correct, the item can be
placed on eBay.
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Click the verify button or Activate scheduling to test your settings. If all the information is correct, the
fees for the offer are displayed. You can place the item on eBay by clicking Upload to eBay or Upload to
eBay Now. Scheduled items are placed on eBay at the entered start time.
If one of the settings does not fulfil eBay requirements, an error message will be displayed.
Once an item is for sale on eBay, the parameters can no longer be changed.

Default values

Page: Marketing »» eBay » Default values

There are many settings for an item, and many properties are the same for most items. For this reason, you
can assign standard values to these parameters to avoid having to enter them again for each item.

An overview of all default values is displayed on this page. The areas shown correspond to the steps of the
eBay assistant.

You can change these default values at any time. To do this, click the link Customise default item values.

You are transferred directly to the corresponding page of the eBay assistant. For more details, see /fem set-
tings/eBay assistant, on page 232.

Orders
Page: Marketing »» eBay » Orders

As soon as a bidder buys your product or wins your auction, this item is marked as closed and entered into
the table of eBay orders.

The individual columns have the following meaning:

Table 153: table columns for eBay orders

Column name Comment

ltem Initial offer for the order. The icon indicates the eBay platform.

User account eBay user who won the item
Click the - icon to send an e-mail message to the address in the user's
eBay profile.

Price Price for which the item was won

Customer Name of the bidder in the customer administration of the shop;

When the details of a customer are transferred from eBay for the first time,
the system creates him as an unregistered customer. The eBay e-mail ad-
dress is saved as well. During further data transfers, the customer is identi-
fied using this e-mail address and all eBay orders for this customer are bun-

dled.

Order Order number, when sale has been finalised in the shop;
Otherwise, a notification is issued that the customer has not yet finalised
the order.

Feedback Displays the feedback for this item. For more information, see General set-

tings, on page 99.

Orders that the customer has not finalised within 3 days are marked in the Orders column with the £ icon.
In a case like this, you can remind your customers to complete their purchase via e-mail. Use the corre-
sponding batch action for this. See 7able 154belowon page 236
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Batch processing commands are available to manage the table entries. For an introduction to this, see
Batch Processes in Tables, on page 27. The following specialised commands can be performed:

Table 154: specialised batch processing commands for eBay orders
Command Comment ‘

Send feedback The Feedback and the Feedback textfields contain the default settings from
the eBay settings; see General settings, on page 99. These entries can be
changed if necessary.

The command sends the feedback information entered for all selected
items.

Resend reminder mail After the item ends, the buyer receives an automatically generated e-mail,
requesting him to finalise the transaction in your shop. See also
Configuration of notification e-mail, on page 98.

This command sends a reminder e-mail to customers that have not finalised
the transaction.

Note: You can only provide feedback for each offer once. You cannot make a correction by submitting a
second rating. As a seller, you can only provide positive ratings.

eBay orders are indicated in the list of all orders by the eBay icon.

Search for eBay items and orders

eBay items and eBay orders each have their own search box. This is displayed when the relevant tab is ac-
tive. You can search according to various criteria. For basic information on using the search function, see
Search, on page 28.
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13. Glossary

Administration area The Web pages that the technical administrator can use after signing in, to

fulfil his responsibilities.

Administration page The Web page displayed after signing in, where all functions are listed. You

Administrator

Attribute

Attribute types

Batch processing

Button

Caps-lock key

Catalogue

Category

Check box

Cookie

Currency format

Default setting

can access all the functions you need from this page. The menu bar and
sidebar, and the working area, are embedded here.

The operator of a Web site. This Web site allows the Administrator to provide
content and also offer products and services. The available functions are
provided according to the type of Web site selected. Moreover, there are
comprehensive options for customising the design and layout of the site.

A freely-definable descriptor for a product or customer. Attributes are used
to define properties, for example, prices, dimensions, colours, and so on.

You can define various types of variables. The type of variable controls how
it is processed by the system. For more information, see Attribute types, 32.

A command that affects multiple elements at one time;

This option is offered in tables where multiple instances of the same action
can be combined into a multiple or batch process, for example, deleting
multiple lines in a table at once.

A function area on Web pages used to trigger actions;
They are usually graphically designed to look like buttons.

A key that switches on capitalisation permanently. Deactivate this feature by
pressing the key again. When this key is activated, this is usually indicated
by a small light on the keyboard.

This term describes the entire inventory of all the products. The catalogue is
the equivalent of a mail-order catalogue. Categories are used to set up
structured hierarchies.

A subgroup of a catalogue;
Categories act as containers for product groups, such as computers, office
supplies and shoes.

A field in a form which is selected or cleared by clicking it with the cursor. It
is used to make specific selections.

A small file containing text information that is sent from a Web serverto a
Web browser. This information is saved on the hard drive and can be re-
trieved later. Cookies are often necessary for Internet applications. See also
Session cookies.

A currency-dependent format for price information. The system formats the
prices according to the set currency.

The status of the attributes;
If this status has been set, the attribute or the value will be used as the
default value until the user makes a different selection.
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Duplicate

Entry field

Favourite

FTP

HTML

Link

Localisation

Merchants

Multifunction bar

Name

Navigation bar

Navigation history

Option button

This creates an exact copy (apart from the ID). This is helpful, for example,
when creating products from a template product (if one exists), from which a
majority of the attributes can be transferred.

This is a field in a form where the user can enter information.

Web pages that are opened and used repeatedly. A favourite page is saved
as a link in a special folder and can be opened with a single click.

File Transfer Protocol;

FTP is a method of transmitting data over networks. This is used to transfer
files between different computers, regardless of the operating system and
location.

(Hyper Text Markup Language) source code for Web pages that determines
how the content is displayed.
Individual HTML formatting instructions are called HTML tags.

This is a unique identifier that is used to locate a data element (product,
customer, attribute, etc.). The ID is used in the database and is not the same
as the name displayed on the Web site.

Furthermore, IDs serve to uniquely classify data when exporting and import-
ing and to manage objects in multiple languages.

A link to another Internet page or to a document.

Preparation of the data and content of a Web page so it can be displayed in
another language. Some attributes can be localised. This means that you
can enter different values for these attributes in different languages. They
are then displayed in the respective language, for example, descriptions or
names.

The merchant is an administrator who sells products online. The Web site
and Administration provide the additional functions required for this task.

Area of the Web page that contains various functions for editing content.
Similar functions are classified into function groups. For more information,
see Multifunction bar and content, on page 141 and Multifunction bar and
design, on page 176.

Name of a language-dependent object or method in the administration area
and on the Web site. In this way, a descriptive name can be displayed in any
language on the Web pages.

Active area with a structure of links for selecting specific functions.

Navigation bar that shows how you arrived at your current location in the
program. The individual hierarchy levels are shown as links so that you can
go backwards one step at a time.

Afield in a form which requires you to make a decision;
Option buttons allow you to select just one option from several possible
options.
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PangV

Path / File path

Pixel

Provider

Reference unit

Session cookies

Shop

Shop types

Sign in/signing in

Sub menu

Text field

Tool tip

Upload

URL

Glossary

German Price Indication Ordinance;

This sets forth which regulations a merchant must observe when setting
prices in Germany.

For a version of these regulations in German, see
http://bundesrecht.juris.de/bundesrecht/PangV/

Information about the location of a file on a storage medium, for example,
C:\windows\system32\notepad.exe.

A pixel is the smallest graphical unit that a computer can display.

Providers provide hardware and software solutions. Usually, consulting
services are also offered.

The base unit of quantity used for comparing products by reverse calculating
the price of the products. For more information, see Reference unit, on page
108.

A session cookie is a piece of text that is written to the browser's memory
when specific Web pages are opened (at the beginning of a session). This
session cookie provides the authorisation details needed for you to use all
the functions on the Web site. After signing out or closing your browser (to
end a session), the session cookie is deleted.

A Web site that provides functions that allow products to be sold online.
Merchants can use this to build up an Internet sales channel.

Product of the provider that he sells or leases to merchants or shop opera-
tors. Each shop type is provided with specific functions and in varying price
classes. Merchants create their own shops by selecting from among these
shop types.

A procedure for obtaining access to an application by entering a user name
and password. Frequently, the combination of both a user name and pass-
word is called sign-in information.

A menu, the functionality of which changes according to the chosen working
area.

The field in a form where you can type a large amount of text. This can be
used to compose descriptions or other information. Text fields can be edited
using a WYSIWYG editor. For more information, see Working with text fields,
on page 35.

A short informational text that is displayed automatically when you move
the cursor over a specific area. The presence of a tool tip is often indicated
by an icon next to an entry field.

If you want to publish files or pages on the Internet, you must copy them to
a server. This copying procedure (from a local computer to a foreign com-
puter) is called uploading.

An abbreviation for Uniform Resource Locator, the unique Internet address
of a Web page. The URL is used to open the page in a browser.
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Variable Variables are placeholders for concrete values which are first entered by the
user or program when the Web site is online.

Visibility The status of data; this determines whether these data can be seen by the
customer in the Web site or not.

Web site An Internet application that contains all the functions required to offer
products or services or content. This application generates the Web site on
the basis of a predefined type configured by the provider. The Administra-
tion area allows the layout and design of the site to be customised and the
content to be managed.

Working area The portion of the administration page in which data and tables are dis-
played and managed. The content depends on the function selected in the
menu.
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A

Accessories
Address
Administration navigation
Administrator information
Alternative items
Atos Worldline
Payment process
Search transactions
Transactions
Attribute types
Customer options
Date
Date and time
Decimal number
File
Integer
Language-dependent file
Language-dependent options
Language-dependent text

120
55
19
51

120
80

200

200

200
32
32
33
33
33
33
33
33
32
32

language-dependent text with value selection32

Money
Options
Text
text with value selection
Time
Yes/No
AVS code

B

Basket settings
Registration

BMECat import

Booking system

Bookings

Bundle products
Bundled products

Business hours

C

Categories
Category
Contact information
Content page
Customer information
General properties
Privacy policy
Terms and conditions
Ciao
ClickandBuy
Payment process
Search transactions
Transactions

33
32
32
32
33
33
194

95
129,161
163

169

105
55

139

149
151
149
152
149
153
152
225

78

199
200
199

Content area
Country settings
Countries
Currencies
Languages
Regions
Coupons
Coupon codes
General properties
Validity
Creating the UPS tracking number
Credit notes
Cross-selling
Accessories
Alternative items
References
Related products
Currencies
Swiss Francs
Customer Data
Customers
Address data
Billing address
Customer account
Customer attribute details
Customer attributes
Customer groups
Data synchronisation
Delivery address
New order
Orders
Search
Signin
Special attributes
User data

D

Datasheet view
General
Images
Pages
Products

Date entry fields

Default settings

Deferred payment

Delete
Confirmation

Delivery methods
Dependencies
Exemption limit
Fixed price
Free delivery

Index

119,

Number of products in shopping basket

Shopping basket total

174
87
88
88
87
89

214

216

214

215

191

193

121

120

120

121

120
88
88

131

131

132

135

132

137

136

136

135

135

135

135

137

134

133

133

143
147
145
146
30
31
86

51
62
84
64
64
63
66
65
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Weight of products in shopping basket
Delivery options
General details
Selection
Dependencies
Design
Navigation
Design basics

E

eBay
Accounts
Authentication
Default values
/tems
Orders
Search
Settings
Templates
E-mail events
Exceptions
E-mail settings
Events
Structure of a system e-mail
etracker statistics
General
Pages
Registration data
Search engine reporting
Sefting up an account
Export
Categories
Customer export
Product export

F

Favorites

G

Google
Transactions
Google Base
Google Checkout
Payment Process
Search transactions
Google registration
guenstiger.de

H

Help
Context-sensitive
Help area
Related topics
Short info

History

Horizontal areas

65
84
85
85
84
171
181
171

122,230
99

100

235

230

235

236

98

101

93
90
91
92
226
227
229
227
228
227
45
159
137
128

22

198
223

77
198
199
225
224

23,24
24

23

25

25

22
173

HSBC
General
Search transactions
Transactions

Icon set

Images

Import
Categories
Customer import
Product import

Import file

Invoices

K
Kelkoo

L

Language Dependencies
Loading times

M

Marketing
Menu bar
Moneybookers
Payment process
Search transactions
Transactions
Multifunction bar and design

N

Navigation history

Newsletter campaigns
Addressees
Creating new
General Details
Importing addressees
Texts

Newsletters
Attachments
Creating content
General Details
Recipients
Subscription

0]

Optimisation
Options
Usage
Order tracking
Orders
Atos Worldline
Clickandbuy
Credit notes
Details

82
201
202
202

178
43

45, 46
159
137
128
46
192

223

29
54

205
20
83

203

203

203

176

31
205
211
205
206
213
205
207
211
209
208
211
213

54

34
192
185
200
199
193
186
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Documents 188 Product bundle 105
Editing details 187 Product inquiries 230
Editing mode 187 Product Portals 121,219
Google Checkout 198 Product rating 127
HSBC 201 Product recommendations 229
Invoices 192 Product references 121
Moneybookers 202 Product search
Packing slip 190 Inventory search 130
PayPal 195 Text search 130
PayPal Express 197 Product settings 96
PayPal Pro 196 Auto cross-selling 97
Saferpay 203 Product comparison 98
Search 186 Stock level options 96
Shopping basket settings 93 Texts 97
Sofortiiberweisung 201 Product types 122
T-Pay 194 Attribute details 123
UPS packing slip 190 Attributes 123
WorldPay 193 Base product type 122
Details 123
P Layout 124
Page view in browser 173 Prolfjafc/fsse/ecz‘ion for attributes 17 g;’
Pa/gzleos;n e page 147 Bulk discount 118
Link 150 Bulk pricing 118
Promotional products 150 Zﬁi ?’12//'50/7 price j é ;
Eg ﬁglogr a 2 ;g G reat‘/:ng a product bL{nd/e o 105
Payment methods 66 G reat‘/'ng a product with variations 105
Credit card, manual 71 g_ :zz{; Zg Z;”; e j SZ
g;fg;ig;y ment ig Delivery information 109
Direct debit via fax 70 D escr, ption , 108, 109
Exemption limits 71 Discount calculation 119
Fixed price 70 ﬁ;iiis j;;
Z;fmen[ methods i? gg fo /{/ inventory/delivery _‘; gg
Paﬁg;k#by ;g Special attributes 110
General 195 Va/qe g’/scoum‘ 119
Payment process 195 Variations 113
Search transactions 196 R
Transactions 197
Transactions 195, 196 Related products 120
PayPal Express 76 Related topics 25
Payment process 197
Search transactions 198 S
PayPal Pro 75 Saferpay 84
Payment process 196 Payment process 204
Search transactions 197 Search transactions 204
Poﬁab . 121 Transactions 204
Prgssgchmaschlne 224 Save 25
Price lists , 124 Seach the Web site 49
Advanced settings 125 Search 28,130
Customer groups 125 Search statistics 126
Customers 126 Settings 53
General details 125 Setup assistant 47
Shopping basket discount 126 Shop name 53
Prices 117,118,119
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Shopping basket
Actions
Add
Notification messages
Sefttings

Shopping basket discount

Shopping.com

Sidebar

Sofortiiberweisung
Payment process
Search transactions
Transactions

Sorting key

Status

Styles
Templates

T

Tables
Adding records
Batch Processes in Tables
Deleting entries
Paging
Selecting in tables
Sorting using column headings
Sorting with the sorting key
Working with Entries

Tax areas

Tax calculation

Tax classes

Tax matrix

Tax model

Text fields
HTML
WYSIWYG editor

Text with value selection
Use

T-Pay
Account set-up
General
Payment process
Search transactions

93
94
95
93
126
224
21
80
201
201
201
28
53
175
176

26
26
27
26
28
27
28
28
26
61
60
61
60
61
35
35
36

33
74
74
194
194
195

Transactions
Tray
Trusted Shops

U

Updating Web pages
Uploading images
User management
Registration
Search
Signing in
Utilisation

\Y

Variations
Creating new
Cross-selling
Extending
Extending manually

Extending with product variation assistant

Manual creation
Product variation assistant
Variation attributes
Variation products

Vertical areas

Visibility

w

Web site views
Working area
WorldPay
Activation
Administration
Operational mode
Payment process
Payment processing
Register
Search orders
Transactions
WYSIWYG editor

194
21
226

54
43
56
58
60
58
55

113
115
121
117
117
117
116
115
113
114
173
31

25
21
72
74
72
73
193
73
72
194
193
36
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