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basics » your account

Use this area to update and edit your logon and contact information.
Store Administrator

The Store Administrator is the individual at your business who is responsible for managing the operations of your online store, including; adding and removing products and categories, configuring and setting up taxes and shipping, processing orders, etc. 

	User Name:
	Your User Name, in combination with your Password is used to log on to your site manager.

	Password:
	Your Password, in combination with your User Name is used to log on to your site manager.

	Confirmation:
	Your Confirmation must match your Password and is used to ensure that you cannot mistakenly change your password.

	Name:
	Your Name appears on final invoices to your customers as their company contact. You may want to specify an individual (eg. Joe Brown) or a department (eg. Customer Service).

	Email Address:
	Your Email Address appears in email correspondence sent to your customers and in contact links on your site.

	Alternate Email:
	Your Alternate Email is optional, and if entered will appear at the bottom of invoices. If your alternate email is left blank your Email Address will be used instead.


Send Order Notifications to

Ideally you should Send Order Notifications to individuals in your company that are capable of logging onto your online store and processing orders.   You may also want to Send Order Notifications to a second individual for tracking or informational purposes, or if you have two individuals managing your online store. 

	Email Address 1:
	Your Email Address 1 will be emailed order notifications when purchases are made through your site.

	Email Address 2:
	Your Email Address 2 is optional, and if entered will be emailed copies of the order notifications sent to your Email Address 1.


	Store Name: 
	Your Store Name is a required field, and appears in a variety of places throughout your site, including invoices, order confirmations, and your Store Footer (see basics>>layout)

	Address:
	Your Address will appear on all invoices.

	Phone:
	Your Phone number will appear on all invoices.

	Fax:
	Your Fax number is optional, and if entered will appear on all invoices.


· fields that are listed in red must be filled out in order to update your account information.

Click Update to save your changes.  If you do not wish to save the changes click Reset.

basics » layout

Use this area to update and edit the layout of your site and to edit the status of many of your site's display options. 

Templates

Your Templates control the overall placement of the various items that make up your site, including; the store header, copyright notice, search dialog, category listings, product display, etc.
	Center Store:
	Your Center Store is optional, and allows you to position your entire store in the center of a browser window. This option will only effect display of your store if you are using the Primary Template.

	Store:
	Your Store template determines the overall layout and display of your site. The standard templates, in combination with your own graphics, colours, fonts, and background images, allow you to create an unlimited number of display options.

	Products:
	Your Products template determines the layout and display of your products when they are in detail view.

· Default – 

· Simple – 

· Vertical – 

· Reprise – 

 (*The Simple template does not show product images in Product Detail View, and is best if you are not using product images on your site)

	Show Previous/next:
	Your Show/Previous/next is optional, and it allows your customers to toggle within product categories to other products listed within that category.

	Results per page:
	Your Results per page is a required field.  It allows you to determine how many products should be listed per page.


Store Header

Your Store Header appears at the top of every page on your site. It is an excellent place to display your company name or logo. 

	Enabler:
	Your Enabler controls the visibility of your Store Header.

	Show As: 
	Your Show As determines how your Store Header is displayed. The "Banner" option will show your Image if one has been uploaded. Otherwise select “Text” to show as the Store Header.

	Alignment: 
	Your Alignment allows you to determine where your Store Header is displayed

· Left

· Center

· Right


Store Footer

Your Store Footer appears at the bottom of every page on your site. It can include all of the following; Copyright Year, Store Name.

	Copyright Year:
	Your Copyright Year is optional, and controls the display of a year in your Store Footer (eg. '2001'). 




	Link:
	Your Link is optional, and controls the link for your Store Name (see basics>>your account. Leaving your Link blank will display your Store Name without a link.


Hit Counter

	Enabler:
	Your Enabler controls the visibility of the Hit Counter

	Hit Counter Text:
	Your Hit Counter Text is optional, and controls the display of text before your Hit Counter. (eg. 'Visitors:') You can show or hide your Hit Counter using the Enablers.

	Hit Counter:
	Your Hit Counter is optional, and displays the number of people that have visited your site. When you have set your Hit Counter to display using the Enablers this number will be incremented each time a new customer comes to your site. You may want to edit this number to provide the appearance of greater traffic to your site.


Search Box

	Enabler:
	Your Enabler controls the display of your Search Box.

	Show Search Position:
	Your Search Box allows your customers to search your entire site for a product by name, description, or manufacturer*. (*if your OEM Name enabler is active)


Sub Categories

	Enabler:
	Your Enabler controls the visibility of your Sub Categories

	Style:
	Your Sub Categories Style controls the display of your categories area for the Primary Template. It displays on either the right hand or left hand side of your site depending on the Template you are using. On the other templates this option will have no effect.


Language Selector

	Enabler:
	When you have enabled your Language Selector to display, your customers will be able to select their language of preference. (eg. English, French, etc.)

	Default Language:
	Your Default Language controls the primary language your store is displayed in. Your customers will initially see your site with your Default Language. 


Miscellaneous

	Basket Timeout in Days:
	Your Basket Timeout controls how long your site will store a customers shopping cart information. (If your customer has a product in their shopping cart but doesn't immediately decide to buy, they will still see that product in their shopping cart if they return to your site within the time limit you have specified)

	Show Store Currency:
	Your Store Currency enabler controls the display of your Store Currency (see sales>>payments) wherever prices are shown on your site.

	Show OEM Name:
	Your OEM Name enabler controls the display of Manufacturers on your site. If enabled, manufacturer names will be shown in a variety of places*, including; product list view, product detail view, shopping cart, order checkout, etc. (* As well, if your OEM Name enabler is active, customers will have the extra option in product detail view of searching for all products available from the same manufacturer as the current product)

	Show Location Bar:
	Your Location Bar enabler controls the display of your Location Bar. Your Location Bar is a hierarchical listing of the location of the page your customer is currently on. (eg. Store front » Category Name » Sub Category Name » Product Name)

	Directory: 
	The Directory is optional and allows you to determine how your customer’s will view your product categories.  You have the option to display either by Top Level or current level or down one.


*fields that are listed in red must be filled out in order to update layout information.

Click Update to save your changes.  If you do not wish to save the changes click Reset.

basics » fonts & colours

Use this area to update and edit your font and colour information, including; background colours, default fonts, link colours, etc.

Main Settings

Your Main Settings control your basic default font and your background colours.

	Background Colour:
	Your Background Colour is required, and will appear in the body area of your site if you have not uploaded and Enabled a Background Image (see basics » images). (You should make sure to select a Background Colour that contrasts with your chosen Default Font Colour)

	Directory Colour:
	Your Directory Colour is required, and will appear in the directory area of your site if you have not uploaded and Enabled a Directory Image (see basics » images).

	Banner Colour:
	Your Banner colour is required, and will appear in the header area of your site if you have not uploaded and Enabled a Header Image (see basics » images)

	Font:
	Your Default Font is optional, and controls the font (or typeface) of the majority of text appearing throughout your site.

	 Font Size (PT):
	Your Font Size controls the font size of the product names, prices, and options in the Product Listing.

	Font Alternate:
	Your Default Font Alternate is optional, and in the event that one of your customers does not have your Default Font installed on their computer, they will see your Default Font Alternate.

	Font Colour:
	Your Default Font Colour is required, and controls the font colour of the majority of text appearing throughout your site. (You should make sure to select a Default Font Colour that contrasts with your chosen Background Colour or Background Image)


Product Listing

Your Product Listing controls how your site displays the list of products in a specific category. Your Product Listing appears immediately below the Product Header (or Category Name & Description) for any given site category.

	 Font:
	Your Font controls the font (or typeface) of the product names, prices, and options in the Product Listing.

	 Font Alternate:
	Your Font Alternate is optional, and in the event that one of your customers does not have your Font installed on their computer, they will see your Font Alternate.

	 Font Size (PT):
	Your Font Size controls the font size of the product names, prices, and options in the Product Listing.

	Background Colour:
	Your Background Colour is required if you decide to enable the Background Visibility, which controls the colour that appears in the background of the Product Listing area. If Background Visibility is not selected the Product Listing will have the same background as the rest of the Body area.

	Background Visibility:
	Your Background Visibility controls the display of your Background Color within your Product Listing area.


Product Header 

	Header Colour:
	Your Header Colour controls the background colour for your Product Header or Category Name area. (You should make sure to select a Header Colour and Header Font Colour that contrast with each other)

	Font:
	Your Header Font controls the font (or typeface) of the Product Header or Category Name area.

	 Font Size (PT):
	Your Font Size controls the font size of the product names, prices, and options in the Product Header.

	Font Alternate:
	Your Font Alternate is optional, and in the event that one of your customers does not have your Header Font installed, they will see your Header Font Alternate.

	Font Colour:
	Your Font Colour controls the font colour of the Product Header or Category Name area. (You should make sure to select a Font Colour and Header Colour that contrast with each other)


Link Colours

Your Link Colours control the colour of hyperlinks on your site. 

	Default:
	Your Default Link Colour controls the colour of links that have not been clicked on. All links on your site will originally appear in the Default Link Colour.

	Visited:
	Your Visited Link Colour controls the colour of links that have been clicked on.

	Active:
	Your Active Link Colour controls the colour of links that are currently being clicked on.


Home Page Divider

Your Home Page Divider displays when you are using the Primary Template and appears immediately below the Home Page content.

	Font:
	Your Font controls the font (or typeface) of the Home Page Divider.

	Font Size (PT):
	Your Font Size controls the font size of the Home Page Divider.

	Divider Font Colour:
	Your Font Colour controls the font colour of the Home Page Divider. (You should make sure to select a Divider Font Colour and Header Colour that contrast with each other)


Footer

Your Footer displays at the bottom of every page on your site. Typically it will contain your Store Name, Copyright Year, and Hit Counter. 

	Font:
	Your Font controls the font (or typeface) of the Footer.

	Font Colour:
	Your Font Colour controls the font colour of the Home Page Divider. (You should make sure to select a Font Colour that contrasts with your chosen Background Colour or Background Image)


Current Location

Your Current Location (or Location Bar) is a hierarchical listing of the location of the page your customer is currently on. (eg. Store front » Category Name » Sub Category Name » Product Name) 

	Font Size:
	Your Font Size controls the font size of the Current Location (or Location Bar).


*fields that are listed in red must be filled out in order to update your fonts & colours information

Click Update to save your changes.  If you do not wish to save the changes click Reset.

basics » images

Use this area to update & change images and buttons throughout your site. Adjust the Store Directory, Specials and other graphics to suit the style of your store. You can upload images individually or as a group. Once you've selected your new images remember to click the Update Images button at the bottom of the page to upload your new images to your site. 

Images that are not required fields can be made active or inactive by checking or unchecking the ‘active’ box to the left of the field.

You can preview all images by clicking on the orange arrow (>>) to the right of the field.
	Background Image:
	Your Background Image appears in the background of the body area of your site. You can show or hide your Background Image with the Background Image Enabler (see basics » layout).  If you disable your Background Image Enabler, the background of your body area will be determined by your Background Colour (see basics » layout).

**TIP** Custom patterned background images (.gif or .jpg only) should be a minimum size of 1200 pixels wide by 1600 pixels high for optimum display and to avoid “tiling” of the background image.

	Directory Background:
	Your Directory Background appears in the background of the directory area of your site. You can show or hide your Directory Background with the Directory Background Enabler (see basics » layout). If you disable your Directory Background Enabler, the background of your directory area will be determined by your Directory Colour (see basics » fonts & colours). 

**TIP** Your image should be sized to 150 pixels wide for best viewing results on most browsers.


Directory Area

Your Directory Area displays a list of your sites Categories, Plugins and other page links. Your Directory Area images allow you to customize the navigation elements of your site. 

	Store Directory:
	Your Store Directory image appears at the top of your Directory Area. Clicking on the Store Directory image will always return your customers to the home page of your site.

**TIP** This is an ideal place for a company logo. Optimum image size for this area is 150 pixels wide by 60-150 pixels high, .gif or .jpg only.

	URL:
	You can assign a URL to the Store Directory image.  This will allow users to be directed to the specified URL when clicking on the image.  Use a complete URL, including http://, eg. http://www.msn.com.

	Alt Tag:
	Your Alt Tag will appear when your customers 'mouse over' your Store Directory image.

	Category Pointer:


	Your Category Pointer image appears in the Directory Area immediately to the left of the currently active Category or Plugin. Typically an arrow or pointer of some kind.

**TIP** The default arrow images on your site are 10 pixels wide by 11 pixels high. Use this as a guide when creating and uploading your own custom images.

	Mouse Over:
	This image appears when a user moves their mouse over the category pointer image.  If you do not have a mouse over image, simply load the same image you used as the category pointer.

**TIP** Use the same canvas size as the category pointer otherwise it will appear as though the page is ‘jumping’ when mousing over the categories and/or plugins.


Products

Your Products images appear throughout your site, in both the list and detailed views of your products. 

	Special:
	Your Special image appears throughout your site in any Category that has listings of product specials when using the ‘feature special’ function. Ideally this image is bright, and draws your customers’ eye to your product specials.

**TIP** The default Specials Heading image on your site is 181 pixels wide by 18 pixels high. Use this as a guide when creating and uploading your own custom images.

	Missing Product:
	Your Missing Product image appears in Product Detail View when your customer is viewing a product that you have not uploaded an image for.  If you disable your Missing Product image, your customer will see the message "No Image Available" in place of an image when they are viewing a product without an image.

**TIP** The default Product image on your site is 100 pixels wide by 100 pixels high. Use this as a guide when creating and uploading your own custom images. Product images should be no larger than 400 pixels wide or 400 pixels high for best viewing results and page layout on most browsers. Using larger image sizes for products may result in a “wide” screen that require viewers to scroll to see the full width of the screen.

	Sale:
	Your Sale image appears above the price of any product that is on special.

**TIP** The default Item on Sale image on your site is 18 pixels wide by 10 pixels high. Use this as a guide when creating and uploading your own custom images.


Miscellaneous

Your Miscellaneous images control a variety of options that do not easily fit into any of the above categories. 

	Search Button:
	Your Search Button image appears within your Search Box (see basics » layout). Your Search Box allows your customers to search your entire site for a product by name, description, or manufacturer. The Show Search Box Enabler (see basics » layout) must be active for the search button graphic to display.



	Current Location:
	Your Current Location image appears beside the Location Bar (see basics » layout). Your Location Bar is a hierarchical listing of the location of the page your customer is currently on. (eg. Store front » Category Name » Sub Category Name » Product Name). The Show Current Location Enabler (see basics » layout) must be active for the current location graphic to display.

**TIP** The default Specials Heading image on your site is 89 pixels wide by 16 pixels high. Use this as a guide when creating and uploading your own custom images.

	Canvas:
	This image is applicable to the Curve Template only (see basics » layout).  It will appear to the right of the store.

	Header:
	Your Header image is optional, and if uploaded will appear as your Store Header. For the image to appear you must have selected banner in the basics » layout.

	URL:
	You can assign a URL to the Header image.  This will allow users to be directed to the specified URL when clicking on the image.  Use a complete URL, including http://, eg. http://www.msn.com.

	Alt tag:
	Your Alt Tag will appear when your customers 'mouse over' your Header image.

	Home
	This image is applicable to the Curve Template only (see basics » layout).  It will appear in the directory area and will bring users back to the home page of the store.

	Mouse Over:
	This image is applicable to the Curve Template only (see basics » layout).  This image appears when a user moves their mouse over the Home image.  If you do not have a mouse over image, simply load the same image you used as the Home image.

	Shop:
	This image is applicable to the Curve Template only (see basics » layout).  It will appear in the directory area and will bring users back to the category listings of the store.

	Mouse Over:
	This image is applicable to the Curve Template only (see basics » layout).  This image appears when a user moves their mouse over the Shop image.  If you do not have a mouse over image, simply load the same image you used as the Shop image.


basics » metatags

Use this area to create and edit your sites meta tags. Meta Tags are an important part of Search Engine registration, which brings customers to your site. Creating Meta Tags, and improving ranking on Search Engines has become a bit of an arcane science, and is worth further investigation. 

	Meta Tag Name:
	The Meta Tag Name is referenced by search engines to determine what kind of information is being sorted and indexed. Common META tags are the 'Description', 'Keyword', 'Author', and 'Copyright' tags. 

	Meta Tag Content:
	The Meta Tag Content is referenced by search engines to determine where to place your web site in it's web rankings.


basics » content manager

Home Page

The Home Page is the first page that your customers will see when they arrive at your site. This area allows you to edit and update your Home Page content. 

	Body:
	The Body area is used for the creation of a welcome message for new or returning customers. 

**TIP** This area accepts HTML; the following is simple HTML that can be used to make your welcome message more creative. See example below.
Bolded Text: <b>Text goes here</b>
Italics: <i>Text goes here</i>
Underline: <u>Text goes here</u> 

	Divider:
	Your Divider area displays if you are using the Primary Template. It is an excellent place to put a brief message, your toll free number or other relevant information.


Other Pages

	Link Title:
	This will be the name of your new page (eg. Contact Us)

	Show:
	This is where the name of your page (Link Title) will appear.  *Note:  It will only appear in the Nav Bar

	Divider:
	This text will appear as a divider above the body content.

	Body:
	The Body area is used to enter content.

**TIP** This area accepts HTML; the following is simple HTML that can be used to make your welcome message more creative. See example below.
Bolded Text: <b>Text goes here</b>
Italics: <i>Text goes here</i>
Underline: <u>Text goes here</u>

	Image Enabled:
	If you’ve uploaded an image for your page you can either enable or disable it with this function.

	Link Image:
	You can replace the Link Title with an image.  Browse and upload in this field.

	Link Active Image:
	This image appears when a user moves their mouse over the Link image.  If you do not have a mouse over image, simply load the same image you used as the Link image.


Files

The Custom section is most commonly used to upload custom image files and HTML pages. With this section you can upload and link additional Custom pages to your site.

	Link Title:
	Your Link Title appears in the Navigation Area (or Category Listing) area of your site, and links to a file with the name 'index.html' in your custom section (html directory). By editing or uploading a file with the name 'index.html' you can provide your customers with a link to your own Custom pages. 

	Active:
	Your Active option will show or hide your Link Title.

	File to Upload:
	Your File to Upload field will allow you to upload any GIF, JPEG, HTML, or PDF document to your html directory. Once you have uploaded your files you can reference them with a link anywhere else on your site (eg. About Us Page, Custom Page, Policies Page, Home Page, or any Product Page.) 

Simply click 'Browse...' and locate the file you would like to upload from your computers hard drive. Once you have uploaded your files they will appear on the html directory listing. 

To Delete a free page select the file that you wish to delete by clicking on the "Selected" box next to the desired file name. Once you have selected the file(s) that you wish to delete hit the "Delete Selected" button. 


inventory » management 

Use this area to edit your inventory controls and display options. Your site's default settings assume that you are not using your site for Inventory Management. 

Inventory Control

	Automatic Inventory
Reduction:
	You can use Automatic Inventory Reduction to control when product inventory levels are altered. 

If Automatic Inventory Reduction is set to Off you will need to manually edit and adjust product inventory levels yourself as required. 

If Automatic Inventory Reduction is set to When Order is Placed then product inventory will be reduced as soon as a customer submits their order. The main advantage of this method to prevent customers from placing orders on products that you are out of inventory on. The disadvantage of this method is that an order that ends up not being processed can temporarily prevent subsequent legitimate orders. 

If Automatic Inventory Reduction is set to When Order is Authorized then product inventory will be reduced as soon as Order Approval occurs. Order Approval can occur when you manually approve an order in the sales » orders area. Alternately, if your customer makes an order with a credit card and you have real-time credit card processing activated AND your customer's credit card is approved, your order will also be approved. 

If Automatic Inventory Reduction is set to When Product Is Shipped then product inventory changes occur when you manually edit product shipments in the sales » orders area. The main advantage of this method is that you can handle inventory changes for partial order shipments. 

* Changing your Automatic Inventory Reduction method will end Automatic Inventory Reduction for any orders that are "in process". 

	Allow Backorders:
	With Allow Backorders you can allow your customers to order products even if do not currently have inventory. Combined with Show Inventory Display you can display a custom 'Out of Stock' message that warns customers they might expect a delay in receiving their order.


Inventory Display

Your Inventory Display controls what your customers can see in your store pertaining to your product inventory. Each product can be in one of the following states: In Stock (with a specific or unlimited amount in inventory, and purchasable), Out Of Stock (with zero or negative inventory, but still purchasable), Unavailable (with zero or negative inventory, and not purchasable), or Call for Info (which appears if Show Price is off, see inventory » products). The following is only relevant if Inventory Display is On.
	Show Inventory Amount:
	If Show Inventory Amount is enabled your customers can see each product's actual inventory amount if it is a positive number (eg. 30, 100, 1000). 

* If you set a product to have unlimited inventory by leaving it's Inventory Count blank (see inventory » products), it will show your generic 'In Stock' message (see below). 

	In Stock:
	Your In Stock message will either show for products that have a blank value OR if Show Inventory Amount is off, the In Stock message will display for all products that have a positive or blank value.

* You can set a product to have unlimited inventory by leaving it's Inventory Count blank (see inventory » products).

	Out of Stock:
	If Allow Backorders is enabled, your Out of Stock message will show for products with a zero or negative inventory. This message will also appears in a customer's shopping cart if the product cart quantity exceeds the available product quantity.

	Unavailable:
	If Allow Backorders is disabled, your Unavailable message will show for products with a zero or negative inventory.

	Call for Info:
	Your Call for Info message will show for products that you have chosen not to show the price of (see inventory » products).


*required fields are those in red if you Inventory Display is On.

inventory » products 

Use this area to add, update, and delete products in your inventory. Besides the sales » orders area you will probably be using this area of your site manager the most. 

**TIP** Before adding products to your site you should set up your manufacturers, suppliers, categories and options so they are available to add to your products. 

Selecting a Product

Initially the Products page will display statistics regarding your store inventory. To display the products that belong to one of the groups simply click the name of the group. You can start adding products by clicking the Add Product button, or if there is a specific product you wish to find click the Detailed button.

Adding a Product

While adding products to your site you can select the following fields. (Required fields are in red.) 

	Name:
	Your Product Name appears throughout your site; in product lists, at the top of product detail pages, in the shopping cart, and on invoices. If you have enabled OEM Names (see basics » layout) your Product Name may be prepended by it's designated manufacturers name.

	Active:
	Activate product by checking this field.

	Category:
	Your Category will determine the location of your product in your site directory.

	List Price:
	Your List Price is the selling price for your product. This value appears throughout your site and is the amount that your product will cost your customer unless your product is on Special, or if Show Price is off.

	Item No.:
	Your Item No. is a unique number that you use to track products throughout your site, and that you use for inventory and order management.

	Image:
	Your Product Image will appear in various places throughout the store, including the product listing and detail pages. You can browse and select any .jpg or .gif image on your computer.

**TIP** Product images should be no larger than 400 pixels wide or 400 pixels high for best viewing results and page layout on most browsers. Using larger image sizes for products may result in a “wide” screen that require viewers to scroll to see the full width of the screen.

	Large Image:
	If an image has been uploaded in this section a link will appear below the product image labeled Image Zoom.  When a user clicks on this link the Large Image will open in a new window.

	Micronail:
	When viewing the product listings within a category the Micronail will appear to the left of the product name.  Typically this is a smaller version of the product image.

	Thumbnail:
	When highlighting store specials within a category, the product image will appear at the top of that category as a Thumbnail.

	Inventory Count:
	Inventory Count allows you to track and manage your product inventory with your site. This is particularly useful in notifying your customers of product availability. You can customize the messages that appear to your customers in different inventory situations (see inventory » management). If you leave Inventory Count blank the inventory control system will assume that you have an unlimited number of that product available.

	Manufacturer:
	Your Manufacturer is optional. If you have enabled OEM Names (see basics » layout) your Product Name may be prepended by it's designated Manufacturer. 

**TIP** If OEM Names is enabled, and you have designated Manufacturers for all of your products your customers will also be able to search your product database by Manufacturer

	Container Name:
	Your Container Name is useful if your Product comes in a package with a quantity of more than one. (eg. a box of 50 chocolate bars would have a Container Name of 'Box' and a Container Quantity of '50'.) Entering a Container Name will display the name and quantity on the product detail page.

	SKU Numbers
	A SKU or Stock Keeping Unit is the number by which suppliers, manufacturers, and businesses keep track of different products. This is to ease order tracking and inventory management. UPC and ISBN numbers are similar to product SKUs and another way to easily track and manage your products with up to 4 item numbers per product. 

	OEM:
	Your OEM is optional, and is a product number that the Original Equipment Manufacturer uses to track and manage its products.

	UPC:
	Your UPC is optional, and is the Universal Product Code for a given product. (The UCC, or the Uniform Code Council, which resides in Dayton, Ohio, regulates UPC Codes. Every year, each manufacturer that uses the UPC applies to the UCC and must pay a fee to use UPC's on their products. The council, in return, issues them a unique number, that can only be used by this company. This is so the products sold by the company can be accurately kept track of.)

	ISBN:
	Your ISBN is optional, and is the International Standard Book Number for a given product. (As defined by the Canadian ISBN Agency, the ISBN is a system of numerical identification for books, pamphlets, educational kits, microforms, CD-ROM and Braille publications. By assigning a unique ten-digit number to each published title, the system provides that title with its own, unduplicated, internationally recognized "identity". Publishers, booksellers, libraries and other participants in the book industry use ISBN to identify publications in order to expedite their handling and retrieval. ISBN ensures that ordering, inventory control and accounting are executed more efficiently.)

**TIP** You can use field for your own custom item number field

	Description:
	Your Product Description is the best area to tell your customers all about a product. You may want to include product features, benefits, specifications and warranty information. The more information you include, the better. Make sure the description is well organized and easy to read.
**TIP** You can use HTML code in the Product Description field.

	Show Price:
	Show Price controls the display of your product's price. If Show Price is disabled your product will show your Call for Info message instead of a price and add to cart button (see inventory » management).

	Special Price:
	Your Special Price will appear throughout your site if you turn Use Special Price on, and will become the active purchase price of your product.

	Use Special Price:
	Allows you to activate the special price.

	Special Category:
	Highlight feature specials at the top of a category by selecting one of more categories.  You must have a special price assigned to a product to have this feature functional.

	Cost Price:
	Your Cost Price is your cost for your product. This value only appears in your site manager.

	MSRP:
	Your MSRP is the manufacturer's suggested retail price. It is a common practice for vendors to sell products at less than MSRP, and it is a way to show your customers how much they are saving by purchasing through you. If you enter an MSRP for your product it will be displayed above the product price in the product detail view and the difference between the MSRP and your list price will be shown as “You Save $x.xx” on the product display page.

	Use All Taxes:
	Use All Taxes will select and apply all taxes to a given product. Taxes are based on the region a customer is having their product shipped to, and will be calculated only if the customer shipping region contains taxes (see sales » regions).

	Select Applicable Taxes:
	Select Applicable Taxes allows you to choose the various taxes that apply to a given product. Taxes are Region specific, and will only be calculated only if you have defined taxes for a given customer's shipping region (see sales » regions).

**TIP** Select multiple taxes by holding down the CTRL key on your keyboard while left clicking on the taxes you wish to add. To remove incorrectly selected taxes, hold down the CTRL key and left click to unselect the tax. If you do not hold down the CTRL key will selecting taxes, all previously selected taxes will be unselected.

	Ground Weight:
	Your Ground Weight will be used to calculate your product's shipping cost if your customer selects a shipping method that is based on Ground Weight. Ground Weight is a measure of how heavy your product is when prepared for shipping and is often used in ground based shipping methods. (You can change your Ground Weight units in the sales » regions area.)

	Dimensional Weight:
	Your Dimensional Weight will be used to calculate your product's shipping cost if your customer selects a shipping method that is based on Dimensional Weight. Dimensional Weight is a measure of how large your product is when prepared for shipping, and is often used in air based shipping methods. (You can change your Dimensional Weight units in the sales » regions area.)

**TIP** Use this area if you have dimensional shipping charts/rates from your shipping company to calculate shipping based on volume.

	Length:
	Length of your product, for your reference only.

	Width:
	Width of your product, for your reference only.

	Height:
	Height of your product, for your reference only.


inventory » options 

Use this area to create, edit, and delete product options. An option can effect the price of an object (eg. 'Limited Edition' adds $5 to the price) or simply the appearance of a product (eg. Colour Red, Size Small, Oak Finish). Once you have defined your options in this area you can assign them to your products in inventory » products.

If you do not sell products that come in various sizes, colours, finishes, etc, you will not need to use this section of your site administrator.

Options

To add options simply click, Add.  You will be asked for a Name of the Header ( eg. Size) The next step is to add an option to be associated with the header( eg. Small, Medium, Large).

	Name:
	Your Name is how your options are sorted throughout your site. A typical Name would be 'Size' or 'Colour'. Options that belong to the same Name will appear in a drop down list. If a product has multiple Options that belong to multiple Names the product will have multiple Option drop down lists.

	Option:
	Your Option is the main description of your Option. A typical Option would be 'Red', 'Large', 'w/additional 256MB RAM', etc. (*remember to click Update each time you add a new option.)

	Item No.:
	Your Item No. is a unique tracking number that makes it easier for you to manage product inventory. Your Option Item No. will be appended to your Product Item No..

	Price Adjustment:
	Your Price Adjustment is a price value that may be attached to a given option. For example, if a Tshirt is available in Small, Medium, Large, and Extra-Large, you may wish to charge an extra $5 for Extra-Large.

· + 5.00

If you wish to a negative price adjustment you are able to do this as well by simply inserting a minus (-) in front of the dollar amount.

· - 5.00


inventory » categories

Use this area to create, edit, delete, and activate categories. Categories help you sort your available products in a logical manner that enhances your customer's ability to locate desired products. Your local supermarket separates its products into aisles in much the same way you will sort your products into categories.

Category Selection

You can Add Categories, Edit or Delete categories.  Once you have defined your categories you can easily adjust your category hierarchy up or down with the provided arrows.  (*You cannot delete a category with sub categories or products. You must first delete all products or sub categories or move them to other categories)

	Level:
	The Level field displays where category appears within the category hierarchy.

	Products:
	The Products field will show you how many products are within the current category.


Category Description

When you are adding or editing a Category you will see the following fields.

	Category Name:
	Your Category Name is displayed throughout your site, and should be as clear as possible. A typical example of a Category Name would be "Books".

	Parent Category:
	Your Parent Category determines where your category appears. Depending on the variety of products that you offer you may have several levels of categories. For example, a bookstore may have 4 Main Categories; Science Fiction, Fantasy, Travel, and Children. Each of these categories may have several Sub Categories; Hard Cover, Soft Cover, New Releases, Bestsellers, etc.

	Activate:
	Your Category Activated status will show or hide a given category in your site. This will also affect all sub categories and products that belong to this category. Be cautious when using this as it can drastically change what your customers can see on your site.

	Description:
	Your Category Description is optional, and will appear below the category title when customers are viewing a given category. This is an excellent area to give some more information about a category, including the kinds of products that are contained within it.  

**TIP** This area accepts HTML; the following is simple HTML that can be used to make your welcome message more creative. See example below.
Bolded Text: <b>Text goes here</b>
Italics: <i>Text goes here</i>
Underline: <u>Text goes here</u>

	Image:
	Your Category Image is optional, and will appear in two places; to the immediate right of the category description when customers in within the category, immediately below the description of the parent category. (It is recommended that your category images be no larger than 100 pixels wide by 100 pixels tall.)

	Link Image:
	Your Link Image is optional, and will appear in your Store Directory (It is recommended that your category images be no larger than 100 pixels wide by 100 pixels tall.)

	Link Active Image:
	Your Active Link Image is optional, and will appear in the Store Directory once your customers click on the Link Image (It is recommended that your category images be no larger than 100 pixels wide by 100 pixels tall.)


Category Details
	Sub Categories:
	The Sub Categories field will show you how many sub categories are within the current category.

	Products:
	The Products field will show you how many products are within the current category.


· fields that are listed in red must be filled out in order to update Category information

* fields that are listed in red must be filled out in order to update Category information

inventory » manufacturers 

Use this area to add, edit, and delete manufacturers. When you are adding products to your site you can select and assign manufacturers you have defined with this area. Several features on your site will not work unless you create and assign manufacturers. These include; Show OEM Name (see basics » layout) and Search by Manufacturer.

(*This is an optional area, and can be ignored if neither of the above features are compelling.)

Manufacturer Selection

You can either Add Manufacturers or Edit or Delete manufacturers.

The Manufacturer list will provide you with information such as Company Name, Contact Name that will hyper link directly to email, Company URL and Image.  Quick edit, click on Company name.

	List Screen:
	Your Manufacturer List displays your currently defined manufacturers, sorted by name.


Manufacturer Description

	Company Name: 
	The company name is a required field, which simply lists the manufacturers company name.

	URL:
	The URL is optional, it is used the display the URL of the Manufacturer

	Image:
	Your Manufacturer Image is optional, and will appear in the product description area of any product provided by the manufacturer (It is recommended that your category images be no larger than 100 pixels wide by 100 pixels tall.)


* fields that are listed in red must be filled out in order to update your Manufacturer information.
sales >> orders

The Sales: Orders section allows you to view specific orders in detail, make changes to invoices, print invoices, adjust shipping information and more! 

To View an order: 

In the Quick view, select the status of the order you would like to retrieve (eg. All, 24 Hours, Incomplete, etc.) and click on the orange link.  For a more detailed search, click on the detailed link and enter your search parameters.

Your search results will produce a list of relevant orders.  To review a specific order, click on the order number, to review all orders within a list, click scroll checked.

To Process an order:

The order summary will now appear.  There are three steps that must be fulfilled for an order to change from ‘incomplete’ to ‘complete’.  They are:  Paid, Shipped and Invoiced.

An invoice will automatically be marked as paid if you are using real-time processing and the credit card is approved.  If it was not approved there will be a ‘balance owing’ and a flagged message will appear.  Click ‘payments’ to make changes to the payments.  A pop-up window will appear, within this window click Add New Payment.  This function serves many purposes. 

Example #1:  You don’t have real-time processing and you’ve manually processed your customer’s credit card.  Enter a brief description, the authorization number and the amount processed.  Click update above record(s) followed by Close Window & Reload Summary.  This will update the order summary, the order status will marked as paid and the balance owing will be 0.

Example #2:  The same scenario as above but different payment methods being recorded (i.e. checks, purchase orders, on account)

Example #3:  If a credit card was initially flagged but has now been cleared, toggle from the ‘y’ to ‘n’ in the flagged field.  Click update above record(s) followed by Close Window & Reload Summary.  The order summary will no longer be a flagged order.

Example #4:  If a credit is being issued to the customer, enter a description, an authorization and the amount being credited. Click update above record(s) followed by Close Window & Reload Summary.  This will update the order summary and the balance owing will be a negative value.

There are no limitations on the amount of payment edits for an order.  The payment can even be edited after the order has moved to ‘completed orders’.  This will move the order back to ‘incomplete orders’ if the balance owing is anything but 0.

The next step you will need to fulfill is shipping.  Click ‘Shipments’ followed by Add new shipment.  By default, the name of the courier that the customer selected at checkout will appear.  ‘Current’ will default to the remaining items to be shipped.  The tracking number provided by the shipping company can be entered in the appropriate field.  Click update this record followed by Close Window & Reload Summary.  This will update the order summary.  As with the payment function, this feature also serves many purposes.  It provides the ability to track multiple partial shipments and returns.

The final step to bring the order to completion is invoicing the customer.  Click ‘prepare invoice’ and a pop up window will appear.  It will default to the email address that the customer has entered, their selection of the format in which they would like to receive the email and their language of choice.  These fields can be modified and a customized message header and/or footer can be added.  The invoice can either be sent via email or printed out.  When invoiced via email the system will track the time and date that the customer was last invoiced.

Once these three steps are completed the order will move into the ‘Completed Orders’ section.

There are also three tools that give you the ability to modify the billing/shipping info, the order and the shipping total.  

Click Billing, Shipping or Comments and a new window will appear.  The information on the screen defaults to what the customer has entered.  Make the necessary changes and click ‘update’ followed by ‘close window & reload summary’.  This will permanently change the customer’s profile.

To edit the order, click Order and a new window will appear.  The fields available give you the opportunity to edit the quantity ordered and the price of the product.  There is also a field available to enter an authorization, may it be a credit card authorization, the name of the clerk authorizing the changes, etc…  Once the necessary changes have been made click ‘update’ followed by ‘close window & reload summary’.  This will permanently change the order.

sales » payments

Use this area to determine which Payment Methods you will accept, and to enter your Store Currency. 

Management

Your Store Currency is for display purposes only, as a reminder to your Customers of the currency that is being used throughout your store. 

	Show Store Currency:
	Your Store Currency enabler controls the display of your Store Currency wherever prices are shown on your site.

	Store Currency:
	Your Store Currency is displayed at the top of your category Product Listings, as well as in the detailed Product view, and the Shopping Cart and Checkout areas of your site. You can show or hide your Store Currency with the Show Store Currency Enabler If you disable your Store Currency Enabler, prices will display throughout your store without a dollar sign designation. ($)

	Currency notation: 
	Your currency notation is optional, allowing you to change the dollar sign designation ($).  (eg. £ )

	Minimum Orders:
	Your minimum orders is optional, which allows you to restrict your customers from ordering products if they have not reached your desired purchase amount.


Payment Methods

Your Payment Methods summarize the various ways in which you are willing to accept payment from your Customers. Most online stores are set up to accept Credit Cards. 

	Credit Card:
	Your Credit Card selector will enable or disable your customers selection of Credit Card as a payment method during their Purchase and Checkout process. You can enable or disable individual Credit Card acceptance (AMEX, VISA, MasterCard, etc) using the sales » payments » credit cards area.

	Cheque:
	Your Cheque selector will enable or disable your customers selection of Cheque as a payment method during their Purchase and Checkout process.

	Account:
	Your Account selector will enable or disable your customers selection of Account as a payment method during their Purchase and Checkout process.

	Purchase Order:
	Your Purchase Order selector will enable or disable your customers selection of Purchase Order as a payment method during their Purchase and Checkout process.


*fields that are listed in red must be filled out in order to update your payment information.
Credit Cards

Your Credit Cards display during the Checkout process on your site. If you are accepting Credit Cards as one of your Payment Methods (see sales » payments » management) your customers will be able to select from any of your enabled Credit Cards. 

There are two screens available in the Credit Cards area, the first 'List' screen and the second 'Edit' screen. 

List Screen

From the List Screen you can edit, delete, or add Credit Cards. 

	Current Cards:
	Your Current Cards list shows you the complete list of Credit Cards that you have set up, as well as which of them are currently enabled (and accepted).


Edit Screen

Click the card name link in orange to move to the edit screen.  From the Edit Screen you can edit your existing Credit Cards. 

	Card Name:
	Your Card Name is displayed in your site as one of the Payment Method options if you have enabled Credit Card as one of your available Payment Methods (see sales » payments » management).

	Merchant Number:
	Your Merchant Number can be stored here for your records.

	Image:
	Your Image is displayed in your site next to your Card Name during the Checkout process.

**TIP** The ideal image size for credit cards should you choose to upload them here is 30 pixels wide by 19 pixels high. You do not have to display a credit card image.

	Enabled:
	Your Enabled setting controls the display of the given Credit Card in your site.


sales » customers

The Sales » Customers section gives you access to customer access and email information. 

**TIP** Customer information and editing is also available on the order summary pages (see sales » orders).

In the Quick view, select the status of the customer you would like to retrieve (eg. All, Incomplete Address, etc.) and click on the orange link.  For a more detailed search, click on the detailed link and enter your search parameters.

Your search results will produce a list of relevant customers.  To review a specific customer, click on the customer ID, to review all customers within a list, click scroll checked.

The Customer's information will be displayed in the following boxes. The information displayed will include: 

· Customer's email address and password 

· Number of orders they’ve placed

· Billing information (including name, addresses, telephone and fax numbers), 

· Shipping address (where they want the product shipped to) 

You can edit all or part of a customer's profile. Click the orange Edit link to move to the edit screen.

sales » regions » management

Use this area add, delete and edit Regions, Shipping and Taxes.  The list view will display all regions set up within the store as well as any shipping methods and/or taxes.  Click on any region name for the detailed view of that region.

	Name:
	This is the name of the region and will display to customers when checking out.

	Abbreviaton:
	This is the standard 2 digit abbreviated form of the region name.

	Country:
	This is the country that the region belongs to.


Taxes

	Name:
	Your Tax Name will display in various places during your customer's checkout process and on their invoices. A typical Tax Name might be 'State Tax' or 'GST'.

	Code:
	Your Tax Code is a one letter abbreviation that will be used to identify taxable items on invoices. A typical Tax Code might be 'S' or 'G'.

	Rate:
	Your Tax Rate is the decimal value that represents your tax. A typical Tax Rate would be 0.07 (7%) or .0525 (5.25%).

	Tax shipping:
	Do you want to charge this tax on your shipping?  If so, check the box to activate the shipping tax.


	Shipping:
	These are the ship methods and rates active for region


sales » regions » shipping methods
Use this area to update and edit the names of your various Shipping Methods. (This area and the shipping rates area are closely integrated. You will use the shipping rates area to apply Shipping Methods to your regions as well as to define the cost of each Shipping Method as it applies to a given region.) 

Selecting a Method

You may either rename or delete a currently existing Shipping Method, or you may add a new Shipping Method. 

	Method Name:
	Your Shipping Method Names will display throughout your site wherever shipping is involved (when your customers are going through the checkout procedure, when you are defining shipping rates, etc).  

Click on the Method Name to move to the edit screen.

	Used by:
	Your used by shows a number that corresponds to the number of Shipping Methods you currently have defined.


sales » regions » shipping rates 

Use this area to update, edit and set all of your Ship Rates for individual regions. (This area and area Sale>> Regions >> Shipping Messages are connected, you will need to adjust you messages to coincide with your Calculated rates as it applies to either a Ground Weight Charge, or Dimensional Weight.)

Selecting an Available Region

The Drop Down menu that appears will have all of the Regions that you have previously set up from area Sales>>Regions>>Management (or it will simply list the default settings).  From this Menu select the region that you will set the Ship Rates for. 

Add Method

You can use this area to set the individual Ship Rates to each Region.

· From the pull down menu select the Ship Method (these will have been set up previously in Shipping>>Regions>>Methods) that you would like to associate with this Region.

· Make sure the enabled box has been Checked, if it hasn’t the Ship Rate will not appear to the user in the Store Front.
Choose a Shipping Calculation for this Shipping Method

Use Ground Weight 

This Ship Weight will be calculated on the total Ground Weight of the item that is being shipped. 

· Choose the applicable Base Charge for the Ship Method.  This can be a pre-determined charge from your courier or you can set this to your own Base Amount.  This amount will be added to each individual item purchased.    Example, if you were to set your Base charge to $2.00, and you customer was to purchase 6 of these items, the base Ship Charge would be $12.00 or $2.00 per item.
· If you do not want to calculate a base charge simply enter a 0.00 in this field.

· Choose the applicable Weight Multiplier Charge for Ship Charge, again this can be pre-determined from your courier, or you can use your own figure for the Weight Calculation.  This field will automatically calculate the Shipping cost based on the weight of the item purchased (this amount is entered when adding new products to your site section Inventory>>Products.)  Example, if you were to place a Weight Multiplier of $1.45 per Lbs, your product has a weight of 4 lbs per item and your customer was to purchase 6 of these items the Weight Calculation for the Shipping would automatically be calculated to a total of 34.80. (1.45x(6x4)).

· If you do not wish to use the weight multiplier simply place 0.0 in this field.

* Note, at least one of these fields needs to have a value when using the Ground Weight Calculator   The 2 options can be used together or Individually.

Use Dimensional Weight

This Ship Weight will be calculated on the total Dimensional Weight of the item that is being shipped.
· Enter the base charge for the dimensional shipping weight.  This amount will be added to all of the items purchased for this region.  Setting your base charge at a specific $ amount will automatically add this value to all items that are being shipped to this region.  Example: if you were to set the base charge to $5.00, all items that are purchased and shipped to this region will have a $5.00 base shipping charge added automatically.

· If you do not wish to use the Base Charge, simply add a 0.0 value in this field.

Weight Multiplier Option

· Enter a Weight Multiplier Charge in this filed. (The amount that you will charge on a per weight basis.)  This field will automatically calculate the cost of shipping to this region on how much the item weighs. Example, Your customer purchases 3 items that are in 4 Cubic Feet containers. If you were to place a Weight Charge of $3.00 per Cubic Foot, the shipping charge for this region would be $36.00 ( 3x(3x4)). 

· If you would prefer not to use this function, simply place a 0.0 value in this field.

*Note if you choose to calculate your shipping costs with this option, at least one of the two fields must be used they can be used together or on an individual basis.

Use Price Table

Using the Price Table allows you to configure your shipping rates from either a pre-determined schedule supplied to you by your preferred shipping company, or it gives you the option to create your own pricing table to deliver to offer customers various options based on the total dollar amount that they have spent upon checkout.

· Choose the Shipping method of Price Table and click the Update Button.

· You will be brought to the editable pricing screen where you will add in the appropriate pricing options. The form is pre set to begin with a dollar amount of 0.00, you will need to find the cut off price for this option and place this into the To: field once you have placed this value in, move to the Charge field, this is where you will enter a Shipping Charge for this table example 10.00.  Once you have placed this value in the field click on the update button.  Your first table has been created, From a Dollar value of 0 to 40.00 dollars, your shipping charge for this region will be $10.00 dollars.  You will notice that the next table has been started for you; the From Field is already showing a value of 40.01. You need to go through the same steps for this table.  Add your To Value and then your Shipp Charge and click on Update.  

Apply to Other Regions

Once you have completed all of the ship Rates for this individual Region, you now have the ability to transfer these Ship Rates to all of the other regions that are applicable.  Click the orange Ship Rates link.

· Select a Shipping Method that you would like to apply to another region.  

· Now select the regions you would like to apply this method to.

· To choose all regions for a specific Country, simply click the appropriate box that is located above the Country’s Name.  This will automatically highlight all of the regions with in this Country.  This can be done for all areas that you have set up, or single Country’s.

· To Choose Multiple Regions with in Countries, hold down your Control Button, and Right click on all of the regions hat you would like this Ship Rate included. i.e. if you would like to include With in Canada: Ontario, British Columbia and Manitoba and With in the United States: Washington and New York, continuously hold down the Control button and individually click on the desired Provinces and States until they are all highlighted.  When you have highlighted all regions that you would like to include, click on the Apply button. 

Once you have completed this Ship Rate, and you would like to do the same for the other Ship Rates, simply follow the above instructions.

sales » regions » tax rates

Use this area to define taxes for each region you sell & ship to. Taxes are calculated on product totals and, in some cases, shipping charges.

**TIP** If you do not charge or collect taxes from your customers, you do not need to use this section of your site administrator. 

The list view shows existing taxes which includes their name, code, rate and the number of regions it’s used by.

	Name:
	Your Tax Name will display in various places during your customer's checkout process and on their invoices. A typical Tax Name might be 'State Tax' or 'GST'.

	Code:
	Your Tax Code is a one letter abbreviation that will be used to identify taxable items on invoices. A typical Tax Code might be 'S' or 'G'.

	Rate:
	Your Tax Rate is the decimal value that represents your tax. A typical Tax Rate would be 0.07 (7%) or .0525 (5.25%).

	Used by:
	This is the number of regions using a tax.


Adding Taxes to Several Regions

Click the orange link in the used by field.

Now select the regions you would like to apply this tax to.

To choose all regions for a specific Country, simply click the appropriate box that is located above the Country’s Name.  This will automatically highlight all of the regions with in this Country.  

To Choose Multiple Regions with in Countries, hold down your Control Button, and Right click on all the regions you would like this Tax Rate included. i.e. if you would like to include Within Canada: Ontario, British Columbia and Manitoba and Within the United States: Washington and New York, continuously hold down the Control button and individually click on the desired Provinces and States until they are all highlighted.  

When you have highlighted all regions that you would like to include, click on the Apply button. 

sales » messages

Use this area to update and edit your shipping and comments messages. 

Store Display

	Shipping Policy:
	Your Shipping Policy message displays on your Shipping Address entry page during your site's checkout procedure. You can notify your customers about any issues you may have concerning products that are shipped to an address other than their billing address. 

**TIP** Most common use is to have a “we do not ship to P.O Boxes” message to reduce the instance of fraud. Leave this field blank if you do not have any such shipping policies.

	Comment:
	Your Comment message displays above the Comment box at checkout.


tools » reports » products

Use this area to view an outline of the products purchased from your site. 

This section will show you how many unique products are in your product and order database. 

To create your custom report, simply select the appropriate items from the dialog: 

	Date Range:
	With the date range you can select the date range to display data from. Select a starting and ending date for your Report.

	Suppliers*:
	Your Suppliers are the vendors that you purchase your products from. If you would like to report on a single Supplier, or only selected Suppliers you can select them here. To report on all Suppliers you can leave '» All Suppliers' selected.

	Manufacturers*:
	Your Manufacturers are the companies that produce the products you sell. If you would like to report on a single Manufacturer, or only selected Manufacturers you can select them here. To report on all Manufacturers you can leave '» All Manufacturers' selected.

	Categories*:
	Your Categories are the areas of your site that you sort your products into. If you would like to report on a single Category, or only selected Categories you can select them here. To report on all Categories you can leave '» All Categories' selected.


*Hold the 'CTRL' button and left click to select multiple items from any of the above selections
How would you like sub-totals calculated for your report? 

You can automatically generate sub-totals for your report based on any of the following: Supplier, Manufacturer and Category. Your sub-total will reflect the amount of product purchased that the criteria specified above.

	N/A:
	Sort by N/A will not generate any sub-totals. 

	By Supplier: 
	Sort By Supplier will sort your Report by Supplier and generate a sub-total for all products supplied by a given Supplier.

	By Manufacturer:
	Sort By Manufacturer will sort your Report by Manufacturer and generate a sub-total for all products manufactured by a given Manufacturer.

	By Product Category:
	Sort By Product Category will sort your Report by each category in your site and generate a sub-total for all products belonging to a given category.


**TIP** To export the generated data to your spreadsheet program simply select and copy the generated table, and then paste it into your program of choice.

tools » reports » orders

Use this area to run an unlimited number of custom reports on your order and customer database.

You will first see the number orders that were currently found in your sites’ database.

To create your custom accounting summary report simply select the appropriate items from the dialog: 

	Date Range:
	With the Date Range you can select the date range to display data from. Select a starting and ending date for your Summary.

	Payment Method*:
	Your Payment Methods selector lists the methods of payment that are available to your customers. If you would like to report on a single Payment Method, or only selected Payment Methods you can select them here. To report on all Payment Methods you can leave '» All Payment Methods' selected.

	Credit Card Type*:
	Your Credit Card Types selector lists the various credit cards that you allow your customers to use on your site. If you would like to report on a single Credit Card, or only selected Credit Cards you can select them here. To report on all Credit Cards you can leave '» All Card Types' selected.

	Country*:
	Your Country selector lists the countries of all customers that have purchased from you. If you would like to report on a single Country, or only selected Countries you can select them here. To report on all Countries you can leave '» All Countries' selected.

	Region*:
	Your Region selector lists the regions of all customers that have purchased from you. If you would like to report on a single Region, or only selected Regions you can select them here. To report on all Regions you can leave '» All Regions' selected.

	City*:
	Your City selector lists the cities of all customers that have purchased from you. If you would like to report on a single City, or only selected Cities you can select them here. To report on all Cities you can leave '» All Cities' selected.

	Customer*:
	Your Customers selector lists all of the customers that have purchased from you. If you would like to report on a single Customer, or only selected Customers you can select them here. To report on all Customers you can leave '» All Customers' selected.


*Hold the 'CTRL' button and left click to select multiple items from any of the above selections 

How would you like sub-totals calculated for your report? 

You can automatically generate sub-totals for your report based on any of the following: Payment Method, Credit Card Type, Country, Region, City and Customer. Your sub-total will reflect the orders that fit the criteria specified above.

	N/A:
	Sort by N/A will not generate any sub-totals. 

	By Payment Method:
	Sort By Payment Method will sort your Summary by Payment Method and generate a sub-total for all products purchased with a given Payment Method.

	By Credit Card Type:
	Sort By Credit Card Type will sort your Summary by Credit Card used and generate a sub-total for all products purchased with a given Credit Card.

	By Country:
	Sort By Country will sort your Summary by Country ordered from and generate a sub-total for all products purchased within a given Country.

	By Region:
	Sort By Region will sort your Summary by Region and generate a sub-total for all products purchased within a given Region.

	By City:
	Sort By City will sort your Summary by City and generate a sub-total for all products purchased within a given City.

	By Customer:
	Sort By Customer will sort your Summary by Customer and generate a sub-total for all products purchased by a given Customer.


**TIP** To export the generated data to your spreadsheet program simply select and copy the generated table, and then paste it into your program of choice.

Import & export » import

This section allows you to import your product, options, category, manufacturer and supplier information for the purpose of either entering new information or updating existing information.  Select the item you want to import by clicking on the drop down menu.  

Products

Highlight products from the drop down menu and click ‘next’. 

To import new product information click on the Browse button associated with the import products field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Import Now.

To update existing product information click on the Browse button associated with the Update Existing Products field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Update Now.

You will be brought to a new screen that shows all product columns available for import.  The required fields are highlighted in red.  By clicking on the drop down menu to the right of a selected field, a list of all column titles will be available.  This allows you to match the appropriate column header with the product fields.  For the fields that aren’t being imported select –not selected- from the drop down menu.  Once the appropriate fields have been matched up click confirm.  A message will appear confirming the successful import of products.  

Product Options

Highlight product options from the drop down menu and click ‘next’.

To import new product options click on the Browse button associated with the import product options field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Import Now.

To update existing product options information click on the Browse button associated with the Update Existing Product Options field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Update Now.

You will be brought to a new screen that shows all product option columns available for import.  The required fields are highlighted in red.  By clicking on the drop down menu to the right of a selected field, a list of all the column titles will be available.  This allows you to match the appropriate column header with the product option fields.  For the fields that aren’t being imported select –not selected- from the drop down menu.  Once the appropriate fields have been matched up click confirm.  A message will appear confirming the successful import of product options.  

Categories

Highlight categories from the drop down menu and click ‘next’.

To import new product options click on the Browse button associated with the import categories field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Import Now.

To update existing category information click on the Browse button associated with the Update Existing Categories field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Update Now.

You will be brought to a new screen that shows all category columns available for import.  The required fields are highlighted in red.  By clicking on the drop down menu to the right of a selected field, a list of all the column titles will be available.  This allows you to match the appropriate column header with the category fields.  For the fields that aren’t being imported select –not selected- from the drop down menu.  Once the appropriate fields have been matched up click confirm.  A message will appear confirming the successful import of categories.

Suppliers

Highlight suppliers from the drop down menu and click ‘next’.

To import new suppliers click on the Browse button associated with the import suppliers field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Import Now.

To update existing supplier information click on the Browse button associated with the Update Existing Suppliers field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Update Now.

You will be brought to a new screen that shows all supplier columns available for import.  The required fields are highlighted in red.  By clicking on the drop down menu to the right of a selected field, a list of all the column titles will be available.  This allows you to match the appropriate column header with the supplier fields.  For the fields that aren’t being imported select –not selected- from the drop down menu.  Once the appropriate fields have been matched up click confirm.  A message will appear confirming the successful import of suppliers.

Manufacturers

Highlight manufacturers from the drop down menu and click ‘next’.

To import new manufacturers click on the Browse button associated with the import manufacturers field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Import Now.

To update existing manufacturer information click on the Browse button associated with the Update Manufacturers field.  A directory of all your files will appear.  Double click on the file that you want to import followed by clicking on Update Now.

You will be brought to a new screen that shows all manufacturer columns available for import.  The required fields are highlighted in red.  By clicking on the drop down menu to the right of a selected field, a list of all the column titles will be available.  This allows you to match the appropriate column header with the manufacturer fields.  For the fields that aren’t being imported select –not selected- from the drop down menu.  Once the appropriate fields have been matched up click confirm.  A message will appear confirming the successful import of manufacturers.
Import & export » export

This section allows you to export your product, options, category, manufacturer, supplier and tax information for the purpose of making mass changes.  Select the item you want to export by clicking on the drop down menu.  

Products

Highlight products from the drop down menu and click ‘next’. 

The first two fields are not required.  If you would like a specific product or products and know the ID #, enter which ID # to start on and then the number of products following that ID # that you wish to view. Please note that the system will only export 3000 products at once using this feature.

Next you will see the columns available to export.  The required fields are highlighted in red.  See inventory>>products for an explanation of the columns.  Once you’ve clicked the box to the left of the desired columns click ‘export now’.  

The system will display a link to a text file after you click 'export now' along with the size of the file and the number of products within the file. When you click on the file name a new window will appear with the text file. You should save the file (file-save as), give it a name and select the location or folder on your computer to save it to. 

Product Options

Highlight product options from the drop down menu and click ‘next’.

You will see the columns available for export.  The required fields are highlighted in red.  

Option ID

The option ID is a number that is automatically generated by the software when the option is created.  This ID cannot be changed.  

Option Header

The option header (category) is how your options are sorted throughout your site. A typical option header (category) would be 'Size' or 'Colour'. Options that belong to the same option header (category) will appear in a drop down list.

Option Choice

Your option choice (name) is the main description of your option. A typical option choice (name) would be 'Red', 'Large', 'w/additional 256MB RAM', etc.

Option SKU

Your option SKU is a unique tracking number that makes it easier for you to manage product inventory. Your option SKU will be appended to your Product SKU.  

Option Unitcost
Your option unitcost (Price Adjustment) is a price value that may be attached to a given option. For example, if a Tshirt is available in Small, Medium, Large, and Extra-Large, you may wish to charge an extra $5 for Extra-Large.

Once you’ve clicked the box to the left of the desired columns click ‘export now’.  

The system will display a link to a text file after you click 'export now' along with the size of the file and the number of products within the file. If you click on the file name a new window will appear with the text file. You should save the file (file-save as), give it a name and select the location or folder on your computer to save it to. 

Categories

Highlight categories from the drop down menu and click ‘next’.

You will see the columns available for export.  The required fields are highlighted in red.  

Category ID

The category ID is a number that is automatically generated by the software when the category is created.  This ID cannot be changed.  

Name

Your category name is displayed throughout your site, and should be as clear as possible. A typical example of a category name would be "Books".

Description

Your category description is optional, and will appear below the category title when customers are viewing a given category. This is an excellent area to give some more information about a category, including the kinds of products that are contained within it.

IsActive

This field will determine whether or not a given category displays on the site.  To set your category to be active on your site you would enter the number “1” in your database and to have it inactive you would enter the number “0”.  (Values:  1=yes, 0=no)

Parent ID

Your parent ID determines where your category appears.  Depending on the variety of products that you offer you may have several levels of categories. For example, a bookstore may have 4 Main Categories; Science Fiction, Fantasy, Travel, and Childrens. Each of these categories may have several Sub Categories; Hard Cover, Soft Cover, New Releases, Bestsellers, etc.  In this example, if you wanted Hard Cover to appear under Science Fiction, you take the Category ID for Science fiction and assign it as Hard Cover’s parent ID.

Once you’ve clicked the box to the left of the desired columns click ‘export now’.  

The system will display a link to a text file after you click 'export now' along with the size of the file and the number of products within the file. If you click on the file name a new window will appear with the text file. You should save the file (file-save as), give it a name and select the location or folder on your computer to save it to. 

Suppliers

Highlight suppliers from the drop down menu and click ‘next’.

You will see the columns available for export.  The required fields are highlighted in red.  

Supplier ID

The supplier ID is a number that is automatically generated by the software when the supplier is created.  This ID cannot be changed.  

Name

The name is for your reference.  It will not appear within the site.

Once you’ve clicked the box to the left of the desired columns click ‘export now’.  

The system will display a link to a text file after you click 'export now' along with the size of the file and the number of products within the file. If you click on the file name a new window will appear with the text file. You should save the file (file-save as), give it a name and select the location or folder on your computer to save it to. 

Manufacturers

Highlight manufacturers from the drop down menu and click ‘next’.

You will see the columns available for export.  The required fields are highlighted in red.  

OEM ID

The OEM ID is a number that is automatically generated by the software when the manufacturer is created.  This ID cannot be changed.  

Name

The name will appear in the site only if you have enabled it (see enablers under Basics>>Layout “Show OEM name”).

Taxes

Highlight taxes from the drop down menu and click ‘next’.

You will see the columns available for export.  The required fields are highlighted in red.  

Tax ID

The tax ID is a number that is automatically generated by the software when the taxes are created.  This ID cannot be changed.  

Rate

Your rate is the decimal value that represents your tax. A typical rate would be 0.07 (7%) or .0525 (5.25%).

Tax Code

Your tax code is a one letter abbreviation that will be used to identify taxable items on invoices. A typical tax code might be 'S' or 'G'.

Tax Name

Your tax name will display in various places during your customer's checkout process and on their invoices. A typical tax name might be 'State Tax' or 'GST'.

Tax Regionname

The tax region name is the region that the tax in question has been assigned to.

Once you’ve clicked the box to the left of the desired columns click ‘export now’.  

The system will display a link to a text file after you click 'export now' along with the size of the file and the number of products within the file. If you click on the file name a new window will appear with the text file. You should save the file (file-save as), give it a name and select the location or folder on your computer to save it to. 

*Hint:  If you are opening your text file in MS Excel you will go through a three-part text import wizard.  Fields that contain more than 250 characters, (i.e.  Your product’s long description) should be defined as “text” in step 3 of 3 in the wizard to avoid truncating the data.
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