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Overview

Online Commerce Suite is a Web-based payment gateway that allows you to process secure credit card and electronic
check payments for goods and services over the Internet. This document describes the Web Cart feature of the Online
Commerce Suite, a full featured shopping cart and order processing system that's powerful yet simple to use.

What's in This Guide

The Online Commerce Suite Web Cart Guide is designed to assist you in the steps required to set up your online
shopping cart.

There are three main components to selling online with Web Cart:

e Your Web Site: Your customers will first go to your web site to view product information, descriptions and
pricing. If they decide to make a purchase, they click on "Buy It" links or buttons that will add the item to their
shopping cart. When they are done shopping, they click on the "Proceed to Checkout" button.

e Web Cart shopping cart and order status site: The Web Cart shopping cart is where your customers can view
their shopping cart items, pay and checkout, and also view order status. It is hosted on our secure servers --- you
do not need to install any special software or SSL certificates on your web site.

e Web Cart Admin: The Web Cart Admin site is a menu within the Online Merchant Center that allows you to

customize your store, add or change products, configure shipping and payment options, and process your
orders.

How to Comment on This Guide

Every effort has been made to produce an accurate and easy to understand the Web Cart Guide.
Contact Information

For more information about Online Commerce Suite, refer to the following:

Customer Service

If you have problems with this document, or find that the instructions are incorrect, incomplete, or inadequate, please let
us know.

Send your comments to suppori@merchantpariners.com
Phone: (866) 242-9933

Documentation

Web Site URL: h J/www.onlinemerchantcenter.com/mpartners/html r_manuals.html

Certified Networks

Web Site URL: h J/www.onlinemerchantcenter.com/mpartners/html/networks.html

Hardware Compatible List

Web Site URL: h J/www.onlinemerchantcenter.com/mpartners/html ipment.html
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Purchasing and Activating your Web Cart

Shopping Cart
Shipping Manager
Tax Manager
Web Cart

Web Link Wizard

The first step in setting up your Web Cart is activation. From the Online Merchant Center menu, select the "Web Cart"
menu item in the Shopping Cart Section. If you have not purchased and activated your Web Cart, you will be asked
select a Web Cart plan (25, 100, 500, or 5000 products). Select the plan that best fits your online store. You can always
change your plan at a later date if your needs change. Press the Submit button to purchase the plan and activate your
store.

For more information regarding Web Cart plans and pricing, contact your reseller or Customer Service.
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Web Cart Administration

After your Web Cart has been activated, the following options will be displayed when you select the Web Cart menu:

Weh Cart Options

YWiew vour cart configuration, add f edit ¥ delete products from your

configure your Yeh Cart
catalog, manade yvour orders, ete.

Ise this option to upgrade your Wehb Cart to a different plan. Your

Upgrade youriWeb Lar current plan allows for 200 products.

Wiew the Web Cart documentation. This guide provides instructions an
topics such as how to configure your Webl Cart, how to add products to
vour catalog, howe to create "Buy It* links that you can paste into yaur web
site, and how to manage your customers and arders.

Weh Cant Guide

Cur demo store provides an example of how to use weh links and
allowws you to walk through a test order.

Demo Store

Click on the "Configure your Web Cart" option to enter the Web Cart Administration menu. The following screen will be
displayed:

Web Cart Admin
. B

Can Hguratisn r ]15.1- ;‘tn! e
Cata Titde WValisic Action
nck aging Store Mame  Jadk's Fish Shop B Passs make any nacessary

. 5 changer
vl md Store Owmar  Jack Jomes i v
[ ababag i;::':“ dam ostore@imarch antp smners, com i ¥ m:‘rﬂ:‘ e bre

Mok E«Miail From  demosto reirmarnch antp artnees, oom [l - ol Fish Shopl
Customers CauntFy Unikad States (L
Lscations Taxes 4 o _—

Tans Califaanin H updete (| cancal
Raports Sand Extra e
Tl Grdar Ermadls T

Ta

Cisplay Cart -

afvar Adding  brus L

Fraduct

Allow Guest e

To Tell & false L

Friafid

Ftora Addrass Jack's Fich Shop 12424 Wilghire Bluvd, Suite 1170 Loz Angeles, .-i

and Fhane Gl P00 LEA 310-236-2323 :

Ehow -

Catagary trus 1]

Counts

Tax Dacrral A

Plazas i L

Dizplay Prices s

fal {
with Tax alpe A
Store LUEL kit wew, enlinemenchartoenter cormd'] ack sfishfind ex. b ]

The following sections describe the basic features you'll need to configure your Web Cart and start accepting online
orders.
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My Store
This section describes general information about your store, such as the store name, mailing address, email addresses,
etc.
Field Description
Store Name Enter the name of your store here

Store Owner

Enter the name of the store owner here

E-Mail Address

Enter the e-mail address of the store owner here

Adding Product

E-Mail From Enter the address you want to appear in the 'From' field of emails sent by Web Cart

Country Enter the country that your store is based in

Zone Enter the zone your store is in. This is needed for proper tax setup

Send Extra Order Enter any emails that you would like an extra copy of the order to be sent to. Use the format:
Emails To User Name <email@somewhere.com>

Display Cart After When set to true, the customer is taken to the shopping cart page after each item is placed in

the shopping cart. When set to false, the customer remains on the product page after the item is
added.

Allow Guest To Tell A
Friend

When enabled, this will allow any user to send email to their friends about any of your products
using the 'Tell a friend' box. When disabled, only registered members can Tell a friend'

Store Address and
Phone

The information here will be seen by the customer if you allow the Check/Money order option
during checkout. This information will also be displayed on invoices and packing slips generated
from the Orders menu.

Show Category
Counts

This option turns category counts on/off in the category box in the catalog. It shows the quantity
of products in a category when enabled.

Tax Decimal Places

How many decimal places you want to have in your tax percentage.

Display Prices with
Tax

When on, this will automatically display all items prices with the tax included. When off, tax will
only be shown during checkout.

Enable Catalog

When on, this option will display the product categories and search options on the shopping cart
screen. Enable this option if you want Web Cart to be your main store home page. If you have
all of the product information on your website and have buy it links on your web site, then you
will probably leave this option turned off. If you are not sure which way to set this, go ahead and
enable/disable the option, add some products to your shopping cart, and see which you prefer.

Website URL

Enter the URL of your store web site.

Continue Shopping at
Website URL

This option controls what web page is displayed when your customers select the "Continue
Shopping" button in the shopping cart. If True, your Website URL will be displayed. If False,
the Web Cart catalog will be displayed (you also need to Enable Catalog if you set this option to
False.

Images

This section allows you to customize the size of the product and category images that get displayed in the catalog and

shopping cart.

Field

Description
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Small Images Width

Width size of the product thumbnail images that are displayed in the shopping cart. Default is
null, which specifies that the width will be automatically calculated based on the height

Small Images Height

Height size of the product thumbnail images that are displayed in the shopping cart.

Heading Image Width

Width size of the product category images that are displayed in the catalog. Default is null,
which specifies that the width will be automatically calculated based on the height

Heading Image Height

Height size of the product category images that are displayed in the catalog.

Customer Details

When a customer proceeds to the checkout process, they are asked to either register as a new customer, or login as a
returning customer. The following displays the screen that your customers will see:

sy i ARG Cat” cdtenti will Ba rmarged sah péur Marmban CeA® cartanti pade gou hise legaed s [Bare Inda)
Hew Ceslomar Helurning Custsmer
¥ niek b R or Caic 1 af 4 Fefuming custamer

by createg an scogunt ot Jack's Fish 5800 you wdl be able B-Fimil Address:
1% dhip Hadler, be up 1 dite

7 arders watus, and ks
iy e ey z Fassmord

Panrword fargothan? Chck hare

(© Continms | () Stwnin

This section allows you to enable or disable some of the fields used in the customer registration form (the form that is
displayed when a new customer registers at your site).

Field

Description

Gender

Male or Female

Date of Birth

Customer's date of birth

Company Field to enter a company name
Suburb Address field
State State field

The following is a sample customer registration form with the default fields enabled:
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Faar Fariodedl Drtsh

T bk

| mimguamy Pl

Enar fmdal Inberwstinn

Shipping / Packaging

This section allows you to some basic shipping options. More detailed shipping options (such as shipping methods and
rates) are configured in the Shipping menu under the Modules menu.

Field Description
Country Code Select the Country from which the products will be shipped. This is the originating country that
y will be used to calculate shipping quotes.
Postal Code Enter the Postal Code (ZIP) of the Store to be used in shipping quotes.

Maximum Package
Weight

Enter the Maximum Package Weight you will ship. Carriers have a max weight limit for a single
package. This is the common maximum for all.

Package Tare Weight

What is the weight of typical packaging of small to medium packages?

Larger packages -
percentage increase

What is the extra amount you will charge for larger package. For 10% enter 10

Download

This section controls the 'Product Download' options of Web Cart. Customers who purchase a downloadable product
from your store will be provided a download link after checkout that they can use to download the item. If you sell
downloadable products, this is where you configure how Web Cart handles the process.

Field

Description

Enable download

Enable the products download functions.

Expiry delay (days)

Set number of days before the download link expires. 0 means no limit.

Set the maximum number of downloads. 0 means no download authorized.
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Maximum number of
downloads

Catalog

The Catalog section is where you control your categories, products and product attributes. This section is very powerful
and gives you a great deal of flexibility when creating and managing your inventory.

Categories/Products

This is where you add your categories and products to the catalog. Categories allow you to organize your product catalog
into sections of common products to make them easier to navigate and keep track of. If you have more than a few
products, we recommend first creating product categories, then creating products within each category. However,
categories are not required --- if you only have a few products or if they are all similar in nature you can skip this section
and proceed directly to the "Adding a New Product" section below.

Web Cart Admin

” Sanrch: I
rae-p—— Categories [ Products % Tor 1 Top M

oy Categaraes | Products - (prodicts_id) Status Actien
: i Clown Figh = {2} o L g edit " deleta
Firafigh Gahy - (4] o ( MviDE copy o
shocbubed [P Wt § Ko S
BT Haw Ta Gusde - (8] o] Lk
T Fish - (3) o 'i" Diate Addad: B35 2004
ng Figh = J
Lacations [ Tiores il fokes e, Lt Modifieds 06/30/2004
Fras o 48 Triggar Figh = [5) b ki
Tools Catagones: O = = re y T re=
[ | mew catagony || new product
Maxz Mumbar of Froducts: 200
Generste Weblink |
cdownjpg
Pricar $13,%0
|% Cruantityr &5

Aqvarage Paking: 0,00%

Adding a New Category

In the main Categories/Products window, click the New Category button. The New Category right column will appear. The
following fields need to be filled out:

Field Description

Category Name Enter the name of your new category.

Enter the local path to your image or hit the browse button to locate the image on your

Category Image computer.

Sort Order This is how you control the display order of your categories. Enter a number here.

After you have entered in the appropriate information click the Save button. Your new category has been added. To add a
subcategory, click on a main category, and then click the New Category button.
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Adding a New Product

To add a new product, click the New Product button. Add the required info and you are on your way to populating your
catalog. The following fields will need to be filled out:

Field

Description

Product Status

Mark whether this is in or out of stock.

Date available

Select the date this product will be available.

Products Manufacturer

Select the product's manufacturer from the dropdown list if you are using manufacturers.

Products Name

Enter the product name. There will be a field for each language you have enabled in your store.

Products Description

Enter the description of your product. You can use HTML in this field which allows you to be
very flexible in how you create your product pages. You can add images to the description,
tables, hyperlinks, just about all HTML

Products Quantity

If you are using inventory/stock tracking, enter how many are in stock.

Products Model

Enter the model or catalog number of your product.

Products Image

Enter the path to the image on your local computer, or click the browse button to look for it. This
image will be uploaded to the server when you complete this process.

Products Price (Gross)

Set the products price here.

Products Price (Net)

Price with taxes (if the product is taxable)

Tax Class Set whether the item is taxable or not.
. Set the weight of the product. Do not leave this blank unless it is a download. If you leave it
Products Weight L .
blank, your shipping modules will not work correctly on checkout.
Preview Click this button to preview your product. On the next page, you click the Insert button to enter

the new product into the database.

After completing the New Product form, press the Preview button. A page will be displayed allowing you to review and
confirm your new product information. Click the Insert button to enter the new product into the database.

To quickly navigate through your categories, there is a Search box and a Go To box located in this section, on the far
right, just below the page header. Use these to make your editing easier.

Generating Web Links

After creating products in your catalog, you need to add "Buy It" links to your web site that will allow your customers to
add products to their shopping cart. Use the "Generate Web Link" button to automatically generate HTML links that you
can copy and paste into your web site.
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ategories / Products - (products_id) Status Action
clawn Figh = (2) o >
Firafich Goby = [4) o @
How To Guide = (&) o 0
Tang Fish - (3) o @
=" Triggar Fizh - [3) o @©
E::;E;:f? D [ new cateqony H new product ]
Max Humnber of Products: S00
[ Gemerate WebLink ]

To generate Web Links, press the "Generate Web Link" button. The following screen will be displayed:
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Choose a Style for your "Buy Now" Buttons

Web Cart generates customized zsnippets of HTML code to create "Buy Mow" buttons
for your Web pages, These buttons should then be placed next to each product an a
page, thus allowing custormers to add producks to their Web Cart shopping cart,

Selact ane of the button ar link styles belaw, then dick the "Senerate HTML" button.

Text Linkstyles Your
Preference

() This clown fish costs $12,95, Buy Now
() This clown fish costs $12.95 Buy It
() Thiz clown fish costs $12.95, Order It

() This clown fish costs $1z.95 Order Mow

Button Styles Your
Preference

(' This clown fish costs $12.95. @
() This clown fish costs $12.25.
(0 Thiz clawn fish costs $1z2.95. @l
(' This clown fish costs $12.25. @

Buttons with Quantity Form Styles Your
Preference

(' Thiz clown fizh costs $12,95. Oty Buy MNow

! Thiz clown fizh costs $12,95, Qty: Order It

This clown fish costs $12,95, Jhy: Drder Mow

L

) Thiz clown fizh casts $12.95, Qty: Order It

If vou are an experienced Web dezigner vou may design your own graphic button,

| Generate HTML |

Select a link or button style, then press the Generate HTML button. A screen similar to the following will be displayed:
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Product ID: 2
Product Marme: Clown Fizh

< href="https:/festorez. merchantpartners. commfdemol/product_info.php?
action=purchasefproducts_id=2"> Buy MNow =/ A>=

Product ID: 3
Product Marme: Tang Fish

< href="https:/festores. merchantpartners, cormddermol/product_info.php?
action=purchasefproducts_id=3"> Buy Mow =/ A>=

Product ID: 4
Product Marme: Firefish Gaby

<A href="https:/festorez. mercharntpartners. comyfdemol/product_info.php?
action=purchaseproducts_id=4"> Buy Mow < A=

Product I 5
Praduct Mame: Trigger Fizh

<A href="httpsi/festores. merchantpartners, comddemol/product_info.php?
action=purchasefproducts_id=5"> Buy Mow =/ /A=

Product ID: &
Product Mame: How To Guide

<A href="httpsi/festores.merchantpartners, commfdemal/product_info.php?
action=purchasefproducts id=&"> Buy Maow = A=

Shopping Cart Button

If vou have multiple items for sale, then vou nead to place a Shopping Cart button at
the top and bottorn of the shopping area on each of vour pages (see our Dermo Stare
for a dermonstration]. Thiz allows customers to either view the contants of their
shopping cart, ar pay and finizh,

The button looks like this:

Wiew Cart/Checkout

The HTML code to generate this button is:

<a href=https:iffestares. merchantpartners. com/demolsshopping_cart.php>
View Cart/Cheackout</a>

Copy and paste the HTML for each product link into the corresponding web pages on your web site. Also, copy the HTML
for the "View Cart/Checkout" link to allow your customers to return to their shopping cart from your web site.

Product Attributes

This area of the catalog configuration is where you customize the attributes of your products. If you need to have different
sizes, options, colors, and have different prices for each option, you have the ability to set this here.

On the main attributes page, you will see 3 sections:
* Product Options

* Option Values
¢ Product Attributes
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Product Options

This section is where you create the options that you will need available for your products. This can be whatever you
need, size, color, model, version, or whatever else you need. Creating options is very easy, just type the name of the
option in the text box and click the 'insert' button. This creates a master options list, but does not assign values to those
options. That is done in the next step.

Option Values

This section is the place to actually assign values to your options. This is a simple process as well. You will see a
dropdown box with the options you created. Select the option you want from the dropdown, then type the value you want
to assign in the text box next to it, and click 'insert.' That creates a value that is assigned to that particular option. Repeat
this for all values that you will need.

Product Attributes

This section is where you actually assign the options that you have created, to your products. You will see a series of
dropdown boxes. The first box contains all your products in your store. Select the product that you would like to set
attributes for. The next box contains all the options that you have set, so select the option you want to add to the product.
Then, in the next dropdown, select the value that you want to assign to the option. The next box is not a dropdown, but a
text box. Enter the monetary value of the option, and in the final box, place a + or a - sign. This value determines whether
Web Cart will add or subtract the value of the attribute from the base product cost. Finally, click the insert button, and the
attribute will be assigned to the product.

Manufacturers

This section allows you to add and maintain the list of product Manufacturers for your catalog. You select a manufacturer
when creating a new product. Also, customers can search and sort products by manufacturer in your catalog. To add a
new manufacturer, click on the Insert button. The following fields are available:

Field Description

Manufacturer Name Product manufacturer name

Manufacturer Image Upload an image that will be associated with this manufacturer

Specials

This section allows you to create limited time pricing for products. For example, you can activate a sale price for a
product that will apply for all purchases until the sale ends (expiry date). To add a special price, click on the New Product
button. The following fields are available:

Field Description
Product Select the product from the dropdown list of products in your catalog.
Special Price Enter the sale price (i.e 24.99), or enter the percentage amount to deduct (i.e. 20%)
Expiry Date Enter the date that the special price will end.

Catalog Image

Use this option to upload an image that will be displayed at the top of all of the shopping cart screens. The image should
be a company logo or name.
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To upload an image, press the Insert button. An upload form will be displayed. Press the Browse button to browse your
local computer for the image file you would like to upload.

When you have selected the file, press the Save button to upload and save the file to your Web Cart shopping cart.
Catalog Text

Use this option to customize the text that is displayed on your catalog screen.

Field Description

Index Page This is the title paragraph that is displayed at the top of your main catalog page.

This text will be displayed when your customers select the "Shipping and Returns" menu option

Shipping Page in the catalog. Use this option to describe your shipping options and return policy.

This text will be displayed when your customers select the "Privacy Notice" menu option in the

Privacy Page catalog. Use this option to describe your privacy policy.

This text will be displayed when your customers select the "Conditions of Use" menu option in
the catalog. Use this option to describe your terms and conditions for use of your web site and
products.

Terms / Conditions
Page

Modules

Web Cart comes standard with several payment and shipping modules. This section of the administration tool allows you
to enable, disable, and configure your modules. This is where you select what payment methods you will have at your
store, and what shipping options are available.

More modules are being added all the time, so check this section for additional updates. If there is a module that is not
available that you would like added, contact Customer Service and we will look into adding it.

Web Cart Admin

Payment Modules

Canfiguraticn

tatalog Moddules Sart Drder Action

Hodules Cradit Card o N [P, @i

bl pknas Electronic Cheds L L e
Chack/Maray Ordas L] (0 cradit Card Test Info

ket COR S4T4549454945404

Locations / Tauas Empiryl dny

Ripairts
i Enable Crodit Card Modula

Turasls Trus

AcctiD
TEETO

Sub 1D
VITAL

Enable Prifuth?
trus

Payiment Fone
A L o

e

St Drder SEatuis
default

Lot erder of display.
o]
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Payment
Your Web Cart comes pre-configured with three payment types:

¢ Credit Card
¢ Electronic Check
¢ Check / Money Order (for offline payments)

The Credit Card and Electronic Check types are already configured to work through your payment gateway account --- no
additional configuration should be necessary. To deactivate any of the payment types, select the option and press the
Remove button.

Shipping

On this page, you will see a list of all currently installed shipping modules in your store. To the right of each you will see a
green icon and a red icon. To activate a module, click the green icon next to it. To deactivate a module, click the red icon
next to it.

Once a shipping module is active, you may have to configure that module with certain required information. If this is
needed, click the shipping module, then click the Edit button in the right column. All available options for that module will
be displayed.

Web Cart Admin

Shipping Modules

Eonfiguratson

Catalog Hudulas Sirrt Db AR
Hacdides Flat Rata > _i' insLall : |
Par Htam i
Table Rats [ Flat Rakts
Cuim binrvisrs Unitad Paroel Servdoe o I
Lave s tierien Tamas Unitad Ststar Portsl Sarvice i
(!

RFeruorts fone Rater

Flat Rate

Use this module if you want to use a flat rate shippng rate per order. The following configuration options must be set:

Field Description

Enable Flat Shipping [Set this to true to enable this module.

Shipping Cost Set the rate you want to charge per order.

Set this to the tax class you want to use for this shipping method, or leave it set to none if you

Tax Class do not want to tax the shipping charge.

Shipping Zone If you set this to a zone, this method will only be available to orders shipping to that zone.

This sets the sort order of your shipping methods during checkout. If you have more than one
Sort Order shipping method, set this to a non zero quantity. Lower numbers defined here will appear
higher/first on the checkout shipping page.

Update Always click this button to save your changes.
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Use this module to set a 'Per ltem' shipping charge. Set a base shipping rate, and that rate will be mutiplied by the
number of items that the customer has in their shopping cart. The following options must be set:

Field

Description

Enable ltem Shipping

Set this to true to enable this module.

Shipping Cost

Set the rate you want to charge per item purchased.

Set the amount you want to charge for handling. This can be set to zero to deactivate the

Handling Fee handling fee.
Set this to the tax class you want to use for this shipping method, or leave it set to none if you
Tax Class o
do not want to tax the shipping charge.
Shipping Zone If you set this to a zone, this method will only be available to orders shipping to that zone.
This sets the sort order of your shipping methods during checkout. If you have more than one
Sort Order shipping method, set this to a non zero quantity. Lower numbers defined here will appear
higher/first on the checkout shipping page.
Update Always click this button to save your changes
Table Rate

This shipping method allows you to set so called table rate shipping. This module allows you to set whether shipping will
be charged based on weight or quantity. Further, you define shipping price breaks based on weight or quantity amounts.
The following options need to be set for this module:

Field

Description

Enable Table Method

Set this to true to enable this module.

Shipping Table

Set this option by following the example provided below.

Table Method

Set this to weight or price.

Set the amount you want to charge for handling. This can be set to zero to deactivate the

Handling Fee handling fee.
Set this to the tax class you want to use for this shipping method, or leave it set to none if you
Tax Class o
do not want to tax the shipping charge.
Shipping Zone If you set this to a zone, this method will only be available to orders shipping to that zone.
This sets the sort order of your shipping methods during checkout. If you have more than one
Sort Order shipping method, set this to a non zero quantity. Lower numbers defined here will appear
higher/first on the checkout shipping page.
Update Always click this button to save your changes.

Table Rate example: A store owner wants to charge $10 for orders weighing up to 20 Ibs. Any orders over 20 lbs, but
under 40 Ibs are charged $18. To set this up using the table rate shipping method, the following must be entered into the
'Shipping Table' field of this module: 25:10.00,40:18.00
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United Parcel Service

If you want to ship using UPS, enable this module. It is also important to note that in order for shipping calculations to be
done correctly, you must set the zip/postal code of your store correctly in the Configuration section. The following options
must be set:

Field Description

Enable UPS Shipping |Set this to true to enable this module.

This should be set to the method your UPS packages are picked up. Your options are CC -
UPS Pickup Method Customer Counter, RDP - Daily Pickup, OTP - One Time Pickup, LC - Letter Center, OCA - On
Call Air

Set this to the UPS Packaging method that you use. The following options are available CP -

UPS Packaging Your Packaging, ULE - UPS Letter, UT - UPS Tube, UBE - UPS Express Box

Residential Delivery Set this to either RES or COM to have the module quote a residential or commercial shipping

rate.
: Set the amount you want to charge for handling. This can be set to zero to deactivate the

Handling Fee .

handling fee.

Set this to the tax class you want to use for this shipping method, or leave it set to none if you
Tax Class o

do not want to tax the shipping charge.
Shipping Zone If you set this to a zone, this method will only be available to orders shipping to that zone.

This sets the sort order of your shipping methods during checkout. If you have more than one
Sort Order shipping method, set this to a non zero quantity. Lower numbers defined here will appear
higher/first on the checkout shipping page.

Update Always click this button to save your changes.

United States Postal Service

To use USPS module, you first need an account with the USPS. If you do not have an account, you cannot use this
module. The following options must be configured:

Field Description
Engblg USPS Set this to true to enable this module.
Shipping
:EDnter the USPS User This should be set to your USPS user ID
Enter the USPS This should be set to your USPS password
Password

Which server to use Set this to either 'test' or 'production’

Set the amount you want to charge for handling. This can be set to zero to deactivate the

Handling Fee handling fee.

Set this to the tax class you want to use for this shipping method, or leave it set to none if you
Tax Class o

do not want to tax the shipping charge.
Shipping Zone If you set this to a zone, this method will only be available to orders shipping to that zone.
Sort Order This sets the sort order of your shipping methods during checkout. If you have more than one

shipping method, set this to a non zero quantity. Lower numbers defined here will appear
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higher/first on the checkout shipping page.

Update Always click this button to save your changes.

Customers

The Customers section allows you to manage your Web Cart customers and orders. Each time a customer registers, their
information will appear in the Customers menu. Each time a customer places an order, the order will appear in the Orders
menu.

Customers menu
From the Customers menu, you can do the following:

¢ View a list of customers that have registered at your site
¢ Edit a customer's information

¢ View orders for a particular customer

¢ Send an email to a customer

¢ Delete a customer

The following is a sample Customers menu screen:

Web Cart Admin

Customers Gwarchi
Canfiguralion
Catalog Last MWarme First Mo Aceounl Crosted A bon
Hodides Das John 04725/ 2004 [ adi | —daleta. |
Customars Laat vany 05/ 25/ 2004 ([  ES——— IR
S | orderz || email
Didplayeng 1 ta I (of 2 cudtefmerd ) Paga 1 «f 1 —_——
Lotk | Taxes Actount Crested:
Reports 06/ 57 2004
Tosls Last Modifiad: 07/07/ 2004
Lagt Lagani

Musmnbar of Logons: 0

Gauntry: Uinitad Statas

Hurmbar of Raviews: 0

To view and edit customer information, click on a customer and then press the "Edit" button. The following screen will be
displayed:
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Customers

Personad

Fest Hama: e
L33t Nami [ae * By
E-Madl Address: |Rhn@ranibsnisanitnier * e
Coivgiany

COMpany Namg: |ACHE fae

ki

Sireet Address) |1 way Strest * B gqasred

Post Coda 5 Ewqure

Chity: Lirk Bbedederi # g

Tratn [CalFarnin

Urebad Shatag b

Condact

Tatephons Mummber: [ILD-555-1212 * Raqired

F a3 b

Dt

Hawsiatter: | Unsubsonbed '

| updets | cancol

Press the Update button to save your changes.

The following is a sample welcome email that is sent to your customer when they register in your Web Cart:

Dear David,
We welcome you to Jack's Fish Shop.

You can now take part in the various services we have to offer you.
Some of these services include:

Permanent Cart - Any products added to your online cart remain there
until you remove them, or check them out.

Address Book - We can now deliver your products to another address
other than yours! This is perfect to send birthday gifts direct to the
bithday-person themselves.

Order History - View your history of purchases that you have made with
us.

Product Reviews - Share your opinions on products with our other
customers.

For help with any of our online services, please email the store-owner:
store@jacksfishshop.com

Note: This email address was given to us by one of our customers. If
you did not sign up to be a member, please send an email to:
store@jacksfishshop.com

Orders menu
From the Orders menu, you can do the following:

¢ View a list of orders
¢ View and edit the status of an Order (Pending, Processing, or Delivered)
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¢ Print an invoices or packing slip
e Delete an order

The following is a sample Orders menu screen:

Orders

Custormees.
Efvy bagl
Eafy bt
tany test
bony best
Eany tagt
Eomy taat
oy test
kony test
Efy taik
Eany badt
oy test
tony test
bany bat

kany tast

Drder Total
$10.75
§5.95
§9.93
§8.9%
§$29.95
$9.95
§9.95
§9.95
§42.16
§75.23
F13 8 )
§29.9%
§9.95

§46.90

Displaying L to 14 (of 14 codars)

b

Date Purchased
06/ 25 2004 15:14:37
D6/ 252004 15112157
C6/ 232004 15104144
QEF2IT2004 14:02:42
D6/ ZHIZ004 14:48:19
D6f 252004 14145127
DA EH 2004 Ld143145
CiEF T 2004 14:39:22
D6/ TSIZ004 14:37:21
D6/ 252004 14:34127
D6/ 2R 2004 14132137
CEFZEI004 14:20:108
D6/ 252004 14:24155

D6f 252004 14115103

Crdar 1D:
gegkup:  All Orders
Status  Action
Pandag B [ edt )| delee |
gt @ [ invoice ![ packing ip |
Pamnding |"i, g
Panding ([ Date Created: 06/2%5/ 2004
Fanding o Payrent Mathod| Credet
Pending () Cord
Panding I"i
Pending i
Panding "'\i.,.
Frocessing "'i‘_.'
Processing "T'
Procassing ]
Dalivarad o
Caliverad M
Faga 1 of 1

Editing an Order

To edit an order, select the order from the order list and press the Edit button. The screen similar to the following will be

displayed:
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1
Orders back
Custnmes Shipping Rilling Lo teEt

Addressz Address: 123 test
formia los angales, Caldomes
L PG
Lk rited Sratas
Telephone S SaRAT
humber: L
E-Mall Address:  toao@strbacd sem
Payment Method: Crede Cand
Products el Ten Price [ax) Price (] Tatad [me] Tl [
8 = How To fusds (L a8 1.9 TR L] FENHY
Varr Fela Doanied
ke Tokali 49,50
La
Tetel: #1875
Date Added Lusboreer Mabdesd  Stabus  Domiments
G In 2004 19T o Panding
Comments
Stafus: Pendng = _EF_E"E'_F'_
Natify Castomer: & Append Comments; ]
Frifed || padng Sp Back
1

From the Edit screen you can do one of the following:

Field

Description

Comments

Add comments into the comment field, then press the Update button. If you have the Notify
Customer option checked, an email with your comments will be sent to the customer.

Status

Change the status of the Order. Three options are available: Pending (default for new orders),
Processing, and Delivered.

Notify Customer

Check this option if you would like an email to automatically be sent to the customer each time
you make a change to the status or comments.

Append Comments

Check this option to append comments to previously issued comments. Otherwise, new
comments will overwrite previous comments.

Invoice Press this button to display a printable invoice for this order.
Packing Slip Press this button to display a printable packing slip for this order.
Update Press this button to save any changes you made to the order.

Back Press this button to return to the Orders list without saving changes.

Locations / Taxes

The Locations / Taxes section allows you to configure the geographic locations that you will ship products to, and the tax
rates (optional) that will charged for your products.
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Countries

The countries menu allows you to configure the countries that are available when a customer enters their shipping
address. This list is pre-populated with a complete list of all countries. If you prefer to not make certain countries
available to your customers, delete them from the list.

Zones (states)

The Zones menu allows you to configure the Zones within a country. Typical zones are states or provinces. This list is
pre-populated with a complete list of states and provinces. If you prefer to not make certain zones available to your
customers, delete them from the list.

Tax Zones

Tax zones are configured to correspond to one or more geographic zones. Configure a separate Tax Zone for each
region that will be charged a different tax rates. For example, if each state has a unique tax rate for the products you sell,
you will need to create a tax zone for each state and then setup a Tax Rate that applies to the corresponding Tax Zone.

To create a new Tax Zone, do the following:

1. Under Locations/Taxes, click on the "Tax Zones" menu
2. Click on the "new zone" button.
3. Fill out the Tax Zone Form:
+ Zone Name: example "CA"
+ Description: example "California”.
4. Press the Insert button. The tax zone "CA" will be added to the list.
5. You now need to assign geographic zones to the tax zone you just created. Click on the tax zone that you just
created (example "CA") in the list and press the Insert button.

Tax LZones

Coumn ey Done Action
Uhnitad States Californis P Plesse antar tha nev sub cone infonmation
| + P f
Dizplaying 1 & 1 (of 1 countrias) age 1 of L b
&Il Countnes W

Zonet
All Zanas |

| inzen || cancel |

1

6. Select the geographic Country and Zone (state) that you want to include in this tax zone. For example, select
Country: United States, and Zone: California.

7. Press the Insert button to add the geographic zone.

8. Press the Back button to return to the Tax Zones list.

Tax Classes

Tax classes allow you to define one or more types of taxes to charge for your products. For example, you could create a
tax class called "Sales Tax" to charge state sales tax.

To create a new Tax Class, do the following:
1. Under Locations/Taxes, click on the "Tax Classes" menu

2. Click on the "New Tax Class" button.
3. Fill out the Tax Class Form:
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+ Tax Class Title: example "Sales Tax"
+ Description: example "States sales tax"
4. Press the Insert button to save your new tax class.

Tax Rates

Tax rates allow you to charge different tax percentages based on the tax zone that the customer is located in. Define a
tax rate for each tax zone that you created.

To create a new Tax Class, do the following:

1. Under Locations/Taxes, click on the "Tax Rates" menu.
2. Click on the "New Tax Rate" button.
3. Fill out the Tax Class Form:
¢ Tax Class Title: select from the list of tax classes
¢ Tax Zone: select from the list of tax zones
+ Tax Rate: enter the percentage tax to charge
+ Description: enter a description for this rate

+ Priority: use this option to configure compounding rates. Otherwise, set this to "1".
4. Press the Insert button to save your new tax rate.

1
Tax Rates
Froriby Tax Class FL Tax Rate A tion
1 Saler Tax Flarida 7% (i b
4] Salas Tax Califernis B b
L&] Salad Tax Crrdgan % b
Cisplaying 1 to 3 (of 3 tax rates) Page 1 of 1

Reports

The Reports section allows you to view various reports about the activity in your store. The following reports are
available:

Report Description

Products Viewed Displayed a list of the number of times each of your products has been viewed by a customer
(or shopper). Sorted in descending order, with the most frequently viewed product listed first.

Products Purchased Displays a list of the total number of times each of your products has been purchased

Customer Displays a list of your customers and the total dollar volume of their purchases. Customers are
Orders-Totals sorted by volume in descending order.
Tools

The Tools section provides some general tools to manage your store and customers. The following tools are available:

Send Email

This option allows you to send an email to a customer or a group of customers. For example, you can send an email to a

customer updating them with information about their orders, or you could send an email newsletter to all customers who
subscribed to the newsletter.

Page 22




Online Commerce Suite™ Web Cart Guide Guide

Field Description
Customer Select the customer or group of customers to send the email to.
From Enter the email address from which this email will be sent
Subject Enter a subject for the email
Message Enter the content of the email.

When complete, press the Send Mail button to send the email.
Who's Online

This option displays current real-time activity in your shopping cart / store. A report is displayed listing all active users and
their last activity. The following information is displayed for each customer:

Field Description
Online Amount of time they have been shopping
ID Unique userld for the customer
Full Name Name of the customer. "Guest" indicates that the customer has not registered.
IP Address The network address of the customer
Entry Time The time that the customer first entered the shopping cart.
Last Click The time that the customer last clicked on an item or function within the cart.
Last URL The last page that the customer viewed
Users Shopping Cart | The contents of the customer's shopping cart.

Who's Online

Dranleinae ID Full Hame IP Addesss Entyy Thine Last Click Last URL
OO 00:0% O Guest 172.20.0.3 1d:R4:42 16:34:42 fdemelfshepping_cart. php 1 =% Clawn Fish

Curranitly thare are 1 cusborners online Subbotsl $9.9%
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