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E-Commerce Builder User Guide

Introduction

Welcome to E-Commerce Builder and thank you for choosing WEB MERCHANT SERVICES’s feature rich and easy to use E-Commerce Shopping Cart solution for your online commerce requirements. We are sure that E-Commerce Builder will serve you long into the future. We are constantly developing our product range to ensure that as your online business grows and develops, you have the tools to meet your business requirements.

When your shop was set-up, as well as receiving a Shop Front URL, you will also have received a Back Office URL with accompanying Username and Password to enter this area of E-Commerce Builder.

To access your back office area, open your Internet Web browser software and having connected to the Internet, navigate to your back office URL. After the ‘.co.uk’ part of the URL please include ‘/admin/login.asp’ – this will then take you to the login screen

For example: http://shopname.ecommercebuilder.co.uk/admin/login.asp
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HINT:
Change the word ‘shopname’ in the above URL to the name we have provided.

Logging in

The first screen presented to you is the login screen. To proceed, simply enter your Username and Password and press ‘LOGIN’.
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Figure 2. The E-Commerce Builder Back Office Login screen.
You have now entered your E-Commerce Builder back office area.

Please note: If you leave your back office unattended for 20 minutes, your session will be automatically ended and you will need to log back in.
General Manager

The Back Office Home Page 

From the back office home page (General Manager), you are presented with links to all the administrative functions available to you in E-Commerce Builder. Think of each function as a different ‘Manager’. You will use a specific ‘Manager’ for a specific job.

Following the links presented in the left hand navigation column, you will be able to set-up store categories, add and edit product information, create new pages for your Web site and check order and customer details. 
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Figure 2. The E-Commerce Builder Back Office Home Page.

Opening and Closing your Shop

When you are carrying out ‘major’ updates on your Web site, it is possible to temporarily close your shop during this time. 

To close your shop, simply click on the ‘Click here to CLOSE the shop’ link. If you decide not to close your shop during major updates, your shop will continue to function, but you should be aware that a shopper could be attempting to add a product to their shopping basket, which you are in the process of deleting or updating. 

Confirming changes to your E-Commerce Builder Store

IMPORTANT:

Whenever you make changes to your E-Commerce Builder store you must confirm those changes to ensure that they are reflected in your shop front.

To confirm changes to your store click on the ‘Click to confirm’ link at the bottom of the left navigation column.
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When you confirm updates, you will be taken to your shop front home page so that you can check the changes you have made. If you wish to return to the administration back office, use your browser software ‘Back’ button.

When you have completed any updates in your back office, return to the ‘General Manager’ home page and re-open your shop by clicking the ‘Click here to OPEN the shop’ link. 

Your shop will now re-open and shoppers will see the changes you have made.

Category Manager

Think of the Category Manager as the person who organises your stock.

You should think about your categories carefully as this will determine how your products are grouped in your store.  Each product may only appear in one category.   To avoid having an unmanageable number of products in a single category it may be better to devise separate categories and group your products differently.  For example, if you are selling T-Shirts, you may want to set-up three categories for 'Mens', 'Womens' and 'Childrens', instead of having a single category of T-Shirts.  

There is no limit to the number of categories you may have and it may help to list on paper your product groups before you start to add them.

To add a new Category

Under the ‘Category Manager’ heading in the left navigation column, click the ‘Add a Category’ link

You will be presented with the following screen:
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Figure 3. Adding a New Category

On the Add Category screen presented, do the following:

1/
Enter your chosen Category Name

2/
Choose the Parent Category (the category you wish the above category to appear in) by using the drop down menu. Leave blank if you wish the Category Name to be the Parent Category

3/
Enter a short description describing the category.

For example: “Our latest range of T-Shirts for Kids.”

4/
Select whether or not to display your category immediately in the shop front. Select YES or NO accordingly. If you have not closed your shop whilst adding new categories, you may choose not to display the category until you have added products (described later).

5/
Check your entry for correctness and click the ‘Add New Category’ button to update your site.

You can continue this process, adding as many categories as you wish.  To make any changes or to enable or disable a category in the shop front, you will need to use the ‘Edit Categories’ link.

To edit or delete an existing Category

Under the Category Manager’ heading in the left navigation column, click the ‘Edit Categories’ link.

You will be presented with the following screen:
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Figure 4. Making changes to your categories.

On the Category Listing screen, select the Category name you wish to edit and click the corresponding ‘Edit’ link to continue.

You will be presented with the following screen:
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Figure 5. Editing a category

On the Edit Category screen presented, do the following:

1/
Enter your amended Category Name


2/
Choose your amended Parent Category
3/
Enter an amended short description describing the category (if required).

4/
Select whether or not to display your category immediately in the shop front. Select YES or NO accordingly. 

5/
Check your entry for correctness and click the ‘Update’ button to update your site.

Note: To delete a category you will need to delete or remove all corresponding products and variations within that Category

Product Manager

Think of the Product Manager as the person who sets out the products in your shop window.

You should think about your products carefully as some will come with different options such as size and colour.  To avoid having an unmanageable number of variations per product, it may be easier to devise separate products, for example shirts which vary by size, colour and sleeve type may be better displayed as Product 1 - long sleeved shirts with size and colour variations, and Product 2 – short sleeved shirts with size and colour variations.

There is no limit to the number of products you may have and it may help to list on paper your products and variations before you start to add them.

In the product manager section, you will manage your product images, add new products, set-up variations for products, edit and update product information – prices, sizes, colours, weights etc. and assign your products to appear in selected categories.

Managing your product Images

Before you add new product information in your back office, you will need to do a bit of product image preparation work. Time spent doing this will ensure that the process of adding new product details to your shop is a quick and painless one.

Product Images Overview

You store will present product images to your shoppers in one of two ways.  Firstly, when a shopper clicks on one of the category links, the page displayed will list all the products you have placed in that category, displaying a Product Name, Short Description and Thumbnail image of your product.

When you create your images, it is important that your thumbnail images are sized and named correctly.

IMPORTANT: Thumbnail images should be saved in a .jpg or .gif format. We recommend that the images should be sized to 80 pixels (w) x 80 pixels (h). You should ensure that your images have been optimised for use on the Internet so that your site has the fastest possible download speeds for your shoppers.

If you are unsure about image optimisation, or require help creating your product images, please contact us at helpdesk@web-merchant.co.uk
Secondly, from the product list pages, your shoppers will have the ability to click on the thumbnail images, giving them more information about that product. Here they will see a larger product image and more in-depth product information. It is from the individual product page that shoppers will add items to their shopping basket.

As for the product thumbnail images, the full size product images should be named and sized correctly.

IMPORTANT: Individual product images should be saved in a .jpg or .gif format. We recommend that the images should be sized to around 200 pixels (w) x 200 pixels (h) maximum. You should ensure that your images have been optimised for use on the Internet so that your site has the fastest possible download speeds for your shoppers.

If you are unsure about image optimisation, or require help creating your product images, please contact us at helpdesk@web-merchant.co.uk


To add a new Image

Under the ‘Product Manager’ heading in the left navigation column, click the ‘Product Images’ link.

You will be presented with the following screen listing the site images and product images which make up your E-Commerce Builder site.
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Figure 6. Managing Images Screen
To add an image to your E-Commerce Builder site, do the following:

1/
In the ‘File to Upload’ text box, enter the local path to the image file you wish to upload. For example: C:\My Documents\images\file1.jpg
or…
Click the ‘Browse’ button and navigate to and select the image you wish to upload.

2/
When the image filename has been entered / selected, click the ‘Upload File’ button to continue.

3/
The image file will be uploaded to your E-Commerce Builder store and the web page will refresh to show it in the images list box.

4/ 
You can continue this process above every time you need to upload a new image.

5/
Uploading an image with the same file name as a file on the site, will overwrite the original image file.

Deleting Images

On the ‘Manage Product Images’ page (described above), simply select the ‘delete’ link next to the corresponding image name you wish to delete. 

You will be prompted to confirm:

‘Are you sure you wish to delete this file’

Click ‘YES’ to delete the image or ‘CANCEL’ to return to the screen without deleting the image.

Reviewing uploaded images

You can review the images you have uploaded by clicking on the image name link in the image list table. This will open a new browser window to display the image.

Now that you have successfully added your product categories and images, you are now ready to start inputting your product information.

To add a new Product

Under the ‘Product Manager’ heading in the left navigation column, click the ‘Add a Product’ link.

You will be presented with the following screen:
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Figure 7. Adding a new product.

On the ‘Add a Product’ screen presented, you will need to complete the following to add a new product to your shop. 

Fields marked with a RED * are required fields. You MUST enter a value into these fields for the product to be stored correctly.

1/
Type in your ‘Product Name’. For example: ‘T-Shirt’
2/
From the ‘Choose a Category’ drop down menu, select the category you want your product to appear in. You will see that the drop down menu contains the category names you had previously entered.

3/
From the ‘Choose a Thumbnail Image’ drop down menu, select the thumbnail image you want to display with this product. You will see that the drop down menu contains the image names you had previously uploaded.

4/
From the ‘Choose a Product Image’ drop down menu, select the thumbnail image you want to display with this product. You will see that the drop down menu contains the image names you had previously uploaded.

5/
Type in the name of your product ‘Short Description’. For example, ‘This is the latest T-Shirt from New York’. 

A product short description is a required field. The product list pages in your shop front will display the short description along side your thumbnail images.

6/
Type in your product ‘Long Description’.
The long description will be displayed alongside your product image on the individual product pages.

7/
Before you save your product details, read the following page describing ‘Product Variations’.

No Product Variations

If the product you have entered does not have ‘Variations’, for example: size, colour etc., you can skip the variations part of the form and simply click the ‘Add Product Information’ button at the end of the page. 

Your product will be added to your E-Commerce Builder site. As with the categories described above, you can choose to enable or disable your products to appear in your shop. By default, all products are set to appear immediately in the shop front.

Product Variation Details

When adding product variations, it is important to be clear on exactly how many variations you have for each product.  You can work this out by counting every possible combination.  For example, if your T-Shirts come in three sizes and three colours, then you have nine variations, i.e. small red, small blue, small green, medium red, medium blue, medium green, large red, large blue and large green.  Each combination is known as a ‘Variation Value’.

If your products do have variations, you should enter the first variation value before saving your product.  This section appears at the bottom of the ‘Add a Product’ page.
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Figure 8. Product Variation Details.

1/
Enter your ‘Variation Value’. For example, ‘Small Red’.

2/
You may enter a ‘Variation Description’, if required.  For example: ‘As seen on TV’, ‘While stocks last’ or ‘Latest from New York’, etc.
3/ 
Click the ‘Add Product Information’ button to add the product details.

Your product will now be saved and your screen will refresh taking you to a product details page (see figure 9).

Adding More Product Variations

Having saved your product details, you can now continue to add variation values if required. 
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Figure 9. Adding Product Variation Details.
1/
To ‘Add’ a variation value, click the ‘Add Variation Details’ button at the bottom of the Edit Products page (see figure 9 above).

2/
To edit an existing variation value, select a corresponding ‘Edit’ link in the table displaying the variation values.

If you have selected to ‘Add Variation Details’ you will be presented with the following screen which you use to add the additional variation details. 
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Figure 10. Adding Product Variation Screen.

If you have selected to ‘Edit a Variation’ you will be presented with the following screen:

[image: image15.png]rosoft Internet Explorer

to appear in the shop frant? *

Click to save

| ek - > - @ [5) 4| Qsearch [lFavortes @veds 3| B B 1~ 2 7 R [] Google = Gosearhweb Rosachore
| agdress [ €] http:flocaihosttempsices/ECommerceBuider Templatefadminfeditvariation, asp?variationKU=0001 |
Back Office Home Page | Storefront Home Page =l
(Srewanagers ) Edit Variation Details
General Manager
Back Office Home Please edit variation data.
Close the Sho Variation value *
Open the shop Eg. Small Red.
e anagar iy fst productivariation
Category Manager | section in manual
Add a Category
Edit Cateqories
Stock Number * o001
Product Manager
Product / Site Images
AdctalErodic Product Price (£) o7
Find / Edit Products | syeluding VaT *
Marketing Manager
oV Product Weight (g) in grammes*
Edit Web Pages (Used to calculata dalivery costs) o
Order Manager
Find an Order VAT Rate *
Shipping Rates (Used to add VAT i applicable, 1755
0 your product pricas),
Confirm Updates
Jelickitolconfim) Variation Description (optional) *
Do you want this product vos € No ©

Eloore

[ [ [ Localintranet




Figure 11. Edit Product Variation Screen.

Searching for Products

E-Commerce Builder allows you to search for products stored in the back office in two ways, by Product Name or by full Stock Number. If a matching product is found, you will be presented with links to enable you to amend / update your product information as described above.

To search for products, navigate to the Product Search page by clicking the ‘Find / Edit Products’ link on the left navigation bar.

You will be presented with the following screen:
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Figure 12 Product Search Screen.

Enter a product name or unique stock number and click the corresponding ‘Find’ button to search.

Marketing Manager

Think of the Marketing Manager as the promotional section of your E-Commerce Builder shop. The Marketing Manager section will allow you to add promotional Web pages to your shop.

Examples of Marketing Web Pages

There are many ways in which you can improve a shopper experience in your shop. Telling them a bit about your company, it’s history, where you are based, where you deliver to etc. The more you can tell your customers about you, the more confident they will feel about buying your products and services online.

Add or change a Marketing Web Page

Under the ‘Marketing Manager’ heading in the left navigation column, click the ‘Add a Web Page’ link.

You will be presented with the following screen:
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Figure 13 Add a Web Page

1/
Enter a title for your Web page. This name will be displayed as a link to the Web page in your shops navigation bar.

2/
Enter the text you want to display on your Web page.  If you are familiar with HTML, you may also enter any HTML content, such as <img> tags.

3/
Select whether you want your Web page to appear in your shop front immediately. 

3/ 
Click the ‘Add Web Page’ button to save the page.

Changing Shipping Rates

As your E-Commerce Builder store will be visible to potential customers in countries all over the world, you will need to consider the shipping charges to your customers when they place an order.  For example, you may not want to charge anything for UK deliveries, you may wish to charge more to Sweden than Germany, and not ship at all to the USA.  

E-Commerce Builder provides a flexible approach to shipping charges, which allows you to:

· Offer free delivery to any country;

· Show delivery inclusive product prices;

· Offer fixed price delivery to any country;

· Offer weight-based pricing to any country;

· Offer a fixed price plus an additional weight element to any country;

· Exclude any countries from delivery;

Under the ‘Order Manager’ heading in the left navigation column, click the ‘Shipping Rates’ link.

Select the country for which you like to edit shipping rates and click on the ‘Edit Destination’ button.  You will be presented with the following screen:
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Figure 14 Editing Shipping Rates

1/
Select the country’s ‘EC Member’ status.  If a country is in the European Union, VAT will be added to orders shipped there, if not, no VAT will be added.

2/
Entering a ‘Base Cost’ allows you to charge a flat rate to this destination. Enter zero if you require weight only based pricing.

3/
Entering a ‘Cost per Kg’ allows you to charge a variable amount by product weight.  Enter zero if you do not require a variable element.

4/ 
Select whether the destination is Enabled.  If you select ‘No’, your store will not allow deliveries to that country.

4/ 
Click ‘Update’

Working with HTML

You can create HTML using any HTML editor that you may be familiar with, for example, Dreamweaver, FrontPage etc.  

Using Images and Flash in your Web Marketing Pages

You can make reference to images or embed Flash movies in your Web pages, but you will need to ensure that the paths to your image files are correct.

NOTE: You can only use the files of type .gif, .jpg, .jpeg and .swf in E-Commerce Builder.

All images should be targeted with the following reference:

<img src="images/imagename.gif" width="100" height="100" alt="My Image”>

<img src=”images/imagename.gif”
NOTE: Your images must be targeted to the image directory ‘images/’

width="100" height="100"

This is the image size

alt="My Image”>

This is the images alt name

You will also need to ensure that any images or Flash movies you have referenced in your HTML have been uploaded to your image directory. See ‘Adding Images’.

Going Live

In order for your E-Commerce Builder store to go live, the following pre-requisites must be met:

· Have you entered your product data?  This includes adding categories, products and variations to the E-Commerce Builder database.  You may have done this using the Back Office facility, or by downloading, populating and uploading the Microsoft Access database.

· Have you created and uploaded Site images?  Ensure the images are sized correctly, in the right format, and that you have uploaded them either by FTP or by using the Back Office facility.

· Have you created and uploaded Product images?  Ensure the images are sized correctly, in the right format, and that you have uploaded them either by FTP or by using the Back Office facility.

· Active Merchant account.  You will need to have submitted all required documentation, and had your account approved and ‘Activated’. If you would like to check the status of your Merchant Account application, please email support@uk.worldpay.com.

Once you are satisfied that all the above conditions are met, please email webmerchantservicessupport@datagate.co.uk and we will set your account live.  
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