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Welcome to Volusion Winter '09

Welcome to Volusion Winter '09. We're excited that you've chosen Volusion as your e-
commerce platform to help you successfully sell online.

If you're a new Volusion merchant, this manual will guide you through basics like setting up
products and product options, as well as advanced techniques such as using Volusion's API to
extend your store's functionality.

For V5 merchants who have upgraded to Winter '09, welcome to the latest release. In this
manual you'll find details on all the new features and functions, including the new customer
rewards program, quick edit features and more.

Let's get started.

What's New in Winter '09

Whether you're a new Volusion merchant or an experienced user, Winter '09 offers many new
features to utilize.

New Admin Area Look & Feel

The Winter '09 Admin area has been redesigned to simplify functions and control. Navigating is
now more intuitive.

Optimized Searching

Winter '09 has improved search features that'll help your customers find what they are looking
for more efficiently.

MyRewards Program

You can now set up a rewards program that allows loyal customers to earn points toward store
credit for future purchases. Best of all, you can specify whether your program awards points by
currency unit or by product, and you can customize earnings totals and redemption
requirements to suit your preferences.

AddThis™ Inteqgration

Last Updated: October 2009 11
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You can now use our integration with the Add This™ program to provide links to your prouduct
details pages on third party sites like AIM, Bebo, Kaboodle, Facebook, Blogger and many

more.

Improved Language Settings

Volusion Winter '09 offers the ability to edit more of the hard coded text that previously was not
editable. You can now customize your storefront to a greater degree by changing the default
wording or displaying another language.
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Getting Started with Your Volusion Store

The primary purpose of this section of the manual is to welcome new merchants to Volusion
and guide them through the store setup process. It'll cover the basics of configuring Volusion
Winter '09 from default settings to product creation with SEO basics as well as what to expect
from the time of purchase. This is also a good reference point for 14-day free trial users
looking to test the system before buying.

If you've recently upgraded from V5, feel free to look through this section to refresh your
knowledge of the Volusion e-commerce system.

Once you've finished with this section, be sure to read on for a more in-depth description of
settings, tips and tricks.

What Do You Do First?

1. If you haven't already done so, we recommend signing up for a 14 day free trial of our
Winter '09. You can do so here at absolutely no cost and with no obligations!

2. Once you choose the monthly hosted solution that meets your needs, you can make your
purchase here. All solutions come with our award-winning 24/7 customer support to help you
with store set up and more.

3. If you don't already own a domain name, you can purchase one from Volusion here. You'l
need to own the domain name you plan to use before we can process your order.

4. Purchase an SSL certificate. You can add one to your monthly hosted solution purchase, or
buy it later when you're approaching your opening date. You can read more about SSLs and
why they're important here.

Once you purchase your Volusion store, you'll receive two emails. The first is simply your order
confirmation. At this time, your credit card hasn't yet been charged. The second will come once
your order has been processed and our developers have set up your website on our servers.
This email contains vital information like your login details and helpful links. Please save this
email for your records. It usually arrives within two business days of your purchase.

If you have any questions regarding the purchase of an online store hosting plan, domain
name or SSL, please feel free to contact one of our expert consultants at 800-646-3517.

Last Updated: October 2009 14


http://store.volusion.com/v/shopping-cart-software-free-trial.asp
http://www.volusion.com/ecommerce-web-hosting.asp
http://www.volusion.com/domain-name-registration/dsearch.aspx
http://www.volusion.com/ssl_certificate.asp

Last Updated: October 2009

Winter '09 Volusion Manual

15



Winter '09 Volusion Manual

Volusion Wizards - Introduction

If you're logging in to your Volusion store or 14 day free trial for the first time, you'll encounter a
series of special pages, collectively known as the Volusion easy setup wizards. These wizards
are designed to guide you through the most basic steps you'll need to complete in order to set

up your Volusion store.

Since the Volusion platform is a highly customizable and configurable e-commerce solution,
the easy setup wizards won't cover every detail you may need in order to get your store ready
to sell online, but they will cover the important initial steps.

The easy setup wizards are divided into two main types: Settings Wizard and Design Wizard.
After you've completed them, you can return to them later at any time by logging in to the

admin area and clicking Dashboard >> Settings Wizard (look in the Resources section on the
left side).

Orders Reports Inventory Marketing Customers Design Settings

Design Setup

» Choose Template

» Logos last edited 7 {82003
» Site Content

» Categories

= Products

Other Settings

» Company last edited 6/8/2009
= Shipping last edited 7 /8/2009
@ lax last edited 11872009
» Payment last edited 12812009

» Last Steps
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Design Wizard

There are a total of 5 different design wizards within the easy setup wizard collection:

Choose Template

Orders Reports Inventory Marketing Customers Design  Settings

Ternplate  Logos  Site Content  Mavigation Menw  LiveEdit File Editor

Settings Wizard  wainmenu

Choose Template next Logos) Next

Impress your visitors with a modern, professional design that fits your business style. Choose your favorite template then click Install.

\-BElue Wy Templates
E=— 1. 1-The New Edoe - Elue -

in e 2. 10- The Mew Edoe:
=T Red-Orange W

3. 100--Blue
101 - v-Chrame
102 - W-Sherbet

4
5.

== i MB! SH 6. 103-4-Tatal
a

. 104 - V-Gloss

. 105- Y-Turguoise
This iz a customn template. Click on Puhlish to see this 9. 106-%-Peach

template on your site. 10107 - v-Racer %
11. 108 - ¥-Rising
12. 104 - %-Golden

Duplicate this Template

| £

Here you can choose from a wide variety of free templates to select the look and feel of your
storefront. You can also access this page by clicking Design Template

Logos

Last Updated: October 2009 17


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_06.gif

Winter '09 Volusion Manual

Orders Reports Inventory Marketing Customers Design Setiings

Template ntent  Ma Menu  LiveEdit File Editar

Settings Wizard

Add Logos  (nextSite Content) Ne3

Mak e wour brand known! Upload your logo to hawve it appear on your website and invoices.

Logo Type (Text(@Graphic

‘Website Heading Logo I Browse..

Computer Warehouse

ABOUT US VIEW CART MY ACCOUNT

RFecorrmended Wehsite Logo Craphic Size: 847 = 121

Invoice Logo I Browse..

Compuicer Warehouse

Here, you can enter text or upload an image to act as your storefront logo. You can also
access this page by clicking Deign Logos.

Site Content

‘ Orders

Template

Inventory Marketing Customers Design Settings

Reports

Log ntent  Ma Menu  LiveEdit File Editor

Settings Wizard

Site Content (hext Categories) Next

Home Page A e @ ® OB Paagraph - Forthame ~ Size B i

-]
]
(U]
il
1]
~
4

PURCHASE MORE THAN $100 AND GET

11
I
(1]
L}
~
o

AboutUs | A 13| oo [@ @ 0 B Poragroph = Forthome = Size = B & I

At Betro Computer Warehouse, we take prowide in providing you with the best possible
products and services - we don't skamp on anything to ensure you've got everything you need
to get vour project done successfiully. That's how we've been successfil 2o far and it's how
we intend to keep runting the showl

Pecerve Bullk Dizcounts by Signing Up az a Confractor:
Email us: contractorsi@buildmgsupplyinc. com

Need to Contact Ug?

Here, you can enter text or HTML to configure prominent areas of your storefront, particularly
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the area above the Featured Products section on your homepage. You can access the articles
presented here by clicking Design >>Site Content.

Add Categories

Inventory Marketing ustomers Design Settings

Reports

‘ Orders

ies  Products  Optiohs  Import f Expore  Vendors  Purchi

ers Receiving Product Key Distribution  Wal

kSettings Wizard

Categories  (next Products) Next

Your Categories are also known as your Navigation Menu. These links will appear on your website helping customers to find your products easily. I
wou sell clothing, for example, you'd want to create categories such as "Shirts", "Pants”, "Shorts", "Shoes”, and s on.

Computers Remove
Peripherials Remove
Wintage Software Remove
Magazine and Media Remove

+ More Categories

Here, you can quickly create categories. Categories organize or structure your store into
distinct product groupings. They generally make up the navigation menu of a website located
either on the top to the left side of the storefront. The purpose of this menu is to help your
customers navigate to their desired destination with ease.

Note that you cannot create sub-categories within this wizard, only primary categories. For
more category management features, visit Inventory >> Categories.

Add Products

Orders Reports Inventory Marketing ustomers Design Settings

ries  Products  Options  Import [ Export  Wendors  Purch ders Receiving Product Key Distribution  Wa

Settings Wizard

' | Produas Next

‘You're here to sell products online, so let's go ahead and add some products now! Simply fill out the information about the product and then
upload your product photo.

Product Code: |4TCPraLs

Product Name:

Product Price:
Category: | Apple Cormputers hd
Product Weight:

Product Description:

Product Photo: Browse.. W
[ oo
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Here, you can quickly add products to your store. Note that not all product settings are
available on this page. For more product settings, visit Inventory >> Products.

Once you've completed each of the design wizard pages, you'll arrive at a page that provides
the option to view your storefront or return to your dashboard.

Orders Reports Inventory Marketing Customers Design Settings

+  Phone Orders  Recurring Billing  Returns { RMAs  Point of Sale  Abandoned { Live Carts

Settings Wizard

Congratulations!

You've completed the Design Wizard

Ready to see what you've built in a2 manner of minutes using Volusion?

% View My Storefront (linkwill open in a new window)

You're doing greatfFrom here you can click below to visit the dashboard of vour dermo. You can also
choose to continue with the wizard if yvou prefer. You will find helpful training videos and getting
started documentation here. You can also contact your sales rep listed in the welcome email for

additional assistance (G00-646-3517).

OF. click here to continue Wizard

Settings Wizard

There are a total of 5 different settings wizards within the easy setup wizard collection:

Company

Last Updated: October 2009 20
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Orders Reports Inventory Marketing Customers Design Settings

hipping  Tax Payrment  Currency  [PFirewall C ables ustorn Fields  Main

N Settings Wizard

Update Company Info  nest Shipping) Next

Company Name [Retro Computer Warehouse

More

Company Address  |1213 Mantooth Drive
wiallah Wallzh, WA 80108

Email |garv_sp\\\man@uo\us\on com
More
Domain Name | Domain Name < ttkxe fmrin.servertrust.coms hd ‘
Time Zone | (GMT-08:00) Pacific Tirme (US & Canada); Tijuana R |

Automat\callv adjust clock for daylight savings changes

Edit Terms & Conditions )

Here, you can configure vital information such as your store name, business address, time
zone and domain name configuration. You can also view this page by clicking Settings >>
Company.

Shipping

Orders Reports Inventory Marketing Customers Design Settings

Comp >hipping Tax

Settings Wizard

Manage Shipping Details next Tax) Next

Ship To Countries e s FEdit Countries
@ Edit States

Canada Algeria

United Kingdaom Arnerican Samoa
United States Andorra

Angola

Anguilla
Antigua & Barbuda
Argentina
Armenia

Aruba

Australia b

916

&
|

Shipping Origin Marne | Compurers K Stuft |:| IUse adifferent origin for calculating shipping rates @
Company Mame | CNS Haldings LLG
Address 1 |89189 Riverside Dr
Address 2 |Building 120
Country | United States
State f Province |
City |Los Angeles

Zip { Postal Code 90102

=
<

Phaone Number |310-399-6666

Choose Carri
e e Ay | UPS | FEDEX FEDXG ~USPS  DHL  CANADAPOST — AUSTRALIAPOST  ROYALMAIL

Here, you can select the shipping options you wish to offer your customers and the countries
you wish to ship to. You can also access it by clicking Settings >> Shipping.
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Orders Reports Inventory Marketing Customers Design @ Settings

rany  Shipping  Tax  Payment  Currency  [PFirewall Co

Settings Wizard

Update Tax Settings  (next Payment Next

Are you based in the United States?: (3) Tes (O Mo

Tax Settings Add Results 1 - 10 of 65534 PageEquESS:t Mext 5 Advanced Edit
Country State f Province Postal Code Tax Rate
Edit  United 5tates WA 0o07z-0000 785 a
Edit  United States WA 0007z-0001 7.9% ]
Edit  United 5tates WA oooFz-no002 785 a
Edit United States WA 00072-0004 7.9% a
Edit United States WA a0072-0005 7.9% a
Edit United States WA 00072-0006 7.9% a
Edit United States WA 0007 2-0007 7.9% a
Edit United States WA 00072-0008 7.9% a
Edit United States WA a0072-0009 7.9% a
Edit United States WA 00072-0010 7.9% a

Here, you can configure your store to charge sales tax, VAT or GST, depending on your
region's tax requirements. You can also access this page by clicking Settings >> Tax.

Payment & Security

Reports Inventory Marketing Customers Design @ Settings

y  Shipping  Tax  Payment  Currency * Firewz Col Wariables Custorn Fields  Maintenance

Settings Wizard

Update Payment Settings (nexrt LastSteps) Next

Accepted Payment

Edit an ] Other VISA payPal e
Google “ E“ [Fcash
s
N — talkischeap@grmail tw

o e
I

B
key

Configure Shipping
Methods

Payment Gateways For an all-in-one [ow cost merchant accountfgateway solution try Volusion Merchant Services

Here, you can select which payment methods to offer your customers, and configure your
store's payment card processing settings. You can also access this page by clicking Settings
>> Payment.
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Last Steps

Orders Reports Inventory Marketing Customers Design Settings

v Phone Orders  Recurrin@gBilling  Returns / RMAs  Pointof Sale Aba aned | Live o 5

Settings Wizard

Last Steps

1) Sign up with Volusion Merchant Services Start
2) Purchase your domain start
3) Sign up & Activate S5L certificate Start
4) Create Email accounts Start

5) State your return policy equired to accept credit cards) Start

6) Carrier registration for live rates Start

Once you've finished the easy setup wizard, you'll arrive at the Last Steps page. It showcases
a list of helpful links that'll assist you with further setup.
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Introducing the Volusion Admin Area

Once you've logged into your Volusion store's admin area, you'll arrive at the dashboard. You
can navigate from this page to any other admin area page by using the tabs at the top of the
screen. These tabs contain links to all the pages you'll need to set up and configure your store.

Orders Reports Inventory Marketing Customers Design Settings

Cwerview  Phone Orders  RecurringBilling  Returns f RMAs  Pointof Sale  Abandoned f Live Carts

Dashboard
Performance Top Categories (Today) Edit
m\ Tw I Im | 3m
Orders
N/A
0 0.00%

Total Sales

N/A
30 0.010% by

Resources

Semtings Wizard
Recalculate Dashboard

%f\)‘g Customize

To Do List

Ko entries nresent

Simply mouse over and select from the options in the menu bar to access a specific admin
area page.

Navigating the Admin Area

The admin area is divided into seven sections.
Orders

This section provides access to new and past orders from customers as well as functions
such as RMA processing, phone order generation and point of sale checkout.

Inventory

This section features all settings required to configure products in your store. It also includes
the products database table, the import / export functions and vendor and warehouse settings.
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Marketing

This section allows you to create special marketing elements for your store. You can also add
discounts, coupons, and newsletters and access SEO functions..

Customers

This section allows you to view and manage information for customers and administrators, as
well as set up and administer the customer relations management system.

Reports
This section allows you to create reports for sales financials and marketing ROI.
Design

This section allows you to customize your store's look and feel, including your logo, template
and even the store's HTML and CSS files.

Settings
This section allows you to configure your store's logistics, such as shipping provider

integrations, shipping rates, sales tax, payment options and more.

Manaqginqg the Dashboard

Upon logging in to the admin area, you'll arrive at the dashboard by default. If you navigate
away from it, you can return at any time by clicking the link above the admin area menu bar in
the top right corner.

Dasrlfhcuard | Storefront | Hello, test narme | Log out

If you've previously used V5, you'll notice the difference in the design. Winter '09 was designed
for simplified navigation and displays helpful elements such as a quick glance performance
box on the left side. This displays total orders and sales for your store and an updated to do
list. The dashboard also provides access to charts, graphs, and reports, which you can
configure for quick and immediate access to specific store data.

Dashboard Item -Types

If you haven't configured any dashboard widgets , you'll first see "Add Item" upon logging in.
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Add Dashboard Item

Report

| Top Categories v ‘

Date Range D Compare to Previous
Chart Position on Page Colurnn Fow

NOTE: All Dashboard Reports labeled "Top xxxx" (such as "Top Products™) do not include
Today's statistics, unless you specificalby selectthe Date Range selection of Today” Therefore it
is recommended that you keep a few Dashbaord Reports with "Today” as the Date Range, and then
hawve afew more seperate reports with any other Date Range you're interested in watching. This
desigh provides the rmost optirmized speed for report generation, while still providing yvou with a
Real-Time view of all your business's analytics. However, keep in mind that all "Orders by Day "
and "Orders By Month” reports do include up-to-the minute stats including today.

Looking for much maore detailed analytics? see here: Accounting, Analytics & Reporting

If you've configured one or more widgets, you can access this option by clicking +Add Chart in
the top right corner.

You can use this menu to add items to your store's dashboard based on any of the following
eight item types:

Top Categories
This item reports on the most heavily-browsed categories within your selected date range.
Top Products

This item reports on the most heavily-browsed products within your selected date range.

Top Selling Products
This item reports on the top-selling products within your selected date range.

Orders by Payment Amount by Date Range
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This item reports on order payment totals within your selected date range.
Orders by Order Count by Date Range

This item reports on total orders placed within your selected date range.

Orders by Day

This item reports on daily order number totals within your selected date range.
Orders by Month

This item reports on monthly order totals within your selected date range.

RSS Feed

This item displays any RSS feed accessible online, such as news, weather or financial reports.
This is a new Winter '09 dashboard report feature.

Dashboard Item Settings

All dashboard items except RSS Feed utilize the same configuration settings.

Report

This setting allows you to choose which of the eight dashboard item types you'd like to display.
Date Range

To report information based on a specific time period, choose an option from this drop-down
menu.

Chart Type

This setting offers data display options of bar graph, pie chart, or simple data chart, as well as
chart size display options.

Compare to Previous

This creates a dashboard report as a comparison between current results and prior results
based on your selected date range.
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Column/Row

This setting allows you to define the location of your dashboard item on the dashboard page.

Editing and Deleting Dashboard Items

Once you've created a dashboard item, you can edit it's settings simply by clicking Edit in the
top right corner of the item. Here, you can make and save changes, or use Delete to remove
the item from your dashboard.

Volusion recommends that you configure your store only with the most important and useful
dashboard widgets. While it can be convenient to have immediate reporting on every facet of
your business, too dashboard widgets can reduce the overall performance of your store’s
admin area.
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Winter '09 Getting Started Checklist

The following checklist provides new merchants a prioritized store setup guide. Each step is
categorized as required, recommended or optional.

Step-by-Step Priority Key:

Step 1: Store Settings

Step 2: Email Settings

Step 3: Design

Step 4: Categories,
Products & Options

Step 5: Marketing

Step 6: Advanced
Marketing_

Step 7: Placing Orders

Step 8: Reporting &
Analytics

» Configure company
settings

* Activate shipping settings
« Configure tax settings

» Set payment methods

* Payment gateway
registration/configuration

* Currency configuration

* Set up email accounts
(whether with Volusion or
a third party) and fill out
email fields in Settings >>
Company of your admin
area

* Set up store logos
» Choose a store template

* Create categories

* Create products

* Set up product options (if
applicable)

» Search engine
optimization

» Submit your sitemap to
Google

* Placing orders on your
store

Last Updated: October 2009

» Update your site content
with your company
information

* Create sales
promotions/coupons

» Market products with
AdWords

» Market via MySpace or
Facebook

+ Sign up with Google
Analytics

* Register for a Google
Webmaster Tools account

* FTP account setup

* Importing and exporting

* Create email newsletters
* Setup MyRewards

*» Register with Google
Base

* Blog your store

* Using your store’s
Affiliates system

* Set up the Point of Sale
System/Place orders

* Register with more
advanced, paid analytics
services

29
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Ready to get started? The following sections of this manual will describe each of the above
steps in detail and help you establish a greater comfort level with the software.
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Step 1 - Store Settings

Before you can open your store, you'll first have to configure basic settings for company
details, shipping, tax, payment methods, gateway, and currency.

Configure Company Settings

The first important store setup step is to enter some basic information about your company and
configure settings for automated functions such as order notification emails and shipping
calculations.

Company Page

In the admin area, click Settings >> Company.

Orders Reports Inventory Marketing Customers Design Settings

Company  Shipping  Tax  Payment Currency [P Firewall  Config Variables  Custom Fields  Maintenance

Update Company Info

Company Name |Ratru Computer Warehouse

More )

Company Address | 1815 Mantooth Drive
Wiallzh Wallah, Wa 20103

Email |
@

DomatnjHame | Domain Mame <ttkxe.fmrin.servertrust.coms - ‘

Time Zone | [CMT-0%:00) Pacific Time (U5 & Canada); Tiuana v ‘
Autumati:allv adjust clock for daylight savings changes

Edit Terms & Conditions )

o]
Save

This page contains the following fields:

Enter your company’s name here (e.g. “My E-Store” or “Specialty
Widgets Online”). This field defines the company name that appears
on various documents generated by the Volusion software, including
order confirmation emails and shipping notifications.

Company Name
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For labeling purposes, enter your business location. Note that this
Company Address field does not correspond to the shipping location settings defined
on the in the Volusion Shipping page.

Enter the primary email address you wish to use for contact with
customers. Note that this entry populates to the Contact Us link on
the storefront and appears in the “from” field of every email
generated by the Volusion software.

Email

This setting allows you to alternate between the store’s default
Servertrust address and the domain name you specified on your
order form. You won'’t be able to use this option until your domain
name has been forwarded to Volusion’s domain name servers. If

Domain Name you registered the name through Volusion, the name will be
forwarded properly by default. If you registered the name through a
third party service such as Go Daddy, you can learn more about
additional configuration steps in the “Tips and Tricks” section of this
manual.

From this menu, select the time zone in which your business
operates. Once configured, all timestamp displays within your store
will use this setting. You can also automatically adjust your store to
observe daylight saving time.

Time Zone

You can access three additional settings areas from the Company page.

Below Company Name, click More. Here, you can use Legal Company Name to define an
additional business name.

Company Name | perrp Computer Warehouse

Legal Campany Name | s Haldings LLGC

Website Title | petro Computer Warehouse

Company Address  |1215 Mantooth Drive
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Website Title is important if you use plain text for your website logo because this entry appears
on the storefront header unless you override it with a different entry in Design >> Logos.

Below Email, click More.

Company Name | rape Beauty Store

More 3

Company Address

Email | rest@valusion.com

Send Order Motifications To | test@volusion.com

CCOrders To | rest@yolusion.com
sendBilling Emails From | reet@volusion.corm

Send Affiliate Applications To | eet@yolusion.com

Domain Name | Topporary Hostname <zmnzc mxkow servertrust.coms v

Time Zone | cyT-5:00) Central Time (U5 & Canada) v
Autnmaticall\,r adjust clock for daylight savings changes

Edit Terms & Conditions {3

Here, you can define roles for company email addresses in important automated software
functions:
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Send Order Notifications  This field allows you to specify the email address that receives
To all notifications when new orders are generated.

This field allows you to specify a secondary email address for
CC Orders To order notifications.

This field allows you to specify the email address that receives
Send Billing Emails From  all declined payment notifications when using the recurring
billing feature.

When a customer clicks the storefront link to become an
Send Affiliate Applications affiliate, the software generates an email notification. This field
To allows you to specify which address receives those
notifications.

Edit Terms & Conditions

When visitors sign up for a customer account on your store, the software displays a basic set
of legal terms and conditions governing use of their account. This link gives you access to
review and edit that text. Note that the text contains some programming variables such as
$(ComapnyNamelegal that allow the software to automatically populate entries from the
Company page settings when displaying the terms to the customer. We don’t recommend
removing or modifying these variables.
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Company Name | rape Beayty Stare

More 3

Company Address

Email | tesh@nolusion.com

More )

Domain Name | Tornarary Hosthame < zmnze.mxkow. servertrust.coms |

Time Zone | o500y Central Time (US & Canada) w
Automaticall\,r adjust clock for daylight savings changes

PLEASE READ THE POLLOWYIMG TERMS AMD COMDITIONS OF USE CAREFULLY BEFORE USIMG A
THIS WEBSITE. All users of this =ite agres that access to and usze of this =ite are subject to
the fallowing tarms and conditions and other applicable law. If you do not agree to these
terms ahd conditions, please do not use this site. <BR==BR=<BR=
=strang=Copyright=/strong=<=ER=The entire content included in this site, inchuding but
not limited to text, graphics or code is copyrighted as a collective work under the United
States and other copyright laws, and is the property of $iCo) gal). The
caollective work includes works that are licensed to $iCaom Copyright
2008, $iCompanyMamelegall ALL RIGHTS RESERVED. Permission is granted to
electronically copy and print hard copy portions of thizs zite for the sole purpose of
placing an arder with $iCompanyiameleaal) or purchasing $iCampanyiamalegal)
products. You may display and, subject to any exprassly stated restrictions or limitations
relating to specific materizl, download ar print portions of the materizl from the

diffarent areas of the site solely for your cwn non-commerciz| use, or to place an order
panyMamelegall products. Any other

usze, including but not limited to the reproduction, distribution, display or transmission of
the comtent of this site is strictly prohibited, unless authorized by $iCompanyMamelegall.

I

Activate Shipping Settings

Shipping is a vital element of ecommerce. You won’t be ready to fulfill orders until you’ve
configured store shipping options.

This section of the manual discusses the basics of the Volusion shipping wizard. The more
advanced settings within the shipping configuration will be discussed in a later section.
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e Login to your admin area and click Settings >> Shipping.

rders Reports Inventory Marketing Customers Design Settings

IP Fir | C C Fi

Manage Shipping Details

Ship To Countries h Inactive Countries SEd!t Countries
@ Edit States

Canada Algeria

United Kingdarm Arnerican Samoa
United States Andarra

Angola

Anguilla
Antigua & Barbuda
Argentina
Armenia

Aruba

Australia .

3

Shipping Origin Mame | Computers N Stuff
Company Mame | CHS Holdings LLC
Address 1 | 8919 Riverside Dr

Address 2 |Building 120

|:| Use a different origin for calculating shipping rates. @

Country | United States

<

State  Prowvince |CA
City | Los Angeles

Zip { Postal Code (20102

Phone Mumber | 510-333-6666
Choose Carrier

Edit an | UPS FEDEX FEDXG USRS DHL CANADAPOST ALSTRALIAPOST ROYALMAIL

@ Show reqgistration information @

5]

UPS Mext Day Air Early A M. 7

&

UPS Next Day Air® #

UPS Next Day Air Saver® °

& E

UPS 2nd Day Air A.M.® 7

e Here, you can configure your basic shipping settings using the form fields provided. This
page is divided into several sections:

Ship to Countries

Manage Shipping Details

Ship To Countries ImAET e (T s & Ed!t Countries
& Edit States

Canada Algeria

United Kingdam American Samoa
United States Andorra

Angala

Anguilla
Antiguad Barbuda
Argentina
Armenia

Aruba

Australia w

[
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Select all countries and regions you'd like to ship to.

Most countries are already configured. Simply highlight a country in the Inactive
Countries list and click the left arrow button to populate it over to the Active Countries
list, then click Save at the bottom.

Note that to ship to an entire country, there is no need to add that country’s
states/provinces to the active list, as the country name will suffice.

To add or modify your store’s internal list of countries or states/provinces, use the Edit
Countries and Edit States links to the right.

Leney Cornputer s N 3wt |:| Use a different arigin for calculating shipping rates. ()
Cormpaty Marne | CNS Holdings LLC
Address 1 | 8919 Riverside Dr
Address 2 |Building 120
Country | United States w
State | Province | CA
City |Los Angeles
Zip f Postal Code | 90102

Phone Mumber |310-999-6666

—

Enter the physical location and contact information of your business.

You must enter a valid shipping address in this field. The information entered here is
used to calculate live rates for shipping providers with which you’ve registered.

If you’re shipping from a remote warehouse or using athird party fulfillment/shipping
service, click the Use a different origin for calculating shipping rates checkbox after
filling out your shipping origin fields. Then, enter the shipping information of your
warehouse or fulfillment center in the yellow section. This allows you to retain proper
shipping rate calculation without defining the warehouse or fulfilment center as the
primary location of your business.
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Choose Carriers

Choose Carrier

Edit ann | UPS FEDEX FEDXG USRS DHL CAMADAPOST AUSTRALIAPOST ROMALMAIL

@ Show registration information )

UPS Mext Day Air Early A M_ 7

UPS Mext Day Air® 7
UPS Mext Day Air Saver® #
UPS 2nd Day Air A M.® *

UPSs 2nd Day Air® °

BEEEEEA

UPS 3 Day Select5M |

&

UPs Ground *

&

UPs Standard *

&

UPS Worldwide Express>M | »

&

UPs Worldwide Express Plus5M | >

&

UPS Worldwide ExpeditedSM | »

=

UPS World Wide Saver 5M | #

Verify Settings Match Default
More Shipping Settings )

Test Shipping Rates )

[FRSESTIN

e The tabs across the top of this section represent the carriers with which Volusion has
integrations.

o After selecting a tab, check any shipping methods you wish to provide to your
customers.

o Click Edit All to alter any shipping method. This is useful when you want to set a
minimum and maximum order price or order weight for a specific shipping method, or to
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selectively apply a method to certain countries or states/provinces.

Orders Reports Inventory Marketing Customers Design | Setiings

Company  Shipping  Tax  Payment Currency IPFirewall Config Wariables  Customn Fields  Maintenance

Shipping Methods | 101

%Searth '@Add % Delete

Back to List Expand All | Collapse All
Details =
> o T
(Must be spelled EXACT)
Shipping Method Name & | 1Jps next Day Air Early AM. Shipping Method Active 5
Apply this Shipping Method to —
Apply To All Countries And States (6 []
Apply To Entire Countries & Carada (37)
Switch to Advanced View United States (234)
Click
To
Edit
Apply To States | Provinces Carada > NUNAYUT (63)
Switch to Advanced View
Click]
To
Edit
However, Do Mot Apply To =

DO NOT i Andorra {4
Apply To Entire Countries Belarus {19}

e Several carriers provide live rate registration. You can register with these services to
receive live shipping rates from your preferred carriers by clicking Show registration
information within that carrier’s tab and following the instructions provided.

Volusion provides live rate integration for Royal Mail through Parcel Force. No API registration
is required for Royal Mail users. Simply enable any of the available Royal Mail shipping
methods on this page to engage live rate integration with Royal Mail.

More Settings & Rate Testing

More Shipping Settings allows you to configure global settings for your shipping rates
calculations, such applying tax to all shipping.
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More shipping Settings (9
Apply Tax to Shipping
ExtraShipping Cost (D)
Add Fixed Amount | 10 Add Percent |2

Enable Free Shipping (2)
Free Shipping Qualify Price |g.01

Weight Units | Kilograms |+ |Add ExtraShipping Weight | |
Display Estimated Shipping on the Shopping Cart Insure all Packages

Shipping Rates Address Type | Allow Each Custamer To Specify %

Use Delivery Confirmation | IndirectSignature

TestShipping Rates )

I

You can also test your shipping settings by clicking Test Shipping Rates.

Testshipping Rates: o)

Enter a shipping origin and destination to test rates. (TAF information will mot be Faved)

Frorm: To:
Use Preset Address Use Preset Address
v “
Edit Warehouses Edit Your Addresses
Countty | |njted States Country | nited States
State |cg State |ca
Postal Code |gpg)gz Postal Code | ggim)
Residential
Test Order Cost |gp
Test Order Weight |1
Free Ship Iterm |:|
Run Test

T

Configure Tax Settings

Depending on your location, you may be required to charge your customers certain taxes on
goods and services. Whether this is state sales tax, consumption tax, or VAT, you can
configure your store to automatically process tax charges for various regions and locales. This
article will guide you through configuring tax settings in Winter ‘09 and show you other tax-
related functions featured in the Volusion system.

Last Updated: October 2009 40


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_29.gif
http://store.volusion.com/v/vspfiles/manual/w09manual/w09_30.gif

Winter '09 Volusion Manual

Using the Volusion Tax Settings Page

The Volusion tax wizard makes configuration of the basic elements of your tax settings simple.
In your admin area, click Settings >> Tax.

Orders Reports Inventory Marketing Customers Design Settings ‘

Company  Shipping  Tax  Payment  Currency  IPFirewall  Config Wariables  Customn Fields  Maintenance

Update Tax Settings

Are you based in the United States?: (3) Yes (O No

Tax Settings add Results 1-10f 1 PageElnﬂ Advanced Edit

COuntry State f Province Postal Code Tax Rate

Edit  United States Ch 8.3% a

« Within the wizard, you’ll see a tax table that contains current tax rules for your store.

o Click Edit next to any tax rule to alter it, or click Add near the top of the table to add a
new rule.

e You can also specify whether or not you are based in the United States using the radio
option at the top of the wizard.

For US Based Merchants

e Your store’s tax rate is set to the state of California by default.

o If you wish to charge tax to customers in other states, click Add to add new tax rates or
Edit to change the existing record.

e You can enter a 5-digit zip code to apply the tax setting to a specific area within the
state.
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Enter a name for your tax rate in the Base Tax Title field and enter a numeric value into
the accompanying rate text box to define your tax rate. For example, enter 7.85 into this
field if your region’s sales tax rate is 7.85%.

Click Save when finished.

Note that the Tax page is configured for a store based in the United States by default. If
your store isn’t based in the United States, click No on the Are you based in the United
States? option.

Arewou based in the United States?: OYes :;ﬁln Disable waAT hd l:l

Tax Settings Add Results 1 -1 of 1 Page|1 of 1 Advanced Edit

Country State [ Province Postal Code Tax Rate

Edit United States CA 8.35%

You'll notice a new dropdown menu within the wizard to configure storefront display
types for VAT and GST taxes. These tax types are applicable to some countries such
as the UK, Canada and Australia. You can also access these options by clicking
Advanced Edit >> Settings.

Click Add to open a new section below the Tax Settings section. Here, set the Region
Country to which you’d like to apply the tax and choose the state/province. Set the Base
Tax Title (the name of the tax as it displays to your customers) and the actual rate of the
tax charged.

If you’ve enabled VAT or GST taxes, you'll also have a Second Tax Title field. You can

configure these settings to govern how VAT or other taxes behave. We'll discuss this in
more detail later in the manual.

Click Save to apply your settings.
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« If you need to further configure your store’s tax rates or charge tax for multiple regions,
postal codes or states/provinces, click Add to continue with configuration.

Note that, for every region or location for which you want to collect tax, you’ll have to create an
individual rule. Fortunately, Volusion sets no limit on the number of tax rules you can configure.
This means the system can support a multitude of tax requirements.

If your store requires many different tax rules, you can use Settings >> Import/Export to add
them quickly to your tax table.

To begin, make sure at least one entry exists in your tax table and use the export wizard to
export your store’s tax table to a CSV file. You can then edit this file within the spreadsheet
application of your choice, such as Microsoft Excel.

You can quickly modify the exported CSV file to include additional tax rules. When finished,
save your file, then use the Import Wizard to update your store’s tax table.

There are several additional tax settings you may need to become familiar with, especially if
you plan to sell tax-exempt products or make other special tax arrangements and exceptions.
For information on the complete list of tax settings, check out the “Tax” chapter of the
“Advanced Settings” section of this manual.
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Set Payment Types

Before opening your store to customers, you’ll need to configure your payment settings,
including which payment methods you plan to accept and how you plan to process them.

Click Settings >> Payment in your admin area.

Orders Reporis Inventory Marketing Customers Design | Settings

Company  Shipping  Tax 2 urrency P Firewall ¢

Custom Fields  Maintenance

U
Update Payment Settings

Accepted Payment

Edit an []Other VISA Opayear O G
[ Gougle == é,.. 7] check by Mail

Electronic Check Purchase Order Mumber

Payment Cateways For an all-in-one low cost merchant accountfgateway solution try Yolusion Merchant Services

VMiew this section as the Merchant would see it

Merchant Gateway Country

United States v

Merchant Gateway Marne

| Wolusion Merchant Services [SKIPJACK] b

Skipjack HTML serial nurmber | ‘

Skiplack developer serial number | ‘

Electronic Checks |
Cateway Name

Credit Card
Storage Policies: UUse rmost secure settings

(» Authorize at Sale, Capture at Shipping {Safe & Most Reliant. Recammended!)

MNOTE: Mot all gateways support the ability to "Authorize”. For a credit card processing solution, visit the
Yolusion Merchant Services page

(O Authorize and Capture at Sale

The drawback to this selection is that sorme regulations recormmend that you do not capture funds until shortly before

This page is divided into three major sections: Accepted Payment, Gateways and Credit Card

Storage Policies. More advanced settings will be discussed in the “Advanced Features” and
“Tips and Tricks” sections of this manual.

Configuring Payment Methods

Under the Accepted Payment heading, simply click the checkbox next to your preferred
payment method(s) to enable that option for your customers and click Save at the bottom.
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Accepted Payment

Edic Al []0ther VISA payrar [ @
O Google ﬂl E""' [¥] Check by Mail

Electranic Check Purchase Order Number

PayPal Email
Address

The Other option un-hides additional options.

Most electronic payment gateways support all major card types, but we recommend contacting
your payment gateway provider for confirmation.If you select PayPal as a payment type, you'll
need to enter the email address registered with your PayPal account into the PayPal Email
Address field.

Payment Gateway Registration

Your first major store operations decision will be which electronic payment gateway to use for
processing credit and debit cards. Ideally, you'll want a payment gateway that operates in the
same region as your business, provides many features (e.g. authorizing, capturing, crediting
and voiding payments) and is known for functional stability.

For US-based merchants, Volusion Merchant Services provides a full-featured, stable and
affordable payment acceptance platform with the Skipjack gateway. Click the link in the
Payment Gateways section to learn more, or visit this page.

For merchants based outside the US, or US merchants who wish to use a different payment
gateway, there are many options available. Please review the following link for more
information on all supported gateways

For further questions or concerns regarding payment gateway integration, contact Volusion
Technical Support.
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Once you’ve decided which payment gateway to use, configuration is simple:

e Inthe admin area, click Settings >> Payment.
e Under the Payment Gateways heading, select which country your business is based in
from the Merchant Gateway Country dropdown menu.

Payment GCateways For an all-in-one low cost merchant accountgateway solution try Volusion Merchant Services

Merchant Gateway Country
United States A
Merchant Cateway MName

Wolusion Merchant Services [SKIFJACE]

Skiplack HTML serial number

Skiplack developer serial number

e Select the gateway from the Merchant Gateway Name menu. Note that this menu will
only display gateways associated with the country chosen in the previous dropdown
menu. For US merchants not using Volusion Merchant Services, choose Other.

o Selection-specific fields will appear. You will obtain this information from your gateway
provider after registration. Please see this article for specifics about individual supported
gateway.

e Click Save at the bottom.

If you choose to offer electronic checks as a payment method, choose your provider from the
Electronic Checks Gateway Name list. Once you make your selection, the relevant integration
fields will appear. Make sure to enable Electronic Check in the Accepted Payment section
above.

Electronic Checks | 4, horize Net echeck [ECHECK] v
Gateway Name

Autharize Net AP D

Authorize.Met Transaction Key

Volusion is a fully PCI Complaint ecommerce platform. Online data security has become an
industry essential that Volusion takes very seriously. That’s why each of our stores comes pre-
configured with the highest level of PCI security and compliance standards. These standards
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and best practices are set forth by the Payment Card Industry Security Consortium. Your
store’s method of authorizing, capturing and storing credit card data is already pre-configured
based on these guidelines. As such, the majority of Winter ‘09 merchants won’t have to adjust
these settings. They are available to you, however, in the event that your business model or
payment gateway provider requires adjustment. If you uncheck Use most secure settings,
you’ll have even more options

Credit Card
Storage Policies: | |Use most secure settings

When should credit | debit card data be deleted? Choose:

Authorize
Delete card data after the Delete card data after the Mewer
card has been authorized. funds have been captured Keep credit | debit card Keep credit | debit card
For most gateways, you or debited. data until | mark the order data until the "Maximum

rray still capture, void & as "Shipped"”. Days" specified below.
creditwithout the credit |
debit card number, so
there is ho need to keep it
beyond the authorization.
{Recommended!)

D)

Keep payrment information for maxirnuim of | 30 days.

(% Authorize at Sale, Capture at Shipping {Safe & Most Reliant. Recommended!)

MOTE: Mot all gateways support the ability to "Authaorize”. For a credit card processing solution, visit the
Volusion Merchant Services page

() Authorize and Capture at Sale

The drawback to this selection is that sorme regulations recommend that you do not capture funds until shortly before
wou actually ship the merchandise.

3 1'll Do Everything at Shipping
The drawback to this selection is that you end up storing credit { debit card data longer than the above choice since all

data needs to be stored until wou decide to charge the card. Also this is the only selection {of the 3 choices) inwhich
Wou cannot accept CWW2 data fuhich is notrequired, but helps against fraud).

For in-depth information on this portion of Winter ‘09, please see the “Advanced Settings”
portion of this manual, which will be up upon general release of Winter '09
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Currency Settings

Volusion stores come configured to display prices in US dollars by default, but if you need to
accept other forms of currency based on your business location or the scope of your customer
base, you can set up additional currencies by clicking Settings >> Currency in your admin
area.

Orders Reports Inventory Marketing Customers Design @ Seitings

Commpany  Shipping  Tax  Payment Currency [P Firewall Config Wariables  Custom Fields  Maintenance

Update Currency Settings

Settings add Advanced Edit
Mame Symboal Exchange Rate Default
Edit  Dollar H 1 ¥ a

Configuring the Currency Wizard

o Click Edit next to the default table entry, or Add to create a new one.

Update Currency Settings

Settings A@ Advanced Edit
Mamme Symbal Exchange Rate Default
Edit  Daollar 3 1 Y a
Add
Currency Marme I:I
Currency Symbaol

[
Exchange Rate I:lto 1

Default? []

Paypal Curtency Code l:l
T
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e In Currency Name, enter the currency name as you would like it to display for
customers.

e In Currency Symbol, enter the text character that displays next to your pricing (e.g. “£”
for GBP).

e In Exchange Rate, set the numeric value of the currency unit as it compares to the US
Dollar (e.qg. if the British Pound is currently worth $1.60, simply enter 1.6 this field).

e Check Default? to make this currency the default currency for your store.

o Click Save to apply your entry.

Configuring multiple currencies within Volusion is easy; just repeat the above steps to add
another currency type. Note that Volusion can display multiple currency types, but the cart will
only collect payment in the default currency type.

If you're a merchant based in the United Kingdom and you sell both domestically and to other
parts of Europe, you can enable British Pounds as the primary currency, but also display
prices in Euros. To configure Winter '09 for this scenario or for another like it, please see the
"Advanced Settings" portion of this manual.
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Step 2 - Email & FTP Setup

All Volusion hosting plans come with email hosting that'll enable you to establish professional-
looking contact addresses such as sales@yourdomain.com, and FTP accounts that'll allow
you to transfer store files from the server to your hard drive for editing, then back to the server
again.

Email Account Setup

Volusion can only host your email if your store is on a root domain, such as
www.yourdomain.com. If you use a sub-domain such as store.yourdomain.com, you’ll have to
contact the company that controls your domain name to set up email hosting.

To create an email account:

e Login at Click Email under the My Store heading on the left.

my support
et Email
create ticket
knowledge base
manual EMail Accounts | Choose a Domain : k

my store
plan usage
FTP
email
stats
DrS

my domain
wigny domaing
reneswy domains
transfer domaing

my account
billing history
update credit card
Mmanage users
my infa

my services

design

matketing
merchant account
live chat

SEL certificates

volusion.com
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e Select your store’s domain name from the dropdown menu.

e Click Add next to Mailboxes.

e In the Username field, enter the name for the email account (e.g. sales, returns, orders,
help, etc.).

o Fill out the remaining form fields.

o Check the Active box and click Create.

If you purchased your domain name from a third party, you’ll need to point your domain to
Volusion’s domain name servers before you can use this tool to create a valid email account.
To read more on this topic, click here.

You can create as many email addresses as your Volusion plan allows. You can also create a
number of aliases, which are addresses that redirect to other email accounts. These limits will
be listed within your email account settings at http://my.volusion.com.

You can access your Volusion-hosted email accounts online through a web browser, or
through a third party POP email client such as Microsoft Outlook, Outlook Express or Apple
Mail.

To log in to your email account online:
e Open your browser to mail.yourdomain.com (insert your actual domain name in the

middle portion).
« When prompted, enter your email address in the Username field.
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Volusion is Upgrading Your Email Service!
And we're increasing storage up to

4 VOIUSIOH“ WEmel 500MB per email address!

email

‘ Waolusion is partnering with industry leading Rackspace Email to provide
assword improved email service. This upgrade will improve overall serice and
F_ ‘ additional increase your mailbox limit from up to 100ME per account to up to
S00ME per email address!

(Tt —

O Remember MName & Password

Email Software Instructions |

Email Software
MAP Instructions.

Email Software

Additional Articles: Common Questions:
Email Upgrade Details When will my email be upgraded? You will receive an email with the upgrade

date for your account.
Ermail Upgrade FAQ
Will my login till be the same? Your password will be automatically reset for
Importing Contact List Instructions security reasons. Your new password will be emailed to you in advance of your
upgrade date

Change Your Email Software Settings (POPIMAP)

Do | have to do anything for the upgrade? i you use Outloak or other ermail
software programs, you will need to update your POP/IMAP settings. Please follow

See the New VWebmail Interface ) )
these detailed instructions.

Change Your Email Password ) . . .
Will ry email be down or inaccessible during this time? We do not expect

dowrtirne i |
Recover Your Fargotten Email Password any fownlime for your small Senee

Wl receive emails during the upgrade? Vou will continue to receive emails
as usual

Create a Catch All Email

What do | do if I'm using Qutlook (or other email software programs) or
a mobile phone for email access? Please update your POPAMAP settings by
fallowing these detailed instructions

e Enter your account’s password and click Login.
e Here, you can read, reply to, and compose new messages just as with any web-based
email system such as Hotmail, Gmail or Yahoo.

You can also arrive here by clicking Go To Webmail in the email setup portion of
my.volusion.com.
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Email
Enail Accounts | choose a Domain : [ NG—GzGEGEGEGN v
Go to Webm@'l
Mailboxes  Add 4 outof 20 Meed Mare?
Email First Name Last Mame Active?

| v P
e v R
my doman e v P
I v 7 %

Advanced Settings
Aliases Add

Email To:
You currently have no aliases set up. Click"Add" to add a new alias.

Advanced Settings

Support
Change Outlook Settings Create & Catch All Email Webmail Help Advanced Seftings Help

volusion.com

There are many POP (Post Office Protocol) email clients available for a variety of computing
platforms. This portion of the manual covers the necessary steps to configure your Volusion
email account for use with Microsoft Outlook 2003. Note that while these instructions are
specific to a particular POP program, the POP configuration required to access to your
Volusion email account will be the same regardless of which email client you use.

After launching Microsoft Outlook, click Tools in the program menu bar.
e Click Email Accounts.

e Select Add a new email account and click Next.

e Select POP3 and click Next.

e In User Information, enter your name and you Volusion email address into the form
fields.

e Under the Logon Information area, use your email address as your username, enter
your password and select Remember Password.
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For Server Information, enter “pop.emailsrvr.com” in the Incoming Mail Server field.
Enter “smtp.emailsrvr.com” in the Outgoing Mail Server field.

Click More Settings.

Select Outgoing Server in the popup and check My Outgoing server (SMTP) requires
authentication.

Be sure that the settings in this tab are configured to Use same settings as my incoming
mail server.

Click Advanced and make sure that your Outlook account's incoming and outgoing
email port settings are configured to 110 and 25 respectively.

Click Ok (this closes the More Settings popup) and then click Next to finish. Click
Advanced and make sure that your Outlook account’s incoming and outgoing email port
settings are configured to 110 and 25, respectively.

When configuring your outgoing (SMTP) email settings, please keep in mind that many
ISPs (Internet Service Providers) actively monitor and detain any SMTP traffic that
originates from any third party SMTP server (e.g. your Volusion email account's sending
mail server). Many ISPs do this to monitor and maintain control over email sent over
their networks.

When using your Volusion account’s SMTP settings, this may cause your email sent via
POP to be delayed. If you experience such a delay, we recommend you replace the
above outgoing server name and port with one provided by your ISP. Note that you will
also be required to enter the password for your ISP’s email system into the outgoing
mail authentication settings under Outgoing Server.

For those who wish to host their store’s email account(s) outside of the Volusion email
system, this option is available, but does require extra setup. Simply send a ticket to
Volusion support from http://my.volusion.com requesting to have your email hosted
through a third party. You'll need to provide us with the MX records for your third party
email host. Please allow at least 1 business day for your request to be processed.

You can also point your own MX records inside my.volusion.com through the DNS
section (under the My Store heading on the left). Knowledge of DNS is required to
update the records.
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FTP Account Setup

FTP stands for File Transfer Protocol, a common method used to transfer files from one
computer system to another.

FTP access isn’t required for store setup or administration, but it can be very helpful because it
allows you to upload large numbers of files to your store. It also gives you access to template
files and images for editing. For web designers who wish to modify a store’s look and feel, FTP
access is necessary.

Creating an FTP account is very similar to creating an email account:

Log in my.volusion.com.

Click FTP under My Store.

Choose your store’s domain name from the list at the top of the page.

Click Add.

The system will automatically generate an FTP account name and password.

You can edit these fields as you wish. Note that they must contain at least eight

characters each, as well as a mixture of upper case and lower case letters, and at least

one number.

e You can assign read and/or write access to the FTP account. For the purpose of using
this account with a website editor such as Dreamweaver, both read and write access
must be enabled.

o Click Save to create the account.
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L1

FTP Accounts | Choose a Domain : werw | o

Hostai e vy I (P I
UserName: NN
Pasgword:  wiew

Folder. - f

Read:
my domain
Write:

EDIT DELETE

ADD additional FTP Accounts

volusien.com

Logging in to Your FTP Account

You can access your FTP account through numerous FTP client programs, such as FileZilla,
CuteFTP, Fetch (for Mac) or even through design programs such as Adobe’s Dreamweaver
web design software.

To access your Volusion store through an FTP program, you'll need the following information:

e Your FTP address (e.g. ftp.mysuperwidgetstore.com)
e Your FTP account username

e Your FTP account password

e The FTP server port number (this should be set to 21).

Upon logging in, you’ll have access to your store’s files and directories within the “/v/vspfiles/”
heading.
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Please note that there are numerous FTP applications available for both PC and Macintosh
platforms. Unfortunately we cannot cover login instructions for all programs in this manual.
Please see the Volusion Knowledge Base for further information here.
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Step 3 - Design

Customizing your store’s look and feel is a key component to standing out from your
competition. This section of the manual will cover two major design topics: choosing a store
template and configuring your logo.

Many other design functions and features will be covered in detail in the “Advanced Settings”
section of this manual.

Store Template

An online store’s look and feel influences a visitor’s initial impression of its professionalism and
competency. A well-designed store reassures visitors and helps convert them from browsers
into customers. The most important visual aspect of the store is the template: the navigational
framing device that remains constant throughout most pages of the website.

Choosing a Template

Choosing a look and feel for your store is a major decision. We've provided the design wizard
to make this process as smooth and fluid as possible. In the admin area, click Design
>>Template.

Orders Reports Inventory Marketing Customers Design Settings

Template Logos  Site Content  Mavigation Menu  LiveEdit File Editor
U
Choose Template

Irmpress your visitors with a modern, professional design that fits your business style. Choose your favarite template then click Install.

\V-Blue LACUEEI]  Free Templates |
EST—1 1. 1= The New Edge _Blve -

— 2. 10-The Mew Ednge
Red-Orange

3. 100-Y-Blue
4. 101 - V-Chrarne
5. 102 -V-Gherbet
6. 103 -Y-Total
7
a8

|

. 104 -V-Gloss

. 105 - V-Turguoise
This is & custorn template. Click on Publish to see this 9. 106-V-Peach
template on your site

10. 107 - V-Racer
11. 108 -V-Rising
12. 109-V-Galden v

Cuplicate this Template
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Here, you'll see a My Templates tab. By default, a few templates are displayed in this area for
you to try. Simply click on the template name to preview a thumbnail of the template on the left
side.

Previewing a Template

You can preview the selected template prior to applying it to your storefront. Click Preview to
open a new browser window with the selected template applied to your storefront. Note that
the save you are currently viewing is not yet saved.

()rders Customers Design Settings

Ternplate

Reports Inventory Marketing

Logos  Site Content  Mawigation Menu  LiveEdit File Editor

Choose Template

Impress your visitors with a modern, professional design that fits your business style. Choose your favorite template then click Install,

[ Free Templates
\-Blue [ty rempiates | 5 [%
m_ e e =" .
) —a —
= L} [ PUBLISH ] e
— =
—
(“PREVIEW ]
U 4542000 2 1
This is a custarm ternplate. Click on Publish to see this = =1
template on your site. - =
8 = T

Duplicate this Template

Publishing a Template

Once you’ve selected your template, simply click the thumbnail in My Templates and click
Publish. After a few seconds, your new template will be applied to your store.

Downloading More Templates

There are many more options for you to choose from besides the defaults. Click Free
Templates to browse through the gallery, using the Next and Prev buttons. Note that some
templates have color swatches to allow you to preview color variations.

To download a new template to My Templates, click Install. From here, you can choose the
new template, preview it or publish it to your store.
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A Note on Custom Designs

If you have a specific design in mind, or if you’d like a professional designer to create one for
you from scratch, check out Volusion’s custom design services at
http://www.volusion.com/web-design-pricing.asp.

Accessing the Winter '09 Templates

Winter '09 allows you direct access to template files through the admin area or through FTP.
To access templates through the admin area, click Design >> LiveEdit File Editor. Here, you'll
see Shortcut files on the right side that link to your template files.

Reports Inventory Marketing Customers Design Seltings

0gos  Site Content  Mavigation Menu  LiveEdit File Editor

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files.

Shortcuts...

Template Files

template_101 .htrr{!
CE5 Files

template 101 css
RootFiles

Jdefault.htm

jmaintenance, htm

Emmnail Termplates

Jvfvspfiles femail templates

The names correspond to the name of the template installed in the design wizard. The
“template_XX.html” file contains programming for the template’s header, footer and navigation.
The “template_XX.css” file contains template CSS, which primarily allows you to modify the
look of the text.

To access template files through FTP, review the “Email & FTP Setup” portion of this manual.
For more advanced template features, check out our online training video.
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More Template Options

Besides our free templates, Volusion also offers a selection of premium design templates you
can purchase directly online at http://www.volusion.com/web design.asp

Just as an overall site design can define an entire user experience to your visitors, your logo is
equally as important. It represents your company and is a vital part of your brand.

Winter ‘09 makes it easy to add custom website logos to your store header, emails and
invoices. To add logos, click Design >> Logos in the admin area.

Orders Reports Inventory Marketing Customers @ Design Settings

Template Logos  Site Content  Mavigation Menu  LiveEdit File Editar

Mak e your brand known! Upload your logo to have it appear on your website and invaoices.

Logo Type @gxt (iGraphic

Website Title | pdf o Corputer Warehouse

HOME ABOUT US VIEW CART MY ACCOUNT [ HELP
Recommended Website Lago Graphic Size: $47 x 121
Invoice Logo | Browse.
Have a favicon.ico?

From here, you can create a simple text logo, upload a graphical logo and even
upload an image for your emails and invoices.

Adding a Store Logo

You can use wither a text-based or an image-based logo for your store. By default, the store is
configured to use a text-based logo in the header of the storefront.

e On the Logos page, select the Text option under Logo Type.
o Enter the exact text you'd like to display as the logo.

Last Updated: October 2009 61


http://www.volusion.com/web_design.asp
http://store.volusion.com/v/vspfiles/manual/w09manual/w09_52.gif

Winter '09 Volusion Manual

e Click Save to apply.

By default, the text logo size, font and color are determined by the store template’s style
properties. You can modify these in the template’s CSS file.

To add a graphic logo:

e Inthe Logos page, select the Graphic option under Logo Type.

0rders Customers Design S5ettings

Template

Inventory Marketing

Reports

Logos Site Content Mavigation Menu  LiveEdit File Editor

Mak e your brand known! Upload your logo to have it appear on your website and invoices.

Logo Type (Text{siCraphic

Website Heading Loge I Browise..

Computer Warehouse

HOME ABOUT US [ VIEW CART MY ACCOUNT [ HELP ‘

Fecormmended Website Logo Graphic Size: 847 x 121

Invoice Logo | Browse..

Retro Computer Warehouse

—

Have a favicon.ico?

o Enter the path to the graphic file on your local hard drive, or click Browse to locate it.
e Click Save to apply.

Volusion only supports .GIF and .JPG image formats for use as website logos. Any other
image format (e.g. .BMP, .PNG, .TIF) aren’t supported.
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A Note on Graphic Logo Sizes

Consider the size of your graphic logo carefully. A prominent, bold logo can instantly capture
your visitors’ attention, but the wrong logo size can cause a negative impression. For each
Volusion template, suggested sizes are provided for the logo graphic.

Below the current Website Title and Website Heading Logo preview images, you'll see a
recommended size displayed (in pixels). For example, a recommended graphic size of
800x150 is 800 pixels wide by 150 pixels high. If you logo doesn’t match these dimensions,
you can change them with a graphic editing program like Adobe Photoshop, Picasa or Corel
Paint.

Adding an Email / Invoice Logo

Adding a logo to automatically-generated order invoices and emails is as simple as adding a
logo to the store header. By default, if you chose to add a text-based logo to your site, your
logo will automatically be added to your invoices and emails as well.

To add a graphic logo to your invoices and emails, simply enter the path to the image file on
your local hard drive or locate the file by clicking Browse. Then, click Save to apply the
graphic.

To use a graphic logo on store invoices and emails, you must enable the Graphic option within
the Logo Type setting of the Logos page. Furthermore, all invoice logos must be of .GIF file
format and can be of any size.
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Step 4 - Categories, Products & Options

Categories and products are the core elements of any online store. This section of the manual
will cover how to create records for these elements, as well as options for products that require
them.

Create Cateqgories

Categories organize or your store into distinct product groupings. They generally make up the
navigation menu of a website — located either on the top or the left side of the storefront. The
purpose of this menu is to help your customers navigate to their desired destination with ease.
For example, if you're operating a clothing website, categories could include "Shirts", "Pants",
"Skirts", "Shoes" and so forth.

In the admin area, click on Inventory >> Categories.

Orders Reports | Inventory Marketing Customers Design Settings

Products  Options  Import { Export  Vendors Purchase Orders  Receiwing  Product Key Distribution

Update Categories & Subcategories

Ciysearch || ) Add || (D List ANl

Sort List Alphabetically Expand All  Collapse All Collapse To

Use "Edit Mode" to create and edit categories. Use "Drag & Drop Mode" to rearrange them

Edit Drag & Drop

=] 15t Nav Menu = 5th Nav Menu

= Computers {click to add new category}
Apple Computers
Commodare [ Amiga = 6th Nav Menu
Cray {click to add new category}
Intel Based Computers
5GI =l 7th Nar Menu
Sinclair {click to add new category}
Dther Computing Systems

= Peripherials = 8th Nav Menu

Keyboards and Mice {click to add new category}
¥intage Software
Magazine and Media
Sale

= Znd Nar Menu
{click to add new category}

=l 3rd Mav Menu
{click to add new category}

=] 4th Nav Menu
{click to add new category}

This page defaults to Edit mode. You can also switch to Drag & Drop mode by clicking the tab
at the top.
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Using Edit Mode

In Edit mode, the categories list is divided into navigation menu elements. Winter '09 supports
up to eight navigational menu elements that you can configure with any number of categories
and subcategories.

Creating a New Category

In Edit mode, any navigation menu element without categories is an empty navigation menu
(nav menu). In these cases, the Click to add new category option is visible. To add a category

to any empty nav menu:

e Press the Click here to add new category option.

o New Category will appear in the empty nav menu, along with its automatically
generated category ID number.

e Mouse over New Category. This will reveal a menu with the following options:

- 2nd Mav Menu
New C%QUW Update Category
Add Category Below

= 3rd Nav Menu
Add SubCategor
{click to add new cateyuryj gory

= 4th Nav Menu
{click to add new category}

= Advanced View
= Add New Category
= Add New Subcategory
e When you click New Category, a text box appears. Enter the category name.

e Click Save to update.
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= 2nd Nav Menu

Mew Marme | @ Cancel Delete Expand

= 3rd Nav Menu
{iclick to add new category}

= 4th Mav Menu
iclick to add new category}

« On top of the page, you'll see when you’re done making changes to your categories on
this page click here to publish.

Orders Reports Inventory Marketing Customers Design Setiings

ories  Products  Options  Import { Export  Yendors  Purchase Orders  Receiving  Product Key Distribution Ware

Update Categories & Subcategories

G search || @aAdd | [JListan

Sorc List Alphabetically Expand All  Collapse All Collapse To

Use "Edit Mode" ta create and edit categories. Use "Drag & Drop Mode" to rearrange them

When you're done making changes to yvour categories on this page W
Edit Drag & Drop

= 15t Nav Menu =] 5th Nav Menu

= Computers {click to add new category}
Apple Computers
Comrmodare f Amiga =] 6th Nav Menu
Cray {click to add new category}
Intel Based Computers
5Cl = 7th Nav Menu
Sinclair {click to add new category}
Other Computing Systerms

I Peripherials = 8th Nav Menu
Keyboards and Mice {click to add new category}

Vintage Software
Magazine and Media
Sale

= 2nd Nav Menu
New Name

= 3rd Nav Menu
{click to add new category}

= 4th Nav Menu
{click to add new category}

e Unless you configured the store to auto-publish (see the chapter on Config Variables for
more information), click Publish to save all edits you’ve performed in Edit mode.

To create new categories within nav menus that already contain categories, mouse over one of

the existing category titles and click Add New Category or Add New Subcategory, and follow
the above steps.
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Using Additional Modes

As mentioned, there are additional category modes to use. Feel free to test them to fing the
mode that's right for you. To learn more about then, see the "Advanced Settings" section of
this manual.

Creating Products

This section will show you how to add products to your categories. Note that every product can
be configured with a wide variety of settings. This section will detail the basic settings required

for each product. Further product settings are discussed in the “Advanced Settings” section of

this manual.

Basic Product Info

In the admin area, click on Inventory >> Products.

To add a product to your store, click Add at the top.
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Image Management

Upload New Photos
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I Browse.. w
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Customers Design Settings

g Product Rey Distribution

Back to List Expand All | Collapse All

Basic Product Info —

Product Name (& |

Product Price l:l
Product Weight l:l

Edit Product Description (@
HTML Editar

Apply To CategorylD(s) &
Switch to Advanced Wiew

Under Basic Product Info, enter information into the following fields to define the required

product settings:

ProductCode*

ProductName*

ProductPrice*

ProductWeight

ProductDescription

Category

This field contains the individual ID number
which acts as a reference point. It can
contain letters, numbers, hyphens or periods.
Note that it cannot include punctuation marks
and must be unique for each product.

This field contains the actual product name
as it displays on your site.

This field contains the product’s price.

This field defines the product’s weight for
shipping. It should only be left blank for
downloadable products, gift certificates, or
items with fixed shipping costs.

This field stores a basic product description
and any html or image links you wish to
display.

This dropdown allows you to assign the
product to a category or subcategory.

*These fields are required for each product.
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Once you're finished configuring the following fields for your product, click Save at the bottom
of the page.

Additional Settings

Winter '09 offers additional settings that aren't required for each new product you create. Some
are very important to each product's behavior, however, and should be configured under
special circumstances.

Product Weight

This field allows you to assign weight to the product, which the software uses to calculate
shipping costs. A weight should be entered for every product, with the exception of
downloadable products, gift certificates or products with a fixed shipping cost. Note that if you
leave this field blank, the software will assume by default that the product is downloadable and
offer only the Online Delivery option during checkout. To properly set up a fixed shipping cost
product, please contact Technical Support.

Product Description
This field displays to visitors browsing your website. You can use text, HTML or a combination

of both. Each description should inform your customers thoroughly about products they’re
considering for purchase.

Apply to Category ID(s)
This setting allows you to a product to one or more categories. All products should be assigned

to at least one category to help your customers find them. This also allows options such as
Filter Categories to function properly.

Search Engine Optimization

Search Engine Optimization (SEO) is locatedbelow Basic Product Info. It contains five optional
text fields that should be configured for all products. SEO is the act of inserting specific “meta
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data” into web pages to increase the chance of search engines like Google, Yahoo!, and MSN
of successfully browsing, indexing and categorizing them. SEO is essentially a marketing best
practice — the more that search engines browse and index your site, the easier it will be for
potential customers to find your store.

To optimize each product page for SEO, fill out all five fields. We will discuss SEO feature
details in the “Marketing” portion of this manual. For now, enter your product’s name into each
of these five fields. Note that all five fields must be set for SEO to function properly.

Under the Shipping Options section of the category page, Warehouse ID(s) allows you to
assign an ID number that relates to a warehouse location you've programmed.This option isn’t
necessary for every product, but it must be configured if you ship products from a location
other than your primary business address (as defined in Company >> Settings of the admin
area). The Click to Edit option allows you to configure the product’s warehouse.

Unless your product is downloadable or you don’t wish to track inventory, each product should
have an initial stock value. Under Vendor Information, enter the number of units in Stock
Status and click Save. Stock can be set to 0, or to a negative number if the store allows
backorders.

Note that this value must be initialized before the system will track a product’s stock. By
default, this value is null and will never change based on orders, RMAs or purchase orders
processed.

Product images are important because they help potential customers evaluate the product
more than any other factor. In Winter ‘09, each product’s settings page contains an Image
Management section.

o Click Browse to find and select an image file.
e Click Upload to upload the image file to the product page. Once the upload is complete,
the image will display to the right of the image upload options.
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e All images are resized automatically during upload to pre-set dimensions for various
display functions throughout the store. You can change the dimensions by clicking
Advanced Options.

Please note that product photos must be in either .jpg or .gif format. If product photos are
edited in image editors such as Adobe Photoshop or Corel Paint, please ensure that the image
is in RGB color format before saving.

To find more information and some tips on additional advanced settings, see the “Advanced
Settings” and “Tips and Tricks” sections of this manual.

Configuring Product Options

For certain store types, product options are just as important as products themselves. For
example, a clothing retailer probably won’t sell a t-shirt without additional attributes. The shirt
will most likely come in a variety of sizes and colors. In this example, attributes like “large” and
“blue” are options, and the attribute classifications such as “size” and “color” are option
categories. Winter '09 allows you to establish all attribute combinations to your customers from
a single page.

Option Categories
Although you can set up product options before option categories, we recommend setting up

option categories first. In the admin area, click Inventory >> Product Options. This page is
divided into two sections: the Options table and the Option Categories table.
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Orders Reports Inventory Marketing Customers Design Settings

[1g] 'S eceiving  Product K tribution  Warehouses

View & Edit Options
G, search || & Add

Custornize |Bulk Update

Results 1 - 12af 12 Page - of 1

Option Categories

M COptions
anti can n option <= Optian < Options <4 Price ?:etutp < Recurring < ‘:e.ndor < Product
w OPHON o CEERONES o - otegories ¥ Category ¥ Desc v opirt v =2 v opricenifft v St ¥ weight
Desc Diiff Diiff
By

Ch .
60 oose 100 21 Bondi Blue $0.00

Your Colar

Choose
61 Your Colar 100 21 GCrape $0.00

Near the top of the Options table, select Option Categories from the View dropdown menu,
then click on a default option category ID number to edit it.

Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import f Export VWendors  Purchase Orders ing Product key Distribution W

OptionCategories | 21

“ysearch || D Add | X Delete Backto List | Hexts> Expand All | Collapse All

D @ 2
Option Categories Desc & | Choose Your Colar

About Option Categories ) [select ore from the list of available colors

Arrange Option Categories By &
Display Type & | DEQPDOWN v Is Reguired (&

Hide Option Categaories Desc @ D LastModified @F &f6/2009 3:11:00 PM
Include In Search Refinerment i@ [ Last Mod By @ [16] tad wilkins

Each product option category offers the following settings:

This field contains an auto assigned number

*
ID used for the system identification.

This field can be used to group option
HeadingGroup categories together on the store. Setting this
field to the same value for two or more option
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categories will combine them under a single
storefront heading.

In this field, specify the name of the option
OptionCategoriesDesc* category that displays to visitors (e.g. "shoe
size" or "choose color")

This field allows you to provide a category
description for your customers in a popup
window when they click a help icon next to
the option category in the shopping cart.

This field sets up the order in which option
categories dispaly on a product's page. The
higher the number, the later the option
ArrangeOptionCategoriesBy*  category will display on the page. If values
for one or more option categories are the
same or set to none, the system will dispaly
them alphabetically by default.
This dropdown menu provides eight different
DisplayType format options for each category display.
These will be discussed in more detail below.
Enabling this option forces the category to
IsRequired require your customers to choose an option
in order to complete a purchase.
Enabling this option will hide the text defined
Hide_OptionCategoriesDesc  in the OptionCategoriesDesc field from
customers.
This option includes the category in the
Include_In_Search_Refinement search refinement options near the top of the
shopping cart page.

AboutOptionCategories

* These fields are required for each option category.

As mentioned above, option categories can use one of eight different display types that affect
which options display to store visitors:

Option Category Display Types

DROPDOWN Displays the options in a dropdown menu.

Displays the options as a series of
checkboxes for customers to select (often

CHECKBOX used to provide customers the opportunity to
select multiple options in the same option
category).

RADIO Displays each option with a round “radio

button.
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Displays a text box in which customers can
TEXTBOX manually type options (often used to provide
customers customized options).

Similar display to DROPDOWN, normally
DROPDOWN_CONTROL used in conjunction with the
DROPDOWN_CLIENT display.

Similar display to DROPDOWN, normally
DROPDOWN_CLIENT used in conjunction with the
DROPDOWN_CONTROL display.

Similar display to DROPDOWN, normally
used in conjunction with Color-Swatch and

DROPDOWN_SMARTMATCH Inventory Control Grid settings in Products.
Review the “Advanced Settings” section of
this manual for more details.

Displays each option as a line of plain text.
Most often used to display options
automatically included with the selected
product..

PLAIN_TEXT

To create product options, go to Inventory >> Options. From this table, you can edit a default
option, or click Add to create a new one.
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Orders Reports Inventory Marketing Customers Design Settings

ies  Products Optiohs  Impart § Export  Wendors ders  Receiwing  Produc istribution

Options | Add New

C, search

Back to List Expand All | Collapse All
Details =
D &
Price Diff & l:l

Options Desc i ‘

Apply To Product Codeis) &

Advanced Options —

Arrange Options By l:l Wendor Price Diff (5 l:l
Product wieight l:l Recurring Price Diff l:l
Textboxsize l:l Texthox Max Length l:l
Setup Cost Diff i l:l Texthox Rows l:l
Jurnp To Product Code l:l Is Praduct price (g (]
Is Product Code i l:l Is Fixed Shipping cost @ [
Is Praduct Code Qry &6 I:l Is Product Quantty & [
Mo value @[]

Options Desc Side Note |

Product options can utilize many possible settings. The following table details the basic
settings required for each product option you create:

This field contains an auto-assigned number
used for system identification.

In this field, enter a price for the system to

add or subtract from the main product price
PriceDiff* when a customer chooses this option. For

options that do not affect the main product

price, enter “0.”

This field assigns the option to an option
OptionCatID* category. Note that an option can only be

assigned to one option category.

This field contains the text that displays to

CRERIEES customers when they select the option.

This field assigns the option to one or more
ApplyToProductCode(s) products by product code. Each product
code must be separated by a comma.
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* These fields are required for each option.

Although an option can only be assigned to one option category at a time, you can create an
unlimited number of option categories for each product, and an unlimited number of options for
each option category.

To learn more about the Inventory Control Grid feature and how it affects product options, and
for information on additional settings, see the “Advanced Settings” portion of this manual.

Importing & Exporting

If you need to quickly add a large number of products to your store, or to edit them in bulk
within a spreadsheet, Winter '09 provides importing and exporting capabilities. In the admin
area, click Inventory >> Import/Export. This page is divided into two main sections — Standard
Import/Export and Other Import/Export Features

Orders Reports  Inventory Marketing Customers Design Settings

Products  Options  |mipe W ors  Purch

Import / Export Data

Standard Import § Export
Import data in bulk from an Excel Spreadsheet or C3Y {comma delimited) text file.

Data Export Export data to an Excel Spreadsheet or C5V {comma delimited) text file.

Other Import § Export Features ‘

s Export data to Quickbooks format.
EECTER RN P [Click here to configure QuickBooks mapping]
Yahoo! Store Import Irport wour Yahoo! Stare products

Volusion API Import { Exportyour data in XML format.
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Data Export

To export your product information to a spreadsheet, click Data Export.

Orders Reporis Inventory Marketing Customers Design Settings

ExportWizard v

Export to a file._. Rec Browsers

Table | |
Internet Explorer 7
Eirefox
Columns
Export To ‘ 3 |

Data Type Reference
Did you know?
A CEV (Comma Delimited Text Filey can be easily opened Data Type Description Example £1 Example #2
with Microsoft Excel, or imported into Microsoft Access.

Aty characters

TEXT . 50 1up 10 X char dim abc
Also FYl: Exporting to TAE delimited files now does NOT bp to X char miy
include quotes. Therefore you may need to adjust your Any characters
i MEMO 3 abc
froogle or other shopping engine settings. (1o fimrit)
Export as unicode [[]Yes LONG Iriteger Nurmber 48
If vou recepve the error “Invalid procedure call or argument” DOLELE Humber 17.38 89
during export to C3Y, this means you have unicode data in CURRENCY  Currency Value 19.95
vour database.
If you enable this, itwill fix the problem, however you will DATETIME  Dare 61704 617 {2004

have to open your C5Vin excel by opening excel and going
to the menw “Data > [mport External Data” rather than just
double-clicking to open the file,

*Unigque |dentity - Mumeric or text value (depends on table), but
must be unigue
*yirtyal Field - The data is created on the fly and does not actually

W exist as afield in the database, therefore usually cannot be imported
backin.

Export Later

ESTIMATED PROCESSING TIME: (after your file has been
uploaded)

100 Products = approx. 30 seconds

1000 Products = approx. 3 minutes

iMaximum 2 hours at atime.)

Supported File Types

The export section of the Import/Export system supports four file types:

Comma Separated Value files are
essentially text files. Values within these
files are delineated by commas. This is the
csv most commonly file type used for importing
and exporting. The benefit of this file type
is that it can easily be imported to a
spreadsheet program (such as Microsoft
Excel) for convenient editing.
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Tab delineated files are similar to CSV
files, but all values are separated by a
tabbed space within the text file. Many text
file editors can read and modify these files.
TAB This file type is expressly used as the
default export file type for other
ecommerce systems and is provided to
allow for easy data migration from other
shopping cart systems to Volusion.

Pipe Delineated Files are text files similar
to CSV and TAB files with the exception

PIPE that values within the file are separated by
the pipe (| ) character.
Short for extensible Markup Language,
ML XML is an industry standard used to

format data in a nested or hierarchical
manner that appears similar to HTML.

Within the Table field, select the Volusion data table you wish you export. Note that you can
only export data from the tables listed in this menu. Also, you can only export data from one
table at a time. In this case, select Products.

This field auto-populates a list of all variables in the database table including a list with the data
type of each variable. In this case, enable all options. Note that columns marked with (*) are
the primary key — the column that contains the unique identifier for every entry in the table. It's
recommended to always export this value, especially if preparing a file that will be imported
back into the system. Columns marked with (**) are dynamic, virtual columns that are
assembled by two or more connecting tables. This data can be exported, but cannot be re-
imported. Leave these fields unchecked.

As previously mentioned, the system supports four file types. For this project, choose CSV.

Click Export Now. Note that an export from a very large table, such as a products table that
contains over 100,000 entries, may take several minutes to export. Once the export is
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complete, you'll receive a notification with a link to download the exported file to your local hard
drive.

Once you’ve downloaded the CSV file, you can open this file in your text editor or spreadsheet
program of choice (e.g. Microsoft Office, Open Office, etc.).

When you open the CSV file, you’ll see a spreadsheet containing all data from your store’s
product table with each expressed as a separate column. You can edit or add to this file as
needed. Although it is not necessary to configure every column, it may be a good idea to
familiarize with if you plan to use this method for editing tables. When finished editing, save.

If editing a CSV file generated by Volusion export in Microsoft Office, note that the Mac version
of MS Office supports multiple CSV file formats. When saving your CSV file, use the “CSV (MS
Windows)” file type.

The purpose of the import function is to quickly insert a large amount of data into one or more
of your database tables to add, replace or update table content. In the admin area, click
Inventory >> Import/Export >> Data Import.
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Settings

g5 Products  Options  Import f Export Vendors u e Orders

Data Import Wizard

tribution

U Import izard ¥

Upload vour file.._

File Name I
FOME)

(Browse. ] e

Overwrite Existing O Mo, do not change any records already in my database.
Data? () Yes, replace any existing data with my new updated data

@ Clear entire table {delete all records), and replace with

this import file

() Go ahead and import my data

?

Test Mode? OTest rry file; do not import it yet.

Advanced Debugging () Toofs to debug pour import

fife)

ESTIMATED PROCESSING TIME: (after our file has beer

unloaded)
100 Products = approx. 30 seconds

Notes:

You may generate new termplates from the Export Wizard page.
Then input all of your data into spreadsheets (csv file), Once you've
added your data to the termplates, follow the instructions below...

Products created in Volusion WS have Free Shipping eligability enabled
Users importing new products into their store thatwill not be elegible
for free shipping will need to mark the FreeShippinaltern colurmn for
each new proguct to 'N' before they import new progucts into the
system

How to import a C5V file:

1) Open your Microsoft Excel spreadshest.

2y GotoFile = Save As > and save as type "C3VW (Comma Delirmited)”
3) The fileharme may be anything a5 [ong as you give ita ".osv”
extension

Other Helpful Notes:

How to convert from MDB to CSV:

® Openyour Microsoft Access database

1000 Products = approx. 3 minutes

= Right-Click on the table and chogse "Expart”
idMaximum 2 hours at atime.) 9 e

m Save as type: Text Files”

m Click EXPOET to continue

® Mow inthe Export Text Wizard, choose "Delimited”
m Click ME<T o continue

® Choose “Comma’ as the delimiter

m Check the box “Include Field Mames On First Row®
m Set Text Qualifier to double quotation marks *

m Click MEXT then FINISH

Executing an Import:

Step 1 - Choose a Table

From the Table menu, choose the table you’d like to update. Note that you can only import
data into the tables listed in this dropdown menu. Also, you can only import data to one table at
a time. In order to import data to multiple tables, you’ll have to perform multiple imports. In this
case, select the Products.

Step 2 - Choose a File

From the File Name field, define the file path or use Browse to select the local file you’'d like to
import. In this case, select the CSV file you saved to your hard drive.

Step 3 - Choose Import Type

There are three action types to choose from in the Overwrite Existing Data? section when
importing data :

1. “No, do not change any records already in my database” — This option inserts new
data from the import file into the database without overwriting or modifying any existing table
data. For example, if the system encounters CSV file entry with a product code that matches a
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one already in your store’s database, the system will ignore CSV file row and proceed to the
next row.

2. “Yes, replace any existing data with my new updated data” — This option inserts new
data from your file into your database table and updates existing data for matching product
codes.

3. “Clear entire table and replace with this import file” — This option deletes all content in
the specified table and replaces it with the content of the import file. Use this method with
extreme caution, as it will permanently remove all existing table data!

The Define Test Mode field allows you to specify whether to import the file or simply test
whether or not it can be imported. Go ahead and import my data file is selected by default.
Test my file; do not import it yet performs the import functions without importing the data.
When used in conjunction with other diagnostic options available here, you can troubleshoot
previous import issues.

Click Upload My Files to begin the import process. Note that importing can take some time,
depending on the amount data to be imported. For example, importing a CSV file containing
100 entries to update the productstable should be completed in less than a minute, but
attempting to update the same table with a CSV file containing 100,000 entries will take
significantly longer.

When the import is complete, you'll receive a confirmation that the import was successful and
the data from the imported file will be visible in the selected table.

After importing data, it's important to rebuild your product index. This is a simple step that
reorders your database and monitors and repairs any possible inconsistencies. In the admin
area, click Settings >> Maintenance >> Rebuild Product Index.
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Orders Reports Inventory Marketing Customers Design Settings

Cormpany  Shipping  Tax  Payrment  Currency  IPFirewall  Config Variables  Customn Fields  Maintenance

Maintenance Toolbox Your store is currently:| (OPEN

Rebuild Pro%ct Index “oulastindexed 25hrs ago. EInEamistone

B This page allows you to temporarily close your stare for maintenance. For
Reassign Inventory Control Grid exarmple if you need to perform modifications on your database or files,

M 301 Redi closing your stare will post a notice on your website telling your visitors
anage e the store is "temporarily closed for scheduled maintenance, please try
Close store to wiew moare tools backin 15 rminutes to and hour. Thankyour for your patience.”

Customize your maintenance message here.

Using the HTML Editor

The HTML editor allows you to create HTML code without any knowledge of or experience with
HTML. You can find links to the editor in various locations of the admin

The HTML editor allows you to create HTML code without any knowledge of or experience with
HTML. You can find links to the editor in various locations of the admin area, such as product
edit pages, category edit pages and site content edit pages.

Inserting Photos

1. Click HTML Editor.

2. Place your cursor on the page location where you’d like to insert an image, then click the
image icon.

3. You can either select an image already on your site from the area labeled File Name, or you
can upload a new image from your computer by clicking the folder icon next to the Source
field. [| see no File Name section]

4. To upload an image from your hard drive, locate the file and click Upload.

5. Click Insert to apply the image to the editor window.

6. Click Copy HTML to Parent Window and then Update.

When referencing images uploaded by the HTML Editor, we recommend prefixing the path in
the Source field with a single forward slash “/.” For example, “EasyEditor/assets/sample.jpg”
should be entered as “/EasyEditor/assets/sample.jpg. Also, your image names should not
contain any spaces.
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1. To create a link, click the hyperlink icon in the editor window.

2. Select the protocol you'd like to use from the Source dropdown menu:

http:// — Use this option to link to another page in your website.

https:// — Use this option to link to another page in your website through a secure
connection.

mailto:// — Use this option to open a new mail window on the customer’s screen.

ftp:// — Use this option to link to an ftp site for a file download.

news:// — Use this option to link to a newsgroup article.

If you are linking to a page within your website, we highly recommend leaving this menu blank.
Using http:// when attempting to access a page on a site using a secure certificate can cause
errors.

3. Enter the destination of the link to the right.
4. Use the Target menu to designate where you want the link to appear:

Self — This option opens the link in the current window. If you're using frames on the
page, the link will open in the frame that contains the link.

Blank — This option opens the link in a new browser window.

Parent — This option opens the link in the parent browser.
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If you're using frames, the link will open in the browser without using the designated frame set.
If you enter the link in a popup, the link will open in the popup window.

5. Use the Name field to specify the clickable text displayed on your website for your link. For
example, if you insert a link to contact_us.asp, you could enter “Contact Us” here.

Most of the features in the HTML Editor are used for text formatting, such as font, color and
size specification, as well as indention. It operates much like a word processor.
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Step 5 - Marketing

Your online store is starting to take shape. Sure, you may have your products, options and
shipping settings all set to offer your customers great deals and great products or services, but
how do you plan to get the word out about your new store?

Winter ‘09 comes equipped with a series of tools and functions that put the word out there.
This set of marketing tools helps get your business noticed and drives traffic (and potential
sales) to your store.

In this section, you’ll find out just how to configure your store to stand out in the crowd.

Search Engine Optimization

If you’re new to this term, Search Engine Optimization is a class of design techniques and best
practices involving website design, layout and function that are aimed at increasing the ability
for various web search engines (e.g. Google, MSN, Yahoo!) to browse, categorize and index
information contained within a website. This in turn increases the likelihood of that information
being returned via relevant search queries to these search engines. As a result, it increases
the potential of more traffic reaching your site, which provides you additional opportunities to
convert visitors into customers.

To configure SEO settings, click Marketing >> SEO in the admin area.

Reports Inventory Marketing Customers Design

Settings

In-Stocl

‘ Orders

Naw Menu Promotions rds  Mel s Gift Certificates Affiliates

scounts MyRewal

Manage Search Engine Optimization

Enable SEQ

Enable SEO0
Use Hyphens (-} instead of Underscores () To prevest duplicate content i search engines, do WOT change this after you go five

Enabling SEQ Friendly is a great feature, This turns all of your category and product pages into "htm" files, while keeping thern 100% dynamic. This means you don't
have toworry about re-generating static htrml pages.. your pages will rermain up-to-date autormatically, while the " htrm" static pages with no querystring, no {?)
question mark, rmake it even EASIER for ALL search engines to crawl your website,

Add Meta Tags
Easy Mode Advanced

Meta Title @3 | vintage Computer Warehouse Ex:Audio Lirfimited - Superd
Speakers & Sowmndl
Meta Description (3| vintage and Retro Computers and Electronics - Apple Macintosh, Commedare 54, Amiga, Atari Ex: Audio Unlimited i your one stop
Computers and Accessories! Shop for alf pour audio equipment.

We carry tive fate st speakers
FEEDAOMEE, FINCIODAONES, MIXErE,
aind more!

Meta Keywords (0| apple Macintash, Commodare B4, Atari, Amiga, Retro Computars, Vintage Camputers Ex-Speakers, Headphones,
Micraphones, Mivers, Speaker Wire,
Subwoofer, fassy Module, _IFE, Somy;
Kemwood Yamaha

“
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This page is divided into several functions that address optimizing your store based on the
data, URLs or content.

Enabling Basic SEO Settings
Within this section of the SEO page, you'll find two settings.

Enable SEQ

Enable SEC
Use Hyphens {-) instead of Underscares ()  To prevest duplicate costtesnt it fearch engdres, do NOT cframge B9 after pou go five.

Enabling SEQ Friendhy is a great feature. This turns all of your category and product pages into “htm" files, while keeping thern 100% dyhatmic. This means wou don't

hawve to warry about re-generating static html pages... your pages will remain up-to-date autornatically, while the "htm" static pages with no querystring, no {7}
question mark, make it even EASIER for ALL search engines to crawl your website,

First, check Enable SEO Friendly and click Save near the bottom of the page. This turns on
Volusion’s SEO engine and enables subsequent SEO features. This option must be active for
other SEO settings to work.

A Note on SEO-Friendly URLSs

By default, each product, category or article displayed within your store is generated by a
series of active server pages. This eliminates the need for you to create individual web pages
for each item displayed on your storefront. This process, however, uses a dynamic URL for
each product, category or article (e.g. www.mystore.com/product_details.asp?ID=ABC123).
This type of URL is not conducive to SEO.

Volusion's SEO engine, however, reformats dynamic URLs to appear as simple, static web
pages. This increases optimizes the pages for search engines. This URL reformat (or rewrite)
is automatically implemented once the Enable SEO option is activated.

For example, the dynamic URL listed above could be rewritten by the SEO engine to appear
as www.mystore.com/cool_product/ABC123.htm.

Hyphens vs. Underscores

This option is matter of visual preference. Configuring it will neither increase nor decrease your
store’s level of optimization. It simply allows you to choose whether you prefer hyphens ("-") or
underscores ("_") when rewriting your URLs for SEO compliance. Note that hyphens or

underscores will be used to substitute for spaces within product or category names, and within

article titles.

Configuring Store Meta Tags

Meta tags are specialized HTML data tags that contain information about a page’s content for
the benefit of a search engine system.
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Search engines examine web page content directly, but they also reference the site’'s meta

tags when indexing the page. Essentially, the more relevant data you store within meta tags,

the easier it will be for search engines to index web content.

The Default Meta Tags section consists of three basic settings that allow you to quickly
configure meta tags for your store. Note that the meta tags defined here control meta data for
the main areas of your store. Product and category meta tags are defined elsewhere in the

Volusion store.

The following meta tags can be configured from this page:

Meta Title

Meta Description

Meta Keywords

This field sets the title meta tag of the entire site. This title will appear in the title
bar of any web browser window visiting the store. This setting does not affect other
title settings within the store such as the business name that appears on shipping
labels, etc.

This field should contain a brief description of the store (e.g. what the store sells or
specializes in).

Enter keywords that relate to your store. These keywords will be indexed as meta
data related to the store and can be used by potential visitors to find the site via
search engines. Each keyword should be separated via commas (e.g. term1,
term2, term3) and should relate to products, services or brands that a store
specializes in.

Once these settings are configured, simply click on Save.

Advanced Settings

SEO also provides access to a Advanced settings.

Last Updated: October 2009

87



Winter '09 Volusion Manual

Easy Mode ndvanc%

Meta Tags Owverride: Ex: <title s myesive. com= fitfe
<imeta marme="Dercription”
content="Fruff"
<INEtE Marme="Kepwords”
CoMent="gbc,xpz" />

Globally Appended ' F £x: <meta
Meta Tags: htto-egquiv="Conternt-Tpe ™

Content="Text/Mnm charrer=C0TE-87

Fa

Note that the SEO settings in Advanced tab on this page override any settings configured
within the Easy Mode. In most cases, you won’t use the Advanced mode, but it is available for
experienced web designers who want to enter custom meta information.

Configuring SEO for Products & Categories

After configuring your store’s meta tag settings, the store will be optimized for search engines,
but additional settings must also be configured for individual elements within the Volusion
database such as products and categories.

For these elements, there will be a heading within their individual configuration pages marked
Search Engine Optimization. The settings contain all variables for that element’s meta tags
and other SEO information. The number of meta tag settings available will vary depending on
what type of element you’re editing (e.g. products have five meta tag settings, categories have
only four).

Note that to reach the SEO settings for any category within the store, you must mouse over a
category name in the main Categories page and select Update Category.

It's important to enter values for every meta tag setting available, whether you're editing meta
data for a product, category, website article or any other element. All meta tag fields should be
defined for your products and categories. This will increase the chances of online search
engines indexing and directing visitors to your site.

Below are examples of how the SEO URLs will appear for your article pages, category pages
and product pages when your site is optimized.

Site Content Articles: http://www.Yourdomain.com/MetaTagTitle a/ArticlelD.htm

Category Pages:
http://www.Yourdomain.com/LinkTitle Tag s/CategorylD.htm

Product Detail Pages:
http://www.Yourdomain.com/ProductNameShort p/ProductCode.htm
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Note the bolded “_a”, “ s” and “_p” for the respective URLs. All articles will use “_a” after the
meta tag tile to distinguish it as an article page. Categories will use “_s” and your product detail
pages will use “ p”. SEO is the only way to rename the store’s URLSs.

Purchasing SEO Services
SEO is a broad topic. There are many practices and techniques to make an online store SEO-
friendly. Winter ‘09’s SEO functions address some SEO best practices. If you're in search of

an affordable solution for more in-depth optimization, Volusion offers paid SEO services to
Volusion merchants. You can find more information online at here.

Creating Coupons and Discounts

Now that you have your products ready to sell and some of your SEO basics configured to
attract customers to your store, let’s create some discounts you can offer to help drive sales.

You can set up coupons and discounts at the admin area’s Marketing >> Coupons/Discounts
page.

Orders Reports Inventory | Marketing Customers Design Settings

Junts  Mav Menu Pramation;

M

rs  GiftCertificates  SEQ  Affiliates  In-Stoc

Update Coupons & Discounts

C search || @ Aad

Customize | Bulk Updates | Export Results | Bakmark Results

Results 1 -7 of 7

i Max one
4 Discount + Coupon 4 Min 4 Max + + + Start + End + + + + Last Delete
Discount Order _ Order Type _ Value _ Span _ Time
v ¥ MWarne T Code Yo Yay Yo Vg 7 Dam ¥ Dare v v v T s Modified O
90 Days Per G7F2005
2 FREE! U Unit @ L ot 13:39 O
August
3 Promotion 452 1 T 1782002 O
- - $70 off Order
coupan
Per 21/7{2009
|
3 s @ £ Unit e v B 15:10 0
Per 24/7/2000
10 ElatElat 1 Unit 2 N N 1127 I |
Cet
Discounts Per SY7F2009
9 Like & LIKEAEDSS 1 101 1000 10772008 21/772008 Unit 100 Y hd 1318 " |
Boss
Test Per 18/6/2000
z Coupon 8 3 Unit Lo g ot 15:02 L
Test Per 18/6/2009
8 Coupan 2 2 @ Unit L by Y 15:03 L

Results 1-7 of 7 Page - of 1
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Here, you can edit default coupons and discounts by clicking the number in the left-hand
column, or click Add to create a new one.

Coupons/Discounts Settings

Coupons and discounts can be configured with a variety of settings. The following section will
cover creating a coupon and a quantity discount. Feel free to experiment with other ideas. For
more detailed information on each coupon setting as well as a few tips, see the “Advanced
Settings” section of this manual.

Setting up a Coupon

If you want to create a 10% off coupon redeemable for any store product when 2 or more
products are purchased in that category, you can create a specific coupon code for this
discount, which you can add to your store newsletter or other marketing materials. The coupon
is valid for one-time use only, is non-transferable and can’t be used with any other coupon or
discount.

First, enable coupons for your store at Settings >> Config Varibles. Select Checkout Variables
from the View menu at the top. Locate Config_EnableCoupons, check the box, and save your
changes. To create the coupon:

Return to Marketing >> Coupons/Discounts and click Add.

Orders Reports Inventory = Marketing Customers Design Settings

Coupons § Discounts  Maw Menu Promotions  MyRewards  Mewsletters  Cift Certificates  SEQ  Affiliates  In-Stock Requests

Discounts | Add New

“wSearch Back ta List Expand All | Collapse Al

o

Sl

Discount Type ‘ v | Min Gty @5 l:l
Discount Value & l:l Max Qry l:l
Eegin Date I:I E Span (ie Buy 10 of any product) (@5 F
End Date &% l:l 3 Min Order Price % l:l
One Tirme Use Coupon &6 D Max Order Price @8 l:l
CannotBe Used With & [
Aty Other Coupon
Apply To Category ID(s) &%
Apply To Product Code(s) &%
Last Modified &% Last Mod By &8
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o Enter the actual coupon code into the Coupon Code field. This will be the code
customers must enter to apply the coupon to their order during checkout (e.g.
new100ff).

e Assign a title for the coupon in the Name field (e.g. 10% Off Promo).

o Select “Percent off ENTIRE ORDER” from the DiscountType menu.

e Set the discount’s value to 10.

e Assign a promotion start date and (optionally) an end date. For example, you can set
the redemption period for one month.

o Enable the "One Time Use Coupon" and "Cannot be Used with Any Other Coupon"
options.

o Enter the ID of the categories the coupon will apply to in the ApplyToCategorylD(s) field.
In this case, you'd enter the IDs for every category in the system. Note that each
category ID must be separated by a single comma
o Enter “2” into the MinQty field.
o Enable the Span option within the coupon settings.
e Click Save to finish.
These types of promotions can be helpful when marketing an online store. Since customers
must know the coupon code to actually apply the discount to their order, this can be used as

an incentive for them to sign up for your email newsletter, or as a way to reward valued
customers.

This section will detail how to create a quantity discount that applies automatically to certain
products when a customer orders three or more units. It can be used multiple times for each
new order a customer places, cannot be combined with any other discount, and has no
expiration date:

e Under Marketing >> Coupons/Discounts, click Add.

e Assign a name to the discount (e.g. 10% Off For 3 or More).

o Select "Percent off a PRODUCT" from the DiscountType menu.
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e Set the discount’s value to 10.
e Enable the "Cannot Be Used with Any Other Coupon” option.

e Enter the product codes of all products the coupon will be eligible for in the
ApplyToProductCode(s) field.

e Set the MinQty field to 3.

« Enable the Span option within the coupon’s settings.

e Click Save to finish.
Repeat the above steps to create a tiered quantity discount system. For example, you can
offer a greater discount for a purchase of five or more units, and an even greater discount for a
purchase of ten or more.
Once this coupon is created, a "QTY Discounts" button will appear on the product’s detail
page. When your customers click it, they’ll see the available quantity discounts. Any order

placed for three or more units will automatically be reduced by 10%. This type of discount can
not only increase order quantity, but also number of orders.

Create Email Newsletters

One of the primary goals of marketing is to reach out to your customers and keep them
connected to your business. Building a relationship helps foster loyalty. The Volusion
newsletter system can help you accomplish this.

The Newsletters page allows you to create newsletter emails and automatically send them to
customers who signed to receive store updates. You can design the email content, focus the
email to a broad or targeted audience and even track the return on investments with this
system.

The Newsletter Table

In the admin area’s Marketing >> Newsletter page, you can view a list of default newsletters,
and view basic statistics for any email newsletter, including:

e Number of times each newsletter has been sent
o Percentage of newsletters that have been opened by recipients

o Percentage of clicks each newsletter has generated per recipient
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o Percentage of conversions based on the number of newsletters sent

You can edit a newsletter by clicking the ID number in the left column. To remove a newsletter,
simply click on the X checkbox to the far right of the entry and click Save.

Creating a Newsletter

Creating an email newsletter is easy. Email newsletters can entice potential customers to your
store, inform existing customers of new products or highlight an upcoming sale.

You can style your newsletters using HTML, creating elaborate notices with product photos,
images or simple text.

To create a newsletter, click Add, and edit the following settings (required):

Orders Reports Inventory Marketing Customers Design Settings

Coupons | Discounts  Mav Menu Promotfions  MyRewards  Mews|etters  Gift Certificates  SEQ Affiliates  In-5tock Requests

newsletters | Add New

| G Search |

Back to List Expand All | Collapse All
Details =
I @
Newsletter Name (3 l:l Scheduled Send Date () l:l |
(only for reference)
Edit Email Template & ‘ 3 Send Test Email To (0 |:|
Send To Include people who un-subscribed (& ]
{i.e. for important news)
Email Body
(HTML Version)
HTML Editor
Email Body
(Text Only Version)

send to customers w{ the following interests only —
Monthly Newsleter 68 [ Newsletrer 11 0[]

Newsletter Name Enter a name for the newsletter.
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Enable this option to activate the newsletter campaign. When
active, newsletters will be distributed by your Volusion store based
on the date/targets you’ve configured for them.

This field allows you to define the subject line for the email.

Choose which customer type will receive the newsletter, based on
a customer settings (discussed in further detail in the “Advanced
Settings” portion of this manual).

Define the actual newsletter content here, using text or HTML to
suit your design needs.
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Once you’ve designed your initial newsletter content using the settings described above, you'll
have to define its target audience.

Customer Interests

Initially, each newsletter entry comes configured with 20 different customer interest types that
you can enable or disable under the "Send to Customers with following interests" only heading.
This list corresponds to an identical list within each customer’s account settings.

To keep track of the 20 possible interests within your newsletter and customer accounts, you
can name each interest globally by clicking Edit located just to the right of this section’s
heading. Simply enter your custom description for any item in the interests table and click
Save.

Note that your customers can’t configure interests for their own accounts — this feature is only
available for store administrators.
Testing & Sending a Newsletter

Before sending a newsletter, make sure to test it by reviewing the content, design and overall
presentation. On the newsletter edit page, click Preview.

Who you're sending this to: What the e-mail looks like:

Send To: SUBSCRIBERS From: ]

To:

S T e —
To: Subject: test

Ints ts: N/A
nterests / HTML VYersion Text Only Version

Newsletter Best Practices

Statistics

12 of 12 total emails have been sent.
{ 100% )

12 of 12 certified emails have been sent, tast
(100% )

0 of 0 non-certified emails have been sent.
(0% )

0 of 12 emails have been opened, { 0% )

3af 12 CUStUmEVSa have chosen to This message was sent to $(Emailaddress) by I c 0
unsubscribe. { 25% | located at Retro Computer Warehouse, 1818 Mantooth Drive wiallah Wallah, vwa 80109,
0 of 12 customers have marked this as Click here to unsubscribe.

spam. { 0% )

More Information &

On this page, you can not only preview the newsletter, but also view the following statistics:

« Number of newsletters sent during the current billing period.
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e Amount of emails opened within the current billing period.
e Number of customers who unsubscribed from the store’s newsletter list.

e Number of customers who’ve marked the newsletter as spam.

This data can be instrumental in determining the effectiveness of the email campaign.
Note on Sending Newsletters

There are limits to the amount of email newsletters you can send depending on your monthly
pricing plan. Please see the Newsletter Limits portion in the Knowledge Base.

Note on Unsolicited Email

Email can be a very powerful marketing tool, but some people consider them an unsolicited
annoyance or even an intrusion of privacy. When it comes to spam, Volusion has a no-
tolerance policy. You have access to powerful email marketing tools within Winter ‘09, but we
ask that you do not abuse these privileges.

To meet industry guidelines to guard against unsolicited email, all emails you send should
meet the following criteria:

e The recipient has made a purchase, requested information, responded to a
guestionnaire or a survey or has had offline contact with your business.

e Newsletter emails must provide a working link to unsubscribe from the mailing list
(already provided in your store’s default email template).

e Requests to unsubscribe from newsletters must be processed within 10 days of receipt.
e The "from address" must contain the Volusion store domain name.
o Email subject lines must not contain misleading information.

For more information, US-based merchants should review stipulations provided by the CAN-

SPAM Act of 2004, located here:
http://www.ftc.gov/bcp/edu/pubs/business/ecommerce/bus61.shtm

In order to unsubscribe a customer from your email newsletter list, you must edit the email
subscriber variable on their account page. Information on this process can be found in the
“Advanced Settings” portion of this manual.

Last Updated: October 2009 96


http://store.volusion.com/kb_results.asp?ID=33
http://www.ftc.gov/bcp/edu/pubs/business/ecommerce/bus61.shtm

Winter '09 Volusion Manual

MyRewards Program

The newest marketing feature in Volusion is the MyRewards Program, which was heavily
requested by users of V5. While this is not a required feature, we encourage you to check it
out.

Enabling the Program:

e Inthe admin area, click Marketing >> MyRewards.

tory Marketing Customers Design Settin

otions  MyRewards  Mewsletters  Gift Certificates  SEO  Affiliates  In-5to equests

Configuration

MyRewards Setup o Paints for Cash hd

Points Earned per Currency Unit LI

Redemption

Points Redesmed per Currency Unit
Minirmurm Points Required to Redeerm

Tirne until Rewards are Redeernable (days)

(- - - -

Tirme Rewards are redeermable (days)

e The program is disabled by default. Use the MyRewards Setup dropdown to select a
reward structure:

e Points for Cash — your customers make purchases and earn points based on the
amount they spend (based on the order subtotal before tax and shipping are applied);
they can redeem these points for store credit.

e Points for Product — your customers earn points based on purchase of items that carry
specific point totals; this requires configuration on the product records under the
Advanced Options section.

If using Points for Cash, the Points Earned per Currency Unit field instructs the program how
many points a customer earns per each default currency unit spent (e.g. USD, GBP, Euro,
etc.).

e The Points Redeemed per Currency Unit field instructs the program how many points

are redeemed by each reward currency unit. You can also think of this value as the
number of points required to earn a reward currency unit.
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e Set the Minimum Points Required to Redeem. This value must be larger than Points
Redeemed per Currency Unit to be relevant.

o If you'd like to set a timeframe (days) between when points are earned and when the
system awards them to the customer for redemption, use Time until Rewards are
Redeemable. Note that the program does not consider points as earned until the order
is marked as “shipped.”

o If you'd like an expiration date for awarded points, enter the number of days in the Time
Rewards are redeemable (days) field.

Your customers will be able to view and redeem their points by clicking MyRewards on the My
Account page accessed from your storefront.

! _ ?ﬁ?g} Aeeomnns

Welcome to your account test name. vou may use this page to manage your orders,
gditments, and other information, all in one place.

Review orders / track packages Change quantities / cancel orders
Change shipping address Print invoices
Change billing address Return iterns

Personal Information
Change e-mail address, or password Manage your billing addresses

Change my e-mail preferences Manage wour shipping addresses

Payment Settings

Edit or delete a credit / debit card View gift certificate balance

Apply a qgift certificate to your account

Other Features

Edit a review that I wrote Wigw my Wish List

My R33ards

I'm done managing my account, log me out.,

Here, customers can also review the terms and conditions of the program.
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MyRewards - Reap the rewards with every purchase

It pays to go with MyRewards, Every time you make a purchase with [your company or wehsite's name],
yvou'll receive points [if product based, then] for the product(s) yvou purchase [if total ammount of
purchase, then] based on your total purchase amount, It's a great way to save on your next purchase
whether it's for you ar someone special,

Here's how it works:

[ary

. Once you've placed your order and it has shipped, your MyRewards Point will be redeemable in [x]
davys.

. To wiew your MyRewards, simply go to MyRewards,

. Enter the total amount {in points) vou'd like to redeem below (¥ points = $X).

. when you're done, a confirmation will be sent to your email address,

. Tou're now ready to save on your next purchase. Upon placing vour order, your available MyRewards
will automatically be deducted frorm the total purchase amount.

[y QN SV (N ]

Available Points: 0
Pending Points: O

50 redeem now

Want to learn rore about MyFRewards? For more MyRewards information, see the Terms & Conditions,

If you view this page on your storefront, you'll be able to edit the default text.
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Site Content Editor X

3

~
<div id="rewards_content"> o
.
<h3=My Rewards Terms &amp; Conditions</h3= [
<hd=0Overview</hds nth
<=
iz reserves the right at any time and from time to time, without
notice, to add to, remove from andfor change the MyRew ions.
Conditions; for example, may change the Program benefits, MyReward
credit levels, Program affiliations or redemption of M | credits, </fli=
<|i= reserves the right to termi Program at any time.
Participants will have three months fram the date of notification to redeem
At the end of the three-month period, the Program will terminate and all
R I
Iram
MyReward
redemption.</li= . %
T oot = o S RS MU B RS B = S, 25,
: the
Easy Editor Save L aram
ut
Edit this Article in extended mode See all text in "Aticles”

Terms and Conditions, the Participant's enrollment in the Program will be terminated and all Reward
credits forfeited. Program Terms and Conditions, Rewards and redemptions are subject to applicable
government laws, rules and regulations and are void where prohibited. Information regarding a
Participant's account and participation in the Program is confidential, and will not disclose
any of its information to a third party not affiliated with , provided that

may disclose account infarmation or participation history in order to comply with a subpoena or
similar legal process, or in order to cooperate with a government investigation. In these
circurmnstances, disclosure may be with or without the Participant's knowledge or consent.

Participant Eligibility

* A Participant in the Program must (1) be a natural person who resides in the U.S.; (2} have a
valid U.S. driver's license and a valid email address (email is the only means of official
communication between MyRewards and Participants); and (3) have not been denied participation

You can also edit the default text through your admin area using page ID 144 under under

Design >> Site Content. Make sure to edit this page to reflect your chosen settings.
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Orders Reports Inven Marketing Customers | Design Settings

Articles | 144

Cysearch || () Add | K Delete Back to List Expand A1l | Callapse 41

Wiew Live Article Page

oo

ID (@ 144 PRI | 2,

Article Tide (6
o

Article Caption (i
o

Article Body @ | <link type="texct/czs" rel="styleshest" href="7a fc/myrawards.css” /= |

HTML Editar
=div id="rewards_content"=

<h3=My Rewards Terms famp; Conditions</h3>
<hd=dwerviemthd =

<uls=

== reserwves the right at any time and from time to time, without notice, to add to. remowe from and/or change the
My Revra rds ("Program') Terms and Conditions: for example, may change the Program bemefits, MyReward credit levels,
Frogram affiliations or redemption of MyFRenard credits.=/li=

=li=, reserves the right to terminzte the Program a2t any time. Participants will hawe three months from the date of
wotification 1o redeern MyRewards. At the end of the three-month period, the Progearn will terminate and all remaining by Reward
credits will be voided. = fJi=

<li=The awailability of any MyReward or Reward level cannot be guarantesd. MyReward credits required for redemption may
increase prior to MyRenard redemption. =/lj=

<li=¥hen you enroll in the Program, you agres to be bound by these Program Terms and Conditions.</li=
=lul=

<hd=General=jhds=

My Revard credits accrue and are redeemed in accordance with the Terms and Conditions of the Program
Farticipants are responsible for accessing these sites in order 1o keep informed of Frogram features applicable ta Farticipants' rights

Once the customer chooses to redeem the points, they’ll be notified via email and on the
account page. The system will create a gift certificate and automatically apply it to the
customer’s record. When they place their next order, their redeemed points will automatically
be deducted from the total order amount.

You can also see how many points a specific customer has accrued in their admin account
page.

ders Reports Inventory Marketing Customers Design Settings

Hi

Customers | 13

Soanch @ Add x Delete << Previous | Backtolist | Mext>> Expand All | Collapse A |

This custamer has placed 6 orders totaling $7,544.24, with the first order on 107102008 10:46:00 A

Login As This Customer

Basic Customer Info

Optional Fields

Special Privileges

Pays State Tax | 2 ‘ IsSuperAdmin (hiddeny
Pricing Discount Level 3 Allow Access Ta Private_Sections 3 [
Percent Discount l:l Rernoved From Rewards 5 [

Reward Points (5 q

For more information, please refer to this Knowledge Base article:
http://store.volusion.com/kb_results.asp?ID=538
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Step 6 - Advanced Marketing

This section of the covers some advanced marketing techniques you can use.

Submit your Sitemap to Google

Google offers website verification services through their online Google Webmaster Tools. This
verification service allows you to declare you site layout for Google to better reference your
overall site content. Before you follow the steps below, we highly recommended that you first
set up your site for SEO.

To verify your site with Google’s service, sign up for a Webmaster Tools account here
http://www.google.com/webmasters/.

In order to perform verification with Google’s Webmaster Tools, you must submit an XML-
based sitemap to your Google Webmaster Tools account. With Winter ‘09, the XML sitemap
you’ll need has already been generated for you.

Obtaining Your Sitemap File

To retrieve your XML sitemap, simply open your browser and go to the following address:

www.yourdomainname.com/google_sitemap.asp (substituting your actual domain name in the
central portion)

Once the page loads, you'll be presented with the entire XML code for your store’s sitemap.
Simply copy the page content and paste it into an ordinary text file to save a local copy.

Once you’ve saved the sitemap contents to a local file, log in to your Google Webmaster Tools
account and upload the file in the sitemap verification settings.

A link to Google’s content submission page can be found here:
http://www.google.com/submityourcontent/index.html.

Once your sitemap file has been uploaded, allow some time for Google’s system to complete
the verification process.
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This function of Volusion and Google’s Webmaster Tools verification service doesn’t guarantee
increased page rankings or search engine stats. It does, however, increase the likelihood that
potential site visitors will be able to find your store and its products by searching Google for
similar content.

We also recommend that, if you wish to verify your store with Google’s Webmaster Tools, you
do so only after fully programming all categories, products and other content. Submitting your
sitemap to Google prior to full setup will result in an incomplete sitemap listing. Also, if you've
already submitted your sitemap to Google but have made a large number of recent changes in
your category or products listings, you should re-submit your sitemap using the steps outlined
above.

Marketing Products with AdWords

Google offers a unique program that allows online business owners to advertise themselves
regardless of budget constraints. The Google AdWords program allows you to post ads and
links to your business right in Google’s search results pages.

When you sign up for an AdWords account at adwords.google.com, you’ll create ad and enter
specific keywords related to your online store or products. When visitors enter the same or
similar key words in their Google searches, Google then presents your ad in the search results

page.

This is a quick and easy way to generate site traffic. Moreover, those viewing your ad are likely
already interested in your store or products because they triggered the ad based on searching
by its keywords.

Every Volusion store comes with a coupon of at least $50 toward a new AdWords account.

Once your store is ready to sell online, simply sign up with AdWords, enter your Volusion
coupon information and you’ll be coming up in searches in no time.
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Market Via MySpace & Facebook

In order to take advantage of the vast possibilities of online marketing through popular social
networking services, Volusion provides the ability to integrate your store with both Facebook
and MySpace, allowing you to broadcast products to a mass amount of potential customers.
Note that you need access to Volusion API to take advantage of social site integration. Access
to this tool is provided with any monthly plan of Gold or higher. You'll also need to establish an
account with MySpace or Facebook account to publish store information there.

More information on this topic here:

FACEBOOK

MYSPACE

The Volusion Featured Products Export

Exporting product information to Facebook or MySpace is easy. The first step requires
activation of a special Volusion API setting that sends product data to the Volusion Social
Networking Application.

e Inthe admin area, click Inventory >> Import/Export >> Volusion API.

e Check the Enable public XML for Featured Products option and click Save.

Orders Reports | Inventory Marketing Customers Design Seltings ‘

Categaries  Products  Options  Import { Export Wendars  Purchase Orders  Receiving  Praduct Key Distribution  Warehouses

Volusion API

Enable public XML for Featured Products. Generated once a day. ave @ Reset

Enable public XML for All Products. Cenerated once a day. ave @ Eeset

Accounting ‘
Quickbooks Manage QuickBooks Web Connector HERE

Generic ‘
Ceneric Google Base Integration

E CenericiOrders Ceneric Qrders

E CenericiProducts Ceneric Products

E GenericlCustaomers Generic Customers

Order Management ‘

o

Installing the MY Featured Products App in MySpace

e Log in to your MySpace account, click on More in the menu bar at the top of the page,
and select Apps Gallery.
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e To quickly find the application, simply search for "Social Store Builder" or "Volusion" on
the MySpace Apps page (if results don’t appear, click "Alphabetical" on the search
results page).

Horne  Mail ) Profile ¥ Friends v Music  Widea  Games  More ¥

3%: MySpace Apps MySpace Apps | Wiew My Apps
Filter By All Applications; Search Results for social store builder Search Apps
Language: Alphabetical | Most Users | Newest | Recently Popular social stare builder]

App Categories Online Web Stare Builder Spansored Links

Hosted Online Store, Award-Winning, Sell Your ltems Onling, Free Trial

whatwtlolusion.com
Editor's Pick
Social Builder

Anirnals & Pets
Autarnotive
Communicating

Drating & Relationships

Create Your Own Social Website With Videos, Blogs, Forums & Make Money!
wny. SocialG0.com

Create an Online Stare
Hosted Wehsite & Shopping Cart Free Trial, then just $19.99/mo
3dcart.comiBuild_Cnline_Stare

Events Stare Auilder

Fashion One-stop solution-hosting, catalog, shopping cart, accept ces, & more.
Wiy, prostores.com

Food & Drink

Fun Stuff Social Store Builder

Games \ by Online Selling

Holidays & Special 4 Social Store Builder enables you ta sell products on your Profile page
Occasions from your Yolusion store,

Jobs, Business, Money 504 Users rore info | try app | (Add App )

Layout & Graphics
Sponsored Links

Movies & TV AspDothetStorefront _ _
. Cornplete C# or VBLNET shopping cart Source Available. Mo Monthly Fees!
Music wiww AspDotNetStorefront.com
Mews & Weather FayPal Pro eStore Builder
Photas Turnkey e-commerce solutions accept PayPal Payments Pro & credit cards

e Click Social Store Builder app in the app search results page.

Social Store Builder

Add Options:
\ Add this app to my profile

4 )
Add this app to my homepage

Social Store Builder Update my friends that I've added
enables you to sell this app

products on your Profile

page from your Volusion This app will have access to your display
store, name, public photo(s) and friends list,

try app | more info

This app was not developed by MySpace,

Last Updated: October 2009 105


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_74.gif
http://store.volusion.com/v/vspfiles/manual/w09manual/w09_75.gif

Winter '09 Volusion Manual

e Click Add this App.
e Click Home in the menu to navigate to your profile page.
o Locate the Social Store Builder app within the profile page. You must enter the domain

name of your Volusion store into the text box (provided by the app) and click Save to
complete the installation.

# Social Store Builder

Domain: | Save

To use the Social Store Builder you will need
an anline store hosted by Walusion.
InyourVYolusion store simply goto Inventory =
Import F Export = Yolusion APL Once there
rmake sure you have the Generic Exparts
Enabled and check the check box to "Enable
public XML for Featured Products. Generated
once a day." and click Save. Once this is done
simply entar your domain name (e

vy walusion.com) inta the Domain field in
the Social Store Builder.

That's it vou're done!

Installing the My Featured Products App in Facebook

e Log in to your Facebook account and search for "Social Store Builder" in the upper
right-hand corner, or click here:

o Click the search result for the Volusion Social Store Builder app.

o Click Go to Application and then Allow. This installs the application on your Facebook
account.
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fa:eljoul( Home  Profile ‘

\

4

Go ko Application

|

Add ko my Page
&dd ko ey Page's Favorites
Elock Application

Information

o If not already activated, click on the profile link in the top left corner to return to your
Facebook home page.

e Click the Applications link in the bottom left.
o Select the Edit option from the menu.
e Choose Authorized from the menu.

o Click Edit Settings next to the listing for the Social Store Builder app within your
Facebook applications page.

e Select the Profile tab within the application's popup window and click the link to add the
application to your account box.

« Optionally, you can edit the application's privacy settings within this popup. When
finished, click Okay.

Once these steps are complete, the Social Store Builder app will be loaded into the Boxes
page within the main Facebook profile. Simply click on Boxes tab to view the app. Click on the
app to edit its settings and enter the store domain name to connect with the Social Store
Builder application. Be sure to omit “http://”.

Using Volusion with MySpace & Facebook
Once you’ve completed the integration steps, the system will automatically retrieve a list of
products in the Home_Featured group. Each product retrieved from the export will display in

your social networking account with the product image, price, sale price and an Add to Cart
link. Clicking this link will redirect visitors to your shopping cart page with the product
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automatically loaded into the shopping cart. Visitors can then continue shopping within the
Volusion store or proceed to checkout.

Notes on Using the Social Store Builder

Only products in the Home_Featured group will be exported to the system. We recommend
only assigning a select number of products to this group (15-20 products) and regularly
updating it to most effectively market your products. This will prevent social network profiles
from becoming overloaded with product data and keep data transfer by the application to a
minimum. This will also help you comply with display constraints enforced by MySpace.

Facebook users should note that because of display constraints within the Facebook user
interface, the social store builder can’t display product content within the applications area
profile page. Because of this, the social store builder will only display content in the assigned
area of your profile page.

Register with Gooqle Base

Google Base is one of many third-party services that Volusion can directly integrate with to
help you sell online. Google Base allows users a new avenue to list items online. Using this
tool can help drive traffic to your products and potentially increase sales.

Google Base integration requires access to the Volusion API provided with monthly plans of
Gold level or higher.
Configuring Google Base

« Register with Google at http://base.google.com

e Click Data Feeds.

o Click Settings and enter your store name in the Display Name field.
o Enter your store address in the Website URL field.

e Click Save Changes and then My ltems.

e Click Data Feeds and then New Data Feed.
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e Set the Item Type to Products.

e Inthe Setup Data Feeds section, enter a file name for the XML document that your
Volusion store will export to Google Base (e.g. myproducts.xml)

o Click Register data feed.

Google base

My ltems Settings

Active items | Inactive iterns | Data feeds | Performance

[ MNew Data Feed ] [ Delete selected ] Learn more about data feeds Target Country | All v

File Uploads Last upload date & status
O test_feed edit Schedule: None create None
Type: Products (1] hanual:upload file

Target country: United States

Google Base Home | Privacy Policy | Prograrn Policies | Google Horme

@2000 Google

Configuring Google Base FTP Access

In order to obtain data from your store, you’ll next need to set up FTP access within your
Google Base account. Here's how:

e Login to your Google Base account at base.google.com.
o Click Data Feeds and locate the Settings tab.

e Locate the FTP Account heading.
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e Here, you can create your Google Base FTP account by entering a login name and
password. Then click Save Changes.
Google base

My ltems Settings
General | Default item values | FTP account | Tax and Shipping | AdWaords

Create FTP Account

The File Transfer Protocol (FTP) allows you to send your iterns to Google. Using FTP you can copy a
file from your computer to Google's servers. To use FTP you will need to create a username and
passwaord.

Learn mare

Mote that for security purposes your FTP account is distinct from your Google Account

FTP server name
uploads. google. com

Username

Test_Account]
(lowercase letters, digits, and underscores only)
Please notice that you cannot modify your usemame after creating your FTP account

Password

LLLL L L LIl 1]}

(7-20 characters using a combination of istters, numbers, and punctuations)
Retype password

vae Changes J[ Cancel ]

Please note that it may take some time for your Base FTP account to become active.
Configuring Google Base Settings in Volusion
To complete the integration process:

e In the admin area, click Inventory >> Import/Export >> Volusion API.

e Click Google Base.
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Orders Reports | Inventory Marketing Customers Design Settings

Categories Products ©Options  Import f Export Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Volusion API

|
Enable public XML far Featured Products. Cenerated once a day. Save @ Reset
|

Enable public XML for All Products. Generated once a day. Save @ Reset

Accounting ‘
Quickbooks Manage QuickBooks Web Connector HERE

Generic ‘
Ceneric Google Base Inﬁegration

W
E Ceneric\Orders Ceneric Orders
E Ceneric\Products Ceneric Products
E Ceneric\Custormers Ceneric Custormers

Order Management ‘

E StoneEdge\downloadcustomers StoneEdge downloadcustomers

o Enter the FTP login name, password and the Google Base XML file name exactly as
you entered them in the Google Base configuration process above.

o Enter a title and description for your Google Base export into the fields provided.

e Click Generate XML. Note that the XML file generation process may take some time,
depending on the size of your product database.

Reports Inventory Marketing Customers Design Settings

s Products Options  Import§ Expart Vendars PUrchas: =18 ing roduct Key Distribution Warehouse.

Google Google Base

Base

XML to be sent

FTP Username:
FTP Password:
FTP File Name: m

Description:

Publl@ta Google

e Once the XML generation is complete, XML code will appear on this page.
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e Click Publish to send the XML data to Google

Orders Reports

Categories  Products  Options

oogle
® FileMarne must end with a XML and may not include any spaces
XML to be sent
FTP Username: Test_Account] . ion="1 0" standalone="yes"7= ~
=I5 n="2.0"
FTP Password: |Vaolusion_Test123 =
=link=http:fittkue frarln servertrust.comd =/ link =
FTP File Name: |test_feed itemns
S N =g:id xmlng . g="http:/ fbase google.com/nsf1.0"=ALTAIR-101 =fg:id=
Title: |Volusion Google Feed =title=MITS Altair 8800 - Restored Vintage Computer=/title=
brand xminz:g="http:f/b; [ 1.0"=Retra Ct t
Description: |Product Feed %rzﬁo:; wmins 3} p:f (base google comfrsd1 D" Retro Computer
=g :g="http://base google.com/n=/1.0"MITS Altair 2300
Mirren =trvred nd finctinns | = fndsserintion s >
Publish to @uugle

It may take some time for Google's base system to publish your product information online
after you have transmitted the XML information to your Base account.

Product Requirements
The Volusion Google Base export will send product data for all products in your Volusion
store's database to your Base account. Some products, however, will be exempt from the
export. Please note that the Google Base export will not send product data for products that
meet any of the following conditions:

e Products with the Google Product Type** field left unconfigured

e Products marked as Hidden

e Products marked for Private Section Customers Only

e Any product configured as a gift certificate

e Any product configured with a setup cost

e Products configured with a membership cost

e Any product configured to be a donation product

e Child products

** You can set your products' Google Product Type in admin area product edit page under 3rd
Party Specific Fields heading.

You can find a list of Google Product Type examples online_here.
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Product Expiration

Google Base automatically sets a 30 day expiration date for any product data exported to the
service. This expiration date is 30 days from the date Google receives your exported data. Re-
generate your Google Base XML and re-send it using the controls provided in the Volusion API
page every 30 days to update your product listings.

Blog Your Store

Blogs and other forms of new media have emerged in the past several years as a major force
in global communication. This media type is also a fertile ground for online marketing. Many of
our merchants have utilized blogs to help promote their businesses through savvy, web-
enabled marketing.

Increase your SEO Rank through Blogs

All search engines reference and categorize text posted on the Internet so that users can find
relevant content based on their search criteria. The more often content appears online, the
more likely search engines will reference it. As such, it pays to advertize your store through
blogs (e.g. your blog, friends’ blogs, blogs related to your products, etc.). Blog visitors may
click on your store directly, but this practice will also optimize your site for search engines.

Registering Affiliates Who Blog

Does one of your customers have a popular blog? Sign them up to be a store affiliate using the
steps outlined in the next section. Not only can affiliates increase your traffic and sales by
posting their affiliate links on their blog, they can also earn some extra cash though affiliate
commissions.

Get Product Reviews through Blogs

Do you have a loyal customer who blogs? Ask if he or she is interested in writing a review for
one of the products they purchased (they can also do this directly on your Volusion store). This

will help increase your SEOQ, drive traffic to your site, and get the word out about your products
or services.

Start a Blog and Get Active
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Are you passionate about your business? Do you think you have a winning product or service?
Are you a non-profit organization looking to promote your efforts online? Get a blog! It’s not
difficult to start publishing. There are a wide variety of free blogging services available such as
Blogger, Wordpress.com and LiveJournal. You can blog about your business efforts and
products. This doesn’t just boost your business, it also elicits an avenue for customer feedback
through the blogs’ commenting systems.

For more information on blogs, please read our article about them.

Use Your Store's Affiliate System

The Affiliate system is a function of Volusion’s Marketing and Customers pages that allows
your store’s registered customers to become affiliates.

Affiliates can be instrumental in marketing and driving traffic (and sales). The Winter ‘09
functions allow your store to assign special tracking links to any approved affiliate. These links
are provided to the affiliate, who can then place them in numerous areas on the Internet (e.qg.
high-traffic blogs, forums, etc.). These links will trace back to your store, allowing affiliates to
drive traffic to your site.

Additionally, the Volusion affiliate system provides a way of tracking inbound activity to your
site based on these special tracking links. The system can track click-throughs and sales
based on affiliate link referrals. The system can even calculate percentages you pay to
affiliates for referral commission (giving affiliates even more incentive to market your store).

Becoming an Affiliate

An affiliate is a special customer account within the Volusion store. Customers can request to
become affiliates on your site and complete a brief registration process.

o Near the bottom of storefront, your customers can click on Become an
Affiliate.

About Us Become an A%iliate Privacy Policy Contact Us Bookmark Us

Cormpany Info Advertising Product Index Category Index Help | Terms of Use
Copyright @ 2008 CHMS Holdings LLC, All Rights Reserved,
Shopping Cart Powered by Walusion,
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e They will then log in to their customer account to complete the affiliate registration
process. If they don’t have an account, they’ll be prompted to create one.

o Prospective affiliates will be asked to enter their website address and a tax ID number
(usually either a social security or EIN number) in order to help you verify the address to

Phoograin

Confirm your information below to complete the signup process,

Website Address:

Please type your Tax ID#:
{required for tax purposes) (i.e. your 5SN# or EIN#)

test name
We will make your checks payable to 123 fake lane
your current billing address: fake land, AZ 99999

continue

which you send payments.

o They will then click Continue to complete the registration process. A notice will be sent
stating that their affiliate account will be activated after a 24-hour approval process.

»

Phoograin

Please allow 24 hours for your account to be approved and fully
activated.

Thank you for your interest!

e At this point, a store administrator must manually approve the customer's account to
officially grant them affiliate status.

e Log in to the admin area and click Customers >> Accounts.
e On this table, click the ID number of the customer you wish to promote to affiliate status.

o Select Partner/Affiliate from the Access Key dropdown menu and click Update.
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Orders Reports Inventory Marketing Customers Design Settings

Administrators  Admin History K

Customers | 20

Cysearch | ©DAdd | X Delete Backtolist | Mexts> Expand All | Collapse Al

This customer has placed 0 orders

Login As This Customer
Basic Customer Info =

ID @ 20 Access Key @ | parmer [ Affiliate N
FirstName (& E-mail Address @ |arfiliare_test@valusion.corn

Company Mame 8 I:l Phone Mumber &8
Address Line | Fax Mumber & I:l
Address Line 2§ I:l ‘Website Address (5
o @ sales Rep @)
State or Province 5
Fostal Code i)

Notes @| | =

Note that fully functioning affiliate accounts can only be created using this method. Store
administrators can create an affiliate account from the customers table, but this will prevent the
creation of fully-functioning tracking URLSs.

Viewing Your Affiliates

To view a list of active affiliates, click Marketing >> Affiliates in the menu bar. Note that each
affiliate listed here contains the same settings as that affiliate’s entry in the customers table.

Orders Reports Inventory | Marketing Customers Design Settings

its  Mawv Menu Pr s b i etters  Gift Certificates  SEO

Update Affiliates

“yS5earch &) Add Customnize |Bulk Updates | Export Results | Bookmark Results

Quick Edit  Yiew IRl v Results 1 -1 of 1 Page [ ot

+ Last |4 First 4 ; + : + + Last Delete
A Customer ¥ Name ¥ Name ¥ Company v Ermail Address v Website Address v State v Country v Modified D
20 test affiliate affiliate_test@wvolusion.com affiliatetest.com FL United States  Sf15/2009 11:124M |:|

Results 1 -1 of 1

Click the affiliate’s ID number to view their account record in the customers table.

Notes on Affiliates
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Once a customer becomes an affiliate, they can log in to their customer account and click Visit
My Affiliate Page link to access reports on the number of click-throughs, sales, and the
commission they’ve generated.

B Wy Deeowns

Welcome to your account affiliate test. You may use this page to manage your orders,
payments, and other information, all in one place.

Review orders [ track packages Change quantities / cancel orders
Change shipping address Print invoices
Change billing address Return items

Personal Information
Change e-mail address, or password Manage your billing addresses

Change my e-mail preferences Manage your shipping addresses

Payment Settings

Edit or delete a credit / debit card View gift certificate balance

Apply a gift certificate to your account

Other Features
Edit a review that I wrote View my Wish List

My Rewards

Affiliate Statistics

Wisit My A%iliate Page

I'm done managing my account, log me out.

They can also sign up as many as four sub-affiliates registered through them.
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Level Peoplein | Click- Sales Commission
level throughs

You (5.00%) £0.00
1 (2.00%:) 0 0 0 £0.00
2 (2.00%:) 0 0 0 £0.00
3 (2.00%:) 0 0 0 £0.00
4 (2.00%:) £0.00

Advertising Tools

Generate Banner Ads

Helpful Reminders

Your Link: http://zmnzc.mxkow.servertrust.com/?Click=20

Anyone who visits "Your Link" will be tracked, and you will get credit. Place your link
anywhere: In e-mails, banner ads, on your website, etc.

Each affiliate page also features a link that allows your affiliates to quickly create HTML banner
ads that can be posted on websites and in emails. These banner ads contain links back to the
Volusion store and include the affiliates ID information for tracking purposes.

This page will contain the affiliate's link and the affiliate's ID number. Clicking on this link will
redirect visitors to the store and record all sales and click-throughs under the affiliate's
account. Affiliates should copy this URL and embed it as a hypertext link on any websites or in
any emails or online marketing tools they use.

Affiliate Reports

To view a report of the most recent affiliate activity, click on the admin area’s Reports >> ROI
Tracking page. Here, you’ll see a table listing all active affiliate links generated by your store,
as well as the total number of clicks and sales each link has generated. The table also lists the
clicks-to-sales conversion rate.
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Orders  Reports Inventory Marketing Customers Design Settings

Feporting ROl Tracking  Affiliate Sta Search Terms

Use ROI Tracker

This tracker allows you to closely monitor the ROl generated from all of your advertising campaigns. You can setup specific campaigns to accurately reflect referrals. To
rmonitor all ather traffic, you can view the default campaign labeled "Other”. Please note that each newsletter you send out is autormatically added as a new campaign

Date Range | ~ |From [07/16/2002 | PElTa [08115 12008 |
Exclude []Free Orders
Include |:| Regular Affiliates Group BY | <ejected Date Range ¥
DAuvert\simg Campaighs
[ Mewsletrers AffiliatelD {optional}

ROl Tracker > All Campaigns

F{16{2009 through 8152009, grouped by Past 30 Days

Affiliate  Custamer c c q TrackingLRL MostRecent  Most Recent Convetsion  Total  Total
Record Record raup ampaian racking Click Sale Rate Clicks  Sales
Other a/572009 af12/2009 166.67% 35
Totals: 166.67% 35
New { Inactive Campaigns... Add
Most Most
Affiliate Custamer q Total Total Conversion
Fecard  Record Croup Campaign TrackingURL Re.cent Recent Clicks Sales Rate
Click Sale
http:/ fzmnzc.mxkow. servertrust.oom
L1 [ Jrestame i I
Newsletter: Testing http:/ fzmnzc.mxkow. servertrust.oom
18 18 [ - R oo a
|:| L http:{ fzmnzc.mxkow. servertrust.oom
20 20 affiliate test Clicke20 [}S 0 0 a8

(FEET—

Initially, this page will show all affiliate activity within the past 30 days. You can use the
reporting functions to view affiliate stats for different dates or time periods. For more
information on using the ROI Tracking and other functions in the Reports section, please see
the “Advanced Settings” section of this manual.

Each affiliate is assigned an ID number. When viewing affiliate stats, you might encounter
several entries in the ROI Tracking table for an affiliate with and ID of 0. These entries refer to
automated affiliate campaigns and systems such as Google Adwords.
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Step 7 - Placing Orders

Understanding the Checkout Process

Your customers will usually begin at your home page. Sometimes they will land on a category
or product detail page if they came from a search engine. These are the general steps a
customer will take to place an order on your store and the pages they will typically navigate to:

e Home page (Default.asp)

o Category pages/Search results pages (SearchResults.asp)

e Product details page (ProductDetails.asp)

e Shopping cart (ShoppingCart.asp)

e Login (Login.asp)

1. Log in with existing email and password or
2. Click Create new account

o Create a new account or modify existing account info (AccountSettings.asp)
1. Create new email address and choose a new password
2. Enter new shipping address
3. Enter new billing address, if different from shipping address
4. Choose shipping preference for order
5. Enter credit card/payment information

« Review order then hit proceed to checkout (One-Page-checkout.asp)

e Order finished confirmation/receipt (OrderFinished.asp)

New customers should follow the above steps intuitively as they shop at your website.

Returning customers will skip most of Step 6, since all their past information is saved to
facilitate a quick checkout process.

Quick Phone Order Page

As the administrator, you can place orders from the front end of our store by simply following
the same checkout process as your customers. You can also use the phone order page to take
orders over the phone and enjoy some additional useful tools, controls and features.

Placing Orders from the Storefront
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e Inthe admin area, click Log Out in the upper right-hand corner.
e From your store home page, add items to the cart and proceed to checkout.

e« When asked to log in or create a new account, simply create a new account with the
customer’s information. You’re essentially standing in for the customer. If you've
activated anonymous checkout, you won'’t have to create a new account, but you'll still
have to provide an email address on the checkout page.

Placing Orders with the Phone Orders Page

In the admin area, click Orders >> Phone Orders.
For New Customers

Under Checkout Type in the Log In section, click the New Customer tab and enter an email
and password, then click Create Account.

It's possible to place an order anonymously from this page by clicking the Anonymous tab
before filling out the order. This method won’t allow you to track the customer's email or
address information, and the customer won'’t be able to track the order online. Also, all
anonymous orders are combined in financial reporting.

For Existing Customers
Click the Existing Customer tab, enter the customer’s ID number from the admin’s customers

table, and click Log In. This will populate customer’s email address to the page and keep the
order listed in the customer’s account.

To Add Products to a Phone Order

e Click Go Shopping under the Order Summary section to add products to the cart. This
will take you to your store homepage.

e Once you've added products to the shopping cart, close the browser and return to the
phone order page.

e Click your browser’s Refresh function. This will populate products added to the cart.

« Enter the customer’s shipping information, click Precalculate Tax + Shopping Rates,
then choose their preferred shipping method.

« Enter the customer’s billing information and payment details, then click Place Order.
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When taking a phone order, you are logged in as an administrator. To place an order,
however, you'll have to be logged in to the customer’s account on the phone order page.

Point of Sale System

If you conduct business as a brick-and-mortar store, you may need to use a point of sale
(POS) system for quick checkouts. Fortunately, Winter ‘09 offers a built-in POS system under
Orders >> Point of Sale. It assumes there will be no shipping cost, since the customer will
physically pick up the item at your store location.

e Use your barcode scanner to scan each product. If you have a product without a UPC
code or if you don’t have a barcode scanner, you can simply use your online store to
add products to the cart.

e Collect payment in one of the following ways:

o Use your credit card terminal to swipe the customer’s credit card.

o Enter the cash value provided by the customer.

o If the customer is paying by check, you can click Proceed to Checkout to use the
Change Payment button to enter the MICR check info and then Save.

e Your receipt printer quickly prints the receipt and displays the amount of change to give
to the customers who pay by cash.
The following POS hardware is supported:
e Barcode scanner
o Credit card swipe/magnetic stripe reader

e 3-inch receipt printer
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Items to Note

An MICR check reader is not supported at this time.

To purchase hardware, you might consider the following hardware vendors:

http://pos.epson.com

http://www.symbol.com

http://www.waspbarcode.com

You may also want to search eBay for low-cost hardware. One of the most inexpensive credit
card swipes is the Magtek Credit Card Swipe.

Installing the Hardware

Both the barcode scanner and credit card swipe hook up to any computer using the same plug
as your keyboard. The barcode scanners and credit card swipes always come with a splitter to
accommodate all POS devices. These devices are designed to save you time and ensure
accuracy. The powerful convenience actually comes from using your ecommerce software in
conjunction with this POS hardware. When using the POS System in your admin area, you'll
simply place your cursor in the UPC Code field and scan any barcode to add the product to the
shopping cart.
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Step 8 - Analytics & Reporting

Analytics & Reporting Once your store is set up and ready for business, it's a good idea to
analyze your performance and your industry. Winter ‘09 features built-in reporting tools and
access to third-party analytics. The following section covers how to use some of these
features.

Using Google Analytics

One of the primary ways to obtain information on store activities is through analytics services.
A web analytics service tracks inbound traffic to a website and evaluates the overall traffic
behavior. Analytics services can also capture the quantity and duration of page, track which
links are clicked, which pages are most visited and the overall shopping patterns. This data
provides you with information about how your customers interact with your store which you can
use to shape your overall business strategy.

A robust and free analytics service called Google Analytics can help you generate the types of
reports you need.

Creating a Google Analytics Account

e Visit to www.google.com/analytics. If you don't have a Google account (e.g. a Gmail
account), you will have to register for one first.

e Sign in to the Analytics page to begin registration.

e Click Sign Up Now.

o Enter information your Volusion store information and click Continue.

Google Analytics
ey

Analytics: New Account Signup

General Information = Contact Information = Accept User Agreement = Add Tracking

Fleaze enterthe URL of the site you wish to track, and assign a name as it should appear in your Google Anaktics reports. Ifyou's
like ta track more than one wehsite, yau can add more sites once your account has been set up. Learn mare.

Website's URL: |htlp:II v||www.Y0urD0main.com |(e.g.www.mwebsite.com)

Account Name:

Time Zone Country or territony: | United States ~ |

Time zone: |(GMT—DT:DD) Facific Time V|

[ Lo

© 2008 Google | Analytics Home | Terms of Service | Privacy Policy | Contactus | Analytics Blog (

« Enter your personal information and click Continue.
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Google Analytics

Getting Started

Analytics: New Account Signup

General Information = Contact Information = Accept User Agreement = Add Tracking

LastMame: |Test |

First Mame: |Name |

Fhane Nurmber: |888-888-8888 |(e.g. 123-123-1234)
Country ar territary: EUnited States vl

« Back Contijue »

® 2009 Google | Analtics Home | Terms of Service | Privacy Policy | Contactus | Analytics Blog |

e Accept Google's service conditions and click Create New Account.

Google Analytics

Analytics: New Account Signup

w
General Information = Contact Infarmation = Accept User Agreement = Add Tracking

Flease carefully read the following terms and conditions, then selectthe checkbox o accept.

GOOGLE ANALYTICS TERMS OF SERVICE ?

The fallowing are the terms and conditions far use of the Google Analytics service described herein (the
"Service") between Google Inc. and you (either an individual or & legal entity that you represent as an
authorized employee or agent) ("You"). Please read them carefully. BY CLICKING THE " ACCEPT"
BUTTOMN, COMPLETING THE REGISTRATION PROCEZS AMDVOR USIMG THE SERWICE, YOU ARE
STATING THAT ¥OU ARE ELIGIELE FOR AN ACCOUNT AND THAT ¥OU AGREE TO BE BOUND BY
ALL OF THESE TERMS AND COMDITIONS OF THE SERWVICE ("AGREEMENT"). The Serice is offered to
you conditioned on your acceptance without modification of the terms, conditions, and notices contained
herein.

1. DEFIMNITIONS

"Account” refers to the billing account for the Serice. All Profiles linked to a single Site will have their Page
“iews aggregated prior to determining the charge for the Service far that Site.

"Customer Data® means the data concerming the characteristics and activities of visitors to your website
that is collected through use of the UTh and then forwarded to the Serers and analyzed by the Processing
Software.

"Documentation” reans any accompanying proprietary docurnentation made available to You by Google for ™

Yes, | agree to the ahove terms and conditions.

Data Sharing Settings
Youraccaunt is opted in to receiving benchmarking and ad service features which regquire access to your Google Analytics data.

Edit Settings | Learn More

« Back Create New Account » ‘
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o Copy the JavaScript code on the next page and paste it into your Volusion store (see
Part Il of this article). Click Finish.

Google Analytics
seEs

Analytics: Tracking Instructions

-
General Information = Contact Information = Accept User Agreement = Add Tracking

WEVREEE AL N CER N  Legacy Tracking Code (urchin.js)

Copy the following code block into every webpage you want to track immediately before the </hody:-tag.
Ifyour site has dynamic content you can use a common include or a template. Learn More

page. Doing 50 might gener Delete ta. You can, however, migrate select pages of your site to the new
tracking code while the legal —————————————————iers.
Select Al

V’ Hote: YWe recommend that yi Paste t! Lhe new and legacy tracking code snippets together on any given

v Check Spelling

“)" What if I'm not the person w e? Email the code ahove and instructions to your technical tearm or
Languages »

wehsite administrator. Once acking code to your wehsite, click 'Check status' from the Anahtics
Settings page to find out ifyour wehsite is being tracked and data is being collected.

You should now be logged in to your Google Analytics main page. Periodically, this page will
be updated by Google's analytics system with statistical information regarding your Volusion
store.
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k., LU

Analytics Settings \ VT E s Clickto select wiebsite Profile w My Analytics Accounts:

Common Questions Overview » www.YourDomain.com (Edit account settings) Jul 15, 2009 - Aug 14, 2009
Howe dio | knowy that my tracking Comparing to: Jun 14, 2009 - Jul 14, 2009

code is installed correctly?

Wiy arm | not seeing any data All Day Ionth

in iy repoms?

Website Profiles + Add new profile
Ive added the tracking code,

but the 'Status' colurmn wan't Ay

confirm it's receiving data MNameT Reports | Status  Wisits | Time on goa?:ce gs;r:g\eled Actions

Wity? Site i Clipig
http:fiwww.YourDomain.com  UA-10244649-1 +Add new profile

Recommended for you

AdWords wenw YourDiomain com View g 0 000000 0.00% 1 MiA, Edit | Delete

repart

@ Your ads can appear
e pr Find profi l:l s
protile; O O -1D ~ 1of1 4[|+
Goodle arvisit our

network of partner sites

Learn more » Add Website Profilexs User Managers Filter Managers»
Aprofile allows you to track a website andfor. Number of Users: 1 Number of Filters: 0
create different views ofthe reporting data Add or edit Users. Learn mare Filters can be used to custornize the
e Resources using filters. Learn maore way data is displayed inyour
reports. Learn more
Help
Code Site
Features
Product Tour

Case Stidias

Canuersinn Lniversit

Installing the Google Analytics Code
e In the admin area, click Design >> LiveEdit File Editor.

e In the Shortcuts table on the right, click on template_xxxx.html (“xxxx” is the number or
name of your Volusion store template).

e Inthe Live Edit window, locate the tag marked — * </body> in the template code at the
bottom.

o Paste the Java Script code from the Google Analytics page into your Live Editor just
above this tag.
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Shortcuts...

fufternplate_101 htrnl {5.2KB) (Miew This File Template Files

EE <li dass="last"s < a href="Config_FullStoreURLferms.asp” » Terms of Use</a= /1> | template 101.html
e </ul= G35 Files
113 <p=<a href="Config_FullStoreURLs/terms.asp” =Copyright &copy; <script type="text/javascript’>doc
14 < Adive

115 <div id="footer_bottom" > Root Files

18

M7 Adefault.htm
113 [maintenance htm
13
120
121 fvivspfiles femail_templates
122

123

124 =1
125

128 WOLUSTON LIMK - BEGIN
127
128 Custarner has agreed per Wolusioniéves Terms of Service (http:/Awww . volusion . com/agreement_montt
128 to maintain a text hyperlink to "http:Afwww volusion.com” in the footer of the website, The link must b

template 101 css

Email Templates

131 «p=Shopping Cart Powered by «<a href="http:/fwww.volusion.com” title="Shopping Cart Software” t

135 WOLUSION LINK - END

137 o
130 </div=

191 e fdivs
142 = script type="text/javascript" >

1492 var galsHaost = (("http = document.location.protocol) ? "https:ffssl” © "hitpr/Awm");

195 document write{ur "H3ICseript are="" + galstost + "aeealg-analytics.comiga iz’ trpe="text/iavaserint %3t
148 =fseript=

145 «script type="text/javascript’ =

147 4y {

192 var pageTracker = t._getTracker("UA-10244649-1");

195 pageTracker. 4 yvigw();

150} catchierr) {}(,fscrmb]:

151 < /hody =

152 = fhitm =

18

|

e Click Save.
Once installation is complete, allow some time for Google’s system to begin tracking your

store. Soon, you'll be able to log in to your Google Analytics account and retrieve reports and
information.

Generate Reports in Volusion

Volusion also contains its own set of reporting tools. To access Volusion’s reporting features,
Click Reports >> Reporting in the admin area. To create a new report, click Create Report.
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Orders Reports Inventory Marketing Customers Design Settings

Reporting ROl Tracking  Affiliate Stats  Search Terms

Generate Reports

o Create Report

Ord €1 S [OrdersBy Orders.Year - No Date Specified] s §

Yex QUSS jmcur  Aumeried Recened Twe  Tws Tas com | QeDoils Qumin 0O Bek ooy
2008 4 260.02 0.00 25.00 54.42 0.00 0.00 22500 a &2 229.46 426.14 66.3%
2009 23 16,545.25 0.00 144,92 405,50 0.00 0.00 594157 69 &4 3,433.36 6,349.89 65.6%
TOTALS: 27 $17,505.27 $0.00 $169.92 $459.92 $0.00 3$0.00 $6,166.57 78 166 $3,712.82 $6,776.03 0%
AVERAGES: 14 $8,752.64 $0.00 $84.96 $229.96 %0.00 $0.00 %3,083.29 39 a3 $1,856.41 $3,388.02 00X

This page is divided into three sections — the Report Generator, the Report Graph and the
Report Table. As the name implies, the Report Generator allows you to generate various
report types and define their criteria. The Report Graph and Report Table display the data
returned by the reports you generate.
Within the reporting page, you can generate a report on the following items:

e Orders

e Order details

e RMAs

e Products

o Categories

¢ CRM tickets

There is an additional option to create a fully custom report.
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Create Report

Choose Repart ‘Orders !
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GrderDetails

Order Status | RMAs
Productyiews
Time Period  Category\fiews E or From ‘
CRM_TicketReplies
B¥ | custom 4 H

() 5ave Mew Report?

Advanced Options

Configuring a Revenue Report
One of the more common reports is the revenue report, which details how much revenue has
been received over a specific time period based on orders placed.
To create such a report for the last 30 days that includes daily performance:
e Click Create Report.
e Set the Choose Report menu to Orders.
o Select either Based on OrderDate or Based on ShipDate.
e From the Time Period menu, select Past 30 Days.
« Within the three By filters, set the first filter option to Day.
e Click Advanced Options.
e Set the first filter to PaymentAmount, set your color and display options, enter Revenue

in the text box within this row and then select Currency from the last menu.

Finally, click Generate to run the report. Once finished, a bar-graph or pie-chart will appear,
displaying each day over the past 30 days and an indicator of the total daily order amount.

Configuring a Product Report
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One of the most popular reports is a product sales report. This simple report will give you
information on the types of products sold. It can help reveal top-selling products and other key
statistics.

If you'd like to view a list of quantities sold for each of your products within the fourth quarter of
2008:

e Click Create Report and choose OrderDetails from the Choose Report menu.
o Select either the Based on OrderDate or Based on ShipDate option.

e Inthe From text box, enter 10/01/2008.

e Inthe To text box, enter 12/31/2008.

e In the first By filter, choose OrderDetails.ProductCode.

¢ Click Generate.

Create Report

Choose Report | OrderDetails b

Based On (3) OrderDate () ShipDate

Order Status
Time Period or From [10/01/2008 |[E 7o [10/m1 2008 |

By | OrderDetails. ProductCode | W || £ || w |

()Save Mew Report?

Advanced Options @

iy

« If you plan to use this report again, you can save it in Saved Reports for easy access.

Once this report is created, a graph and table will display a list of all products by product code
sold in the fourth quarter of 2008 and their quantities. This report can be regenerated by
setting an additional filter to either Month or Day. This organizes the products sold report
based on the selected day or month within that quarter.
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Additional Settings

There are many more reports and controls you have access to with Volusion. Feel free to
experiment with this page to create your own custom reports. For additional information and
more advanced tasks, please read the “Advanced Settings” portion of this manual.
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Start Selling!

Congratulations! You’ve completed the Volusion Winter ‘09 Getting Started Guide. At this
point, you should be ready to sell online.

There’s still much more Volusion can do for your online business, however. You might want to
use our more advanced product configurations, or take advantage of the Volusion API. If
you’re ready to delve deeper into Volusion’s advanced features, please proceed. You'll be
amazed at what one of the world’s most innovative ecommerce applications can do for your
online business.

If you need any additional assistance along the way, Volusion is here to help. Feel free to visit
the Volusion Knowledge Base to find specific answers to problems you encounter. Our
Technical Support staff is also ready to assist you 24 hours a day, 7 days a week. You can
write to us through your ticket area at http://my.volusion.com, talk to us through Live Chat or
reach us by phone at 800-646-3517. If you’re calling from outside the United States and
Canada, please dial 805-416-5990.
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Winter 09 - Advanced Settings

Now that you’'ve completed the initial setup for your Volusion store, you're ready to become an
ecommerce expert.

If there are some specific store settings you still have questions about, such as offering
downloadable products or using our Smartmatch system, or if you're interested in more
advanced tips and tricks, this portion of the manual is for you.
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Product Configuration

The Volusion ecommerce system can be configured to offer nearly unlimited products.
Although you’ll configure most products following the procedures outlined in the “Getting
Started Guide” portion of this manual, there are many additional features to utilize.

Setting Up Products for Inventory Management

Once you’ve added products to your store, you can set the Volusion system to track inventory
just by configuring a single setting in your product’s variables. In the admin area, click
Inventory >> Products and choose a product code. Under the Vendor Information section,
enter a value in Stock Status and click Update.

Vendor Information —

Stock Status (5 +2 {Hist) +0 On Hold Wendor Part & @3

[Cenerate Barcode] UPC Code (6 Wendor Price i

Stock Low Qby Alarm @8 | EBook ISBM &8
Stock Re-Order Oty @38 Add To PO Mow 8

Do Mot Allow Backorders (&6 D Last PO Oby 8

Auto Drop Ship &8 D Last PO Date @

Inventory: Verify Oty On Hand &8 Share Stock Status Witk &5
Irventary: Last Verified @3 | Product I @ 186

Last Madified (@ §{12 {2009 5:38:00 PM Last Mad By @ [1] test name

By default, any product created in the database has a stock value set to “null,” meaning the
product has no explicit value and will not be tracked by inventory management functions.
Entering a value into the Stock Status field will initialize the product’s stock status. Once
initialized, the system will manage the product’s stock based on this entry. For example, if you
enter 100 and you process an order for 10 units, the stock status will update to 90.

You can enter a positive, zero or negative value in the Stock Value field.
Once initialized, the Stock Status field can be updated manually, or automatically by an order,
purchase order or a successful RMA.

You can view the entire product stock history by clicking Hist next to the Stock Status variable.
This table records every event that has affected the stock status.
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104 186 501 -4 ] z EDNT G{12}2009 5:55PM 1

83 186 501 o -4 -4 EDIT FI22{2009 7:20PM 1
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77 146 s01 7 -8 =1 EDIT FI20{20039 10:494M 1
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Results 1 -7 of 7 Page - of 1

The Event column displays the type of event that modified a product’s stock. There are four
types of stock events:

ORDER — The stock value was decreased by an order.

PO — The stock was updated by a processed purchase order.
RMA — The stock was updated by an RMA.

EDIT — The stock was updated manually from the admin area.

To learn how to manage the stock status of product options, see the “Inventory Control Grid”
section of this manual.

To configure product photos, see the “Product Image Setup Guide” portion of this manual.
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Vendors & Drop Shipping

Vendor Management

Adding Vendors

In the admin area, click Inventory >> Vendors >>Add to create a new vendor.

Orders Reports  Inventory Marketing Customers Design Settings

Prod Irripo Purchase Orders  Receiwing  ProductK Tribution  Warehouses

Manage Vendor Info
|®\Search H@dd ‘
)

Custormnize | Bulk Updates | Export Results | Bookmark Results

Send Allows
+ 4 Email + + + + Fax + + Last Delete
v Wendor v Title ¥ cubject v PF) v Send PO Template v Ernail Address ¥ Number ¥ Dr.np. v Active v Modified I:‘
Wia Shipping
Order [ID
2 ABC Supply # e-mail  PO_To_Vendor.asp ordering@abcsupply.com Y Y ?;?525009 1
1234567] :
Megavendor 25062005
666 - PO_To Vendor.asp M N 1558 |

Results 1 -2 of 2

Configure as follows:
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Reports  Inventory Marketing Customers Design Settings

e ies  Produc Options  Import { Export Wendors  Purch ders  Receiving Product Key Distribution

vendors | Add New

CgSearch

Back to List Expand All | Collapse All
Details =
L — i T
Vendor Title 0 l:l Allows Drap Shipping &8 D
Wendor Address (5 Wendor PO Ship To @5
0 a
Edit Vendor PO Template f | s Wendor PO Ship Via @8
a
Vendor PO Send Wia (@) Wendor PO Terms i
a
a
a

Wendar PO Sighed By o| ‘

endor Contacts &8

e Enter a uniqgue number in Vendor_ID.

Last Modified &%

)

e Enter the vendor’'s name in Vendor_Title.

e Check the Active and Allows DropShipping options.

e Select PO_to_Vendor from the Vendor_PO_Template menu.
e Select Email from the Vendor_ PO_SenVia menu.

e Enter the vendor’s email address in Vendor_EmailAddress.

o Enter a subject line for emails in Vendor_Email_Subject.

e Click Update.

These are the basic requirements for establishing a vendor for drop-shipping. Please read on
for additional settings options.
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Setting up Vendor Rules

Once you’ve established a vendor, it's important to assign applicable products to it. In the
admin area, click Inventory >> Products and choose a product code. On the product edit page,
locate the Vendor Rules for... section near the bottom, and fill out the following fields:

Vendor Rules for "501° -—

Useful Links: (Wiew All VendorRBules) | (Wiew All Vendors})

Displaying 1-1 of 1 Records

Wendor Wendor Wendar Min b Deactivate
[n} Title Partilo Qny Qny Until

1 Acrne Supphy [501 | [ | [ | |z.50 | [ |

] | [ A A e A e

This field contains the individual ID number
which acts as a reference point. It can

Vendor_ID contain letters, numbers, hyphens or periods.
Note that it cannot include punctuation marks
and must be unique for each product.

This field contains the actual product name
as it displays on your site.

Enter the minimum product quantity a

Min Qty customer may be allowed to order. In most
cases, this will simply be 1.

Vendor PartNo

This is an optional field used to set a limit to
Max Qty the quantity ordered.

Enter the product price. This is the price paid
to the vendor for the product ordered, not the
price you charge customers. This is used to
calculate the Cost of Goods Sold.

This is an optional field used to delay
availability of seasonal or holiday products.

Price

Deactivate Until

When finished, click Save Changes to Vendor Rules.
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Purchase Orders

Generating Purchase Orders

Purchase Orders can be generated in the following ways:

1. Through automatic drop-shipping.
2. Through the Low Inventory products table.
3. By manually creating POs from the purchase orders table (click ADD).

Using the Low Inventory & Queued for PO Tables

From Inventory >> Products, in the View menu, select Low Inventory. This table allows your
purchasing department to quickly order inventory for products running low on stock. To use
this feature, you must complete the following fields:

Reports Inventory Marketing Customers Design Settings

‘ Orders

Categories  Products  Optiohs  Import § Export

rs  Purcha: srders  Receiving  Product y Distribution

Products : Low Inventory

g Search ) Add Custornize | Bulk Updates | Expart Results |Book

Quick Edit Results 1 - 4 of 4 Yage of ‘

L Add | Last | Last
4 Product + List + Product +Sale +Setup 4 Stock 4 - 4 ReOrder + el Tl # Free 4 Product 4 Phote
v Oty vio yFO MO | Gitdesn ¥ Shipping ¥ Popularity ¥ SubTi
PO by Date

L ;
Product &

¥ Code v FrO Cucuedfor po by [ovEl o weight | ¥ Price ¥ Price ¥ Price ¥ Cost ¥stms ¥ .Y

testtext

501 Touch_Color_501 98,100 175 $10.50 $12.98 -3 1 1 ¥ N ¥ 100 et e

Touch_tolor_501
S01-0001 - Coldmine - 1.5 $13.98 $12.98 $12.50 $1.00 -1 1 1 v N A 100 test text

Coppertone
Touch_Color_501
501-0002 - Goldmine - 15 $13.98 $12.98 31250 $1.00 -3 1 1 W W A 100 testtext
Macha
Touch_tolor_501
501-0003F - Goldmine -
Peaches

1.5 $13.98 $12.98 $12.50 $1.00 1 1 1 v N A 100 test text

Results 1 - 4of 4 Page |l of 1

Stock Low QTY Alarm
If the Stock Status of the product falls below the Stock Low QTY Alarm number, this product

will appear in the table.

Stock Re-Order QTY
This number specifies the product quantity to order each time the system triggers the low

guantity alarm.

If your product is set to Add to PO Now, the product will be moved to the Queued for PO table
automatically. In the Queued for PO table, cross-reference the data, including the vendors and
costs for each product, and choose a vendor you’d like to use on that occasion. Alternately,
you can allow the vendor rules to automatically select the cheapest vendor for the quantity
you’re ordering.
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Reports Inventory Marketing Customers Design Settings

ries  Products Options  Import { Export  Vendors  Purc rders  Receiving  Product Key Distribution  Ware

Products : Queued for PO
M |:| and send therm now  Note: Products assiged to multiple vendors will be listed rmore than once. When POs are created, the CHEAPEST wvendor will be used.

G search || () Add

Quick Edit  Vien TR Results 1- 12 0f 12 Page [ o1 1

Products

Customize | Bulk Updates | Export Results |Bookmark Results

Product 4 |Low I"EtU 4 Product 4 Product 4 Sale 4 Stock 4 \Eft‘: 4+ ReOrder 4 ?Ddd + ;aost + I';gst wendor Part Wendor —— Vendaor

v S Gueued for PO = o ¥ b ¥ price ¥ v v v v v v ¥ pri v ¥ T
Code Weight Price Price Status Alarm Oty FO oy Date # Price Title

501 Touch_Color_501 15 $1z.98 $12.50 -3 1 1 ¥ s01 $2.50 1 ?JQ’K‘;"V
Acme
501 Touch_Color_501 15 §1288  §1250 -3 1 1 % 501 $2.50 1 T
Acrme
501 Touch_Color_501 15 $1298  $1250 -3 1 1 ¥ 501 $2.50 1 Sty
501 Touch_Color_501 0.5 $z4.00 -3 1 1 ¥ 501 $2.50 1 ?5;‘;&
501 Touch_Color_501 175 $1z.98 -3 1 1 ¥ s01 $2.50 1 ?lfg;e‘v
501 Touch_Color_501 1 $12.00 -3 H 4 ¥ 501 $2.50 1 élfg;jv
Angle_Brush [eTECtARGE Liner Brush g o $1295 1250 11 1 1 ¥ Angle_Brushol  $12.50 1 some.
Angle_Brush E\e{’g‘;ﬁ‘l?gg‘r‘} UG BRERD | o $1298  $1250 11 1 1 % Angle_Brushdl  $12.50 1 ?:;"[‘jv
Angle Brush FEEtArgle Liner Brush g £1298  §1250 11 1 1 ¥ Angle_Brushdl  $12.50 1 G,
Angle Brush [EfectAngie Liner Brush g 5 $24.00 1 1 1 ¥ Angle Brush0l  $12.50 1 s,
Angle_Brush Es’ggaﬁfgg‘ff U ERSD | q o $12.98 " 1 1 % Angle_Brushol  $12.50 1 ?5;‘?‘\{
Perfect Angle Liner Brush Acme

Angle_Brush oo o 1 $12.399 11 5 4 ¥ Angle_Brush0l  $11.00 1 Supphy

Results 1- 12 0f 12 Page of 1

If you'd like to choose a different vendor to order from on a particular occasion, click the
product code at Inventory >> Products. Scroll down to the Vendor Rules section and fill in the
Deactivate Until field with a data value such as 10/22/09 to deactivate the vendor until the
specified date. Once you've created your purchase order(s), click Inventory >> Products and
select Orders Queued for PO in the View menu. Check the Generate All Purchase Orders box
and press the button.

Creating a Purchase Order Manually

To create a purchase order manually, you must first create the vendor and establish vendor
rules for the product. Then follow these steps:

e Click Inventory >> Purchase Orders >> Add.
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Orders Reports Inventory Marketing Customers Design Settin

Categories  Products  Options  Import § Export Yendors  Purchase Orders  Receiving  Product Key Distributio

Update Purchase Orders

G%Sfearl:h &) Add @,}Settings

Eesults 1 -3 of 3

Customer PO &+ + _ + .
A PO v Order ¥ Status v [rate v Yendaor v Title v Send Wia
z G/2172009 6:14.00 P 1 Acrme Supply e-rmail
<, oo e e L e S S T y LR X RSP L X el

e Choose the vendor from the dropdown menu and click Continue.

Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  lmport f Export Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Purchase Orders
C%Search

Build New Purchase Order

Choose a vendor:

Meed to create a mew

[8] ANOTHER TEST
[7] NEW WENDOR

e On the Build New Purchase Order page, verify the PO information and click Build New
PO.
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Orders Reporis Inventory Marketing Customers Design Settings

es Products Options Import f Export  Ven

tion  Wal

Purchase Orders

C, Search

Build New Purchase Order
To Vendor: Acme Supply

How would you like to send it?

Build PO using template: ‘PO_TD_\Iendnr asp ‘

Subject:
{if i via e-mail)

[Order [ID # 1234567] |

Email Address: kkingé|52@gmail.com |

Build the details of this PO:

Customer OrderlD: l:l {optiohaly

Vendor Title: ‘Acme Supply |

From § ¥endor: 123 Acme Road,
Houston, TX 77473

Ship To: 23171 Capital of Texas Highway
Austin, TX 78759

Ship Via: ps

Terms: standard Terms & Agreement

Note that not all bold field on this page are required.

e Enter the product codes and the quantity you wish to add to the PO one at a time. After
every entry, click ADD to PO.
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Orders Reports Inventory Marketing Customers Design Settings

s Products Options Import/ Export  Wendors Purchase Orders Receiving Product Key Distribution  Warehouses

Purchase Orders

@g Search

Purchase Order #8 edit

Current Status: ‘ Building { Beady to add items % |

Edit Items currently associated with this PO

$end Purchase Order

Are you sure you want to send this PO now via e-rmail to "kkingelez@grail.com” 7 Yes, S'en Now

Preview

4+ Fake Beauty Store

@%& Purchase Order #: 8
) 'y Date: 8/21/2009

14 Customer Order #: N/4
From [ ¥Yendor: Ship To:
123 Acme Road, 8911 Capital of Texas Highway
Houston, Tx 774738 Austin, TX 78759
Ship ¥ia: UPS Terms: Standard Terms &
Due Date: Agreement

FOB:

Code Item Oty Price Total

Subtotal: $0.00
Shipping Cost: $0.00
Grand Total: $0.00

Notes:

signed By: Palak Shah

e Once all products have been added to the PO, click Yes, Send Now, or, if you haven’t
yet configured the vendor settings, Yes, Print Now.

Sending Purchase Orders

When sending purchase orders to vendors, the following options are available:
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Orders Reports Inventory Marketing Customers Design Settings

Products tions Vendars  Purch ers  Receiving  Product Key Distributic

vendors | 8

CySearch || O Add | X Delete << Previous | Backtolist | Hext>> Expand All | Collapse Al
Details =
R — e © B
Vendor Title & |AnoTHER TEST Allows Drop Shipping 5
Vendor Address i Vendor PO Ship To i3
0 0
Edit Vendor PO Template & | oo To_vendor.asp v Wendor PO Ship Via i

B

Vendor PO SendWia @ |\one i Vendor PO Terms i

Vendor Email Address () MU Vendor FO Due Date (&)
i
i

| Save + Wiew Record

Email the PO at the address specified for the

Email vendor.

Fax Faxes the PO to the fax number specified for
the vendor

None Prints the PO for manual send.

You must sign up for an account with ClickFax to use the fax feature. This allows us to send
the PO email to the ClickFax system, which instantly sends the PO to the vendor’s fax
machine. The email address that you register with ClickFax must match the one specified in
the config variable Config_EmailAddress_Billing (click Settings >> Config Variables >> choose
Email Variables from the View menu). Click here to sign up for a new account: ClickFax.
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Receiving Purchase Orders

Once you receive the inventory from your vendor, you'll need to mark the PO as received.
e Inthe admin area, click Inventory >> Receiving.
e From the dropdown menu, choose PO#.

e In the adjacent field, type the PO number (e.g.1089) and click Prepare.

Orders Inventory Marketing Customers Design Settings

Reports

Categories  Products  Options  Import § Export  Vendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Prepare Shipments & Receiving

[por v \wl | Qw1 | view | Receiving v |

o Allitems ordered through this PO will appear. After counting the tangible inventory to
verify that you received the complete quantity of products ordered, fill in the Quantity
Received boxes on this page and click Save when finished.

Orders Inventory Marketing Customers Design Settings

Reports

Categories  Products  Options  Import { Export Wendors  Purchase Orders  Receiving  Product Key Disttibution  Warehouses

Prepare Shipments & Receiving

| POE

N-

\ oty 1

B recens |

Sent

PO# 10

last scanned 7 seconds ago

POF 10 Items

ProductCode Price WendarPartho iy Qby

e In most cases, you won'’t know the actual shipping cost until this point. Enter it in the
field above Distribute in the lower right corner, and click Distribute.
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[ 3 D D aty |1 : View | Receiving v
Sent PO#10
PO 10 [tems
ProductCode Price VendorPartho Ony oy
Received ProductMame ShippingCost (weight)
ageless 3.00 ageless 1 1 +0 ageless skincare 1.50 0}
@)
PO Sub Total: $3.00 1 o
Distribute

If you enter $59.91 for the shipping cost, for example, and click Distribute, the feature will
distribute $59.91 evenly throughout the items on the order, based on the weight of each
product, to help you run more accurate cost/profit reports and ascertain the true cost of your
goods. After clicking Distribute, you can the easily adjust or edit the shipping cost for an item(s)
as you wish. For example, you might be paying $5.00 per item and selling it for $12.00,
assuming profit of $7.00 per sale. That item, however, might actually cost you $10.00 after
shipping to your warehouse due to the size/weight. The Distribute feature calculates the true
cost/profit of the item.

In order to make stock status updates when receiving a PO, each product must already have a
stock amount in the Stock Status field, even if it's 0. If you leave this field blank, the system
assumes the stock is infinite and therefore won’t update when you receive the stock from your
PO.

Customizing Purchase Orders
You can customize purchase order templates for each vendor as follows:
e Inthe admin area, click Inventory >> Vendors.
e Click the ID number of the vendor for which you wish to customize the PO.

o By default, the Vendor PO_Template field is set to “PO_To_Vendor.asp.” This field is
located in the following directory:
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Orders Reports Inventory Marketing Customers Design Settings

R Pr

vendors | 8

Sysearch @ add X Delete << Previous | BacktoList | Mext>> Expand All | Collapse All

L — e 08
Vendor Title 8 [ AnOTHER TEST Allows Drop Shipping (&)

wendaor Address Wendat PO Ship To @
o0 a
Edit Vendor PO Template (& {50 To Vendor asp %‘ wendor PO Ship Via
Ernail_A_Friend.asp
Email_Me_hen_Back_In_Stockasp o
Wendor PO Send Wia (g |9enericasp Wendaor PO Terms 9 =

GiftCertificate.asp

Mewsletter.asp
OrderConfirmation_To_Custormer.asp
OrderConfirmation_To_Merchant.asp

Wendor Email Address (8 | OrderHasShipped.asp Wendor PO Due Date i
OrderHasshipped_Partialasp

Recurring_declined. asp g
| Recurring_success.asp .
Vendar Erail Subject (@ Vendor PO FOB
a
WVendor Fax Murmber &3 |:| Wendor PO Motes i
a

Save + Wiew Becord

() Save + Wiew List

wwwroot/v/vspfiles/email_templates/PO_To_Vendor.asp. You can also edit this file via FTP, or
at Design >> LiveEdit File Editor (choose “/v/vspfiles/email_templates” from the shortcut links
on the right).

Orders Reporis Inventory Marketing Customers @ Design Settings

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will anly show editable files

Shortcuts...

Template Files

template_101.html
S5 Files

template 101 css

RaotFiles

{default htm

imaintenance message.htm

Ernail Termnplates

[v[vsgf'ﬂes[:mail templates

« Click Edit next to the dropdown to locate the PO_To_Vendor.asp file and begin editing.
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Reports Inventory Marketing Customers Design Settings

Fil

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files,

wwmiroat { v [ wspfiles | email_templates [ B0 To Vendor.asn iv

Files....
pefuspfiles femail_templates {PO_To_Vendar. Emai Wi When Back_I_tack asp

Disable Syntax Highlighting

Shortcuts...

Template Files

generic.asp
GiltCertficate. asp
i <htmls Newslelter.asp
2| <heads DrdeiConfimation_To_Customer. asp
OrderCanfimation_To_Merchant asp
3 ameta http-squiv="Contsnt-Typs" oo|  QideiHasShipped asp
4 </heads
5 <style type="text/css">hody table,td 0 > I fstyle=
& <body text="#000000"> SZEE::: ecined. asp
7 «table width="650" border="1" cellsparmu= U
g trs
a “<td >
10 <tabls width="100%" border="0" cellspacing="1" cellpadding="5">
" <tr valign="top">
12 <td width="51%">=3 href="./../Default.asp">$(C.
13 <td width="49% ottom” =< strong >Purch.
14 Date: </strong
15 Customer Order #: </strong>${QrderMo)</d>
1 s
17 <tr walign="top">
18 <td=<b=From / Vendor:</b=<hr>
- $(PO_From) </td=>
20 <td><b=>Ship To:</b=<hr>
2 $(PO_ghipTa)</td>
22 =ftrs
23 <tr walign="top">
24 <td=><b=Ship Viai</b> $(PO_Ship¥ia) <brs <strong=Dus Date:</strong =
25 $(PO_DusDate) </td>
2% <tds<b>Terms:</b> $(PO_Terms)<hr> <strong>FOB:</strong> ${PO_FOB)</td>
27 <t
28 <tr yalign="top">
22 <td colspan="2"= ${PO_Details) </td>
=0 <ftrs
=1 <tr walign="top">
=2 <td colspan="2"><b=Notes: /b= $(PO_Notes)</td=

template 101.html
C55 Files

template 101 css
FootFiles

Jdefault_ htm
dmaintenance_message.htm

Emall Termplates

Jvivspfiles femail_templates

You can also create a custom email template for your POs and upload it through FTP:

e Loginvia FTP and navigate to the “/v/vspfiles/admin/emails/” directory.

e Duplicate the PO_To_Vendor.asp file and rename it (e.g. “VendorABC.asp”).

e Open the new file to edit.

This file is mainly HTML with some variables in the form of $(variableID) to populate the
vendor’s information. Knowledge of HTML is highly recommended.
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Automatic Drop-Shipping

Setting up a Product for Automatic Drop-Shipping

In some cases, you may sell products for which you don’t maintain physical inventory. For
example, a reseller may sell a product that ships directly from the manufacturer. You can take
orders for such products, but you’ll have to somehow notify the manufacturer of new orders
and specify the shipping destination. Fortunately, you can configure your products to auto
drop-ship.

When a product is configured to auto drop-ship, the system automatically generates a PO for
the product and emails it to the manufacturer/vendor once you've processed the order. To
configure a product to auto drop-ship:

Step 1 - Setup a vendor
Follow the steps outlined above in the “Adding Vendors” section.

Step 2 - Assign vendor rules
Follow the steps outlined above in the “Setting up Vendor Rules” section.

Step 3 - Set the product to auto drop-ship
In the product edit page, under Inventory >> Products, locate the Vendor Information section,
enable the AutoDropShip setting, and click Update.

Vendor Information -—

stock Status (5 +2 {Histy +0 On Hold Wendor Part# @8
[Cenerate Barcode] UPC Code 0f Wendor Price
Stock Low Qby Alarm &8 | Book ISBM 5
Stock Re-Order Oty 08 | Add To PO Mow 8
Do Mot Allow Backorders 0 |:| Last PO Qny 0
Auto Drop Ship (@ ¥ Last PO Date (6
Inventory: Werify Oty On Hand 08 % Share Stock Status With 9
Inventory: Last Werified 5 ll ProductID &3 186
Last Modified @5 §/12 2009 5:35:00 PM Last Mod By 0 [1] test name

Once this is complete, the system will automatically create and send a PO through fax or email
(based on the vendor rules) once the payment has been processed or the order has been
marked as “shipped.”

In order for auto drop-shipping to work, you must configure the following settings:

e The Stock Status field must be set to 0, or to a negative nhumber.

e The Auto Drop Ship checkbox must be checked.
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Vendor Information -— ‘

Stock Status + (Hist) + On Hold yendor Part & 5 l:l

[Cenerate Barcode] UPC Code (Gf l:l Wendor Price
Stack Low ory Alarm @[ Boak ISEH

o[ |
o @ ]

stockRe-Order vy @[ | Add To PO Mow @ [
Do Mot Allow Backarders @ [ Last PO Oty
Ayt Drap Ship @b i Last PO Date 0
Inventary: Yerify Oty On Hand lhil Share Stock Status With (6 l:l
Inwentory: Last Verified 5 l:lm Froduct ID h 190
Last Modified @8 8/21/2009 6:55:00 PM Last Mod By @8 [1] test name

e The Do Not Allow Back Orders checkbox must be unchecked.

e The Config_EnableAllowBackOrders checkbox (Settings >> Config Variables >>

Checkout Variables) must be checked.
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Seasonal & Downloadable Products

Seasonal Products

If you sell Christmas trees, swimming goggles, wool scarves or 4th of July decorations, you
may only offer them during certain parts of the year. Winter '09 can help you do this with
minimal effort:

e Inthe admin area, click Inventory >> Products >> Settings.

o Check Enable_TemporaryProducts to turn on the Display BeginDate and Display
EndDate fields for each product and click Save.

Change Update Products Settings

EnableDisplayfvailabiling @

EnahleDisplayDiscountedPricinglevels 5

O

EnableDisplayProductCode f

EnableDisplayStockStatus (o

[

EnableHideProduct %

EnableliveStackStatus (i

O

EnableProducticcessories (i

EnableProductOuantityBox (5

EnableRelatedProducts

EnableSimilarCategoriesList (5

EnableUpdatePriceBtm (&

ProductPage_Position_RelatedProductsfndiccessories (i

| Right Of Product Description | %

EnableDisplayDiscountBtn (i

EnahleDisplayKits_ProductDetailsPage ()

|

EnableDisplaySetupFee

EnableEmailAFriend

EnablelmageZoom &

EnablePhotasPopup

|

EnableProductFeaturesList_DualColumns

|

EnableRecentHistary (h

EnableShowyouSaveAmaount 5

EnableTemporaryProducts (§

EnableifishList

SrmartMatch_fAutoCreateChildinventory G

I

« Locate the product you wish to edit and click the product code.

« Locate the Advanced Options section.
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« In the Display BeginDate field, enter the day on which you want the product to become
available.

Advanced Options -—

WAT Percentage o8 I:I
Hore Page Section &6 Free Shipping Itern @ (]
Taxable Product @5 Hide Product & D
[Upload Logo] Manufacturer G l:l Hide When Out Of Stock 8 D
List Price Name |:| Enable Multi Child Add To Cart (& []
Product Price Narme () |:| Private Section Customers Only (@ [
Sale Price Marne l:l Hide ¥ou Save 3 D
Setup Cost Mame G5 l:l Allow Price Edit D
AddtoCartBtn Eeplacernent Text l:l Price Sub Text l:l
Product Popularity @8 l:l Price Sub Text Short
Display Begin Date &8 E hin Qi
Display End Date &5 _kﬂ [Upload File] Download Filenarne

GiftWrap Cost G I:I Accessory(sy |
UsesProductkeyTypees @ | Reward Foints Given For Purchase (6

Free Accessory(s) &

Use Same Photos As ProductCode 68 l:l Hide Free Accessories (8 D

Photo URL Small | |

Photo UEL Large &5 | |

Additional Product Keyword(s) &8 | |

Is Child Of Product Code (9 |:| Affiliate Compnissionable Value (& |:|

Crder Finished Mote &
HTML Editar

HI

« If there is a date on which you’ll no longer offer it, enter this date into the Display
EndDate field.

e Click Save Changes.

Downloadable Products - Part 1

Volusion Winter '09 allows you to sell music files, clip art, ebooks, or any downloadable
product you wish to sell. To configure a downloadable product:

« Configure a product using the standard settings outlined in the “Getting Started Guide”
portion of this manual.

e In Product Settings, the Product Weight must be set to 0.

e Under Advanced Settings, click Upload File next to the Download FileName field.
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Advanced Options -

WAT Percentage

Hotre Page Section 68

Taxable Product &3

[Upload Logo] Manufacturer @
List Price Mame &

Product Price Mame &

Sale Price Name

Setup Cost Mame

AddtoCarBin Replacernent Text

Product Popularity

DisplayBegin Date

Display End Date

CiftWrap Cost

Uses Product Key Type(s)

Free Accessoryis)

Use Same Photas As ProductCode
Phota URL Srmall §

Photo URL Large &

Additional Product Keyward(s)

Is Child Of Product Code

Crder Finished Mote

HTML Editor

Home_Featured w

Y™

10401 {2009

]
]

Free Shipping Iterm

@O

Hide Product (@3 O

Hide When Out Of Stack (@ (]

Enable bulti Child Add To Cart % ¥

Private Section Customers Only (3 i

Allow Price Edit (3 [

Hide ¥ou Sawve

Price Sub Text
Price Sub TextShort @

Min Gy &

[UQI%ad File] Diownload Filenarme

Accessory(s) &

Reward Points Civen For Purchase

Hide Free Accessories

Affiliate Commissionable WValue §

100

This link will allow you to attach the downloadable file to the product. You can also edit the
Download FileName field to specify a file name.

e Click Update.

A downloadable product can only host one downloadable file. For every downloadable file,
you'll need to create a product in the Products table.

Downloadable products have no maximum size limits. Note, however, that when a customer
downloads a product, this will use part of your monthly hosting plan’s data transfer allotment.

Your customers will be emailed a link to any downloadable product they’'ve purchased. This
link will be automatically sent to customers only after their order’s status is marked as

“shipped.”

Your customers will also be able to access downloadable products they’ve ordered by logging
in to their store accounts and clicking Review Orders/Track Packages.
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! Wiy Desooat

e

W FReturn to My Account

Order Details

‘ Click here to download the files you've purchased.

“Need to Br nt an invoice?

Orderi: 1035 Order Placed: August 12, 2009 at 5:46:00 PM PST

Order Status: New

Ship To: “Need to change quantities or edit an item?
test name Items Ordered: Price: Status:
123 fake lane e 10of: $1.00 Shipped
fake land, 47 99999 e 2 of ! Touch_Color 501 - Goldming - Mocha  $25.00 Processing

United States
L el Change

Shipping Speed:

Free Shiﬁﬁing (7 Day Ground)
Payment Information

Bill To: Payment: Order Summary:

Downloadable Products - Part 2 (Product Keys)

Some Volusion merchants sell licensed computer software through the downloadable products
feature. These orders usually require a licensing code for copy protection or registration
requirements. Winter ‘09 allows you to offer this using electronically distributed product keys.

Creating a Product Key
In the admin area, click Inventory >> Product Key Distribution.

Orders Reports Inventory Marketing Customers Design Settings

Products Options  |mpor 't Wendors "urchz BtS ing 'roduc ribution  Ware

Manage Product Keys

=, Search &) Add Custornize | Bulk Updates | Export Results |Bookmark Results

Quick Edit Fesults 1 -10of 1

Original
Product 4 Ernail 4 Ernail 4 Key FoAllow b + Original 4+ O::jge':’a 4 Dare  Delete
7 Keys ¥ Template ¥ Subject T Type ¥ Reuse ¥ v T Order v Detail ¥ Added [F1

1 generic.asp Product Key Cuides N ) ']I'I’21!3s4|§6\.'708ugr key: D

Results 1 -1 of 1 Page - of 1

By default, the system doesn’t provide pre-programmed product keys. To create one, click
Add.
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Orders Reports Inventory Marketing Customers Design Settings

Categories

Distribution  Ware

Products  Options  Import f Export Vendors  Purchase Orders  Receiving  Product Key

Product_Keys | Add New

meccanch Back to List Expand All | Collapse All
D i@ Edit PKey Email Template (i | - |
PKey KeyType l:l Pkey Email Subject l:l
PKey AllowReuse 6 [] PKey Dateddded (@5 I:“E
Pley Used i@ ]
PKey Email Body (&
HTML Editar
PKey Original Order D |:| PKey Original Order Detail ID (@ |:|
Last Modified & Last Mod By 8

Configure product keys using the following settings:

In this menu, select a default email template
PKey_Email_Template to use for product key delivery. We
recommend the generic.asp template.

Enter a basic name for each product key
PKey KeyType type. Do not enter the actual key value in
this field.
In this field, enter the subject line for the

PKey Email_Subject email.

Check this option if the key is to be used
PKey_AllowReuse more than once. To configure a unique, one-
time use key, leave this option unchecked.

In this field, enter any text or HTML you wish
to display to recipients in the body of their
product key email. Enter the product key
here.

PKey Email_Body

When finished, click Update. Repeat this process to create additional product keys.

Even if an order using a product key has been generated, the system won’t deliver the key
email to the customer until their order is marked as “shipped.” This is the case for both tangible
and downloadable products. To complete the order, visit the order details page for each
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individual order and click Complete Order/Send Emails or manually send the product key email
with the Send Emails override control.

Configuring a Product to Distribute a Product Key

Once you’ve set up a product key, the system must be configured to distribute the key
whenever its related product is purchased. You can assign product keys to products as
follows:

e In the admin area, click Inventory >> Products and click the ID number of the product
receiving the key.

e Under Advanced Options, locate Uses Product_KeyType(s) field.

Advanced Options -— ‘

WAT Percentage (8

Horne Page Section &3 | Home Featured & Free shipping itern @@ ]

Taxable Product i |+ |4 Hide Product @5 O
[Upload Logo] Manufacturer &5 Hide When Out Of Stock @8 O
List Price Marme @8 Enable Multi Child Add To Cart &8 D
Product Price Marne (i Private Section Custormers Cnly 8 D
Sale Price Marne &8 Hide You Save @3 D
Setup Cost Mame G Allow Price Edit 8 O
AddtoCartBtn Replacement Text 8 Price Sub Text &5
Product Popularity G5 Price Sub TextShort &6
Display Begin Date &5 E Min Oty
Display End Date (@8 E [Upload File] Download Filenarme (@5
Gift Wrap Cost Accessory(s) 8
Uses Product Key Typeis) @ Feward Points Civen For Purchase &8 | 1gg
Free Accessary(s) 0 %
Use Sarme Photos As ProductCode 08 Hide Free Accessories (8 D

[PPSR V- PR TR

« Enter the product key to be distributed into this field and click Update.

Creating Multiple Versions of the Same Product Key

To distribute a one-time key on multiple occasions (e.g. a single software product that requires
an individual activation key per user), use the following additional settings:

« Enter the unique product key for every version of the key in the PKey_ Email_Body field.
Each key must have the same PKey_ KeyType value and a different PKey DateAdded
value per key.

o Ensure that PKey_ AllowReuse value is disabled. If you'd like to create a key to be

distributed multiple times by a single product (e.g. the URL or password for an online
meeting seminar, etc.), enable this option.
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With this configuration, when the product is ordered and marked as shipped, the system will
automatically send the oldest existing key for that particular PKey_KeyType. Once this occurs,
that key will be marked as Used, with OrderID and OrderDetailsID fields set accordingly, and
made unavailable for further distribution.

To quickly create a large number of similar product keys, first create one key and then click
Add to populate its settings over to the new, unsaved record. Then change the content of the
PKey Email_Body field and click Update using the Add + View Record in add mode setting.
Alternately, you can use Import/Export to export your initial product key table, update it in your
favorite text editor, and import its content into your store. See the Importing and Exporting
section for more details.

To identify whether a product key has been assigned to a specific order, click Inventory >>
Product Key Distribution and choose a product key code. If the key has been assigned, you'll
find an order’s ID number from the orders table located in the PKey_OriginalOrderlD field.

Reports

Inventory Marketing

Orders ustomers Design Settings

Products  Options  Import f Export  Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Manage Product Keys

G, search || ) Add

Customize |Bulk Updates | Export Results | Bookmark Results

Qwick Edit

Results 1 -3 of 3

Original Last

Product < Ermail <+ Emnail 4 Eey 4 Allow W] + el B < Original PekT + Date Last Mod Delete
v v v i v v v v v v v ifi v
Keys Ternplate Subject Type Reuse Order Detail Added Modified By |:|
Here is
. your Here is your key: S/8/2000
7 generic.asp i PK101 M N 1334567800 1053 154 1112 8 1
kel
Here is
. wour Here is your key: /82005
8 generic. asp e PK101 M N OBETE5432 ] 10593 155 1112 8 1
keyl
Here is
. wour Here is your key: /82005
g QENENC.ASR o oduct PEI@T | 6 il ABCDEFGHUKLMMNOP 11.23 18 U
kel

Results 1 -3 of 3 Page - of 1
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Recurring and Donation Products

Selling Subscriptions (Recurring Billing)

If you sell magazine subscriptions, satellite TV services, or access to exclusive online content,
you may need to periodically collect subscription funds from your customers. Volusion’s
recurring billing system enables you to do this.

Configuring a Product for Recurring Billing

Once you’ve created the product, click its product code under Inventory >> Products and
locate the Recurring Pricing section to view the recurring billing settings:

Orders Reports Marketing ustomers

5 Pur

Products | ALTAIR-101

| “ssearch || ©add || K pelete | Backtolist | Wiew Livel] | Mext>» Expand All | Callapse &1l

Image Management 4=

Basic Product Info

+ |+

Search Engine Gptimization

Pricing Options

+ |+

Shipping Options

Product Descriptions

+ |+

Advanced Options
Product Options

3rd Party Specific Fields

+|+|+

Custom Fields

Recurging Pricing -
|

Recurring Pricing Text & |

Recurring Price (& I:I Recurring Start Price 5 I:I
Recurring How Often {months) 6 I:I Recurring Start Duration gmonths) (6 I:I
Recurring Duration (ronths) (6 I:l MOTE: Use Product Price as a setup cost

special Pricing Levels +

Last Updated: October 2009 156


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_121.gif

Recurring Pricing

Recurring Pricing Text

Recurring Pricing
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In this field, enter a description for your
customers (e.g. "$9.99 for the first month,
$11.99 each additional month").

In this field, enter the price charged to the
customer for each payment period (e.g.
$11.99).

Use this field to specify an initial payment, if
different than the recurring price (e.g. $9.99).
In this field, enter the number of months that
pass before the billing period ends and a
new charge comes due (e.g. enter 6 to bill
the customer every 6 months or 12 to bill
annually).

If using the Recurring Start Price setting,
enter the duration (in months) the system will
wait between billing the Recurring Start Price
and the regular Recurring Price (e.g. with a
Recurring Start Price of 1, a Recurring Start
Duration of 6, and a Recurring Pricing of 5,
the system will bill the customer $1 for the
first 6 months and then $5 after that point).
This field contains the duration (in months)
the recurring billing process will last.

You can define an additional setup cost for recurring billing by simply entering the product
price on the product edit page. The system automatically renames the Product Price field as
Setup Cost when used in conjunction with recurring billing.

If you sell satellite TV systems and services with a $100 setup fee for installation, an initial
$150 fee for the first month (to cover the cost of the hardware and the first month of service),
and a monthly $30 recurring fee after the initial month of service, use the following steps:

o Create a product for this service package and assign any options, shipping restrictions,

etc.

e Set the Product Price field to 100.

o Set the Recurring Pricing to 30.

o Set the Recurring Start Price to 150.

e Set the Recurring How Often to 1.

e Set the Recurring Start Duration to 1.

Last Updated: October 2009

161



Winter '09 Volusion Manual

e Leave the Recurring Duration blank.

Your customer will be charged a $100 setup fee, plus an initial $150 for hardware ($250 total)
initial cost. When the 2nd month begins, your customer will be charged $30 a month as long as
service is provided.

The recurring billing system will work with any standard payment gateway service, but is not
designed for use with services such as PayPal and Google Checkout, due to their “order-now-
pay-later” functionality. For details on order processing with recurring payments, see the
“Order Processing Guide” section of this manual.

Managing Recurring Payments

In the admin area, click Orders >> Recurring Billing. This page defaults to the Recurring: Due
table.

Orders Reports Inventory Marketing Customers Design Settings

4 Phone Orders F!.EEI_JH'IF!L Billing Returns { EMAs  Pointof Sale  Abandoned f Live Carts

\le\v Recurrlng Pa\jments Due Monthhy Recurring Total: $3.26  Yearly Recurring Total: $39.06

'\:"\Sealch '@Add @Settings ESEarch Dates T Charge

WIS Recurring: DUE v

Customize | Bulk Updates | Export Results |Bookmark Results

Mo records match your query.

If you click the View menu, you’ll also find options for Recurring: All and Recurring: Declined.

Orders Reports Inventory Marketing Customers Design Settings ‘

Phone Orders  Recurring Billing  Returns [ RMAs nint of Sale  Abandoned [ Live Carts

\ie\v Recurring Pa\,iments Due Maonthly Recurring Total: $3.26  Yearly Recurring Total: $39.06

cgSearch Q Add @Settings ESEarch Dates T Charge

Customize | Bulk Updates | Export Results [ Bookmark Results

Recurring: All

Recurring: DUE

Recurring: Declined
Mo records match your guery.,

Recurring: Due

This table lists all due or overdue payments. You can also use it to display recurring billing
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totals received, or future payments due by clicking Search Dates, setting a desired range, and
clicking Search.

Search Recurring Payments Due

Allbills shownh below are either past due o due today. To view a

future date, enter the specific date here. | &¢15/2009

Note that you can’t use this feature to collect recurring payments due on future dates. You can
only collect recurring payments on orders with due dates on or before the current date. Also,
you can edit settings for each recurring billing record by clicking the ID number on the table.
These fields are typically set when a recurring billing product is ordered. You can modify them
if you need to adjust billing dates, amounts, or even to deactivate the billing process.

Processing Recurring Payments
This is one of the main functions available on the Recurring: Due table.

e Click Charge.

Orders Reports Inventory Marketing Customers

fiew  Phone Orders Recurring Billing  Returns § L5 Pointof%ale Abandoned

View Recurring Payments Due < MenthiyRecur

G{bSearch @' Add if—i}Settings ﬁSearch Dates '_: Charge

WEDS Eecurring: DUE hd

e The system will ask you to enter the number of payments you wish to collect. Payments
are collected in chronological order, based on which order was generated first (e.g., if
you collect 5 of 10 payments due, you'll collect the first 5 payments based on their
original purchase dates).
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o Click Yes to process your payments.

e The page reloads, and lists all collected payment totals.

After collecting payments, all processed recurring billing records will be moved from the
Recurring: Due table to the Recurring: All table.

Orders Reports Inventory Marketing Customers Design Settings

w  Phone Orders  Recurring Billing  Returns | As  Pointof Sale  Abandoned | Live Carts

\"ie“‘; Recu rring Pa\;ments A“ Monthly Recurring Total: $3.26  Yearly Recurring Torall $39.06

i search || @ Add

TSN Fecurring: All v Results 1-2af 2

Eilli Eilli
Recurring <+ Original LG . Billing Email Payrment 4 Recurring < Ri

¥ Decline ¥ Order 7 e | Lo ¥ Phone T Address ;» GUEEEIEF | Method o BEalEs ¥ Price T
Marne Marne
L 1056 Jack Thompson 99G8887777 test1@example. com 1 Visa §/0/2000 $0.55 tes

Recurring: All

This table contains a list of all recurring payments (both active and inactive), as well as the
total funds collected for the month and for the year. As with the Recurring: Due table, you can
click an ID number to adjust a record’s settings, including all active recurring billing records
associated with a customer’s order history.

Recurring: Declined

This table displays any failed attempts to collect on recurring payments due.

Orders Reports Inventory Marketing Customers Design Settings

w  Phone Orders Recurring Billing  Returns | RMAS Yoint of Sale  Abandoned § Live Carts

View Recurring Payments Declined

G, search || @ Add

N AR Recurring: Declined k Results 1 -1 of 1 Page - of 1 ‘

Billing Billing

< Recurring <+ Recurring -« Start

Recurring < Original Billing Ermail Paytnent

¥ Decline ¥ Order ¥ I:I;:e v Il:Jaasn:e ¥ Phone ¥ Address v Customer Method ¥ DusDate o Price ¥ Mote ¥ Date
L] 1056 Jack Thompson S998EE7777  test]l @example.com 1 Visa /9720058  $0.55 test test B/7f20

Results 1 -1 0of 1 F'agr:.n:nfl ‘
Decline responses are delivered by your payment gateway. They can result from a lack of
funds available in the cardholder’s account, an expired date on the card, cancellation of the
cardholder’s account, etc. To collect on declined payments, you'll normally have to contact
your customers to inform them and make payment arrangements.
Managing Declined Recurring Payments

To re-attempt a declined recurring payment:
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e Inthe admin area, click Orders >> Recurring Billing.

e Choose Recurring: Declined from the View menu.

e Click the payment’s original order number.

« Contact the customer via phone or email (you can configure the system to automatically
email the customer by clicking Settings at Orders >> Recurring Billing) and secure a
new or updated payment card.

e In the Payments section, select Credit Card from the Choose Payment menu.

o Enter the full card details, choose Apply the payment method change to ALL existing
orders and click Apply New Payment.

Customer ID#: 1 placed 10 orders totaling $1,135.06.

FedEx DHL USPS Address
This order was placed via OMLMNE via IP Address 69.36.65.82 [7.

Billing Edit | Map It Shipping Edit | Map It select . :
Jack Thampson Jack: Thompsan Order Notes | Private Motes  Account
123 Baker 5t 123 Baker St

Moo Haa, CA B0210 Woo Haa, CA BO210

United States United States asdf

GBOBEETYTY GOGLEEEYYTT asdf

test]@example.com (Residential Address) asdfasdf

Payments & Credits Payment Log
Credit Card: Visa Payment  Payment Payrment Paid
Jack Thompsaon Date Twpe Armount alevia
i 7iafzong
Exp: o Wisa
[Card data deleted. ¥ou may not autharize or debit anymoare, but you may still capture [woid § credit. Wiew Policies | ;;01 00 DECLINED  $15.00 AR 111 a
Choose Payment 752009 )
Credit Card 11:00:00 DECLINED  $143.30 m] 101 a
& AM
Credit [ Debit Card Type | Visa b 7isfz009
e Wisa
Credit § Debit Card Number l:“iUD'DD DECLINED 14330 wweeie] 1] a8
Person's Mame on Card
. Z{3jz009 "
Expiration Date | Choose Month || Choose Year w 10:58:00 AUTHORIZE $143.30 Wisa a
S ’ e 111
CW¥Z Number . . . At
Click here far help (Required for Yiza, MasterCard, AMEX & Discower)
7iafzon9 i
10:58:00 CAFTURE  $143.30 wﬁf] m a
OAppI\rthis paytnent method change to ry Orderd 1056 A

@Applv this payrment rmethod change to ALL ry existing orders

e Return to the Recurring: Declined table and click the payment’s ID number.

e Setthe Delay_Charge_Until field to the following business day and click Save
Changes.
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Orders Reports  Inventory Marketing Customers Design  Settings

Cryerview  Phone Crders  Recurrin@Billing  Returns [ RMAs  Pointof Sale Abandoned | Live Carts

Recurring | 6

L-"J\Sean:h @ Add 3@Delete

Backto List | Mext>> Expand &All | Collapse All
All Active Recurring Payment Records for this CustomerID 1...
ID StartDate  EndDate LastPaid OrderlD RecurringPrice Recurring_Mote
6 7/8/2008 7/8/2010 7/§/2008 1056  $0.55 test test
Details =
ID &6 Original Order ID 8
Start Date & |p7(0&/2009 3 Original Order Detail ID
End Date &% |g7/o8/z010 3 Recurring Price
Lastpaid o7 ongz00s | How orten 5
Active Delay Charge Um”[{’ I:I s
Recurring Mote 8 | test test A}
1}
Last Modified @8 77 /2009 4:45:00 PM Last Mod By 8 [1] Mickey Mouse

On the next business day, the recurring payment will reappear in the Recurring: Due table.
From here, you can attempt to collect payment for this record again. If the payment is
successful, normal billing functions will resume.
Issues with Recurring Payments When Using PayPal and Google Checkout
Some electronic payment services such as PayPal have their own built-in recurring billing
functions that can supersede those of the Volusion store. As with all PayPal and Google
Checkout payments, which are processed completely within third party systems, Volusion is
unable to accurately track financial data. For this reason, payment methods such as PayPal
and Google Checkout are not recommended with our recurring billing feature.
Note on Recurring Payments and Credit Card Policies
For the recurring billing feature to work properly, you'll have to change your credit card data
settings to prevent the system’s default storage policies from purging card data after receiving
payment:

e Inthe admin area, click Settings >> Payment.

o Locate the Credit Card Storage Policies section.

e Un-check Use most secure settings.

e Change the When should credit / debit card data be deleted? option to Never.

o Set the Keep payment information for maximum of field to a large number, such as
9999.

¢ Click Save.
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Lreqit vara

Storage Policies: |} Use most secure settings
When should credit [ debit card data be deleted? Choose:
Authorize
Delete card data after the Delete card data after the Mewer
card has been authorized. funds have been captured Keep credit | debit card Keep credit { dehit card
For mast gateways, you or dehited data until | mark the arder data until the "Maximum

may still capture, void & as ‘Shipped" Days" specified below
creditwithout the credit f

debit card numbet, so

there is no need to keep it

beyand the authorization.

{Recommended!)

Keep payment information far maxirmum of | 30 days.

(® Authorize at Sale, Capture at Shipping (Safe & Most Reliant. Recommended!)

MOTE: Mot all gateways support the ability to "Authorize”. For a credit card processing solution, visit the
Nolusion Merchant Services page

(O Authorize and Capture at Sale

The drawback to this selection is that some regulations recommend that you do not capture funds until shortly before
wou actually ship the merchandise

O 1I'll Do Everything at Shipping
The drawback to this selection is that you end up storing credit [/ debit card data longer than the abowe choice since all

data needs to be stored until you decide to charge the card. Also this is the only selection {of the 3 choices) inwhich
wou cannot accept CWWZ data {which is not required, but helps against fraud).

[ swe |

Configuring Donation Products

Some online businesses, particularly non-profit organizations, may want configure product
records for use in soliciting donations. You can use these records to accept donations in any
amount or tender.

e Inthe admin area, click Inventory >> Products and create a product record (as outlined
in the “Getting Started Guide” portion of this manual).

e When entering the product code, use the following naming convention to utilize the
system’s built-in donation functionality: "donation-1," "donation-2," "donation-3," etc.

e Set the product’s name to a descriptive phrase, such as Donate to our cause.

e Set the product price and weight to zero.

Locate the Advanced Options section, check Allow PriceEdit, and click Update.

This product will function like a standard product while allowing your customers to change the
price after adding it to the cart. They can specify any amount they wish to donate and then
complete their order as normal.
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Support Angelwish's work for Children living with HI¥/AIDS.
Thank you for supporting Angelwish, We've established several funds
for you to contribute to that will provide children living with HIV/AIDS
the happy childhood they so rightfully deserve. Thank you for
becoring a Digital angel!

Donation Amount: * 3 $50.00

B [n]
(US Dollars) ronze Donaor

@] $100.00  Silver Donor

O ¢250.00  Gold Donor

(O $1,000.00  Platinum Donor
O ather

@1 want to make a one-time donation.

Select a program to donate to * | Nopnate To Our Causzel &

. Q place order
Edit

Since a donation product has the same features as a standard product, be sure you haven’t
configured any coupons or discounts to automatically apply to your donation products or the
product categories you've assigned them to.

Recurring Donations

You can create a recurring donation product that allows your visitors to donate funds over a
period of time. Simply create a donation product as described above and configure the product
pricing for recurring billing. Also, click Orders >> Recurring Billing >> Settings >>
Donations_Enable_Recurring >> Save.

Last Updated: October 2009 168



http://store.volusion.com/v/vspfiles/manual/w09manual/w09_131.gif

Winter '09 Volusion Manual

Change View Recurring Payments Due Settings

To enable a setting showh below, click the checkbox nextto it or uncheck to disable it

Donations_Enable_Recurring EnableSendEmailRecurring i

EnablesendEmailkecurring_Declined (&

[
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Custom Products

Setting Up Combo Products

A bundled collection of products can add great value to your product offering. You could simply
create a “bundled product” that includes, for example, a camera, tripod and memory card, but if
you’d like to also sell them as separate products and manage their inventory individually,
Volusion provides settings to accomplish this:

o Create the three products and initialize their stock values.

« In the edit page of the primary product (camera), locate the Free Accessory(s) field in
the Advanced Options section.

o Enter the product codes of every included product (e.g. the tripod and memory card,
separating each product code by a simple comma: “tripod-123,memory_card_a”) and
click Update.

Advanced Options -_—

WAT Percentage 0 l:l

Free Shipping Item G5 D

Taxzable Product &5 Hide Product & D
[Upload Logo] Manufacturer 5 I:I Hide When Out Of Stock @ D

List Price Marne | Enable Multi Child &dd To Cart 5 D

Product Price Marne | Private Section Custormers Only (% |:|

o
LI
Sale Price Marme &3 I:l Hide You Save @ |:|
Setup Cost Marne @8 I:I Allow Price Edit (@3 D
Display End Date 5 l:lﬂ [Upload File] Download Filenarme G l:l
Ciftwirap Cost l:l Accessoryis)

]

Uses Product Key Typedsh &6 I:I Reward Points Civen For Purchase (&

Free Accessory(s) @8 |tripod-122,memory-card-a

Hide Free Accessories 6 D

Use Sarme Photos As ProductCode (58 I:I

Photo LRL Srmall (6 | |

Photo URL Large (&8 | |

Additional Product Keywordis) &8 | |

Is Child Of Product Code &5 I:I Affiliate Commissionable Walue 5 l:l

Ordet Finished Mote (@&
HTML Editor

EN

When offering product bundles, we recommend that you configure one additional setting. This
enables you to communicate the value of the offering to customers as they browse.
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e Click Inventory >> Products >> Settings.

e Check the EnableDisplayKits_ProductDetailsPage.

Change Update Products Settings

To enable a setting shown below, click the checkbox nextto it or uncheck to disable it

Enable_Share_Button (&

EnableAccessories QuickAdd (5

EnableCategoryTree_DetailsPage ()

EnableDisplayfvailabilitg

EnableDisplayDiscountedPricingLevels (G

Enable_Share_Button_Usernarme

Social MediaButton

EnableSullets_On_Features_TechSpecs i3

EnableCustarmerReviews ()

EnableDisplayDiscountBtn

EnableDisplaykits_ProductDetailsPage (&

EnableDisplayProductCode (5 EnableDisplaySetupFee (&

EnableDisplayStockStatus EnableEmail&Friend (&

EnableHideProduct (& EnablelrmageZoorm

EnableLivestockStatus (5 EnablePhotosPopup (5

EnableProductAccessories EnableProductFeaturesList_DualColumns (5

EnableProductQuantityBox EnableRecentHistary (&

[N - VY S S

[FRETE—

e Click Save Changes.

When assigning a product to another product’s Free Accessory(s) setting, you can actually
specify the quantity of each product you wish to include for free. Simply enter the numerical
product quantity in parenthesis next to each product code, such as “tripod-
123(1),memory_card_a(2)".
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Buy One Product, Get Another Free

To offer a free product with the purchase of another without having to create an additional
product record for inventory management:

Cou

u

G search | @ Add

Click Inventory >> Products.

Create a new product and note its product code, or locate a product to which you wish
to add a free product.

Click Marketing >> Coupons/Discounts.

Orders Reports Inventory Marketing Customers Design Settings

10ns | unts  Maw Menu Promotions  hiyRewards  Mewsl| s Gift Certificates 3EQ  Affiliates  In-5tock Requests

pdate Coupons & Discounts

Custornize | Bulk Updates | Export Results | Bookmmark Results

Quick Edit Results 1 - 7 of 7
tin hdas One
4 Discount & Coupon 4 Min < Max & + < Start 4 End + + + Last Delete
Discount Order Order Type Walue _ Span _ Time .
v ¥ Mame T Code Yooy Yoy ¥ Price v Frice ¥ Date ¥ Darte o o o ¥ Use 7 Modified il
S0 Days Per SiT2009
Z FREE! [ Unit ® bl bl 13:39 L
August
Promotion Per
3 -§100r 2 ! Oy 10 1Br2002 [
coupon
Per 21772009
|
2 g G 3 e |2 ¥ U 15:10 o
Per 247 f2000
10 BlatBlat 1 el 2 N ] 1129 O
Cet
Discaunts Per S/ 2000
5 Like a LIKEAROSS 1 101 1000 1072009 31/7,/,2000 Unit 100 N A 1318 [
Eoss
Test Fer 18/6/2009
2 Coupon 8 3 Unit 1@ i U 15:02 Ll
Test Per T18/6/2005
& Caoupon 2 ® e Unit 1@ Bl U 15:03 Ul

Results 1 -7 of 7

Last

Click Add.

Assign a description to the discount.

From the DiscountType menu, select Dollar Amount off a Product.
Set DiscountValue to 0.

If this promotion is for a limited time only, configure the BeginDate and EndDate values
appropriately.
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o Enter the Product Code of the product required for purchase to receive this promotion in
ApplyToProductCode(s).

Orders Inventory Marketing Customers Design 5Settings

Reports

Coupons { Discounts  Mav Menu Promotions  MyRewards  Mewsletters  Cift Certificates  SEQ Affiliates  In-5tock Requests

Discounts | Add New

"y Search Back to List Expand All | Callapse All
Details =

0
Name Meaningful Narme Here

Discount Type & | pollar amount off a PRODUCT v | Mnon @[ |

Discount Value l:l Max Oty l:l
Begin Date & l:lEl Span fie Buy 10 of army producty D
End Date i l:lm Min Order Price i l:l

One Time Use Coupon @ [ Max Order Price 3 I:I

cannotBe Used with i@ [
Ay Other Coupon

Apply To Category ID{s)

Apphy To Product Code(s) &3 productcodel 23

Last Madified # Last Maod By 8

() Add + Wiew Record in edit mode

or Cancel (O Add + View Record in add mode
() Add + Wiew List

e Click Update.

Your customers will automatically receive a notification about the free gift with the product
purchase. This notice will also appear on the order details page to help remind your fulfillment
staff to add the free item to shipments. This approach is only recommended if you offer a
single, free item to include with a purchase.
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Selling Customizable Products

Volusion offers custom field functions that allow you to provide your customers customization
options during checkout.

Custom Fields

In the admin area, click Settings >> Custom Fields.

Orders Reports Inventory Marketing Settings

Corpany  Shipping  Tax  Payment Currency

Update Custom Fields

G search || @ Ada

SIS NAY PN Custorn Fields ~

Custarnize |Bulk Updates | Expaort Results | Bookimark Results

Input Show

Custam Table . + " 4 Question Input <= Placement < " + . Last Delete
¥ Field | ¥ Name | ¥ IS v QUESUON iy bText | ¥ Type WUy gger w Required) o Public |y Oy ified |
Length Irwoice
hfhat
additional
2 Customers  Additional Services Wilfa Texthox 100 2 M ¥ M 2o |
o helpl) T0:40
would you
like?
Are you a G7 2005
1 Customers Contractor Contractor??? fodfsdf Checkbox 50 B A ¥} ¥ 17:26 |
16 Custamers Custobbb g_““”m ped Textbox 50 5 N H H ?;?2”;009 ]
3 Customers Custom3 (33.ustnm ped Texthox 50 3 |
4 Customers  Customdd (‘:‘.ustum pield Texthox 50 4 |
5 Customers  Custom5 (;.ustum hed Texthox 50 5 |
Howe did you 24/6/2008
11 Customers  CustomersTEst find us? Texthox 50 A N ¥l 18:30 |
Woauld vou
13 Customers  QrdersTest shop with us Texthox 50 A ¥ ¥ ?‘81{56’2009 |
again? .
B Orders Custam3 gustom ped Texthox S50 3 I |
5 Orders Custom4 o Texthox S0 4 |

4:

uetnen Fiald

This page allows you to configure up to 15 custom fields to display on the checkout page. By
default, two sets of custom fields are preprogrammed: customer-based fields and order-based
fields. Click an ID number of any custom field to edit it, or click Add to create a new one.

Setting up a Custom Field - Example
If you’re a clothing retailer that offers shirts with custom monogrammed embroidery, you can

configure a text box to appear on the product details page that allows your customers to enter
their custom monogram with a maximum of 15 characters.
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e Click on the ID number of a default custom field from Settings >> Custom Fields with
Orders marked in the Table Name column.

e Give the field a meaningful description such as “Monogram.”

e The Question field should provide instructions for the customer (e.g. “Please enter a
custom monogram for your shirt here:”).

e You can also set the Question_SubText field to provide further instructions (e.g. “Max
limit of 15 characters”).

e Set the Input_Type field to Textbox and set the Input_MaxLength to 15.

o Placement Order adjusts the field’s display location on the page. If you’d like this option
to display first, set the value to “1.”

e To give customers the option to leave this field blank if they desire no customization,
leave Is_Required unchecked.

e Check Is_Public to display the option on the storefront and Show_On_ Invoices to show
the entry on the invoice.

Urders Reports Inventory Marketing Customers Design Settings

iy Shipping  Tax

Payment Currency [PFirewall Co ables  Custorn Fields  Maintenance

Custom_Fields | 8

k-:%Searl:h '@Add XDelete

<< Previous | BacktoList | Mext>» Expand All | Collapse All
Details -

ID & &
Table Mame &8 Orders

Question |Iease BRLEF & CUSLON monograr for your shlrt|

Question sub Text (@ | Max limit of 15 characters |

Input Max Length % |15

i

Placernent Order &8

Is Required & D
Is Public
Show On Invaices i &2

Last Modified & Last Mod By &8

Save + View Record
[ |
or Lancel ()5ave + View List
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e Click Update.

Once these settings are configured, customers can view this information on the checkout page
under the Additional Information section.

FIY Javod Diiiiy Auurcsscs. My Javeu SPPIIY Audrcasca.
| c | c
First Marne®: First Marne®:
Last Marme*: Last Mame*:
Cormpany: Cormpaniy:
Address*: Address*:
City#: City*:
Country*: | United States A4 Country*: | United States A4
State*: | Then, Select State State*: | Then, Select State

Zip / Postal Code®:

Phone Mumber*:

Zip / Postal Code™:

Phone Number*:

Fax: Fax:
Gift Wrap: @ na Orves T
Please Take a moment to help us improve our store.
Questions e opiional.
Please enter a custom monogram for your shirt Max lirnit of 15
characters [%

who Referred vou to Our Site?

Wiere you satisfied with vour shopping
experience’?

Wy Satisfied v

@ choose your égiitnping method

P Tians Subtotal: $149.04

Free Shipping (7 Day Ground) v Shipping & H:nd“ng: $9.00
Tax: $0.00

Total: $149.04

. di@ payment information

Payrnent Method®: hd

L place order

The custom field will display on the order details page (click the order ID number at Orders >>
Overview) under the Marketing section.
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Marketing -—
Sales Rep Custom Fields

Referral History Please enter a custom monogram for your shirt
-~
Referrer Info — |Susan ‘
Max limit of 15 characters

cpvolusion.com Mo Affiliate - 12/30/2008 -

228 days ago via 6936 65 827 Who Referred You to Our Site?
eventurm.adsvolusion.com Mo Affiliate - 12/30/2008 | ‘

228 days aga via 69.36 65 82[] Were you satisfied with your shopping experience?

eventumn.ads volusion.com Mo Affiliate - 17572009 b Very Satisfied
222 days ago via 69.36.65.82(1

Custom Field 4:

Custom Field 5:

starevolusion.com Mo Affiliate - 37572003

P e e anen

<

Drop Ship

Drop Ship iterns now. Co D Apply to all iterns regardless of status.

Customer Management

Custom Field Dropdown Settings

When you create or modify a custom field, you can set the Input Type field to Dropdown. This
option provides a dropdown menu to allow customers to select one of a series of values. In the
admin area, click Settings >> Custom Fields and select Custom Fields Dropdown Values from
the View menu.

Orders Reports Inventory Marketing Customers Design @ Settings

Company  Shipping Payment  Currency  IPFirewall C jiables om Fields  Maintenance

Update Custom Fields

sacanch '@ ad Custornize |Bulk Updates | Export Results |Bookmark Results

Quick Edit W Fesults 1 - 100f 10
Custorm Tak Custam Eﬁl'adss DI’DDU%VLI’;S\I;IEéLAES 4 Question Input Ih:::t <4 Placement & R + Public Séhnow Last Delete

¥ Field ¥ Name v v ¥ SubText T Type v Length ¥ Order v v v Iecice T Modified [F

2 Custorners Additional %’:%hru?r‘i‘ic:e:s:vlvtloourrdal m;&p‘l‘;ant o Textbox 100 2 M N M } 584{02»3519 O

1 Custormers Contractor érnignalétam? Checkbox 50 1 il h il }583%3519 ]

3 Custorners Custom3  Custom Field 5 Texthox =11 3 D

4 Custamers Custom4  Custorn Field < Texthox 50 4 ]

5 Custorners Custom5  Custom Field 5 Texthox 50 5 |:|

El Orders Custormn<d  Custom Field < Texthox 50 4 D

1o Orders CustomS  Custorn Field 5 Texthox 50 5 ]
Please enter a o

2 Orders Monogram ﬁ#cf‘r:l?:lrgram for TISa)éAI;?[itc?efrs Texthox 15 1 b i i gIrS]ZSPFhﬁUDg D
your shirt

6 Orders  Referred 10 Referred You Textbox 50 1 N ¥ N o= O
iere you satisfied

z Orders  Satisfied ?ﬁ?&{;ﬁ'ﬁé Dropdawn 50 2 N y " 1 (SR 1

experience?

s1-100of 10

Click Add to configure the following settings:
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This field contains an auto-generated number that

1 *
Custom_Fields_Dropdown_Values_ID identifies the dropdown.

This menu allows you to define which custom field this

menu option appears in. Note that the menu options

only function properly with custom fields set to the

Dropdown input type.

Title* This field contains the text that appears in the menu on
the storefront.

Custom_Fields_ID

This field contains the text reported to the Volusion

*
Value database and viewable in the admin area.

This field stores a basic product description and any html

Placement_Order or image links you wish to display.

The number you enter in this field determines the order of
Category appearance within the menu (lower numbers place the
custom field higher on the list).

*These fields are required.

Edit these values as needed and click Update to complete editing any entry, or Save when
finished creating a new entry.

Notes on Custom Fields

You can’t create more than 15 total custom fields. This limit refers to the total number of
customer-based and order-based custom fields for your store. Customer-based custom fields
differ from order-based custom fields in that they only display to each customer one time and
will not appear on subsequent orders. If you wish to gather information about every order using
a custom field, use the order-based custom field type.

Note that, due to the functionality of the custom field Dropdown input type, a value will always
be selected regardless of whether or not the customer makes a choice.
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Inventory Control Grid

One of the most powerful inventory features available with Volusion is the inventory control
grid, which allows you to manage product inventory for product attributes (e.g. a small, red t-
shirt vs. a large, blue t-shirt). It calculates every possible variation of a product and its options
and treats each one as a separate product. This allows you to quickly create a series of
products with various attributes, based on the base product.

Using the Inventory Control Grid

In order for the inventory control grid to function, you must create a product with options, and
activate the feature as follows:

e Login to the admin area and create a product.

o Create options and assign them to the product (e.g. colors, sizes, etc.).
e Click Inventory >> Products >> Settings.

e Ensure that the Smartmatch_AutoCreateChildInventory option is checked and click
Save.

Change Update Products Settings

EHAUIRLISPIAY AL ANAU I

EnableDisplayDiscountedPricinglewvels (@

O

EnahleDisplayProductCade (5

EnableDisplayStockstatus (&

O

EnableHideProduct i

EnableLivestockStatus

]

EnahleProductAccessories

EnableProductQuantityBox (&

EnableRelatedProducts @

EnahleSimilar CategoriesList (4

EnableUpdatePriceStn &

ProductPage_Position_RelatedProductsAndAccessories (5

| Right O Product Description %

EHADIELIS PP LIS LUUTNDU L g

EnableDisplayKits_ProductDetailsPage @&

O

EnableDisplaySetupFee (&

EnableEmailAFriend &

EnablelmageZoom

EnableFhotosPopup 8

]

EnablePraductFeatureslist_DualColumns

O

EnableRecentHistory (&

EnableshowtouSavelmount i

EnableTemporatyProducts (&

EnablewishList (#

SmartMatch_AutoCreateChildinventory @0

®

e
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e Return to Inventory >> Products and click the product code.

« Under the Product Options section, check Enable Options Inventory Control and click
Update.

ders Reports Inventory Marketing Customers Design

Py

Products | 501

1
~
8
fal
-
©
»
-3
(-3
b 4
=]
"
"
b

Back to List | Wiew Live[] | Mexts>

m
*
=
o
=1
=%
bt
]
=X
o
o
n
L
=

|

Image Management

Basic Product Info

+

Search Engine Optimization
Pricing Options

Shipping Options

Product Descriptions

o+

Advanced Options

Product Options

Option I06s) &8 | 11 332> Please choose your color > (77) Galdmine
Switch 1o Advanced View {18)<i>Please choose wour color< [fix > (87) Coppertone
{18)<i>Please choose wour colar< [fix > (31} Mocha Click
{18)<ixPlease choose your color< fi= > (79 Peaches To
Edit
Use Sarne Options &5 ProductCode (5 | | Enable Options lnventary Contral 6 Iﬁ

Selected Option 1D(s) &5 |g1 |

Helpful Links: Edit options currenthy applied to "501" options

3rd Party Specific Fields
Custom Fields
Recurring Pricing

Special Pricing Levels

Nengorwtormann |

Vendor Information

Once this process is complete, locate the Inventory Control Grid for... section. Here, all
variants of the base product will display in a separate table that functions much like the main
products table:
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Orders Reports Inventory Marketing Customers Design S5Settings

rod [

Products | 501

vosanch © Add X Delete Backtolist | View Live[[7 | Mext>:=

m
b
=
1
]
o
=
o
=h
o
=
w
=
E

Image Management

Basic Product Info

Search Engine Optimization
Pricing Options

Shipping Options

+

Product Descriptions

Advanced Options

Product QOptions
3rd Party Specific Fields

Custom Fields

+

Recurring Pricing

Special Pricing Levels

“

Vendor Information

Inventﬁy Control Grid for "501~

Useful Links @ (¥iew All Options) | {¥iew All Child Products)

Displaying 6 Records

Option  Option Option Qption Option Crid Product Stock Irentory Crid w
IC Cateqory Description  OrderBy  PriceDiff  PriceDiff Price Status ProductCode

77 [13] Please choose your color  Goldmine $0.00 |:| +1 [sm-ooor [Edic |
&7 [18] Afeasre chaase Jowr cofor Coppertone $0.00 l:l A

7 [15] Aleare choose pour color GColdmine $0.00 l:l -1 [smi-omez JEdit |
a1 [18] Fleare choose pour colfor Mocha $0.00 l:l A

77 [13] Alease choose pour cofer Goldmine $0.00 l:l +1 [soi-omes  [Edit a

This column lists the ID of every option (attribute)
Option ID applied to a product. Clicking the ID will redirect
you to the product option’s settings page.

This column contains the ID and name of all option
categories this product variant utilizes. Clicking on
a category will redirect you to the option category’s
settings page.

This column lists the option name from each
relevant option category.

This column lists the order in which the attributes
are displayed on the product detail page. Note that
attributes with the same OrderBy value will be
listed in alphabetical order.

This column lists the price difference (if applicable)
Option PriceDiff the attribute adds to or subtracts from the base
product.

The fields in this column allow you to override the
price difference listed in the previous column.

Option Category

Option Description

Option OrderBy

Grid PriceDiff
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This column lists the overall price of the product
variant. You can modify this value as needed.

This column contains a field that allows you to
manually add to or subtract from the stock value of
every product variant, as well as the current stock
value.

The fields in this column contain the product code
of each variant. This field is automatically created
by the grid, but can be manually edited if
necessary. Once a variant is created in the grid, its
individual product code can be modified as
needed.

Product Price

Stock Status

Inventory Grid ProductCode

If you make any changes to a product variant here, click Save Changes to Inventory Control
Grid.

If you activate the Inventory Control Grid for a product but you can’t edit the pricing, or if the
system doesn’t properly create the variant product records, it’s likely that the
SmartMatch_AutoCreateChildinventory variable isn’t active. In this case, remove all attributes
from the base product and save your changes, then enable the auto-create variable (Inventory
>> Products >> Settings), reassign product options, and click Update to properly recreate the
grid.

You can use other store functions in conjunction with the inventory control grid to better display
your products and their variants on your storefront.

The color swatch function allows your customers to view images of product attributes to make
more well-informed purchasing decisions. In keeping with our previous t-shirt example, you
can assign images to each attribute (such as color) to create clickable thumbnails for customer
display:

e Set up a product with product attributes (e.g. three color options such as red, blue and
green) as discussed in the previous section.

o Make sure that your option categories’ display settings are configured for Dropdown or
Dropdown Smartmatch.
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Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import [ Export Vendors  Purchase Orders  Receiving  Product Key Distribution  Wad

OptionCategories | 18

Sy Search '@Add %Delete << Previous | Backtolist | Mext>>

et

ID 18

Heading Craup & | |

Option Categories Desc (& |<i> Please choose ywour col0|

About Option Categories (8

Arrange Option Categories By

Display Type  DROPD O Is Eequired
Hide Option Cat ies D i Last Modified
ide Option Categories Desc g DROPD OWH ast Madifie
Include In Search Refinerment &8 | CHECKBOX Last Mod By
RADIC
TETE O

DREOPDCWR_CONTROL
DROPD R _CLIENT
DROPDOWN_SMARTMATCH
FLAIN_TE=T

« Enable the inventory control grid both in the product table’s Settings and in the

individual product’'s Advanced Options.

e Click Inventory >> Products and click on the product code to which you applied the

inventory control grid.

e Locate Option Color Swatch Images for X at the bottom.
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Orders Reports  Inventory Marketing Customers Design Settings

Di

Products | 501

Sysearch | Dadd | 3 Delete | BacktoList | Wiew Livel? | Mextz> Expand All | Collapse All

Image Management L

Basic Product Info

+

Search Engine Optimization

+

Pricing Options
Shipping Options
Product Descriptions

Advanced Options

|+ |+

Product Options

3rd Party Specific Fields

+

Custom Fields

+|+

Recurring Pricing
Special Pricing Levels

Vendor Information

+|+ |+

Inventory Control Grid for "501°

Vendor Rules for "501°

Gption Color Swatch Images for "501* -—

+

See More information ab color swatch functionali

Swatch Size Swatch: | 25 Both %

Swatch Size Medium: | 250

Swatch Size Large:

[[IMake These My Default Sizes

Dption Category Dption Swatch Mediurm & Large
Description Description Image Images
—

This table allows you to configure the image sizes of product attributes. Configure the sizes as
needed or use the default settings.

e Below this section, every attribute combination currently configured to the base product
appears in a table.

Option Color Swatch Images for 501"

See More information about color swatch functionali

Swatch Size Swatch: | 25

Swatch Size Medium: | 250

Swatch Size Large:

[[] Make These My Default Sizes

Dption Category Crption Swatch Medium & Large
Description Description Irmage Iages

{13y Pleare chroore powr colfor (77 Coldmine ﬁ
{18y Pleare choose pouwr color {87) Coppertone ﬁ
{18y Pleare choose pour cofor (91 Macha ﬁ
{18y Please choose pour cofor (79 Peaches ﬁ

e Click Add.
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o Two Browse buttons appear for each combination: one for a color swatch and the other
for a product image. You can use these fields to upload images for each combination: a
swatch to represent the option(s) and an image for the product variant.

« After locating the desired image(s) on your local hard drive, click Upload Photos.

Option Color Swatch Images for "501° -—

See More information about color swatch functionality

Swatch Size Swatch: | 25 Both %
Swatch Size Medium: | 250 Both W
Swatch Size Large: | 500 Both %

[]Make These by DefaultSizes

Option Category Cptian Swatch Medium & Large

Description Description Irmage Irmages

{13y Fleare chroore Four color (771 Goldmine :"_J:Ek Delete

{18} Pleare choose pour cofor (87 Coppertone :

{18) Pleare choore our cofor {313 Mocha :

{18} Pleare choose pour cofor (79 Peaches :
(“Usloadhoios ]

Now the product details page displays a color swatch for each attribute combination. Upon
clicking, the related product image displays in the main product photo area. When using the
Smartmatch system, this also automatically selects the related product option from the
dropdown menu.

It's always best to use the Medium and Large Images option so the system creates two images
for the storefront display. Also, be sure to upload a main product photo for any base product,
otherwise your customers will see the default “No Photo Available” image on the product
details page.
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Product Image Setup Guide

One of the most important steps during product setup is uploading product images. Customers
want to see what they’re purchasing. Volusion offers several display options for you to use.

Uploading a Product Image

On every product’s settings page, you'll find functions for the product’s images under Image
Management. Here you can add a photo to a product:

o Click Browse to select an image file from your hard drive.

Orders Reports Inventory Marketing ustomers Design Settings

Cat ies  Products Options  Import { Expaort Wendors  Purch ders  Receiving  Product Key Distribution  Warel

Products | VolusionT

Sysearch | ©Add || X Delete BacktoList | View Live[] Expand All | Collapse All

Image Management -

Upload Mew Photos

|
I Blowst. Upload

Advanced options @

Basic Product Info -—

Product Code @

Product Name & [pact T shir

e Click Upload. Once complete, the product image will display to the right of the upload
options.

Orders Reports Inventory Marketing ustomers Design Settings

Categories  Products  Options  Import f Export Vendars  Purch ders  Receiving  Product Key Distribution  Ware

Products | VolusionT

Cisearch || D Add || X Delete BacktoList | View Live[] Expand &Il | Collapse All

Image Management

Upload New Photos

IC:\Documents and Settir|_Browse..

Advanced options @

Basic Product Info

Product Cade @

Product Mame 8 o orcue |
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o Allimages uploaded to products are resized automatically to preset dimensions. You
can change these dimensions in Advanced Options prior to upload.

Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import [ Export Yendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Products | VolusionT

“search || © add || ¥ Delete Back o List | View Livel] Expand Al | Collapse Al

Image Management -

Upload New Photos

IC.\DUcumsnls and Settir| Browse.. - H

ks

Advanced Options

Photo Size Tm\,r'| 75 ‘ ‘ Both v |
Photo sizesmal[150 | [ Both |
Photo Size Medlum'|2l]l] ‘ ‘ Baoth b |
Photo Size Large:| 450 ‘ ‘ Both v |

[CIGenerate Alternate View Phota

[IMake These My Default Sizes

Basic Product Info -

Draduce Mama 60 o o0 |

Product images must be in either .jpg or .gif format. When editing images in photo applications
such as Adobe Photoshop, make sure they’re in RGB color format before saving.

When uploading the image, the system creates four versions of that image. You can view them
by clicking on the image itself after completion of the file upload:
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This is the smallest image. It displays on the

Photo Size Thumbnail (0) shopping cart page.

This image usually displays in the product
Photo Size Medium (1) views such as the product grid or the “super
deal” display.
This is the main product image. It displays on

Photo Size Large (2T) the product details page.

; .1 This is the largest image. It displays when the
Photo Size Large Thumbnail visitor clicks Larger Photo on the product

(2) details page.

Uploading Custom-Sized Images

You can define custom image sizes by clicking Advanced Options in the Image Management
section of product edit page. Using the input fields and dropdown menus, define the size in
pixels for either the maximum width or maximum height (or both) for both the medium and
large photos. Upon clicking Make These My Default Sizes, these custom sizes will be the
default sizes for all future image uploads.

Creating Alternate Product Images

If you'd like to offer multiple views of a single product:

« Within the Upload New Photos section, click Generate Alternate View Photo in
Advanced Options (do this for the main product photo as well as any additional images).
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Orders Reports | Inventory Marketing Customers Design Settings

Products pore P

Products | VolusionT

“usearch || D Add || XK Delete Backto List | View Live D5 Expand Al | Collapse All

Image Management -

Upload New Photos

-\ Dacuments and Settr|_Brawse.. | -

]

Advanced options

©

Advanced Options

Photo Size Srall: 150 m
Photo Size Medium: 200 m
Photo Size Large:| 450 m
Alternate View Size: 50

[F]Generate Aleernate Wiew Photo

v Rke These My Default Sizes

Basic Product Info -

This enables the Alternate View Size fields.
o Define the size of the alternate thumbnail images (the default size is 25x25 pixels).

e Upload any additional images using the steps described in the previous section. The
additional photo will appear next to the original product photo in the product’s settings

page.

Home =
Best T Shirt

ADD TO CART o

Wls This item gualifies for FREE SHIPPING!

Proguct Code: VOLUSIONT Add to Wish List

"8 Larger Photo
"= ES Email a Friend

Bookrmark and Share
Alternative Wiews:

¥OU ARE
AWESOME

Features of kb

Share your knowledge of this product with other customers... Be the first to write a review

O Wy Brsens tisiorg

@ Perfect Angle Liner Brush by Paula Do $24.00 Cll=ieir

@ dinique skin care $7.50 Cl=eir

@ BaByliss PRC TT Tourmaline 500 1 172" Cerarmic Plates Flat Iron 180017 $69.99 Cl=eir
Turn ISGI‘\[ oF ear
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e Repeat the process to create additional alternate views.

On the product details page, the alternate images appears when you click on the thumbnail
images. This is a great feature when you need to showcase alternate views for products such
as electronics, where front, back and side views should be available.

Horme =
Best T Shirt

Mla This item qualifies for FREE SHIPPING!

YOU ARE Add to wish
AWESOME

"= B Email a Friend

Bookmarl and Share
Alternative Views:

Y

ARE

A_2SOME

Features of Products

Share your knowledge of this product with other customers... Be the first to write a review

© Wy Bosent Hivinog

@ Perfect Angle Liner Brush by Paula Do $24.00 SIETI |
@ cdinigue zkin care $7.50 SIETI |
@ BabByliss PR TT Tourmaline 00 1 1/2" Ceramic Plates Flat Iron 120017 $69.99 SIET |

CIEGr Al

Removing Product Images

If you need to replace an image already attached to a product, you'll first have to delete the
original photo. You can accomplish this in two ways:

e Anyimage linked to the product will display on the right side of the Image Management
section of the product edit page. Click the X icon near the top of the photo to remove it.
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Reports | Inventory Marketing Customers Design Settings

Categoties  Products  Options  Impart { Expart

Products | VolusionT

“ySearch | ©Add || ¥ Delete Backto List | View Livel] Expand All | Collapse Al

Image Management
Upload New Photos

|C\Danuments and Setir|_Bowse

Advanced options )

YOU ARE
Advanced Options AWESOME
Photo Size Medium:

Photo Size Large'
et Vew i

[F]Generate Alternate View Photo

[Make These hy Default Sizes

Basic Product Info -—

e You can also click the photo to view all photos within a popup window. Here, click
Delete Photo to remove all attached images.

uuuuu
uuuuuu

YOU ARE
AWESOME

YOU ARE
AWESOME

Where as
T amy thu
Main Photo

e rest of my photos?
ils of your "Main Phota*are missing, no additional photos that you've uploaded for this iterm will be displayed UNTIL you re-upload your

Option Color Swatch Images

The option color swatch images feature provides customers different ways to view your
products. You can add color swatches to products by clicking Option Color Swatch Images
for... at the bottom of the base product’s edit page.

To begin using the color swatch images function, the product must have at least one option
category applied with the options displayed in either the Dropdown or Dropdown Smartmatch
format. If using the inventory control grid, the product must have variant products for every
attribute combination. Once these requirements have been met, you can use color swatch
images on the base product. When you click Option Color Swatch Images for X on the
product’s edit page, a series of image size options and a list of every attribute applied to the
base product will appear.
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Option Color Swatch Images for "WolusionT"

See More information about color swatch functionality

Swatch Size Swatch
Swatch Size Medium
Swatch Size Large

[ Make These My Default Sizes

Option Category Dption Swatch Medium & Large
Description Description Image Images

{24y Choose Shirt Color {100y Blue “\h

(2 Choose Shirt Color {107 White “

{24y Choose Shirt Color {102y Yellow E

Adding images of product variants as follows:

e Inthe Color Swatch table, click Add. This activates the Swatch Image and Medium &
Large Images options.

« Use Browse or enter the path to the desired image files on your hard drive.

e Click Upload.

Above the Color Swatch table, you can set the pixel size of the files. Simply enter a value in
one of the three fields, select Height, Width or Both from the dropdown, and the system will

format swatches and images to the defined values. You can also click Make These My Default
Sizes to set any custom-size settings as the default.

Once the color swatches and photos have been uploaded, each color swatch will appear

above the dropdown menu for each of the product’s attributes.

Option Color Swatch Images for "VolusionT" -

See More information about color swatch functionali

Swatch Size Swatch:
Swatch Size Medium
Swatch Size Large:

|:| Make These My DefaultSizes

Qptiah Category Qptian Swatch Mediurm & Large
Descriptioh Descriptian Irmage Images

(24 Choaose Shirt Color {100} Blue . Delete

(24 Choaose Shirt Color {10713 White Delete

(24 Choaose Shirt Color {1023 Yellow Delete
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Clicking on the swatch itself or selecting the option from the dropdown menu automatically
changes the product photo to the appropriate color variant.

Home =
Best T Shirt
Our Price: $24.99
Ml This item qualifies for FREE SHIPPING!
Choose your options...
Colors
"8 Larger Photo
"= EAEmail a Friend .
Bookrmark and Share ‘{:n)
Alternative Wiews: Choose Shirt [wa)igw
Color#:
Y
N oo oo ()
1 Add to Wish List

Features of Products

Share your knowledge of this product with other customers... Be the first to write a review

O Wy Bosons tivineg

@ Perfect Angle Liner Brush by Paula Dorf $24.00 Clzer )
@ clinique skin care $7.50 Clzieir )
@ eBaByliss PR TT Tourmaline 500 1 1/2" Ceramic Plates Flat Iron 120017 $69.99 SIETAY |

Tips on Product Images

You can also add images to your store through your FTP account. FTP stands for “file transfer
protocol” and is a standard way for computer systems to transfer files back and forth over the
Internet. You can set up FTP access to your store at http://my.volusion.com, then log in to your
FTP account using a standard FTP client application. Go here for more details on setting up
and using FTP.

When logged into the store’s FTP account, navigate to the directory “vspfiles/photos.” This is
the main directory where all product images are stored.

Product photos can be uploaded en-masse here, but they must be named properly for the
system to recognize them:

o Each image file must begin with the product code name.
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o After the product code, the
type from the chart below:

character should follow, and then the appropriate image

Product Image Suffixes

This is the small image used to display
0 products in certain views such as grids and
on the shopping cart page.

This is the medium image that appears in

1 areas such as Top Sellers and search results
listings.
2 This is the large image displayed when you

click the image in a product’s details page.

This is a thumbnail image used to allow
2S customers to select the 2T image when
alternate images are enabled.

2T This is the image used for the primary
product display.
3 This is the large image used for an additional

image when alternate views are enabled.
This thumbnail image allows visitors to select

3S three images when alternate views are
enabled.
3T This is the main image for a product’s

alternate view.

For example, name a series of images with a product code of ABC123 in the following way:

« ABC123-0
« ABC123-1
e ABC123-2
e ABC123-2T

These are the minimum image requirements for a product. You can continue to upload
additional image sets (3, 3S, 3T, 4, 4S, 4T, etc.) for additional alternate views.

Finally, once these images are uploaded, it's a good idea to rebuild the product table index. To
do this, click Settings >> Maintenance >> Rebuild Product Index.
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Orders Reports Inventory Marketing Customers Design @ Settings

Compahy  Shipping  Tax P ient  Currency 1P Fi E Co hles  Custorn Fields  Maintenance

Manage Maintenance

Maintenance Toolbox Your store is currently:| (OPEN

Rebuild Prm:luE[fl Index “oulastindexed 71hrs ago (e [T S
Rebuild Search'nidex

This page allows wou to temporarily close wour store for maintenance. For
Reassign Inventory Control Grid example if you need ta perform modifications on your database or files,
closing wour store will post a notice on your website telling your visitors
the store is "termporarily closed for scheduled maintenance, please try
Close store to wiew rmare tools back in 15 minutes to and hour. Thank your for your patience.”

Manage 301 Redirects

CustomiZze your maintenance message here.
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Search Refinement System

The search refinement system is a special configuration of your store's categories that allow
your customers to narrow search results based on options using a filter category dropdown
menu. For example, you can configure the search refinement system to allow your customers
to filter results by manufacturer, brand or other custom categories.

What’s New?

Volusion added new optimized search functions to the search and search refinement systems
in Winter ‘09. You can activate them in the admin area at Settings >> Config Variables.

‘ Orders

Company Shipping  Tax Payment Currency IPFirewall Config Wariables Customn Fields

Customers

Reports Inventory Marketing Design | Setiings

Maintenance

Update Configuration : General Variables

%Sealth

Customize

Cuick Edit  Wiew Results 1 - 53 of 53 Page of 1

v Mame + Walue = Il;Iaosct!med
Config_CRM_Plugin_URL L1 l:l
Config_DateFormat L i g 2§13/2006
Config_DidYouMean_Enable @ O
Config_Donations_Suggested_Amounts 40 |50.00:Eronze Donor [100.00:5i FI15/2007 S:d4PM
Config_Enable_Publish_Always_By_Default L1 Fi21{2009 6:27Ph
Config_EnableZ4HourTime_Without AMPM L i g D 2§13/2006
Config_EnableAccessoriesBelowShoppingCart o 2§10/2006
Config_EnableDiscounts_With_SpecialPricing L i g 2§10{z006
Config_EnableDisplayEstimatedShipping o 2§10/2006
Config_EnableDisplayOptionProducts o D 2§10{z006
Config_EnableFaxNumber o 2410/2006
Config_EnableGiftCertificates o 2§10{z006
Config_EnableMaximumOrder Qty o |:| 2410/2006
Config_EnableMembersOnlyBrowsing o 2§10{z006
Config_EnableMembersOnlyWebsite o |:| 2410/2006
................................... o anmnne

Config_DidYouMean_ Enable

If your customers misspell a word, this variable activates a “Did You Mean?” function.

SEARCH: You are here:Home > Search for "prodcts™

We found 0 results matching your criteria,
| prodets | @ Mo results were found for your search, but we found iterns using these search terms:

products (1)

. Commbeimm, Bl i
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Config_SearchRefinement_EnableOnCategoryPage

By default, the search refinement system only displays on the search results page of your
storefront. Enabling this variable displays the search refinement system on all category pages.

Config_SearchRefinement_EnableSearchQtyOnCategoryPage

This variable displays the search result number on all category pages, not just the search
results page.

Config_SearchRefinement_ShowDropdowns

By default, the search refinement displays results as links. This variable changes the display
type to a dropdown menu.

Config_SearchRefinement_ShowInMasterTemplate

If you plan to code the search refinement display elsewhere in your template, turn on this
variable to hide the built-in links or dropdowns (recommended for advanced merchants only):

« Inthe admin area, click Design >> LiveEdit File Editor.

Orders Reports Inventory Marketing Customers Design Settings

Brmplate ogos  Site Content  Mawvigation Menuw  LiveFEdit File Editor

LiveFdit™

Check the boxes below to enable access o cerfain sections of the administration area. Selection will only show editable files.

Shortcuts...

Ternplate Files

template_101.html
35 Files

template 101 css

Foot Files

Jjdefault htm
imaintenance_messaqe.htm

Emmail Templates

jwvspfiles femail_templates

o Click template_X.html (where X is equivalent to the template ID number).
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Orders Reports Inventory Marketing Customers Design Settings

Template Logos  Site Content  Mavigation Menu  LiveEdit File Editar
1 it™
LiveEdit
Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files Disable Syntax Highlighting

wawroot { v f template_ 101 html ™

Shortcuts...

feftemplate_101 . html (5.2KB) (Wiew This File Ternplate Files
V] template U?ﬂl,html

1 =1DOCTYPE html PUBLIC "-/AW3C/HDTR XHIML 1.0 Transitional//EN" "http:/fwww w3, 0rg/ TR xhtml1/DTOAhtmIl 55 Files
Z ahtml xmilns="http: /fwww . w3, 0rgf1999xhtml" =
% <heads template 101 cs5
4 <l-- Root Files
& DYMNAMIC PAGE-SPECIFIC META TAGS WILL BE PLACED HERE
& DO MNOT ADD YOUR OWN META TAGS, OMLY PUT S55 PT INCLUDES IN YOUR HEAD TAG e
7| -.» Jmaintenance. htm
z <ﬁ'l:k .hdr.e.f=”.*f.§.nf.i.!.e.S/templatesfwl/@.ﬁ.ﬁflmports-.g.ﬁ.s" rel="styleshest" type="text/gss"> Ernail Ternplates
£ ead>

10 <body id="body" opload=""= Jwivspfiles femail templates

1) <1-- w-Chrome --=
12 «div id="header"> Lo

13 <h1 id="display_homepage_title" class="colors_homepage_title" =< /h1=
14

18 <h3 id="home" ==& href="/">Home=/a=</h3=

18 <h3 id="view_cart"><a h shoppinacart.asp” =View Cart</a=</h3x
17 <h3 id="my_account"=<a href="/myaccount.asp"=My Account</a=</h3>
18 <h3 id="help"==<3a href="/help.asp"=Help=/a==</h3=

18 = l--<h3 id="language"><script src="http . /fwww.gmodules.com/igdifriur=http: Afwww.google.comfig/modulestre
20 = fdive

21

2z

253 adiv id="content">

& <table border="0" gellspacing="0" cellpadding="0">

25 <tr=

B <td xalign="top" id="left_nay" width="160">

27

28

28 =div id="search_box"=

a0 "search_label" > Search:

w sdipid=tdiznlovesnrchobants

The HTML code for your active store template should appear.

e Insert the following code into your desired location within the template: <div
id="search_refinement_filters"> </div>.

e This HTML tag displays a dropdown menu of your search refinement.

e You may have to modify your store’s CSS or HTML to integrate this dropdown menu
with your store’s overall design.

Config_SearchResults_UseTextPaging
The search refinement system’s default settings display multiple pages of search results using

a text box for result navigation. If you turn on this variable, the system displays a clickable
number for each page of results.
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Turning on Search Refinement
In the admin area, click Settings >> Config Variables, enable the
Config_Enable_searchRefinement variable, and click Save.

Confiquring a “By Manufacturer” Filter

To create a filter category that allows customers to filter products by manufacturer, you must
first build the filter, then assign manufacturers to your products.

Building the Manufacturer Filter

e Inthe admin area, click Inventory >> Categories >> List All.

Orders Reports  Inventory Marketing Customers Design Settings

yries  Products  Options  Import [ Export Wenn s Purc rders  Receiving  Produ Key Distribution W

Update Categories & Subcategories
G 5earch | (@ Add QLAM

Sort List Alphabetically Expand All Collapse All Collapse To

Use "Edit Mode" ta create and edit categories. Use "Drag & Drop Mode" to rearrange them

Edit | Drag & Drop
= 15t Nav Menu = 5th Nav Menu
MySpace2 = Mew Category
New Category Mew Category
New Category MNew Category
[= test new cateogry
Mew Category = 6th Nav Menu
= Fashion Makeup = Mew Category
Mew Category Mew Category
Mew Category
[= Makeup Product Line = 7th Nav Menu
Blush = Mew Category
Eronzer Mew Category
Brushes
Cosmetic Bags =] 8th Nav Menu
Eye Liner = Mew Category
Eye Shadow Mew Category
Foundation
Lip Liner
Lips
Mascara
Mirrors
Tools
new category test
= Skin Care
Skin Care Products
= 2nd Nav Menu
= New Category
Mew Category

o Click Add.
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Orders Reports  Inventory Marketing Customers Design Settings

Pro ts O s Impaort | E: rt  Wendors  Pure s fing o ¢ Distribution

Customize |Bulk Updates | Export Results | Bookmark Results

- Category : Parent D : Marme : Order r Hidden : Wisible DTI:Te
70 ] Fashion Makeup 250 M 1 |
84 ] Hair Care 450 N 1 ]
99 0 Skin Care 300 N 1 I |
105 i MySpace2 50 Y 1 O
113 a test new cateagry 200 M 1 |:|
1a ] Pew Caregory 100 1 I~ |
116 a Mew Category 150 1 D
ns 0 Mew Category 50 ] I |
120 ] PMew Category 50 N z I~ |
12z a Mew Category 50 M 3 |:|
124 ] Mew Category 50 N 4 I |
126 a Mew Category 50 M 5 D
128 a Mew Cateqory 50 M [ |:|
130 ] Pew Caregory 50 ] 7 I~ |
132 a Mew Category S0 M 1 D
71 70 Makeup Product Line 100 ] I |
108 70 hew category Test 250 N 1 I~ |
110 zn Mew Category 50 1 |:|
1 70 Mew Category 25 1 I |
7z 71 Eye Shadow M a
73 71 Blush M I~ 1
74 71 Foundation ] I~ |
75 71 Mascara M D
— == R — o el

Enter "Manufacturer" in Category Name.

In Category Visible, select By Manufacturer (filter category).

Orders Reports  Inventory Marketing Customers Design Settings

Pro L H rm t | Export W s v ers e fing  Produ ¢ Distribution

Categories | Add New

Rebuild Search Index

Sy Search Back to List Expand All | Collapse Al
D &
Category Name & |manuracturer
Category Visible & | ________________ -

Category Order st Way Menu

Hidden 3 | 2nd Nav Menu
3rd Nav Menu

4th Mav Menu
Bth Mav Menu
&th Nav Menu
----------------
N N Home Page {controls home page featured products)
Search Results {controls search results)

Photo Gallery Display (displayw /o Add To Cart huttons)

Product Display Mode (5 l New Products (displays all new products) List Price - Show it
By Price ifilter category)
Default Sort By anufa Sale Price - Show it? &8
Display Columns & l:l YouSave - Show 7
Display Rows (i l:l Stock Status - Show it? i@
Display Featured Products Onhy Description - Show it? &
#uailahilite - Show it? 5 s Desrrintinn SHORT - Sk 2 65
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« Locate the Advanced section and check Filter Category.

Categories | Add New

Rebuild Search Index | o000

|M‘ Back to List Expand All | Callapse All

Basic Category Info

D &
Parent ID () | [0] MAIN CATEGORY V|

Category Name |Manufacturer

Category Visible (@) | B Manufacturer {filter categong b

Category Order (5 I:l

Hidden i O

Search Engine Optimization

Category Descriptions
Customizable SubCategory Display

Customizable Product Display

Advanced

Alrernate LRL ‘ |

Alternate URL Popup @ D

Filter Category Private_Section_Custorners_Cnly 5 D

Custom Where Clause #
Exarmple
ProductManufacturer = 'sony' OR
ProductCode LIKE "Ssorngds'

CUSTOM METATAGCS OVERRIDE

e Click Save. The Rebuild Search Index option will appear at the top of the page when it
reloads.

o Click Rebuild.
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Categories | Add New

Rebuild Search Indexw
| G search Back to List Expand All | Callapse Al
Easic Category Info =
[P
Parent ID (& ‘ [0] MAIN CATEGORY v |

Category Name ‘Manufacturer

Categary Visible (& ‘ By Manufacturer (filter category) -

Categary Order I:I

Hidden i O

Search Engine Optimization
Category Descriptions

Customizable SubCategory Display

Customizable Product Display

Adwvanced

Alternate URL 5 | |

Altermate URL Popup (5 D
Filter Category Private_Section_Customers_Onlky (5 |:|

Custom Where Clause 65
Example:
ProductManufacturer = 'sany’ OR
ProductCode LIKE 850y’

CUSTOM METATACS OVERRIDE

I

e hd s i o ISR .

This will index your new filter category and display it accurately on your storefront.
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Assigning Manufacturers to Products
Once you’ve created the filter, you must assign a "Manufacturer" value to your products:

e Inthe admin area, click Inventory >> Products.

Orders Reports | Inventory Marketing Customers Design Settings

Categaries  Products  Options  Impart f Export Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Update Products

& i }
¢ Search &) Add 07 Settings Customize | Bulk

Quick Edit  Wiew Results 1 - 25 of 66

Product + Product N +CMa oryls) <4 Product < List & Product < Sale o Setup o Stock Hidd + F
¥ Code y "roductMame VB S Weight ¥ Price ¥ Price ¥ Price ¥ Cost ¥ Status v 000H we
s01 Touch_Color_501 98,100 1.75 $1050 $1z2.98 -3 M W
Touch_Color_501

501-0001 - Coldmine - 1.5 $13.95 31298 $12.50 $1.00 -1 b W
Coppertane
Touch_Calor_501

501-0002 - Caldmine - 1.5 $13.98 %1298 $1250 $1.00 =g Y b
Maocha
Touch_Color_501

501-0003 - Coldmine - 1.5 $13.98 $12.98 $12.50 $1.00 1 b W
Peaches

e Click the product code of a target product.

e Locate the Advanced Options section and enter the product's manufacturer name in the
Manufacturer field
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Advanced Options -—

WAT Percentage

o[ ]
Horme Page Section (6 Free Shipping Itern 6
Taxable Product &6 Hide Product D

[Upload Logo] Manufacturer |SONY1 Hide When Out Of Stock (@ [
.

List Price Marme (6 | by Enable Multi Child Add To Cart @ []

Product Price Mame (&5 | Private Section Custorners Onlky (65 D

Setup Cost Mame (5 | Allow Price Edit @ [

|
|
|
Sale Price Mame i | | Hide ou Save i O
|
|

AddtoCartBtn Replacerment Text (5 | Price Sub Text @5 | |

Product Popularity (&5 l:l Price Sub TextShort 68 | |
Display Begin Date l:IEI Min Gty l:l

Display End Date (&5 l:l gz | [Upload File] Download Filerame & | |

Cift Wrap Cost (&5 l:l Accessory(sh 5

Uses Product Key Typels) (i | | Reward Paints Given For Purchase () | 10 |

Free Accessory(s) (0

e Click Update.

Your customers will have access to a link menu near the top of your search pages that allow
them to sort the products listed on the category page by the various Manufacturer entries in
the admin area. You can use the config variables mentioned earlier to set the display mode to
a dropdown rather than links, or turn on the refinement for category pages.

You are here:Home > Search for “babyliss™
we found 2 results matching your criteria,

Find by Pricing ,\}\y Find by Brand + |

Sort By:: | Price: Lowto High v ||Search Within |E.u | 25 per page "| Page |1 | of 1
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Confiquring a “By Price” Filter

You can also set up the search refinement function to sort products based on price. Use the
same steps outlined above in the “By Manufacturer” example, but select By Price (filter
category) from Category Visible.

Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import f Export  Wendors  Purchase Orders  Receiving  Product Key Distribution  Wareho

Categories | Add New

Rebuild Search Index W

“wSearch Back to List Expand All | Callapse Al

Basic Category Info

D @

ParentID (& | 0] malN CATEGORY S

Category Name & |me

Categary Visible (& By Price drirer caregary) v

Categary Order i

Ist Mav Menu
Hidden @ | 2nd Maw Menu
3rd Naw Menu

dth Mav Menu
Gth Mawv Menu

§th Mav Menu
7777777777777777
Home Page {contrals home page featured products)
Search Results {controls search results)
Photo Gallery Display {display w /o Add To Cart buttons)
Mew Products (displays all new products)
By Pr
Alrernare URL ! By Manufacturer (mt aregqory)

Alternate URL Popup 0 [
Filter Categary @ [] Private_Section_Customers_only @ ]

Custom Where Clause ) ‘

Example
Producthanufacturer = 'sony’ OR

Note that the pricing options from the filter category dropdown menu are set to default price
ranges (e.g. $0-$30, $30-$300, $300-$500, etc.). These values cannot be changed. You can,
however, create a custom filter category that allows you to define specific price ranges.

You are here:Home > Search for "babyliss"
e found 2 results matching your criteria,

Find by Pricing ‘f\gu Find by Brand v |

Sort By:: | Price: Low to High + ||Search Within ||E:u| | b per page “| Fage | 1 | of 1
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Configuring Custom Filters

You can create your own custom filter category (referred to as an “assigned filter”) to help your
customers sort search results. Use the same steps outlined in the previous example, with the

following exceptions:

e Choose a descriptive Category Name.

e In Category Visible, select an option that corresponds to an inactive nav menu (e.g. Nav

Menu 8).

Orders Reports Inventory Marketing Customers Design Settings

Caty ries  Products Options Import { Export Wendors  Purchase Orders  Receiving  Product Key Distribution  War

Categories | Add New
Rebuild Search Index W

Sy Search Back to List Expand All | Collapse All

Basic Category Info

D &
Parent ID & ‘ [0] MAIN CATEGORY 5 |

Category Name (& |vour Name Here

Category Visible ‘ ________________ v

Category Order & 15t Naw Menu

Hidder @ | 2nd MNav Menu
3rd Mav Menu

Ath Naw Menu
Search Engine Qprtimization a8
oth Naw Menu
Category Descriptions Fth Maw Menu
Customizable SubCategory ||ju—m—m5"5ws .

Horme Page {controls home page featured products)

Customizable Product Displ Search Results {controls search results)
Photo Callery Display {displaywjo Add To Cart buttons)
Advanced Mew Products {displays all new products)
By Price {filter category)
Alternate URL @9 I[ By Manufacturer (filter categoryy ‘

Alrernate URL Popup @ [J
Filter Caregary (] Private_Section_Custamers_Only (5 O

Custom Where Clause

Example:
ProductManufacturer = 'sony' OR
(=) Add + View Record in edit mode

E or Cancel O Add + View Record in add mode

() Add + View List

Building Assigned Filter Subcategories

Now that you've created the initial filter, you’ll need to create the filterable categories. You can

accomplish this by creating additional categories and assigning them to your main filter

category as subcategories. Simply follow the same steps, but set the Parent ID to the custom
filter category you just created. Don’t forget to assign appropriate products to this subcategory.
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Use of custom assigned filters can be resource-intensive for some stores, particularly when
using a large number of custom filters and/or custom filters with many subcategories. This can
affect your store’s performance and/or data transfer total.
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Shipping & Logistics

The “Getting Started Guide” potion of this manual walked you through the basics of setting up
your shipping options. We’ll now cover more in-depth shipping configurations, such as how to
fine-tune your shipping rates, including some specific shipping setups, as well as how to
register your store so you can take advantage of online integrations with some of the word’s
leaders.

Configuring Live Rates

You can register with specific carriers to have accurate live rates populated into your store.
Carriers who support this functionality can also forward pre-negotiated rates to Volusion. To
register for live rates, go to Settings >> Shipping in the admin area. Under Choose Carriers,
select the tab corresponding to your desired carrier(s) to view and enable preferred shipping
methods. Click the link at the top of each window to obtain a list of registration requirement
steps and complete all provided instructions.

Royal Mail / Parcel Force & Australia Post
Volusion provides live rate integration for UK-based merchants shipping via Royal Mail and

Parcel Force, and for Australian merchants shipping via Australia Post. To gain access to live
rates for these carriers, simply activate your desired shipping methods and click Save.

Advanced Shipping Settings

Volusion offers many shipping rate modification settings and options. To access them for any
shipping method:

e In the admin area, click Settings >> Shipping.

e Click Edit All next to Choose Carriers.

e Do not delete your store’s default shipping methods. Some are required for Volusion
shipping functions to work properly. Also, many methods come with preset values
specific to the related carrier necessary for live rate functionality. If you don’t intend to

use a particular shipping method, simply leave it inactive.

o Click the ID number of the method you’d like to edit. Here, you can find basic settings,
as well as advanced settings at the bottom.

e You can create your own custom shipping methods by clicking Add at the top of the
table.
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On the shipping method edit page, you'll find the following settings:

This is the system’s ID number for the
ShippingMethodID* shipping method. It can be any unique
number.

If the method uses live rates, select the

Gateway carrier from this menu.
This menu specifies the method’s rate
System calculation type. Use Live for any method

receiving live rates. Use Backup if providing
a custom rate.

This field contains the name of the shipping
method as reported from a 3rd party API.
This is required for all methods set to receive
live rates. For pre-configured methods within
Volusion Winter ‘09, do not delete or modify
this field.

This field contains the name of the shipping
ShippingMethodName* rate as displayed to customers on the
storefront.

This activates the shipping method on the
store.

This variable assigns the position of the
shipping method in the shipping rates
ShippingOrderBy selection list on the storefront. You can use
letters or numbers (e.g. Al will display before
B1, etc.)

Service Code

ShippingMethodActive

This option sets the shipping method to apply

to all countries, states or provinces

configured within the Volusion shipping

wizard. Uncheck this option to enable the

2nd and 3rd variables in this section.

This variable allows you to apply the method

Apply to Entire Countries  to every state/province within specific
countries.

Apply to States/Provinces This variable allows you to apply the method

to siecific states/irovinces within a countri.

This option excludes all states/provinces

; within specific countries, usually used in
Do NOT Apply to Entire conjunction with Apply to All Countries and

Apply To All Countries and
States

Countries States when most countries and
states/provinces apply.
This option excludes specific/provinces
Do NOT Apply to within a country, usually used in conjunction
States/Provinces with Apply to Entire Countries when most

states/provinces apply, such as excluding
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Alaska and Hawaii from US availability.

This option defines the base charge if live
(Backup_System) BaseRaterates are unavailable, or for use of backup
rates in general.

This option defines the cost per pound for
(Backup_System) custom rates when live rates are unavailable.
CostPerPound Note that this value is added to the value
defined in the Backup_System BaseRate.
This field defines a flat shipping cost for the
ExtraShippingCost method or an additional shipping cost for use
in conjunction with a live or backup rate.

This field defines a flat percentage added to

ExtraShippingCost_Percent the overall shipping cost. .

This field enables the method to apply only to
MinOrderPrice order subtotals that meet or exceed this

value.

This field enables the method to apply only to
MaxOrderPrice order subtotals equal to or less than this

value.

This field enables to the method to apply only
MinOrderWeight to orders with a combined weight that meets

or exceeds this value.

This field enables the method to apply only to
MaxOrderWeight orders with a combined product weight equal

to or less than this value.

* Required settings.

More Shipping Settings

If you click More Shipping Settings at the bottom of Settings >> Shipping, you'll find a number
of special variables you can use to globally modify your store’s shipping calculations:

This menu allows you to define the global weight unit
Weight Units (pounds or kilograms) for your store’s shipping
calculations.

This feature displays an estimated shipping cost to
EnableDisplayEstimatedShipping your customers when adding products to their
shopping carts (prior to shipping selection)
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This menu allows you to specify the type of “ship to”
address your customers can enter. You can set all
addresses to residential or business, or allow your
customers to specify.

Config_ShippingRates_AddressType

This option automatically calculates tax on shipping

EnableTaxOnShipping charges for all orders.

This setting allows you to define a global shipping
ExtraShippingCost cost added to all orders (in addition to the standard
shipping costs calculated by your shipping settings).
This setting allows you to define a percentage of
shipping cost added to all orders (in addition to the
standard shipping costs calculated by your shipping
settings).
This setting allows you to define a weight amount
applied to all orders in addition to the weight of all
products in the order, which in turn affects the total
weight calculated for shipping costs.
This field allows you to define the price required for
FreeShippingQualifyPrice orders to qualify for free shipping. Note that if this

field is left blank, it will automatically default to $0.01.

This setting provides insurance options for all orders.
Insure_All_Packages The availability of this option depends on its

availability with the chosen carrier.

This setting provides 4 signature options for delivery
Use_Delivery Confirmation confirmation. The availability of this option depends

on its availability with the chosen carrier.

ExtraShippingCost_Percent

ExtraShippingWeight

Testing your Shipping Rates

Volusion allows you to test your shipping rates by transmitting values set from a special portion
of Settings >> Shipping.
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More Shipping Settings )

Enter a shipping origin and destination to test rates. (TF iformration will not be Fared)

Fraorm: Toe
Use Preset Address Use Preset Address
w ~
Edit Warehouses Edit Your Addresses
Country | nited States Countty | Unired States
State | cp, State | ca
Postal Code |apgipz Postal Code |gpig)

Fesidential
Test Order Cost |gg

Test Order Weight |1

Free Ship ltem |:|

Eun Test

[P

In this area, you can enter your shipping origin and destination addresses, your order costs,
weights and warehouse information (if applicable) to test your active shipping settings. Run
Test performs the operation.

Test Results
Once a test has been executed, the page will reload and display XML code at the top. This is

the XML output transmitted from your store to any 3rd party shipping API with which you've
registered.
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You can view a list of rates returned by the test (which would be available to customers placing
orders) by clicking Show/Hide debugging information at the bottom of the page.
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Test Shippina Rates (

Enter a shipping origin and destination to test rates. (This iaformation wid not be saved)

From: To:
Use Preset Address Use Freset Address
~ v
Edit Warehouses Edit Your Addresses
Country | Unired States Country | Unired Srates
State | cg State | ca
Postal Code |10z Postal Code |ag10)

Residential
Test Order Cost |5

Test Order Weight |1

Free Ship ltem []

Run Test Test Results:| More Carriers %

Free Shipping (7 Day Ground) v

weight: [11 Kilograms]
From [United States, CA, 90102 ] to [ United States [234], CA [5], 90101]

[#1] Live Rate Returned = [ShippingMethod|D 154] FedEx Friority Overnight
[#2] Live Rate Returned = [ShippingMethod|D 152] FedEx 2Day

Live Rate Returned, but not applicable = [ShippingMethod: FIRSTOVERNIGHT]
[#3] Live Rate Returned = [ShippingMethod|D 153] FedEx Standard Overnight
[#4] Live Rate Returned = [ShippingMethodiD 151] FedEx Express Saver

[#5] Live Rate Returned = [ShippingMethodiD 142] FedEx Home Delivery

Loop Through Custom [ Backup Rates:
[#6] FREEShipping Rate Returned = [ShippingMethodID 500] Free Shipping (7 Day Cround)
[#7] In Store Pickup Rate Returned = [ShippingMethodID 502] In-Stor e Fickup

[#8] Custom | Backup Rate Returned = [ShippingMethodID 108] URS Standard

[#3] Custom {Backup Rate Returned = [ShippingMethodID 108] UPS Ground

[#10] Custom [ Backup Rate Returned = [ShippingMethodiD 107] UPS 3 Day SelectSM

[#11] Custom { Backup Rate Returned = [ShippingMethodiD 106] UPS 2nd Day Air®

[#12] Customn [ Backup Rate Retutned = [ShippingMethodiD 105] UPS 2nd Day Alr A.M.9
[#13] Customn [ Backup Rare Returned = [ShippingMethodiD 104] UPS Next Day Alr Saver®
[#14] Custorn [ Backup Rate Returned = [ShippingMethodiD 102] UPS Mext Day Alre

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn — IShinninakerhadin 2041 1IE08 Barral

The results include notification of whether or not the chosen method would be available based
on your test settings, and whether any backup rate settings would apply.

The debugging information field normally returns the shipping method ID and its formal name,
if the method is active and the test settings don’t conflict with restrictions in the method’s
settings. If you receive notification that rates were returned but couldn’t be assigned to a
method, this may point to several potential problems in your settings. In many cases, a
qualifying shipping method simply hasn’t been activated, or the ship-to regions aren’t
configured properly for the address used on your test. If the tests returns backup rates when it
should return live rates, make sure the method is configured to accept live rates and that the
test settings don’t conflict with any qualification restrictions.

Special Shipping Settings

Beyond setting up shipping methods, regions, and registering for live rate integration, there are
additional settings and conditions you may want to be aware of.
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Note on Product Weights

The Winter ’09 shipping system doesn’t apply shipping methods to individual products.
Shipping methods are made available to orders based on their contents, the shipping origin
and destination, and the overall weight. Because of this, it's important to configure all product
weight settings (with the exception of digital downloads). For more information on product
setup, please see the “Products” section of this manual.

Free Shipping

Winter '09 provides an easy 3-step process for free shipping configuration:

Step 1 - Enable Free Shipping
e Inthe admin area, click Settings >> Shipping >> More Shipping Settings (at the bottom).
e Check Enable Free Shipping and click Save.

Yerify 5ettings Match Default

More Shipping Settings ()

[] Apply Tax to Shipping
Extra Shipping Cost (2)

Add Fized Amount |10 Add Percent |z

Enable Free Shipping (&)
Free Shipping CQualify Price

Weight Units | Kilograrms  |Add ExtraShipping Weight | q
Display Estimated Shipping on the Shopping Cart Insure all Packages

Shipping Rates Address Type | Allow Each Customer To Specify %

Use Delivery Confirmation | IndirectSignature

Step 2 — Set a Qualifying Price

You can specify a qualifying price for the application of free shipping based on the order total
(e.g. all orders totaling $100 or more receive free shipping):

e Inthe admin area, click Settings >> Shipping >> More Shipping Settings (at the bottom).

« Enter a value in the Free Shipping Qualify Price field. Note that when free shipping is
activated, this field is automatically set to 0.01.
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Verify Settings Match Default
More Shipping Settings (&)
[#] Apply Tax to Shipping
ExtraShipping Cost ()
Add Fixed Armount | 10

Enable Free Shipping (2)
Free Shipping Cualify Price | 100,00
Weight Units Add Extra Shipping Weight

Display Estirnated Shipping on the Shopping Cart Insure all Packages

Add Percent | 2

Shipping Rates Address Type | Allow Each Custorner To Specify # |

Use Delivery Confirmation | Indirect Signature %

Step 3 — Disable Non-Qualifying Iltems

Once you’ve enabled free shipping, all store items automatically qualify. To disable specific
products:

e Inthe admin area, click Inventory >> Products and click the product code of an item.
o Locate the Advanced Settings section and note the Free Shipping Item field.

rders Customers

Reports

Inventory Marketing Design  Setti

Imp Pur

Products | ALTAIR-101
G’\Search @Add XDelete

Backto List | View Live[] | Mextz>> Expand All | Collapse All
Image Management

Basic Product Info

Search Engine Optimization

Pricing Gptions

shipping Options

Product Descriptions

Advanced Options

WAT Percentage (9 I:I

Free Shipping ltem & i

Taxable Praduct

[Upload Loga] Manufacturer i
List Price Mame

Product Price Mame

Sale Price Mame

Setup Cost Marne (5

AddtoCartBtn Replacerent Text
Product Popularity i

Display Begin Date

Display End Date (6

Gift Wrap Cost i

When this field is set to its default (null) or to “Y,” the item is eligible for free shipping.

oLy
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o Set the field to “N” to disqualify the product for free shipping.

o

When free shipping is activated, it adds an additional option to the customer’s shipping metho
selection list based on a pre-configured setting. It does not replace faster shipping methods.
This means that customers can choose the default free shipping method, or pay for a faster
method.

All products in an order must qualify for free shipping for this option to appear in the shipping
method selection list. Also, note that you cannot split shipping methods among products within
a single order.

Winter ‘09 allows you to configure a set shipping price for specific products. For example, you
can offer $10 shipping for product A and $15 shipping for product B without using live rate
calculation. Note that an order can include both a fixed shipping rate and normal shipping rate
calculations. To configure:

e Inthe admin area, click Settings >> Shipping >> Edit All (under Choose Carrier).

o Click the shipping method ID 504, which is a preconfigured fixed shipping method, and
make sure it's marked as Active.
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Orders Reports Inventory Marketing Customers Design Settings

Commpaty  Shipping  Tax  Payment Currency  [PFirewall  Config Wariables Custom Fields  Maintenance

Shipping Methods | 504

SySearch Q g x DelEte << Previous | BacktolLlist | Mext=>> Expand All | Collapse All

. o O

iMustbe spelled EXACT)
Shipping Method Name & shinping & Handling Shipping Method Active

Apply this Shipping Method to =

Apply To All Countries And States i D

Apply To Entire Countries
Switch to Advanced Yiew
Click|
To
Edit
Apphy To States [ Provinces 69
Switch 10 Advanced Yiew
Click|
To
Edit

However, Do Not Apply To -
DO NOT @
Apply To Entire Countries

e Set a cost in each product for which you wish to offer fixed shipping by clicking
Inventory >> Products and clicking on the product code(s).

e Under the Basic Product Info section, set Product Weight to O.

« Under the Shipping Options section, enter your chosen value in Fixed Shipping Cost.
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Orders Reports Inventory Marketing Customers Design Settings

= Prod Import { Export Wendors  Pu eiving  Prod it

Products | ALTAIR-101

Sysearch | @ add || X Delete BacktoList | ViewLivell | Mexts» Expand All | Collapse Al

Image Management

Basic Product Info

Search Engine Optimization

Pricing Options

Shipping Options

)

Aailability & | Usually Ships in 1 to 2 Days w |(Use Custom Texty

Fized Shipping Cost (6 l:l Fixed Shipping Cost l:l

{Outside Local Region)

Warehouse I0¢s) &5
Switch to Advanced Wiew

Click

Edit

Ships By Itself @ [

Product Descriptions

‘

o Set a value in Fixed Shipping Cost (Outside Local Region) if you'd like to offer a
different price for customers located outside the defined local region.

e Click Update.

-Fixed shipping does not apply a flat shipping rate to a total order. Flat shipping
configuration is discussed later in this section.

-Fixed shipping costs are additive, in that other shipping configurations still apply to
fixed shipping products.

-There can only be one fixed shipping method configured in the Volusion shipping
method table at a time.

-If you apply specific countries or regions to this method, or establish additional costs for
it, the system will ignore these settings.

Products configured to use fixed shipping cannot also be configured for free shipping eligibility.
The Free Shipping Item field must be set to N within the product’s settings. When importing
new products via CSV or other file types, set this column to N for any product with a fixed
shipping cost.
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Example |

Product A is configured with a Fixed Shipping Cost of $5. Product B has no fixed shipping cost
configured. A customer orders one unit of product A and one unit of Product B. Product B is
eligible for FedEx Ground shipping with a cost of $15. The total shipping cost for the order will
be $20 ($5 for product A + $15 for product B).

Example lI

Product A is configured with a Fixed Shipping Cost of $5, but is also configured with a product
weight of one pound. Product B has no fixed shipping cost configured. A customer orders one
unit of product A and one unit of Product B. Both products are eligible for FedEx Ground
shipping with a cost of $15/item. The total cost for shipping for the order will then be $35 ($15
for product’'s A’s shipping method + $15 for product B’s shipping method + $5 for product A’s
fixed shipping rate).

Winter '09 allows you to offer downloadable products such as ebooks and instructional videos
with ease. Any product with a Product Weight of zero and no fixed shipping cost will
automatically be treated as a downloadable product.

When a customer purchases a downloadable product, the download process doesn’t occur
automatically. Once payment is collected and the order is marked as “shipped,” customers can
access the product by logging in to their customer accounts or through the Order has Shipped
email sent when the order has been processed. Also, note that if customers check out
anonymously (the customer didn’t register for a customer account during purchase, or if
registration isn’t permitted), then access to downloadable products are limited only to the Order
has Shipped email.

This option, like the download option, is pre-configured within all Volusion stores. It is most
often used for merchants with brick-and-mortar retail locations that sell the same inventory
from both locations. It's also sometimes utilized by merchants who use the software’s POS
features when selling the items in person.

If you're logged in to the admin area, this shipping method appears on all the checkout
functions for all items. It'll never display to a customer, however, unless you’'ve enabled the
method and the customer’s order qualifies based on your configuration settings.

Volusion merchants can modify existing shipping rates or build their own custom rates to
provide a flat cost of shipping to their customers. Note that this is type of shipping configuration
differs from fixed shipping methods in that flat shipping rates apply a blanket shipping cost to
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an entire order rather than to a single product. For example, a merchant may wish to offer a
flat shipping charge of $10 for all orders weighing 15 pounds or less for all US states. The
following demonstrates how to configure this arrangement:

e Inthe admin area, click Settings >> Shipping >> Edit All (under Choose Carrier).

e Click the ID number of any method you wish to set as the flat shipping rate, or click Add
to create one from scratch.

o Within the shipping method’s edit page:

Make sure ShippingMethodID has a unique number assigned.

Set the System menu to Backup.

Check ShippingMethodActive to activate the method.

Under Apply this Shipping Method to section, make sure the Apply to All Countries
and States option is unchecked and edit the Apply to Entire Countries list to include
only the United States.

Under the Advanced Options section, set (Backup_System) BaseRate to 10.

Set the field marked MaxOrderWeight to 15.

Click Update.
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Shipping Methods | 9999

Sysearch || D add || K Delete BacktoList | Mexts> Expand All | Collapse All

Details —
sy 6 [oxcrr s @
iMust be spelled EXACT)
Shipping Method Name Shipping Method Active

T —

Apply this Shipping Method to

|

Apply To Entire Countries Andorra {4
Switch to Advanced Wiew Argentina (8)

Click

Edit

Apply To States | Provinces W8 | oo s ga 5 NEW BRUNSWICK (59)
Switch to Advanced View Carada > PRINCE EDWARD ISLAND (65)
Click

Edit

However, Do Not Apply To +

Advanced Options

Min Order Price &3

[ ]

Max Order Price &8 l:l
[
15

iBackup_Systern) Base Rate &%
(Backup_Systern) Cost Per Pound

Min Qrder Weight &8

Mazx Order Weight &5
m (%) Save + Miew Record
- or Lancel S5+ view List

ExtraShipping Cost &%

Extra Shipping Cost Percent (i

I

Now, any order placed with a total weight of 15 pounds or less shipped to any location in the
United States will be eligible for a flat shipping rate of $10. Note that any other shipping
settings configured within the Volusion store, such as the Add Shipping Cost field under the
More Shipping Options area, will be added to this charge.

Shipping to the 48 Contiguous US States

If you'd like to modify the above example to exclude Alaska and Hawaii, return to the method’s
edit page and locate the However, Do Not Apply To section. Here, add Alaska and Hawaii to
the Do Not Apply To States/Provinces list and click Update.

Configuring Tiered Shipping Rates

Many merchants use tiered shipping rate configurations to encourage customers to purchase
extra items by offering shipping discounts on larger order quantities. For example, a merchant
wants to offer three types of ground shipping to customers based on total order cost: $5 +
$2/pound for all orders under $25; $5 + $1/pound on orders between $25 and $100; and a flat
$5 charge on orders over $100. To configure this example:

e Inthe admin area, click Shipping >> Settings >> Edit All (under Choose Carrier).
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e Click the method ID number of a rate similar to the intended offering, such as a generic
ground rate already set to the desired regions.

Click Add. This will populate the method’s settings into the new unsaved method record.
Set ShippingMethodID to a unique number.

Make sure the method is marked as Active.

Set System to Backup.

Review the region settings and edit as needed.

Under the Advanced Options section, set BaseRate to 5.

Set CostPerPound to 2.

Set MaxOrderPrice to 25.

Click Update.

Click Add.

Enter a unique ID for the 2nd tier.
Change CostPerPound to 1.

Change MaxOrderPrice to 100.

Change MinOrderPrice option to 25.01.
Click Update to save the 2nd tier record.
Click Add.

Enter a unique ID for the 3rd tier.

Clear CostPerPound and MaxOrderPrice.
Change MinOrderPrice to 100.01.

Click Update.

Note that this is just one of many ways you can configure tiered shipping in Winter ’09.

Many merchants wish to assign one specific shipping method to a single product or a small
number of products. This might be due to specific freight shipping cost requirements for the
product, or other custom shipping requirements.

Volusion does not support assigning specific shipping methods to individual products because
this could potentially require creation of a vast number of shipping methods, causing confusion
for merchants (in configuration) and their customers (in method selection). The following
guidelines, however, provide instructions on how best to limit a shipping method to a specific
product:

« Following the steps in the previous examples, configure a custom shipping method with
System set to Backup.

e Inthe Advanced Options section, configure the MinOrderWeight and MaxOrderWeight
to the same extreme value (e.g. 99999).

« Configure either a BaseRate or BaseRate Percent. Refrain from using
BaseRate PerPound.

e Click Update.
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« Navigate to Inventory >> Products >> and click the product code to which you wish to

apply the method.
« Set the weight of the product to the same weight value set in the shipping method and

click Update.

The chosen product will now qualify for the custom shipping method. Use care with the chosen
weight value, however, because any order with a total weight equal to the method weight
specification will also apply for that method.
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Order Processing Guide

This portion of the manual covers order processing in depth.

The Orders Table

Once you’ve received orders, you can view them in the admin area by clicking Orders >>
Overview. By default, this table displays all unprocessed or partially-processed orders. Each
order in the table has a unique ID number.

Orders Reports Inventory Marketing Customers Design Settings

ew  Phone Orders  Recurring Billing  Returns [ RMAs  Pointof Sale  Abandoned § Live Carts

Review & Process Orders

_—,] Batch Order Processing Choose Batch | 1004 ¢0.00 of 14,382.18 received in 5 orders) % | | Choose Action % | E

C»%%Searl:h % Quick Search L)J Filter Orders

Ouick Edit  Wiew RE et v Results 1 - 21 of 21 Page [ 011

Billin Billin Billin g3y
Batch Batch Order Order Payment Payment Payment Paytment Comg an Firstg Last 9 Ermail o on
¥ Murnber  [[] A D ¥ Date ¥ Amount ¥ Authorized ¥ Received ¥ Method 7 PaNY v v v oy Back
Pame MNarme Marne Ol
[ 103s 5022099 14504 g0.00 $0.00 il test name  testl@example.com 2 o
O 1035 322008 go5ng $0.00 $26.00 Chesiby test name  testl@example.com 3 1
O 1oss  ZIEHE008 gy qp $0.00 $0.00 Tl test name  testl@example.com 0 0
O 1osz  ZEHE00S grpgg $0.00 $0.00 el test name  testl@example.com 0 0
Purchase
O 1030 1/%200°  g14870  go00 $0.00 Order john  Doe  test4@example.com 4 o
. Mumber
1nn4 1_inza ] [9_,1_230} 419433 fnnn &n.on Money Inhn, Doe tectddexamn e com_19 n

Searching and Filtering Orders

You can find specific orders or order types with the Filter Orders and Quick Search functions.
When you click either of these buttons, a pop-up dialog displays a series of text fields or
dropdown menus you can use to specify desired search criteria.

Review & Process Orders

,_—|] Batch Order Processing Choose Batch E

':"!%Searl:h % Quick Search L)_, Filter Orders
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The Order Details Page

When you click an order’s ID number, its full information displays on an individual page.

Change Status

Use the options available in this portion of the page to change an order’s overall status:

e Click Lock Order to prevent the customer from editing it through their store account.

OrderID #1039

=y Search Back to List

Orders Reports Inventory Marketing Customers D

Overviews  Phone Orders  RBecurring Billing  Returns f EMAs  Point of Sale Abandoned [ Liwvi

| Mext>>

W

anE Order Complete Order Status | Mew

Order Total

$149.94

Customer ID#: 1 placed 6 orders tataling $265%. 581,

This order was placed wia OMLIMNE via IP Address 69.36.65 82 [,

EBilling Edit | Map 1t Shipping Edit | Map 1t

test hame test hame
123 fake lane 123 fake lane

e Use the Status menu to set an order’s status type.

Orders Reports Inventory Marketing Customers Design Settings

4 Phone Orders  Recurring Billing  Returns f RMAs  Pointof Sale  Abandoned [ Live Carts
OrderlD #1039
L SELED Backto List | Hext>>
Lock Order Complete Order Status [ New [ Placed 2 days ago
Order Total [T Print
New
$ ‘I 49 94 Pending Invoice Packing Slip
- Processing
Customer ID#: 1 placed 6 orders totaling $269.51 Payment Declined Shipping Labels

Awaiting Payment FedEx DHL USPS Address
This order was placed via OMLINE via IP Address 6§3.36.65.82 - ____________

Ready to Ship

- - Pending Shipment il stk ] m.i
Billing Edit | Map 1t shipping Edit | Map oo Email | select

Fartially Shipped

Quickjump:E

Expand All | Collapse All

Shipped
testname restname s Order Notes Private Notes Account
123 fake lane 123 fake lane

Partially Backordered

fake land, AZ 99955 fake land, AZ 99555 Backordered
United States United States See Line Iterms
BBEEB85888 BHEE868888 Gee Order Notes
testl@example.com (Residential Address) .
Partially Returned
Returned b
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e Click Complete Order to mark the order as “shipped.”

Orders Reports Inventory Marketing Customers De

Cyerviews  Phone Orders  Eecurring Billing Eeturns [ EMAs  Point of Sale Abandoned [ Live
OrderlID #1039
“—ﬁ\‘ Search

Back to List | Mext>>

Lock Order Cumgfte Order Status | Mew W

Order Total

$149.94

Customer ID#: 1 placed 6 orders totaling $269.81.

This arder was placed via OMLIME via IP Address 69_36.65 82 [,

Billing Edit | Map It Shipping Edit | Map It

test hamme test hamme

123 fake lane 123 fake lane
Customer

This section contains information pertaining to the customer that placed the order. Here, you
can review all customer account details.

Customer ID#: 1 placed 6 orders totaling $265%.581.
This order was placed via OMLIME via [P Address ©§9.36.65. 82 [,

Billing Edit | Map It Shipping Edit | Map It
test name test name

123 fake lane 123 fake lane

fake land, AZ 955955 fake land, AZ 95959595
United tates United States
tatatatatatatatatate HEEEEEEEEE

test] @example. com (Fesidential Address)
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Print and Shipping Labels

Here, you can click any of the available links to display and print packing slips or invoices for
an order, as well as generate and print shipping labels for orders shipped via FedEx, DHL or
USPS. Note that you'll need to integrate your Volusion store with those carriers to obtain
access to their related shipping label functions. The shipping labels do not include postage.

Invoice Packing Slip

-
e
=8
m
E
=

HL U5P5 Address

Send Email

This function sends specific emails related to an order to the customer’s email address. Here,
you can send shipping status notifications, invoices, product keys and gift certificates.

Select I E

Shipped
Order| o, vially shipped

Invaoice (to Custamer)
Invaice (to Merchant)
Product Keys

Cift Certificates

3 Account
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Order Notes/Private Notes/Account

These fields are provided for various types of order memos. Private notes can only be viewed
on the order details page, whereas order notes also display on invoices and on packing slips
under the Order Comments section (this field is part of the checkout page available to the
customer). The account notes populate directly from the Notes field of the customer’s account
profile (under the Basic Customer Info section).

Order Motes Private Motes Account

Payments & Credits

Arguably the most important portion of the order details page, this section allows you to
capture, refund or even void payments, as well as view the history of all payment actions
related to an order. You can also use this section to issue store credit, modify payment types
and more.

Payments & Credits Payment Log

Current Method {Cash)

There are currenthy no payrments applied to this order
Choose Payment

| Select A |

Tracking/Shipping

In this section, you can apply tracking information from shipping carriers. Additionally, you can
edit the current shipping method on the order.

Current Selected Method: FedEx Ground Edit

Tracking # | | Date |8/17/2009 | (ex: 10-08-2008)
Shipping Method | FEDEX - FedEx Ground v | cost | \
B o
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Details

This section contains a list of all products included in the order, as well as basic details such as
product prices, weights and options. You can also use this section to manually apply discounts
to orders and manage backorder status.

Details -
Items Edit | Add This order's Stock Priorit\.r (Al un-shipped orders will reallocate "COn Hold" inventory on Save)

Wiew Product Code Marne fOptions Taxable Backordered Lbs. Price Oty Total
HW-RoofingScrew 100 Roofing Screw 100-Pack N M 3 $6.79 3 $26.37
HW-RoofingScrew100-0001  Roofing Screw 100-Pack - 17 N M 1 $6.79 1 $8.79
HWw-RoofingScrew100-0002 Roofing Screw 100-Pack - 1-1/27 ' M 1 $8.79 1 $8.79

] Remowve iterns with Oty setto 0.

Discounts Add

There are currently no discounts applied to this order.

Iterns Subtotal: $43.95

+ [Tax [{ooo e $0.00
* {5 Ibsy Shipping & Handling:

Grand Total: $61.68

Total Authorized: $0.00

Total Recejved: {0.00

Total Due: $61.68

Marketing

In this section, you can assign a sales representative to the order, view any custom field
questions, and obtain information such as the customer’s method of referral to your store.

Morkewng -
Sales Rep Custom Fields

Referral History Please enter a custom monogram for your shirt
Referrer Info | |
Max limit of 15 characters
eventum.ads.volusion.com Mo Affiliate - 1 /572009

Who Referred You to Our 5ite?

Were you satisfied with your shopping experience?

Wery Satisfied W

Custom Field 4:

Custom Field 5:

224 days ago via 99.52.130.45[7

For information on the custom fields that appear here, please refer to this section of the
manual.
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Drop Ship

This section allows you to manually drop-ship an order (shipping an order from a location
besides that of your business, such as a warehouse).

Craop Ship items now. Go |:| Apply to all itermns regardless of status.

Customer Management

This section allows you to view the order detail page and the completed order page as they
appear to the customer. It also provides the ability to place a similar order, as well as a direct
URL to provide to the customer for updating payment method details.

Customer Management -

Place a similar aorder and drop it into the cart. Go Coto order detail page {in custormer view) View

Coto order complete page {in custorner view) View

Send this link to the customer to update payment methads. |http:Ir_Mccoumﬁettings.asp?modwhat=change_c&c

Processing an Order

The order details page contains all the tools you need to fully process an order. Each time an
order is generated, you'll receive an email notification at the address you specified during store
setup. To review it:

e Inthe admin area, click Settings >> Company.

¢ Under the Email field, click More.

o Specify the address you’d like to use for order notifications in Send Order Notifications
To.

e If you wish to send to an additional address, use CC Orders To.

Each day you receive orders, we recommend processing them in the following way:
Step 1 — Lock the Order

The first step to processing a new order is the simplest. In the admin area, click Orders >>
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Overview, click the order’s ID number, and then Lock Order.

Orders Reports Inventory Marketing

Overview  Phone Orders  Recurring Billing  Returns { EMAs  Point of 5

% Search Badl

m Order Loﬁked ﬁ Complete Order Status | Mey
$149.94

Customer ID#: 1 placed 6 orders totaling $269.87.

By default, registered customers can log in to their account pages and modify aspects of new
orders such as payment method, billing information, and shipping address. In the locked state,
only a store administrator can modify an order. This prevents the customer from modifying the
order while you’re preparing it for fulfillment. You can click the button again at any time to
unlock.

Step 2 — Collect Payment

As an online store owner, collecting payment is the most important part of your business. In
this section, we’ll detail what you need to know to make sure you’ve been paid properly.

Payments & Credits

Under the Payments section of the order details page, the Payments & Credits area displays
the payment method details entered by the customer, with options to change the method
and/or execute payment commands. Depending on the payment method and the specific
gateway service you use for credit/debit card payments, as well as your store’s gateway
settings, the options available to you here will vary.

The Payment Log portion of this section displays all payment commands you’ve processed on

the order, as well as additional command options available to execute on credit/debit card
payments, depending on the integration level of your gateway.
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Payment Log

Payrment Paytment . .
Payrment Date T P n— Paid Via
G1202009 42500 MasterCard
- DECLIMED $1.00 1734
Si1202009 4:24:00 MasterCard
P AUTHORIZE  $1.00 1734

Each entry will be stamped with the date and time of execution. Credit/debit card payments will
also display transaction details such as basic card data, transaction ID and authorization code.
Additionally, you’ll find AVS and CVV2 response codes here, which are crucial fraud
prevention tools. Contact your gateway service to obtain a list of code explanations.

The Payments section uses the following command terminology:
Authorize

This command refers only to credit/debit card payments. It can be performed automatically, or
manually from the Payments & Credits portion of the Payments section (for properly-integrated
gateways only). It describes confirmation by the card issuer that the transaction amount won'’t
exceed the account’s spending limit, and that the card hasn’t been reported lost or stolen by
the cardholder. Funds will be set aside in the cardholder’s account for a period of time
determined by the issuer, pending capture or void by the merchant.

Capture

This command applies only to credit/debit card payments. It can be performed automatically,
or from the Payment Log portion of the Payments section (for properly-integrated gateways
only). It describes the initiation of funds transfer from the cardholder’s account to the
merchant’s account, and can only be executed on a transaction that has gone through the
“authorize” step. Note that although you can capture a smaller amount than you’ve authorized,
you cannot capture a larger amount than you've authorized, or capture multiple times on a
single authorization, even if you didn’t capture the full authorized amount on the first attempt.

Debit

This command can be performed automatically for credit/debit card and electronic check
payments, or manually from the Payments & Credits portion of the Payments section for all
payment methods. For credit/debit card payments, it describes authorizing and capturing of
funds simultaneously. Note that use of this term by the Volusion system does not pertain to
card type, as the system treats “debit cards” and “credit cards” identically. The term is also
used by the system to describe completion of all other payment methods, such as PayPal &
Google Checkout, check by mail, electronic check, cash, COD, money order, wire transfer, and
purchase order.
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Declined

In most cases, this term applies to the denial by the card issuer of authorization (as such, it
can apply to both “authorize” and “debit” commands). The Volusion system also uses this term
to describe failed “credit” and “void” commands, as well as failed electronic check funds
capture.

Credit

This command applies to credit/debit card payments and electronic check payments, and can
only be performed manually from the Payment Log portion of the Payments section (for
properly-integrated gateways only). For credit/debit card payments, it describes the initiation of
funds transfer from the merchant’s account to the cardholder’s account (reversal of
capture/debit). Note that most gateways don’t permit crediting of a card that hasn’t been
charged, or crediting of an amount that exceeds the capture/debit total. Contact your gateway
service to confirm. You can use this option to refund a partial transaction amount if necessary,
but you cannot perform multiple credits on a single transaction. Also, note that updates to the
log automatically populate the card data currently listed in the Payments & Credits portion of
the screen, which means that if a new card has been entered there after capture, it is possible
to appear as though you’ve credited this card instead of the one you originally charged. This
most likely is not the case; contact your gateway service to confirm.

Void

This command applies to credit/debit card payments and electronic checks, and can only be
performed manually from the Payment Log portion of the Payments section (for properly-
integrated gateways only). For credit/debit card payments, it describes the deletion of an
authorization or capture (as such, it can also apply to “debits”). This step can always be
performed on authorized payments that haven’t been captured, which results in the merchant’s
forfeit of the capture option. This step is also available on captures/debits for 24 hours by
default. Note, however, that you can only void capture/debit prior to gateway submission of the
transaction to the processor for settlement. This “batch submission” usually occurs daily
around midnight for all funds captured the previous day. This means you may not be able to
void a payment the day after capture/debit, even though the Volusion system displays the
option. Contact your gateway service to confirm batch submission timelines.

See our website for a list of command options available for each gateway integration.
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Payment Collection

In most cases, you'll process credit card transactions from the Payments section of the order
details page (we’ll discuss other payment methods later in this portion of the manual). The
steps you take will depend on your gateway configuration in Settings >> Payment under Credit
Card Storage Policies. Note that the following steps apply only to gateway integrations that
offer “authorize” and “capture” functions.

Authorize at Sale, Capture at Shipping

This is the default setting for every store, which automatically attempts to authorize payments
during checkout without capturing funds. This setting allows you to review the order before
receiving payment to protect against fraud. When this setting is enabled, all orders using a
credit/debit card will already display “declined” or “authorize” in the payment log.

« If a payment has been successfully authorized, you’ll see an Apply button in the
payment log next to the dropdown menu displaying Capture by default.

paymens |

Payments & Credits

Credit Card: MasterCard
Tarn Mix

setetetetitninieteie | 25 2

Exp: 012011 CW2:

T [N -

Choose Payment

Select A

o Compare the amount in this section with the amount listed in the Total Due near the
bottom.

o If the amounts are the same and you wish to complete the order, click Apply.

o If the amounts are different, you can manually adjust the total before clicking Apply
using the nearby text field. If the command was successful, it will automatically appear
as an entry in the payment log. Proceed to step 3.

e If unsuccessful, you'll receive an error code and the payment log will display a declined
entry. See the “note on declined payments” below.

« Alternately, you can change the dropdown command to Void if you don’t wish to
complete the transaction and click Apply.

« If the void was successful, it'll appear automatically as an entry in the payment log.

e If unsuccessful, you'll receive an error code and the payment log will display a declined
entry.
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Authorize & Capture at Sale

This setting automatically attempts to authorize and capture payments during checkout. While
it offers the most streamlined payment processing functionality, it doesn’t allow you an
opportunity to review orders before collecting funds, which can expose you to costly
chargebacks in the event of fraudulent card use. When this setting is enabled, all orders using
a credit/debit card will already display “declined” or “debit” in the payment log. In the latter
case, no further action is required to receive payment; proceed to step 3. In the case of a
declined debit, see the “note on declined payments” below.

I’ll Do Everything at Shipping

This setting doesn’t attempt to automatically authorize or capture payments during checkout.
It's most useful during gateway service malfunction or maintenance (which will cause all
automatic authorization commands to fail) and you wish to continue receiving orders. It offers
most of the safety provided by “Authorize at Sale, Capture at Shipping,” with one key
exception: it doesn’t permit storage of the CVV2 code for future payment processing (the
CVV2 code is one of the most powerful fraud prevention tools available to you). If you prefer,
you can contact the cardholder to obtain the CVV2 code for manual entry during processing.

When this setting is enabled, all orders using credit/debit cards will display card details in the
Payments & Credits portion of the order details page. Here, you'll see a dropdown menu
displaying the “debit” command by default. Make certain the nearby text field displays the
same amount as the Total Due near the bottom. If different, you can manually adjust the total
in the text field before completing the transaction.

Use the Receive button to authorize & capture the payment, or change the dropdown menu to
“authorize” and use Receive to perform authorization only. If successful, a command entry will
automatically display in the payment log. A successful debit will allow you to proceed to step 3.
A successful authorization will still require manual capture from the payment log. If a debit or
authorization fails, you'll receive an error message and a declined entry will appear in the
payment log.

Note on Declined Payments

When card authorization fails, the Payments & Credits portion of the order details page allows
you to re-attempt payment commands following internal or external payment method updates.
To update the payment method internally, select Credit Card from the Choose Payment
dropdown menu and fill out all fields. You can re-enter or change the payment card when
speaking to the customer by phone. Alternately, the customer can use their account page to
edit their current card entry, re-enter it (if data has been deleted), or add a new one (be sure
the order is unlocked). Once new card data is available, follow the procedure outlined in the “I'll
Do Everything at Shipping” section above.
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Other Payment Types

Besides credit/debit cards, you can offer a number of other payment method selections to your
customers from Settings >> Payment:

Electronic Check

This method provides fields in which your customers enter the bank name, routing number,
account number, and check number. These details are processed through a separate gateway
service specified at Settings >> Payment >> Electronic Checks Gateway Name. As with a
credit/debit card gateway service, you must sign up for this service separately. If using the
Authorize and Capture at Sale gateway setting, funds transfer will attempt automatically. If
successful, you'll see a “debit” entry in the payment log. If unsuccessful, you'll see a “declined”
entry. If using the I'll Do Everything at Shipping gateway setting, click Receive in the Payments
& Credits portion of the Payments section to attempt funds transfer. Note that if you accept
electronic check payments, you cannot use the Authorize at Sale, Capture at Shipping
gateway setting.

Check by Malil

When a customer chooses this payment method, the order confirmation screen displays article
56 in the Design >> Site Content table, which you can customize to include your address
and/or any additional instructions you wish to include. You can click Receive in the Payments
& Credits portion of the Payments section once the check arrives, or once it clears after
deposit. When you ship the order is up to you.

Cash

When a customer chooses this payment method, the order confirmation screen displays article
77 in the Design >> Site Content table, which you can customize to include your address
and/or any additional instructions you wish to include. Once you receive the cash, click
Receive in the Payments & Credits portion of the Payments section.

Money Order

When a customer chooses this payment method, the order confirmation screen displays article
76 in the Design >> Site Content table, which you can customize to include your address
and/or any additional instructions. Once you receive or redeem the money order, click Receive
in the Payments & Credits portion of the Payments section.

Wire Transfer

When a customer chooses this payment method, the order confirmation screen displays article
55 in the Design >> Site Content table, which you can customize to include your bank details
and account information, as well as any additional instructions you wish to include. Once
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you’ve verified receipt of the transfer with your bank, click Receive in the Payments & Credits
portion of the Payments section.

COoDb

This method requires the customer to submit payment upon receipt of the order. All such
payment arrangements must be made between you and the customer independently. When
you’ve verified receipt of payment, click Receive in the Payments & Credits portion of the
Payments section.

Purchase Order

This method allows customers to use a purchase order number you’ve previously supplied
them. The order confirmation screen displays article 54 in the Design >> Site Content table,
which you can customize to include your mailing address, fax number, and/or any additional
instructions you wish to include. At your own discretion, click Receive in the Payments &
Credits portion of the Payments section.

Note on Other Payment Types

The debit/receive functionality for check by mail, cash, COD, money order, wire transfer, and
purchase order methods exists for record-keeping purposes only and does not guarantee
payment receipt functionality of any kind.

Note on PayPal & Google Checkout

Generation of Paypal and Google Checkout orders does not guarantee payment through those
methods. When a customer chooses either one, they will be directed to the respective third
party website to complete the order. Since Volusion will be unable to determine whether the
customer completed the order after exiting the Volusion server, you must verify that payment
was received within the third party application before clicking Receive in the Payments &
Credits portion of the Payments section and shipping the merchandise.

Step 3 — Printing Labels & Invoices
Once you’ve verified that payment has been collected on the order, the next step is to prepare
it for shipping. The Print section of the order details page allows you to view and print invoices,

packing slips and mailing labels for outgoing orders.

Invoice vs. Packing Slip

Click on Invoice or Packing Slip to view either of these documents within your web browser.
You'll also be prompted with the option to print the document through your web browser’s built-
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in print functionality. Note that the order invoice contains full order information including billing
address, mailing address, order number, a list of products ordered, associated product options
and the total cost of the order.

Fake Beauty Store INVOICE
V Date: Orders#:
5/15/2009 1039
Order Comments:
test et here for Order Motes
Additional Information:
Please enter a aistorn monogrann for your shirt Susan
Bill To: (CustornarID#1) Ship To:
test nanne test nanne
123 fdse lane 123 fdse lane
falce land, AZ 99339 fale land, AZ 99339
United States United States
58858583588 58858583588
testd @exarnple.com
Payment Method: Shipping Method:
Check by Mail Free Shipping {7 Day Ground)
Code Descrption Qty Price  Total
Babyliss BaByliss PRO TT Tourmaline 500 1 12" Ceramic Plates FlatIron 1 $69.99 469,09
180017
BaBvylss_Pro_Dryer BaByliss PRO Nano Titanium Dryer 1 §79.95  $79.95

Subtotal: $149.94

Tax: .00

Shipping & Handling: 40,00
Grand Total: $149.94

A packing slip, while similar in appearance, contains more streamlined information: customer

billing and shipping information, order ID numbers, and a list of products contained in the
order.
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P, 5/15/2009 1039
o
Order Comments:

gi “d 4 Fake Beauty Store PACKING SLIP

test et here for Order Motes

Additional Information:

Please enter a austorn nonogram for your shirt Susan

Bill To: (CustornerID#1) Ship To:
’f;; ?;m"i test name
e lane
fake land, AZ 99999 123 fake lane
United States fake land, A7 99999
S SEE United States
i 8388583888
Payment Method: Shipping Method:
Check by Mail Free Shipping {7 Day Ground)
Code Description Qty Price  Total
Brabryliss BaByliss PRO TT Tourmaline 500 1 12" Ceramic Plates FlatIron 1 TR Tl
150017
Babyles_Pro_Cirver BaByliss PRO Mano Titanium Dryer 1 T8 T

Mailing Labels

Once you’ve printed an order’s invoice or packing slip, your next task is to generate any
mailing labels required for shipment. Volusion provides mailing label integration for FedEx, US
Postal Service and DHL. Click on any of the related links to visit the mailing label generation
page for that carrier.

Here, you can select the shipping method chosen by the customer, configure any additional
information that may be required for the order (e.g. entering customs information for
international orders), obtain a tracking number for the shipment, and view/print the label.

Note that Volusion provides support for shipping label printing using standard computer
printers (inkjet, laser jet, etc.) as well as thermal-based label printers commonly used by
shipping services.

Additionally, Volusion provides an option to generate and print a generic address label for

orders shipped by carriers that lack supported label generation integrations. Click Address to
access this option.
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In order to access label printing features for FedEx, USPS, or DHL, you must register your
Volusion store for live rates with the respective service you wish to use. See the “Shipping”
portion of this manual for more details.

Furthermore, the label generation features supported here only allow for the creation and
printing of mailing labels. Currently, the purchase of postage or payment of shipping costs to
supported carriers is not supported in Volusion except with US Postal Service and the Endicia
integration (available for Volusion Gold stores and above). See the “API Integration” section of
this manual for further details.

Volusion automatically sends email notification to customers that their order has been shipped
when you click the Complete Order button on the order details page. Once this step is
complete, the order’s status is automatically updated to “shipped” and will no longer be visible
in the Open Orders table of the Orders >> Overview. If you need to review a complete order,
you can locate it through the table’s search functions, or change the View menu to display the
Shipped Orders table.

The Email section of the order details page allows you to send a number of order-related
emails. From the Send Email dropdown menu, you can send customer notification emails of
shipment or partial shipment, or send an electronic copy of the order’s invoice to the customer
or to yourself. Furthermore, if the order contains an electronic gift certificate or a downloadable
product, you can manually send the email containing the related link.

Note that, as with the order’s shipping notification, the gift certificate and downloadable product
emails are sent automatically after clicking Complete Order, but you can re-send them using
this tool if the original message gets lost or blocked by the customer’s mail server. To send any
email, select the type from the dropdown menu and click Send.

Bulk Order Processing

Stores that process a high volume of orders may find the previous list of order processing
steps too laborious and time-consuming. Fortunately, Volusion provides the ability to process
your orders in bulk.

In the admin area, click Orders >> Overview. This display defaults to the Open Orders table.
Near the top, you’ll see a section labeled Batch Order Processing. You can use the options
available here to quickly collect payment and print invoices or packing slips for a group of
orders.
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Creating a Batch

When processing groups of orders, you must first assign a number of orders to a group or
“patch.”

o Click the checkbox to the left of any order ID within the Open Orders table to select it for
inclusion.

Orders Reports Inventory Marketing Customers Design Settings

Phone Crders  Recurring Billing  Returns { RMAs  Pointof Sale  Abandoned | Liv

Review & Process Orders

,_—ﬂ Eatch Order Processing Choose Batch | 1004 (0.00 of 14,382.16 received in 5 orders) | ‘ Choose Action W | E

k-«gsr:arl:h 7" Quick Search L)J Filter Orders

Quick Edit  Wiew el Relt I ~ Results 1 - 21 of 21 Page - of 1

Billin Billing  Billin By
Eatch Batch Order Order Paytrent Payrnent Payrment Payrnent Comgan Firstg Lastg Ernail o Qn
¥ Nurmber D A D ¥ Date ¥ Armount ¥ Authorized ¥ Received ¥ Method 7 Py L4 v v ¥ Back
Mare Marne Marne
arder

1039 SU2M200% gra004  g0.00 $0.00 sy test name  testl@example.com 2 o

1035 ENANDS genn goo0 sae0n  geekbY test name  testl@example.com 3 1

sz 1033 ZIEME0YS gnog $0.00 $0.00 Y test name  testl@example.com 0 0

O 1032 ZZHZ00® groes $0.00 $0.00 SISl test name  testl@example.com 0 0

Purchase
O 1o0s0  MENE g1as00 gooo $0.00 Order John Doe testa@example com 4 0
- Mumber

1004 O 1029  M3ENS  g10433  go00 $0.00 Maney John Doe testa@example com 19 D
1004 O 1028  J{UENY gganass s0.00 $0.00 Ay Palzk  Shah  test?@example.com 5 O
1004 O 102z MWUZN®  gserozz 000 $0.00 SRR John  Doe  testd@example.com 4 O
1004 O 1026 [{S20°  s7ress s0m0 50.00 Ay Pallk  Shah  testz@examplecom 4 O
1004 O aozs R s33s1 som0 $0.00 Ay Jane  Doe  test3@example.com § O

O 10za MHUZN®  se1ee  go00 $0.00 cash Palsk  Shah  rtestz@example.com 5 0
1003 O 10za MU gssss0  gooo $0.00 sy John  Doe  lestd@examplecom 3 O

O 102z USRS gassi0  go.o0 $0.00 cash Jane Doe testdi@example com 7 0
1nna M ansa 1f942008 45002 ¢nnn cnonn Check by Dalal Sl rocrTdha v o rome A n

« Click the Save at the bottom of the page to assign all selections to a batch. In the left-
most table column, you should see a batch number next to each selected order. Also, in
the first dropdown menu in the Batch Order Processing section labeled Choose Batch,
you’ll see the batch number, the number of included orders, and their price total.
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Orders Reports Inventory Marketing Customers Design Settings

Phone Orders  Recurring Billing  Returns § RMAs  Point of Sale Abandoned [ Live Carts

Review & Process Orders

_-J Eatch Order Processing Choose Batch | 1005 (26.00 of 175.94 received in 3 orders) N | Choose Action W | E

', Search %" Quick Search ‘), Filter Orders

Suick Edit  Wiew Nsl el hd Results 1 - 21 of 21 Page - of 1
Batch Batch Order Order Payrment Payrment Payment Payment i‘”mg E!”I:g i”“:g Ernail
¥ Murnber [] A ID ¥ Date ¥ Amount ¥ Authorized ¥ Received ¥ Method ¥ ol Pan¥ o PP v vy -mal v
Mame Mame Mame

1005 O 1039 GU2E00% gia504  go.00 $0.00 e by test name  testl@example.com 2
1005 O 1035  BU2000% 5eng $0.00 $26.00 et By test name  testl@example.com 3
1005 O 1033 ZIEMEN0S 4ppp $0.00 $0.00 e by test name  testl@example.com 0
O 1032z ZIEMED0S goas $0.00 $0.00 et By test name  testl@example.com 0

17972009 Purchase
0 1030 ]{'SIQAM $148.10 $0.00 $0.00 Order John Doe testd@example.com 4

. Murnher

Processing a Batch

Use the Choose Action menu in the Batch Order Processing section to select the action you
wish to perform (collect payment, print packing slip, or print invoices), and press Go.

If you’ve created multiple order batches, you'll first need to select the correct batch from the
Choose Batch dropdown menu.

Notes on Bulk Payment Collection

When using the bulk payment collection option, your Volusion store will attempt to collect
payment for all orders within your chosen batch. Once the Open Orders table reloads, the
batch option listed in the Choose Batch menu updates to show the total amount of funds
collected for the total amount of orders included. Review these totals to ensure that all funds
have been collected for your batch’s orders. If funds for some orders weren'’t collected, we
recommend examining the orders individually for declined credit card transactions.

Note that it is still a best practice to examine each order individually before collecting payment.
Batch processing without examining your orders greatly increases your risk of facilitating credit
card fraud.

Also, note that batches created by the Volusion system are not necessarily equivalent to
batches submitted by your gateway service to your processor for settlement. While all
transactions in a Volusion batch will normally appear in a processor’s batch, the processor’s
batch may contain additional transactions processed prior to or after payment collection of the
Volusion batch.

Last Updated: October 2009 243


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_195.gif

Winter '09 Volusion Manual

Note on Bulk Invoice/Packing Slip Printing
Once you’ve selected either the bulk invoice or packing slip print option, the invoices or

packing slips will appear in your web browser. You can then print them using your browser’s
built-in print functionality.

Processing Returns

Like all successful business owners, you'll occasionally have to deal with some unsatisfied
customers who wish to return products they’ve ordered from your online store. Fortunately,
Volusion provides a way for you to generate RMAs (Returned Merchandise Authorizations)
and return products to your inventory.

Creating an RMA

If a customer contacts you by email requesting a refund or an exchange:
e Inthe admin area, click Orders >> Overview >> Search.
e Search by order ID number, customer name, or email address to locate the order.
e Click the order number.
e In the Items portion of the Details section, click Edit.

Items E{’f’)l Add This ardet's Stack Priarity| 3 - Maormal % | (Al un-shipped orders will reallacate "On Hold” inventory on Save)
Wiew Product Code MarmejOptions Taxable Backordered Lbs Price Oty Total
View Angle_Brush Perfect Angle Liner Brush by Paula Dorf A ) 05 $24.00 1 12400

|:| Remmowe iterms with Oty setto 0
Discounts Add

There are currenthy no discounts applied to this arder.

Iterns Subtotal: $24.00

+ | Tax (8.3%) (&30 8 $1.99
*{0.5 Ibs) Shipping & Handling: o.00
Grand Total: $25.99

Toral Authorized: $0.00

Tatal Received: $25.99

Total Due- $0.00

In edit mode, the settings for each product are divided into two rows.
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« Find the text box located at the far right of the second row within each product labeled
Qty to Return.

Details =
Items List | Add This arder's StockPrior\t\,r Al un-shipped orders will reallocate "On Hold" inventory on Save)
X . Drop Back Imventary  Packing
i

Wiew  Stock Product Code Product Narme Lbs. FxtShip Price Qty Total ES Ship  Order Pend. > 3 SlipQty

. . Free FxtShip AfilCom Oty to

1D Cift Wrap Dptiohs Ship OutReg Value Taxable WRHS  Motes ST
Wiew 10 (Histy Angle_Brush Perfect Angle Liner | | |24_UU | | 1 | $24.00 ] 1} [1=3 l:l EI

82  goo | ‘

o - i

[] Remowve iterns with Qny setto 0.

Discounts dd

There are currenthy no discounts applied to this order.

Itermns Subtotal: $24.00

+ [Tax @3 |{s30  |%: $1.99

« Enter the quantity returned and click Save at the bottom.

This creates the initial RMA. You can view the basic information within the RMA section of the
order details page (only visible if an RMA has been generated for the order, near the bottom of
the page).

RMA —
EMAS (date . EmMAl  Order Exchange far QtyReceived QryReceived
requested) Drezglling |n] DetaillD IFEEMEIRER | @y | (REmE T OrderlD Loseiriue Sellable Darmaged
2(8{17/2009)  9[16/2009 2 82 Angle_Brush 1 | v| | | | | o ]

Processing an RMA

The RMA displays the date it was created, its number (for your reference as well as your
customers’), and the product code of the product to be returned. You can select the return type
from the Refund Type menu (a refund, exchange, or issuing of store credit). You can also

enter the code of any product selected for exchange, the resalable or unsellable portion of the
returned order, or any monetary loss due to a product defect.

Note on RMA Settings

The settings in the RMA section of the order details page exist for your recordkeeping
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convenience. Choosing to issue store credit or entering information into this table will not fully
process the RMA.

Completing the RMA

To view a comprehensive list of all of your store’s currently open RMAs, click Orders >>
Returns/RMAs.

Orders Reports Inventory Marketing Customers Design Settings

::hl
Manage Returns / RMASs

C=*?\Searl:h '@Add @Settings

jew  Phone Orders  Recurring Billing  Return MAs  Point of Sale  Abandoned [ Live Carts

Custormize |Bulk Updates | Export Results |Bookmark Results

Quick Edit Fesults 1 -2 of 2
+ + + + . + Last Delete
" RMA & v Date Requested v Order v Status v Deadline Motes v Modified |:|
2 af17 72009 1037 WAITING 9f16/2009 811772009 1:48PM 1
1 7i7i2009 1017 RECEIED 87672009 71772009 4:01PM Il

Fesults 1 -2 of 2

Here, you can click an RMA number to process it, or view or edit its settings, such as the date
requested, the associated order ID number, or its status (received or waiting).

Orders Reports Inventory Marketing Customers Design Settings

iew  Phone Orders  RecurringBilling  Returns { RMAs  Point of Sale  Abandoned | Live Carts

RMAs | 2

Sysearch || © Ada || K Delete Back toList | Mext>» Expand All | Collapse Al

Inventory: Receive Returns for RMAF 2

RMA Number (2 RMA Status (5 WAITING
Order ID Date Requested (& [na17/2000 | [
RMA Deadline & [pg;16/z008 [
EMA Motes (5
Last Modified % &/17 72009 1:43:00 PM Last Mod By 8 [1]test name

To process any waiting RMA:

e Click Inventory: Receive Returns for RMA near the top of the page.
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Orders Reports  Inventory Marketing Customers Design  5Settings

Phone Orders  Recurring Billing  Returns [ RMAs  Pointof Sale  Abandoned f Live
RMAs | 2
Sysearch || @ Add || X Delete BacktoList | Mext>> Expand All | Collapse All
Inventory: Receive ﬁeturns for RMAF 2
RMA Number i 2 RMA Status 8 WAITING

Order ID Date Requested (@ [ng/17/z008 | 7
RMA Deadline & [0a/16/z008 | 2

RMA Motes 5

(3 1]

Last Modified ) &/17 /2009 1:46:00 P Last Mod By W [1] test name

This will load the RMA into Inventory >> Receiving in a highlighted green area.

Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import §{ Export Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Prepare Shipments & Receiving

(e v R H ~ | IS

1s] FroductCode Order RMAL Qty Oty Qty
Detailld 1D Sellable Darnaged FAREEHNER
1037 Angle_Erush 82 2 1 +0 +0 Perfect Angle Liner Brush by Paula Darf
EMA Totals: 1 o o
ave

o Enter quantity values into the Qty Sellable and Qty Damaged fields as needed and click
Save. The page will reload, changing the green section to red. This indicates that the
RMA has now been processed.

Orders Reports  Inventory Marketing Customers Design Settings

Categories  Products  Options  Import § Export  Wendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

Prepare Shipments & Receiving

(e v B H ~ | I

RMA¥ 2 Items

[n] ProductCode Order RMAI Oty Oby Oty
DetalllD 1D sellable Damaged Producthame
1037  Angle_Erush g2 2 1 +1 +0 Perfect Angle Liner Erush by Paula Dorf
RMA Totals: 1 1 [u]

T
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e If you entered a value in the Qty Sellable field, click Return to return that quantity to the
product’s stock amount in your Volusion store.

Store Credit and Refunds

From time to time, you’ll most likely have to issue store credits or refunds due to RMA, or in
order to satisfy otherwise-unsatisfied customers.

Issuing Store Credit

The easiest and most convenient way to credit a customer is to issue them store credit. This
applies funds toward a future purchase, and works particularly well in conjunction with an
RMA. Note that in order to utilize this feature, the customer must have a registered account
with your store.

e Click Orders >> Overview.

e Locate the order by selecting Shipped Orders from the View menu, or through the
search functions provided in the table

e Click the order’s ID number.

e From the Choose Payment menu in the Payments section, select Store Credit / Gift

Certificates.
Payments -—
Payments & Credits Payment Log
Current Method {Check by Mail F: 14 F: 13
¢ ¥ ) Payrment Date Ta\.rr:en Aa;:n::t Paid Yia
DEBIT + |[0.00 i
Gf12f2009 5:56:00 Check br
Prfn { DEBIT $25.99 " ﬁc v a
Choose Payment al
iStore Credit [ Gift Certificate v%
Amount
Send to Email | myrewards@volusion.com
Send to Name |rmyrewards test
Gift Message {optional)
Send via Email Mow
For RMA []

o Enter the amount you wish to issue for store credit, as well as the email address to
which you wish to send notification.

o Check the For RMA option to notate that the store credit is associated with an RMA.
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Payments & Credits Payment Log
[ it Method (Check by Mail
urrent Method {Check by Mail) Payrment Date :_a\.rr:ent ia;;n::: Paid Yia
i
&/12/2009 5:56:00 Check by
o DEBIT $25.99 wail a

Choose Payment

| Store Credit { Gift Certificate v |

Amount 2559

Send to Email | myrewards@vaolusion.com

Send to Name |rmyrewards test

Gift Message |testmessage here {optional)

Send via Email Now
For RMA

e

e Check Send via Email Now to immediately send the store credit notification email to the
customer.

e When finished, click Apply Credit.

Once the store credit is issued, it will be logged in the Details section of the order details page.
Each instance of store credit is assigned an auto-generated code. Clicking the code will
redirect you to the Marketing >> Gift Certificates table where you can view all instances of
store credit (either issued by you, or generated by your customers purchasing with electronic
gift certificates).

Details -
This order's Stock Priarity (Al un-shipped orders will reallocate "On Hold” inventory on Save)

Items
. Product . .
Wiew Code Marme fOptions Taxable Backordered Lbs. Price Qe Total
Yiew Angle_Brush  Perfect Angle Liner Brush by Paula Dorf ' I 0.5 $24.00 1 $24.00
GFT Store Credit {($25.99) M M 0 $0.00 1 $0.00

Cift Code: KZOW-ZX6HS -WX5K | Cift Amount
Left: $25.99
Date Created: 817 f2009 2:21PM | Active?: Yes

[ remove iterns with Oty setto 0.
Discounts Add

There are currenthy no discounts applied to this order.

Iterns Subtotal: $24.00

+ [ Tax (830 [(a0  [oa: $1.99
* (0.5 Ibs) Shipping & Handling:
Grand Total: $25.99

Total Authorized: $0.00

Total Received: $25.99

Total Due: $0.00
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Store credit uses the system’s electronic gift certificate functionality. Once you’ve applied the
store credit to a customer’s account, they’ll have the option to spend all or part of the credit
during their next purchase. Any additional credit remaining on the account will carry over to the
next purchase until all credit has been redeemed.

Some merchants have strict return policies of issuing only store credit to customers. Other
merchants may offer customers a choice of refund or store credit.

If you wish to refund all or part of a credit/debit card purchase back to a customer, you can
always do so from your gateway’s console. Some gateways, however, offer an integration level
that supports issuing credits directly from Volusion’s order details page. Visit our website to
view a list of available payment commands for each integrated gateway.

Refunding a Credit/Debit Card through Volusion

e In your admin area, click Orders >> Overview.

e Select Shipped Orders from the View dropdown menu, or use the table’s search
functions to locate the order.

e Click the order’s ID number.

e Locate the capture/debut in the payment log, and verify or manually change the amount
you'd like to credit in the text box.

e Click Apply next to the default Credit — Adjustment option in the dropdown, or select
Credit — for RMAs and click Apply (the former affects the order’s Total Due, the latter
doesn’t).

o If successful, the payment log will automatically update with a “credit” entry.

e If unsuccessful, you'll receive an error message and the payment log will display a
“declined” entry.

Note on Credits and Voids

You must wait until your gateway has submitted the captured funds to the processor for
settlement before you can issue credit. This usually happens less than 24 hours after capture,
but depends on your gateway service. Regardless of when this step occurs, the “void” option
will display as the default command on every capture/debit for 24 hours by default, even
though the funds may have already been submitted to the processor. As a general rule of
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thumb, you can only “void” a transaction on the date of capture, and you can only “credit” the
day after, regardless of which option shows as the default option in the payment log.

Refunding a Credit/Debit Card through Your Gateway

When supported, we recommend always issuing credit/debit card refunds through the order
details page for record-keeping purposes. This will automatically update your gateway records.
If you choose to process a credit/debit card refund directly through your gateway, this won’t
update your order details page. In these cases, you can select Offline Payment Record from
the Choose Payment dropdown menu and generate a “credit” payment log entry to update the
payment activity records.

You can also use this method to restore deleted log entries, regardless of the command, or
keep track of refunds issued through self-arranged means on payments made by PayPal,
Google Checkout, electronic check, check by mail, cash, wire transfer, money order, COD, and
purchase order. Note that offline payment commands require additional arrangements on your
part and offer no guarantee of accuracy.

Backorders & Partial Orders

If one or more items in an order are on backorder status, or if you use multiple shipments to
fulfill a single order, Volusion provides functionality to partially process orders.

Backorder Status

Any time a customer orders a product with a stock value of 1 or less that is enabled to allow
backorder status, the Volusion system applies that product to the order on backorder status;
you won'’t be able to ship it to the customer until you've replenished stock. Backorders give you
the flexibility to take orders for popular merchandise even after you run out of stock, provided
that your customers are willing to wait. To learn more about configuring your store’s products
to allow backorder status, see the ??? section of this manual.

Processing Partial Orders
If you receive an order for a product you believe to be out of stock, you can confirm this by
clicking the ID number from the Orders >> Overview table and locating the Details section of

the page. Any item on backorder status will display “Y” in the Backorder column. If you click
Edit, this column will display the backorder quantity.
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Details -
Items Edit | Add This order's Stock Priority (A1l un-shipped orders will reallocate "On Hold" inventory on Sawve)

Wi e Product Code Marne {Qptions Taxable Backordered Lbs. Price Qty Total
View S01-0002 Touch_Color_501 - Goldmine - Mocha M ﬂ% 3 $12.50 Z $25.00
SETUP I M 0 $1.00 1 $1.00

[] Remave itermns with Oty setta 0.

Discounts Add

There are currently no discounts applied to this order.

Iterns Subtatal: $26.00

+ [ Tax [{ooo | $0.00
* {3 Ibs) Shipping & Handling: 0.00

Grand Total: $26.00

Note that the Volusion system won'’t allow you to fully process an order that includes one or
more items on backorder. If you attempt to complete an order with one or more backordered
products, the system will display a notification at the top of the order details page stating which
products are currently at zero or negative stock.

Orders Reports Inventory Marketing Customers Design Settings

{ EMAs  Pointof Sale  Abandoned [ Live Carts

Phone Orders  Recurring Billing  Returns
Ordeﬂ D #] 040 QuickJump:E

This order (#1040} only has 0 of "501-0002" allocated. You tried to ship 2.

s

asccanch BacktoList | Mexts> Expand All | Collapse Al
Lock Order Complete Order Status Placed today
Order Total Print

$ 2 6 - O O Invoice Packing Slip

shipping Labels

Customer ID#: 1 placed 7 orders totaling $295.87.
FedEx DHL U5SP5 Address

Partially Shipping an Order

When you receive an order with one or more products on backorder while one or more
products are ready to ship, you can ship the available products immediately:

« On the order details page, set the Status menu to Partially Shipped.
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Orders Reports Inventory Marketing Customers Design Settings

+  Phone Orders  Recurring Billing  Returns { RMAs  Point of 5ale Abandoned | Live Carts

OrdeﬂD #] 040 QuickJump:E

C'»%Searl:h

Lock Order Complete Order

Back to List

Mext > > Expand All | Collapse All

Placed today

Order Total Print
Mew

Pendi Invoice Packing Slip
$26.00 penng.

Customer ID#: 1 placed 7 orders totaling $295.317. Payment Declined Shipping Labels
Awaiting Payment FedEx DHL USPS Address
This arder was placed wvia OMLUME via IP Address 6§9.36.65.82 _________________

Ready to Ship

Billing dit | Map it shipping eait | ua Pending Shipment Email | select v M
Shipped ‘%
test name test narme | Order Notes Private Notes Account
123 fake lane 123 fake lane Partially Backordered
fake land, AZ 59955 fake land, A7 950555 Backardered
United States United States See Line ltems
8535888888 BEBERBEEEE See Order Motes
test1 @example. com (Residential Address) X
Partially Returned
[Returned |

If the order used a credit/debit card as the payment method, you have the option of
receiving all or part of the funds due.

e Within the Details portion of the order, click Edit.

e For each product you intend to ship immediately, enter the quantity in the Packing Slip
Qty field (on the far right of the table within each product row).

¢ Click Save.

You can return to the order’s details page at any time to print packing slips or invoices you may
need for shipment. After editing the Packing Slip Qty using the steps outlined above, only the
products you've selected for immediate shipment will display on the order’s packing slip.

You can also use any of the available shipping label integration options to print required
shipping materials and assign tracking numbers as needed. We also recommend notifying the
customer that a portion of the order will be shipped by selecting the Partially Shipped option
from the Send Email menu and clicking Send.

Notes on Collecting Payment for Partially Shipped Orders

« If you decide to capture the full amount before fulfilling the full order, we strongly
recommend advising your customer of this beforehand. Most card issuers allow
cardholders to dispute charges within 180 days of capture/debit. Confusion over partial
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fulfillment may lead the cardholder to dispute at least part of the charge, which can lead
to extra expenses and paperwork processing on your part.

o If you decide not to capture any of the funds until all products have been shipped, note
that card issuers set deadlines for capturing authorized payments. If you attempt to
capture after the issuer’s deadline has passed, you may receive a chargeback for “late
presentment,” regardless of whether or not you shipped all or part of the order.

o If you decide to capture only enough funds to cover product price and shipping costs for
shipped items, note that you won’t be able to capture the remainder at a later date
through the same method. You'll have to contact your customer and have them re-enter
the payment card details (be sure the order is unlocked), or re-enter them yourself over
the phone, to obtain a new authorization. This may seem inconvenient, but it is actually
a simpler and safer process than the charge dispute procedure.

Once you’ve replenished stock on the backordered item(s), you'll first need to update your
inventory. You can do so by receiving stock from a purchase order, manually updating stock
values on the product records, or even importing stock updates using Volusion’s Import/Export
tool.

Once a backordered product’s stock status has been updated, use the steps outlined above to
complete any partially shipped orders. Be sure to verify the backorder status on the Details
section of the order details page before shipping.

When managing products on backorder status, you may encounter a situation where stock
replenishment doesn’t fulfill the total product quantity on backorder. By default, all orders have
a stock priority setting of 3 (normal). Whenever you update the stock value on backordered
products, the system automatically distributes stock to pending orders based on the
chronology of when they were placed.

You can preempt this stock distribution using the Stock Priority menu in the Details section of

the order details page. Available values range from “1” (very low priority) to “5” (urgent priority).
Simply select your desired priority and click Save to apply.
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peratz

Items Edit | Add This order's Stock Priarity (Al un-shipped orders will reallocate "On Hold" inventory on Sawve)

Wiew Product Code Marme jOptions ackordered Lbs. Price Oy Total
Yiew S01-0002 Touch_Color_501 - Goldmine - Mocha A 3 $12.50 Z $25.00
SETUR M 0 $1.00 1 $1.00

] Remaowe iterns with Qny setto 0.
Discounts Add

There are currently no discounts applied to this order.

Items Subtotal: $26.00

+ [Tax [ooo  |m $0.00
* {3 Ibs) Shipping & Handling: 0.00

Crand Total: $26.00

Using this method, you can ensure that a VIP customer receives the product before another
customer who has been waiting longer by setting the stock priority of the VIP’s order to “5.” In
this case, the system will fulfill the VIP’s order first, and then all other orders containing the
backordered item chronologically by placement date.

Additional Order Processing Features

Adding Products to an Order

In the admin area, click Orders >> Overview.

e Locate the order in the table and click the ID number.
« In the Details area, click Add.

o Fields will appear that allow you to configure the type of product you wish to add to the
order.
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Details -—
Items Edit |AE . .... d This order's Stock Priority | 5 - Mormal | {All un-shipped orders will reallocate "On Hold" inventory on Sawve)
Product Code Product Name
Product Weight Fixed Shipping Cost
Product Price Quantity
Gift Wrap [ | Product Options
Free Shipping D Shipping Cost OQutside Local Region
Taxable Product D Affiliate Commissionable Value
B o
Wiew Product Code Mare fOptions Taxahle Backordered Lbs. Price Oty Total
View S01-0002 Touch_Color_501 - Goldmine - Mocha il W 3 $1z2.50 z $25.00
SETUP I il 0 $1.00 1 $1.00

[ remowe iterns with Gty setta 0.
Discounts Add

There are currently no discounts applied to this arder.

Itermns Subtotal: $26.00

+ | Tax {o.00 %) $0.00
* {3 |bs) Shipping & Handling: 0.00

Grand Total: $26.00

Total Authorized: $0.00

o Enter any values you require for the product you wish to add. The only required field is
the product code.

¢ Click Save within the Items section when finished.

You can add any product in your store’s products table, or any custom product settings you
prefer. The cost of the product will be added to the order’s subtotal. Note that since you cannot
capture more than the authorized amount, you’ll have to contact the customer to have them
update their payment method in their store account (make sure the order is unlocked), or edit it
yourself internally to obtain a new authorization.

Editing Products on an Order

To make further adjustments to the products on an order, click Edit in the Details section. This
opens a new table with two rows of text boxes for each item that correspond to the headings
layout in the blue section. Click Save when finished. You can always close the Edit table by
clicking the List link.

Last Updated: October 2009 256


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_213.gif

Winter '09 Volusion Manual

Adding Discounts to an Existing Order

On the order details page, locate the Discounts section and click Add.

Details -
Items Edit | Add This order's Stock Priarity (Al un-shipped orders will reallocate "On Hold" inventory on Save)

Wiew Product Code  Marme{Options Taxable Backordered Lbs. Price Oty Total

Yiew S01-0002 Touch_Color_501 - Goldmine - Mocha I A 3 $12.50 2 $25.00
SETUP M il 0 $1.00 1 $1.00

Yiew 501-0001 Touch_Color_501 - Goldmine - Coppertone ] ] 1.5 $12.50 1 $12.50

[] remove items with Gty setta 0.
Discounts

Code D5C-00

Name |Special Discount |
Affects Tax

Discount Value |— |
| Appiy Discount RIS

There are currenthy no discounts applied to this order.

Iterns Subtotal: $38.50

+ [Tax [Cooo o $0.00
% {4.5 lbs) Shipping & Handling:
Grand Total: $38.50

Here, you can enter a specific discount code, name, and amount for a discount, or simply enter
any custom values you wish. Note that you can specify whether or not the discount applies to
the overall tax. When finished, click Save.
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Items This arder's Stock Priorit\.f (Al un-shipped arders will reallocate "On Hold" inventory on Save)
Wiew Product Code  Mame fOptions Taxable Backordered Lbs. Price Oty Total
View 501-0002 Touch_Color_501 - Goldmine - Mocha I A 3 $12.50 2 $25.00

SETUR ] ] o $1.00 1 $1.00
View S01-0001 Touch_Color_501 - Goldmine - Coppertone ] ] 1.5 $12.50 1 $12.50
View S01-0001 Touch_Color_501 - Goldmine - Coppertone I ' 1.5 $12.50 1 $12.50

[] remowve iterms with Gty setto 0.
Discounts Add

Code Mame Affects Tax? Discount Yalue
DsC-00 Special Discount Y -t5.00 B
Iterns Subtotal: $51.00
Discounts: -$5.00
+ [Tax |[{ooo  |oe $0.00
* {6 Ibs) Shipping & Handling:
Grand Total: $46.00
Total Autharized: $0.00
Total Received: $0.00

Total Due: $46.00

To remove a discount from an order, click the X icon to the far right of the discount’s listing in
this area.

Details -
Items Edit | Add This arder's Stock Priority (Al un-shipped arders will reallocate "On Hold" inventory on Save)

Wiew Product Code  Matne fOptions Taxable Backordered Lbs. Price Cityr Total
View 501-0002 Touch_Color_501 - Goldmine - Mocha I A 3 $12.50 2 $25.00
SETUP M M 0 $1.00 1 $1.00
Miew 501-0001 Touch_Color_501 - Goldmine - Coppertone M M 1.5 $12.50 1 $12.50
View S01-0001 Touch_Color_501 - Goldmine - Coppertone M N 1.5 $12.50 1 $12.50

[ Remove iterns with Oty set to 0.
Discounts Add

Code Mame Affects Tax? Discount Yalue
Dsc-00 Special Discount ¥ -$5.00 @)
Items Subtotal: $51.00
Discounts: -$5.00
+ [Tax [{ooo | $0.00
* {6 Ibs) Shipping & Handling:
Grand Total: $46.00
Total Authorized: $0.00
Total Received: $0.00

Total Due: $46.00
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If you intend to apply a discount to an order, do so before collecting payment from your
customer. Discounts will only modify the total due for an order; they will not automatically
refund or credit customers funds.

Custom Fields

The “Selling Customizable Products” section of this manual describes how to use Volusion’s
Custom Fields page to create customization options assigned to appear on any order. These
fields can be used to collect useful information or feedback from your customers, or to allow
them to individualize product details. These details appear in the Marketing section of the order
details page.

Updating Shipping Information

Within the Customer portion of the Order Details page, click Edit next to the Shipping title
headings to edit the related fields (you can also edit the billing address fields in this manner).

¢, Search Back to List

m Order Locked I_‘_" Complete Order Status | Mew

$46.00

Customer ID&: 1 placed 7 orders totaling $315.81.

This order was placed via OMNLINE via IP Address 69.36.65 82 [

Billing Edit | Map It Shippingl—:i%l Map It
test name test narme

123 fake lane 123 fake lane

fake land, AZ 59555 fake land, AZ 995095
United Stares United States
SEE8BE8EEEE B8E8888E8E
test]1@example.com (Residential Address)

To change the actual shipping method currently applied to an order, click Edit in the Tracking
section.
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CurrentSelected Method: Free Shipping (7 Day Ground) E%’t

Tracking # | | Date [8/17 /2003 | e 10-08-2008)
Shipping Method | e | Cost | |
E Cancel

Next, select the shipping method you wish to apply to the order from the drop down menu.

If you select a more expensive shipping method than the one selected by the customer, note
that you cannot capture more than the authorized amount. In this case, you'll have to contact
the customer to have them update their payment method in their store account (make sure the

order is unlocked), or edit it yourself internally to obtain a new authorization.

Applying Tracking Numbers

To apply a tracking number to an order, locate the Tracking section of the order details page.
Here, you can enter a tracking number for an order, select the applied shipping method, and

enter a shipping date and cost. When finished, click Save.

Current Selected Method: Free Shipping (7 Day CGround) Edit

Tracking # | | Date |8/17 /2009 | e 10-08-2008)
Shipping Method | b | Cost | |
coc
Ship Date Tracking & Cateway Shipping Method Cost
G617 fz002 123456789 FEDEX 141 : FedEx Ground $2.50 a8

Once a tracking number has been applied to an order, customers can view it from their store

account page.
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!_ _@ﬂg}@@@@m

B Return to My Account

Order Details

‘ Click here to download the files you've purchased.

“Need to Pri nt an invoice?

Orderé: 1040 Order Placed: August 17, 2009 at 2:38:00 PM PST

Order Status: New

Your items shipped on Mon Aug 17 00:00:00 PDT 2009 via FEDEX : FEDEXGROUND
TRACK YOUR PACKAGE with tracking # 123456789

Ship To: Items Ordered: Price: Status:
test name « 1af: $1.00 Shipped
123 fake lane « 1 of : Touch_Color_501 - Goldmine - .
fake land, AZ 99999 (S $1z.50Processing
United States ¢ 1 of : Touch_Calor_501 - Galdmine - .
aEEE8R588585 Coppertone $1Z.50Processing

Shipping Speed: # 2 of : Touch_Color_5S01 - Goldmine - Mocha $25.00Processing

Free Shipping (7 Day Ground)

Payment Information

Bill To: Payment: Order Summary:

test name Check by Mail

123 fake lane @ Product Subtotal: $51.00

fake land, AZ 99999 Tax: $0.00

United States Shipping & Handling: $0.00

80865858888 Discounts: -$5.00
Grand Total: $46.00

MOTE: This order has already shipped or has reached the final stages of processing. Therefore this
order is no longer editable.

Looking for the order confirmation page that was displayed after checkout? Click here to view it
again.

Note that this portion of the order details page cannot generate tracking numbers. This
information must be obtained directly from your chosen carrier. If you've integrated your store
with any of the shipping carriers that support label printing (FedEx, DHL, USPS), you can use
label generation/printing features on this page to generate tracking numbers from these
carriers. Click the related carrier’s link within the Print area in the top right to access these
options.

As described previously in the “Advanced” portion of this manual, your Volusion store supports
selling products that bill your customers on a recurring basis. When managing orders that
contain products configured for recurring billing, Volusion will need to maintain some basic
payment information to regularly capture funds.

By default, your Volusion store is configured to purge credit card data at the moment of
successful authorization, and any remaining data after 30 days regardless. While this
configuration is the most secure setting recommended by the PCI Security Consortium, it will
interfere with your store’s ability to collect recurring payments.
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If selling products configured with recurring billing, you’ll need to modify these settings:
e Inthe admin area, click Settings >> Payment.
« Locate the Credit Card Storage Policies section and uncheck Use most secure settings.

o Change the default Authorize setting to Never (when the system automatically purges
data during payment processing).

e Enter a numeric value into the text box below these options to define the number of
days you wish to retain credit card data. This value only needs to be one day longer
than the time for which you plan to receive payments for each order, but if your product
has no expiration or deadline, make sure to include a number of days longer than the
validity term of any credit major card.

Note that you if you capture CVV2 data, you won'’t be able to store it per PCI Security
Consortium guidelines.

Within the Marketing section of the order details page (Orders >> Overview >> click an order
ID number), you'll find a table that contains a list of referrals related to that order, including any
website domain names visited, the date of the visit, and the IP address of the website.

At first glance, this information may not appear to be valuable, but if you happen to notice
certain domain names appearing repeatedly, it could mean that a specific website(s) or
forum(s) are driving traffic toward your store. You can use this feature to scout for potential
affiliates to increase your online presence and sales.

The Affiliate Referral History table contains a list of any active affiliates that, through the use of
their affiliate links, have directed customers to your store resulting in the generation of an
order. It displays the affiliate name and the commission amount they should receive for the
qualifying portion of the order.

For more information on affiliate system, see the “Marketing” section of this manual.
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Managing Customers, Administrators & More

This portion of the Volusion manual details how to use admin functions to manage your store’s
customers, including how customers sign up for accounts, how you can access their
information, how to manage reviews they submit, and how to use the customer relationship
management (CRM) system.

Customers

The data entered by any customer that registers with your store is held in an admin table
located at Customers >> Accounts. Here, you can manage their account information, grant
them access to affiliate or administrator status, and much more.

rders Reports Inventory Marketing | Customers Design Settings

Manage Customer Accounts

=y Search &) add Custornize | Bulk Updates | Export Results | Bookmark Results

Results 1 - 8 of 8 Page - of 1

A Custormer t II:Iaasr';e : Li;rs'r:e : Compaty = Ernail Address : Website Address : State : Country = Ir:naost;ified DeE‘te
20 test affiliate affiliate_test@volusion.com affiliatetest.com FL United States  Sf15/2009 11:12AM D
19 test Fryrewards myrewards@volusion.com CA United States  &§f12/2009 6:34PM I |
1z ANONYMOUS_USer D
14 Doe Jahn testS@example.cam |
13 Doe John testd@example.com CA United States  8/17 72009 11:414M D
12 Daoe John test3@example com CA United States 81072009 %554M a
8 Doe John test2@example.com T United States  1/9/2009 11:574M |:|
1 name test testl®example.com testting123.com AZ United States  &{17 /2009 2:58PM D

Results 1 - 8 0l & Page - of 1

Creating a Customer Account

Only standard customer accounts can be created from the Volusion storefront. Once your
customers create accounts, they can apply to become affiliates.

From any location on the Volusion storefront, you’ll find the My Account link (typically in the
upper right corner). Visitors can click this link to log into their store accounts. Visitors without
customer accounts will be prompted to create one:

e Click Continue under New Customers.
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To access your account, please enter your e-mail address and password below.

Returning Customers New Customers

If you've purchased from us before, please login If this iz your first purchase with us, please

with your email address and password. proceed by clicking the following button to
continue first-time registration.

AddErr::Si! affiliate_test2@volusion.com

[ ‘contin e
Password: || >

Forgot your password?

) | login to my account

o Enter an email address and password.

New to Fake Beauty Store Get started below...

My e-mail address is:
Type it again:

Protect your information with a Password
This will be your only Fake Beauty Store password.

Enter a new password:

Type it again:

I wish to receive occassional newsletter
emails from Fake Beauty Store.

{ continue

This will become the username and password used for account login.

The newsletter update opt-in is checked by default. To opt out, simply uncheck and click

Continue.
e Fill out the personal information fields and click Continue.
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Enter a new shipping address...

First Name:
Last Name:
Company:

Address:

City:

Country: | United States hd

State: | Then, Select State |+
Zip / Postal Code:
Phone Number:
Fax:

Is this address also your billing address? @ Yes

O No (If not, we'll ask you for it in
a moment)

[ continue
k- .

Note that you can specify your shipping address as your billing address, or enter a separate
billing address by selecting No before clicking Continue.

Customer Account Settings
Each customer registered with a Volusion store can view and manage their account by logging

in through the My Account link on the storefront. For customers already logged in, clicking this
link will automatically direct them to the account management interface.
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! _ @E’Q AL

Welcome to your account . You may use this page to manage your orders, payments, and
other information, all in one place.

Review orders [ track packages Change quantities [ cancel orders
Change shipping address Print invoices
Change billing address Return items

Personal Information

Change e-mail address, or password Manage your billing addresses

Change my e-mail preferences Manage your shipping addresses

Payment Settings
Edit or delete a credit / debit card View gift certificate balance

Apply a aift certificate to your account

Other Features

Edit a review that I wrote View my Wish List

My Rewards

I'm done managing my account, log me out.

My Orders

Links provided in this section allow customers to review order status, find return policy
information, track package shipment, edit shipping or billing addresses, print order invoices,
change product quantities within orders, and even cancel orders (unless you’ve locked or
shipped them).

Personal Information

Links provided in this section allow customers to change their email address, password, add or
configure new billing and shipping addresses, or unsubscribe from the store’s automated email
campaigns.

Payment Settings

Links provided in this section allow customers to edit or add credit/debit card entries, view their
gift certificate balance, or apply gift certificates to their next purchase by entering the related
13-digit code.
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Other Features

Links provided in this section allow customers to edit product reviews they’ve submitted on the
website, edit wish lists they've created, and view & redeem MyRewards points (if you use the
program).

Affiliate Statistics

When affiliates log in to this area, clicking Visit My Affiliate Page redirects them to their affiliate
stats, such as the number of sales they’ve referred and commission totals they or sub-affiliates
should receive. They can also generate banner ads to promote your website, and obtain their
unique affiliate URL.

!_ _@0@@@@@@3@@

Welcome to your account affiliate test2. You may use this page to manage your orders,
payments, and other information, all in one place.

Review orders / track packages Change guantities / cancel orders
Change shipping address Print invoices
Change billing address Return items

Personal Information

Change e-mail address, or password Manage your billing addresses

Change my e-mail preferences Manage your shipping addresses

Payment Settings

Edit or delete a credit / debit card View gift certificate balance

Apply a gift certificate to your account

Other Features

Edit a review that I wrote View my Wish List

My Rewards

Affiliate Statistics

Visit My Affiliate Page

I'm done managing my account, log me out.

Customers can also use the My Account page to obtain downloadable products and product
keys.

When finished managing their accounts, customers can click I'm done managing my account,
log me out.
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Customer Account Settings

Store administrators can view and edit any customer’s account settings in the admin area at
Customers >> Accounts by clicking on the account’s ID number (or Customers >>
Administrators for administrators). You can also create new accounts by clicking Add.

Each customer account contains a wide variety of settings, but only the email address is
required. To view the full list of customer account settings, see this manual’s “Customer

Settings” appendix.

Administrators

You can view a list of all store administrator accounts at Customers >> Administrators.

Customers Design Settings

Inven Marketing

‘ Orders Reports

stern Accounts  Customer R Ad rruinvﬁr ators  Admin History  Knowledge Base
Update Administrators
%Search @ £l Custornize |Bulk Updates | Export Results |Bookmark Results
Quick Edit Fesults 1 -3 of 3
4 Last + First + ; + . + + Last Delete

A Custorner v Name ¥ Name = Company = Ernail Address = Website Address = State = Country v Modified D
14 Doe John testS@example.com O

8 Doe John test2@example.com TX United States 17972009 11:574M |:|

1 natne test testl@example.com testtingl23.com AZ United States SI1FF2009 2:58PM D

Fesults 1 -3 of 3

If you’ve already examined the Customers table and any customer accounts, you’ll notice that
administrators are merely customers with special account privileges.

Assigning Administrator Access
By default, each store has a primary administrator account known as the “super admin.” This
will typically be customer ID #1 listed in both the Customers >> Accounts table and the

Customers >> Administrators table. Only the super admin can grant additional customer
accounts administrator access.

e To grant an existing customer account administrator access, click its ID number at
Customers >> Accounts.

e To create a new administrative account, go to Customers >> Accounts or Customers >>
Administrators and click Add.

o If creating a new administrative account, fill in the email address and any other desired
fields.
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e Inthe Access Key menu, select Administrator.

e Click Update.

Orders Reports Inventory Marketing Customers Design Settings

Customers | 12

" Search © add X Delete << Previous | Backtolist | Mext>> Expand All | Collapse All

This custormer has placed 5 orders totaling $698_43, with the first order on 1227 /2008 10:46:00 AM

Login As This Customer
Basic Customer Info =

ID 12 Access Key

First Mame &8 E-mail Address
Last Marme Password
Company Mame 5 l:l Phane Mummber
Address Line 1 6 Fax Mumber
Address Line 2 l:l Wehsite Address
o @

State of Province

Postal Code

Country (@ ‘ United States 4 ‘

n =
Motes

Customer ]
Partner | Affiliate

Membership Pejding
Cancelled | No Access

- - -

e Alink will appear just above below the Access Key field: Edit Customer Access Rules.

Orders Reports Inventory Marketing Customers Design Settings

Customers | 17
G search || @ add || ¥ pelete

This custormer has placed 0 orders

Basic Customer Inf =

G access Koy @ [ paminswaor  [v]

Back to List Expand All | Collapse All

Edit Cust#17 Access Rules

First Mame 65 E-mail Address
Company Name &5 Phone Nurmber ()
Address Line 1 @ e @
sgdressunez @ | Website Address (6
0 o Qoo
State or Province (@

Postal Code

Country & | nired States ]

Mates =

9
=)

By default, new administrator accounts have no special privileges. Click this link to view a table
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of rights, and use the checkboxes to enable access to various pages of the admin area.

Administrative Access Rules aiphaecho (Customerid #17)

Check the boxes below to enable access to certain sections of the administration area,

Database Tables

I | Check All

F Products Ability to view | edit Products

O Product_Keys Abiliny toview | edit Product Keys

F Discounts Abiliny to view | edit Discounts [ Coupons

[0  ciftcards Ability to view { edit Gift Certificates

F Customers Ability to view { edit all customer accounts, except administrators
O LoginAsCustomer Ability to login as a customer + view custorner password.

F Rewiews Ability to view { edit Customer Reviews

[0  arfiliates Rbility to view { edit Affiliate System Setup + Stats

[0  configsetup Rbility to view { edit All configuration variables

[0  PaymentMethods Rhbility to view { edit Payment Methads (Credit / Debit Cards, PayPal, eCheck settings)
F Vendors Ability to view { edit Vendors

O POs Ability to view { edit POs

F Orders Ability to view { edit Qrders

[0  credit { Debit Cards Rbility to view complete Credit [ Debit Card [ eCheck details of an order
O  articles Rbility to view  edit Articles (Site Content)

[0  Mewsletters Rbility to view § edit Newsletters | Promational Emails

F Categories Ability to view { edit Categories + Subcategories

O Specials Ability to view { edit Navigation Menu Promotions

Admin Area Sections

O Import Ability to Import Data

F Export Ability to Export Data

[0  aAdminHistory Ability to view Administration Area Access History

O  LiveEdit Rbility to use LiveEdit™ File Editor and edit any website files.

O Inventory Ability to use Inventory Managerment : Shipping & Receiving

[0  shippingMethods Rbility to view { edit  test Shipping Methods

[0  Locations Rbility to view { edit { Locations (Countries | States { Provinces)
[ Tax Ahbility to view § edit Tax Rates

Granting access to all portions of the admin area will effectively make an account a super
admin. For security purposes, use caution when editing access rules.

Customer Reviews

Volusion allows you to offer your customers a simple, intuitive product feedback system that
enables your customers to leave comments on products that you can manage from the admin
area at Customers >> Customer Reviews.

Orders Reports Inventory Marketing Customers Design  5Settings

Adrministr Admin History

Manage Customer Reviews

= - n = . i
SwSearch Q ad M anaoslbilers e @i HEra.s Customize | Bulk Updates | Export Results |Bookmark Results

Mo records match your query.
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Activating Customer Reviews

To enable your customers to submit product reviews from the storefront:

e Inthe admin area, click Inventory >> Products >> Settings.

¢ Click EnableCustomerReviews.

¢ Click Save.

Change Update Products Settings

Enable_Share_Button

EnablefccessoriesQuickidd

EnableCategoryTree_DetailsPage

EnableDisplayAvailabiling

EnableDisplayDiscountedPricingLevels

a

EnableDisplayProductCode

EnableDisplaystockstatus

[

EnableHideProduct (5

EnableLiveStockStatus (o

a

EnableProducticcessories

EnableProductQuantitBox (5

EnableRelatedProducts
(Ml

Submitting a Customer Review

To enable a setting shown below, click the checkbox next to it or uncheck to disable it

Enable_Share_Button_Username (&

EnableBullets_On_Features_TechSpecs (3

O

EnableCustomerReviews

]

EnableDisplayDiscountBtn

EnableDisplaykits_ProductDetailsPage &5

O

EnableDisplaySetupFee (5

EnableEmailAFriend

EnablelmageZoom

EnablePhotosPopup

O

EnableProductFeaturesList_DualColumns (3

[

EnableRecentHistory 5

EnableShowYouSavelrmount
("l

[FET—

Volusion customers can post product reviews from the product’s details page by clicking Be
the first to write a review (if none exist) or Write a review (if one or more have already been
submitted) below the product’s description.

Customers must log in to their accounts to access the review form, which is pre-populated with

their name and location (if provided at registration). Customers can edit this information, title
the review, comment on the product or service, and rate it from 1-5.
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<\%~/ Vlosto & Towiey

Product: CHI Qriginal Flat Iron 1"
Your rating Flease Select v

Review Title /
Subject:

Type your
Review...

Mame to Your name: |test name
display: {Leave this field blank to remain Anonyrnous)

Your location: fake land, AZ United States

Submit Review

When posted to the product, each review displays just below the Write a review link with the

rating, titte and comment. Other visitors can provide feedback about whether or not they found
the review helpful by clicking Yes or No.
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Features of Products

* High Grade Ceramic Heating Elementz * Ceramic Elements repair
and seal the follicle, locking in internal moisture. * Ceramic Elements
protect and preserve hair coloring, from bleaching and fading. *
Ceramic Elements cause none of the damage associated with
traditional products * Intuitive Ergonomic Design * Professional length
10 foot heavy duty power cord * 360° orbiting swivel power cord
functionality provides a complete range of motion * Integrated Power
Switch * Constant 370°F Temperature * Constructed with space age
composite materials, for an ultra lightweight design * Easily fits in a
standard curling iron station Energy * Flash Heat Technology; raises to
full temperature in seconds * Low electricity consumption, consumes
just 35 watts of electricity Functionality * Perfect straight hair *
Crimping * Curls * Flips

reviews\Write a review.

0 of 0 people found the following review helpful:

HHHHH awesome product!
Reviewer: test name from fake land, AZ United States
this is a great product. I highly recommend you purchasing one today!

BaByliss PRO TT
Qur Price: 569.99

Add [ ¥
—

Coricliss SXE Silver Flat Iron
Qur Price: $124.95

add [] ¥
—

r

Proactive Renewing Cleanser
QOur Price: $99.95

Add [] ¥k

7

CoriolissZebra
QOur Price: 5129.99

add [] ¥

s
W

August 17, 2009

Thank you for your feedback on this review. We appreciate your input!

Browse for more products in the same category as this item:

Hair Care = Hair Care Product Line
Hair Care = Hair Care Product Line = Flat Irons

@ perfect Angle Liner Brush by Paula Dorf $24.00

These ratings display above the review title. Above that, an average rating displays.

Note that customers must be logged in to their store accounts to access all ratings functions.

Review Content Filter

If someone leaves a rude or derogatory comment within a review that may damage others’
shopping experience or negatively impact sales, you can edit, deactivate, or delete the
offending content in the admin area at Customers >> Customer Reviews.

To prevent offensive reviews from being posted at all, click Manage Filters. Here, you'll find a
table of default entries of potentially-offensive words. You can edit or delete these entries, or

create your own filters by clicking Add.

When a customer posts a review containing one or more filtered words, the review will be
recorded in the Customer Reviews table, but it will be set as inactive by default, hiding it from
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public view. You can locate these reviews by clicking List Offensive Reviews at the top of the
table.

CRM System

Managing correspondence from customers about their orders and about your business can
become a daunting task. Volusion’s customer relationship management (CRM) system is
designed to help you out. It allows you to manage email delivery and receipt in a variety of
ways.

Configuring the CRM

CRM system configuration settings are located in the admin area at Customers >> CRM
System.

Configuring CRM Departments
One of CRM system’s main functions is to act as a filter for incoming email by routing
messages sent to specific store addresses to various pre-configured department headings.

You can establish multiple departments, each handling a single address. To create a
department:

e Inthe admin area, click Customers >> CRM System >> Manage Departments.

Orders Reports Inventory Marketing Customers Design 5Settings

CRM Systern Accounts  Customer Reviews  Administrators  Admin History  Knowledge Base

Manage CRM: Ticket Types

Tickets | Audit Reps | Manage Depaﬁ:ﬁments | Ticket Classifications | POP3 Settings | PointSystern | Ihbound Rules ‘
Ry

G, search || ) Add

Custornize |Bulk Updates | Export Results |Bookmark Results

Quick Edit Results 1 -3 of 3 Page - of 1
+ . + . Last Delete
v Twpe v Private Marme v Public Matne ¥ Modified D
1 Sales Sales 1/8/2009 11:054M ]
3 Services Services 10872009 11:00AM D
z Support Support 1/8§2009 11:054M ]

Results 1 -3 of 3 Page - of 1

o Click Add.

« Enter a Private Name (only shown to administrators) and a Public Name (shown to
customers) for each department.
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¢ Click Save.

Orders Reports Inventory Marketing @ Customers Design Settings

CEM Systern  Accounts  Customer Reviews  Administrators  Admin History  Knowledge Base

CRM_TicketTypes | Add New

L%Searl:h

Back to List Expand All | Collapse All
D &
Private Name &
Last Modified Last hod By

(3) Add + View Recard in edit mode

W or Cancel () Add + View Record in add mode
(O Add + View List

Repeat these steps to create as many departments as you need, up to 40 total. Volusion
merchants usually use these to categorize types of incoming messages (e.g. sales, returns,
customer service, etc.).

Configuring CRM E-Mail Settings

To configure the Volusion CRM with one or more email accounts:

e Inthe admin area, click Customers >> CRM System >> POP3 Settings.
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Orders Reports Inventory Marketing Customers Design Settings

Accounts  C £ s Administrators  Adimin History

Manage CRM: POP3 Settings

Tickets | Audit Reps | Manage Depattments | Ticket Classifications | POP3 Settings | Point Systern | Inbound Rules ‘

| Sy Search | | @Aﬁd | Custamize |Bulk Updates | Expart Results | Bookmark Results

Mo recards match your query.

Here, you'll see a table listing all CRM system email rules.

e Click Add.

Orders Reports Inventory Marketing Customers Design Settings

C m A ts  Cus Administrators  Admin History  F

CRM_POP3 _Settings | Add New

| Gy search | Back 1o List Expand all | Collapse Al
Details =
ID &

Email Address l:l
Email Username & l:l
Email Password l:l

Email Server l:l

= =l

Ermail Reply Footer @3
Auta-Reply Subject ®| |
- ' =
Auto-Reply Body 5

Last Modified Last Mod By

Below are the CRM system email rules settings:

In this field, enter the address of the live
email account to use with the system. In
Email Address* most cases, this will be a Volusion-hosted
email address (e.g.
sales@yourdomain.com).

In this field, enter the address’s account
Email Username* username (for login). Often, this is will be the
account’s address.
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In this field, enter the address’s account
password (for login).

In this field, enter the server name that hosts
the email account. For Volusion-hosted
Email Server* accounts, enter “pop.emailsrvr.com.” If using
an older Volusion email setup, contact
Technical Support.

Email Password*

Assign a department you’ve previously

1 *
TlcketType created with this menu.

In this field, enter text to create a footer
Email Reply Footer message automatically included on every
response from this address.

In this field, enter text to configure a subject

Auto-Reply Subject line for an automatic reply to every message
sent to this address.

In this field, enter text of an automatic reply

Auto-Reply Body to every message sent to this address.

* Required fields.

« When finished, click Save.

Note that when configuring email accounts within the CRM system, a valid email account,
username and password must be entered. Each attempt to create a new record in the POP3
Settings table will attempt to log in to the specified email address. Failure to provide accurate
information here will result in an error.

Note Regarding POP3 SSL Certificates

Some email systems such as Google’s Gmail require special security elements such as a
Secure Sockets Layer (SSL) certificate in order to communicate with third party mail systems.
The Volusion CRM does not support SSL integration and therefore cannot be used with such
email systems. If you use a third party email system, contact your provider to determine any
such requirements before configuring CRM system email addresses.

Once you’ve configured departments and email accounts, any message sent to email
addresses connected to the CRM system will be logged under their related department
headings. Administrators can then view and reply to these messages (called “tickets”) from the
admin area at Customers >> CRM System.

Any new CRM system ticket is assigned a 7-digit ID number used for administrator and
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customer reference, and represents a historical record of correspondence between the
business and the customer. A ticket displays all communications between both parties, as well
as internal administrative notes.

The default CRM system table view shows each ticket ID number, title, the number of
messages sent between the two parties, the address the ticket originated from, and the time
elapsed since the ticket’s last reply. Clicking the ticket ID number will show its full contents:

Ticket

The unique, automatically-generated 1D

Ticket Number number.

Any ticket with a scheduled action item will
Actionltem DueDate display the item and its due date. See Part Il
for more information.
Store administrations can configure ticket
classifications to arrange tickets within a
department by type. See Part V for more
information.
Administrators with CRM system access can
reserve a ticket. This field displays the
Locked By administrator name, informing other
administrators that the ticket is being
addressed.

Ticket Classification

This is the subject line of the ticket as

Subject entered by the author of the initial email.

The total number of messages sent between
the two parties.

The number of hours passed since the last
message sent between parties.
If the ticket was issued by a customer
CustID registered with the Volusion store, their
customer account ID displays here.
If the ticket was issued by a customer
Name registered with the Volusion store, their name
displays here.
This field displays the inbound address the
- ticket was initially sent from (if initiated by the
Email Address customer) or to (if initiated by a store
administrator).

Total Replies

Hours Ago

When you click a ticket number to view its contents, additional information areas appear.
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Orders Reports Inventory Marketing Customers Design Settings

CEM Systern Accounts  Customer Reviews  Administrators  Admin History  Enowledge Base

CRM Ticket #4323587

Customer Information Tickets (2 open)

test name
Customer Mame festname 1 125 fake lane
E-mail [ <o fake land, AZ 55555
United States
Orders 7 (§315.813, First 7{21 /2000 5555555558
Notes

[FREE

Motify e when solution is found | Link to Ticket | Delete Ticket

Ticket Correspondence

Department | ¢ Add

I

Status Open v

Subject | guestion an Roofing Screws ‘

Classification w |Add

Ticket Notes Add Motes
ave

_/Post Reply | | )Add Private Mote | ClaimedBy: John Doe Release

Post Reply

Each ticket is divided into two main areas: the customer information area, and the ticket
correspondence area.

Customer Information
Within each ticket, clicking Customer Information reveals sender details (if that sender has
registered as a store customer), including name, email address, customer group, account

notes, and number of tickets, including tickets still open (pending response from store
administrators).
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Reports Inventory Marketing @ Customers Design Settings

AcCcounts Customer Reviews  Administrators  Admin History Knowledge Base

CRM Ticket #4323587

Customer Information Tickets (2 open)

test narme
Customer Mame testname 1| 127 fake lane
E-mail I o m fake land, AZ 59995
United States
8885888888

Orders 7 ($315.81), First7 (212009

Notes

e

Motify me when solution is found | Link to Ticket | Delete Ticket

If a ticket has been sent from an individual or organization not registered with the store, you
can click Assign a CustomerlID to this Email to create an account for that email address.

Ticket Correspondence

This area contains the majority of controls and settings for each ticket:

Last Updated: October 2009 280


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_242.gif

Winter '09 Volusion Manual

Ticket Correspondence

Department | c).c dd

I

5tatus | gpen v

Subject

Question on Reafing Scraws ‘

Classification v [Add

Ticket Notes Add Notes

[

_/Post Reply | [ Add Private Note | ClaimedBy: John Doe Release

Post Reply

“ipell Check
1:-‘§Add Signature
& Add Attachment

& Add More Attachments

Ticket Status After Post

[ keep this in "My Tickets”

[ Add Follow-Up

E Find the answer in the KnowledgeBase

History

| Search

221 days ago (s31zhrs ago) [1/8/2009 11:154M] by John Doe B Phone Call

-- show quoted text -- 00:00:4z2

This menu displays the administrator-defined
department to which the ticket was sent.
Administrators can reassign tickets by
choosing a different department from this
menu. Add provides a shortcut to create
additional departments.
In this field, each ticket is assigned one of
three possible values. Open tickets are
awaiting replies from store administrators.
Closed tickets have received replies and will
remain closed unless the customer responds
Status again. On Hold tickets are stored in a special
table, logged under the administrator account
that placed the ticket on hold. You can
change the status of a ticket by selecting a
different option from the menu and clicking
Save.
This field contains the ticket's email subject
Subject line as entered by the ticket's author. You
can edit this subject in this text field. Click

Department
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Save when finished.

Optionally, administrators can create
classifications for tickets within a department
for data gathering. This is helpful when
Classification departments receive large numbers of similar
inquiries. This menu allows you to choose
and assign a classification. Add allows you to
create additional classifications quickly.

Additional Ticket Correspondence Fields

Notes

Enter anonymous internal text memos in this portion of the ticket for admin use. These entries
display both on the ticket settings page and in the main CRM system table view.

Notifications
Click Notify me when solution is found above the Ticket Correspondence header on the right to

receive an email to your administrator account address the next time a reply is posted to the
ticket.

Reports Inventory Marketing Customers

Design

Settings

‘ Orders

STEf ACCounts  Customer R

Administrators  Admin History  Knowledge Base

CRM Ticket #4323587

Customer Information Tickets (2 open)
TSt name
Customer Name testname 1 123 fake lane
E-mail I <o fake land, AZ 59999
United States
Orders 7 ($315.81), First7 {21 /20089 fetetatatatatatatatay
Notes

Motify me whenﬁlution is found | Link to Ticket | Delete Ticket

Ticket Correspondence

Linking

Next to the notification function, click Link to this ticket to open it in customer view.
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Your customers can also use the “/Ticket_New.asp” file to send you tickets. To view this page
on your storefront, go to http://www.YourDomain.com/Ticket_New.asp. If you decide to offer
this page, you’ll have to code it into the corresponding website area of your HTML file.

Create Mew Ticket | View My Existing Tickets
Create New Ticket

Category: | Sales A

Message Details:

My E-mail Address:

Subject:

Description /
Question:

Please enter the following code into the box provided:

QW% o,

O e-mail me a copy of this ticket

Deletion

Next to the link function, click Delete This Ticket to remove it from the CRM system table.

Claiming a Ticket

To claim a ticket and notify other CRM system administrators that you're reviewing it, click
Make this My Ticket. The ticket will appear under the My Tickets table (select this option from
the View menu at Customers >> CRM System). Also, your name will display in the Locked By
field of the system’s main table view.
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Ticket Correspondence |

Department | <y, v | Add
Status Open v
Subject | question on Roofing Screws
Classification v |Add
Ticket Notes
/Post Reply | [ )Add Private Note | [ Make ThE My Ticket
Post Reply

Spell Check
LA Add Signature

o Add Attachment

History

Below the Post button, you’ll find the entire correspondence history associated with the ticket.
Each message is listed in descending chronological order with the total of days / hours passed
since that message was sent, as well as a time stamp and the name of the sender.

Ticket Replies

By Email

To add a sender-viewable message to the ticket and simultaneously email them, click a ticket’s
ID number at Customers >> CRM System, type message text into the Post Reply box, and
click Post.

Add Signature allows you to append a pre-configured footer to the email (you can also
configure a signature to post automatically to all of your ticket responses). Add Attachment and
Add More Attachments allow you to attach a file(s) that the recipient can download from their
email client or from the ticket view page. You can also use the Spellcheck function located at
the bottom right of the text reply box.
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Spell Check - Mozilla Firefox X |

ﬁ hikp: ffzmnze, mxkow, servertrust. comfnet/SpelliCheck. aspx?Modal=tr. f_} Motify e when salution is found | Link to Ticket | Delete Ticket

-~
thsi Ignore All

Change To:

Add

Suggestions:

this
thus
these Replace Al
those
thusly
theses
thighs
Cancel
Ward: 1 of 4
w
Done Fiddler: Disabled [ JAdd Private Note | ClaimedBy. test name Release

Post Reply

thsi i= spelled wrong

“{?Spe‘%:heck

[ Add Signature
& Add Attachment

&' Add More Attachments

Ticket 5tatus After Post | Closed o

By default, the ticket status will change to Closed once you post. You can alter this from the

Ticket status after this post menu, which includes Open, On Hold, and Unchanged (for any of
the three options).
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Ticket Correspondence ‘

Subject | guestion on koofing Screvs

Classification Add

Ticket Notes

i

Post Reply | | )Add Private Note | Claimed By: test name Release

Post Reply

wSpell Check

&-‘S‘Add Signature
& Add Attachment

& Add More Attachments

Ticket Status After Post

[ keep this in "My Tickets" | Unchanged
Dpen
[E|Add Follow-Up On Hold

| d Find the answer in the KnowledgeBase

E Closed
Search

Keep this ticket in My Tickets lists the ticket ID in the My Tickets table regardless of the status.

Private Notes

Click Add Private Notes to add a ticket post that will not generate an email or appear to the
customer. CRM administrators can use this feature for more extensive notes and

communications than the Notes field.

When creating a private note, you can also define the source of the note information from the
three radio buttons available: Other, Phone Call or Live Chat.
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‘ Ticket Correspondence

Department | o Add

I

Status Open w

Subject | guestion on Roofing Screws

Classification

I
|h
=
=)

Ticket Notes

[

_/Post Reply | ) Add Pr'Dvate MHote | Claimed By: test name Release
Post Private Notes

Regarding a recent (MPrivate Note ., (OPhone Call[f, Ochat'iy

“wSpell Check
J:-chdd Signature
& Add Attachment

& Add More Attachments

Ticket Status After Post

[ Keep this in "My Tickets”

[ Add Follow-Up

E Find the answer in the KnowledgeBase

Search

Note that, by default, posting private notes will close the ticket. In many cases, you may want
to change the Ticket Status After Post field to Open or On Hold when posting private notes.

Action Items

You can also add action items to tickets as reminders to CRM administrators to take specific
actions on a patrticular ticket. Click Add Follow-Up above the Post button to add an action item
and deadline for completion using the available fields.
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L4 Add Signature
4 Add Attachment

&' Add More Attachments

Ticket 5tatus After Post | Closed v
[]Keep this in "My Tickets”

HA low-Up
Follow-u-Action Item

Follup-up Date fTime

: Find the answer in the KnowledgeBase
Search

Once the ticket reply has been posted, any configured action item will display in the ticket
content area, as well as in the Follow-Up Action Item and Follow-Up Due Date field columns in

the main CRM system table view.
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Additional Marketing Features

The “Getting Started Guide” portion of this manual provided an overview of some of Volusion’s
basic marketing functions. In this section of the manual, we’ll cover the more advanced
functions available in the admin area’s Marketing tab.

Nav Menu Promotions

The Nav Menu Promotions page comes equipped with a number of pre-programmed
promotions to use in the navigation menu space on the home page.

Orders Reports Inventory Marketing Customers Design Settings

Coupons { Discounts  Nav Mer ns  MyRewards ers  Gift Certificate:

SEQ Affiliates  In-5t Requests

Manage Promotions

=y Search ) Add Customize | Bulk Updates | Export Results | Bookmark Results

Results 1 -190f 19

v Special + Motes Body

Special Sale!

1 Announce special sale =l L]
EVENTS here
Shopping Cart By:
5 100 " |
< volusion
\ powered by
8 - 100 a
= 4 volusion
shopping cart software
s \ . 100 [~ ]
' volusion
Powered By
10 A . o 100 O
volusion
11 100 O
12 PayPall 100 a
- PRATHENTS
<BR> <form name="MailingList” method="post" action="MailingList_subscribe asp"> <h5>ain
13 our mailing listl< [h5> <input type="text” style="font-size:1 1px;" name_:“ema\\address“s\;e:“ls“ O

13 maxlength="50"> <br> <center> <input type="submit" name="Submit"value="]0in Now 100 A
style="margin-tap: 25em;"> < fcenter> < fforms> <BR>

You can display any of these promotions on the storefront by disabling their Hidden settings.
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Orders Reports Inventory Marketing <Customers Design Settings

Manage Promotions

CySearch || () Add Custamize | Bulk Updates | Export Results | Bookmark Results

<1-190f19 page [ o7

Hidd Del
o Special ¥ Motes F body t idden :O,der ‘l’-:e“e
Special Sale!
4 Announce special sale 50 o
ewents here
Shopping Cart By:
L *\ 100 ]
« Yolusion
\ S
8 100 I |
: % volusion
shopping cart software
5 \ - 100 O
'« volusion
Powered By
10 \ . O 100 m|
volusion
" e \on -
Stte privacy staters
12 IPayPall 100 "

FRTMENTS

You can also edit these entries, or create your own.

Creating a Nav Menu Promotion

To create your own storefront promotion, click Marketing >> Nav Menu Promotions >> Add,
and configure the following settings:

Orders Reports Inventory Marketing Customers Design Seltings

Specials | Add New

“ySearch Back o List Expand All | Collapse Al
Details =
ID
cow &
Private Notes (6
{Nates will not be publically
displayed)
Body @
HTML Editar

Special Order & |:| Last Modified

Hidden @ [ Last Mod By (@
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Specials

This optional field allows you to assign the

promation to one of three groups within the

system for organizational purposes: SSL

Seals, Powered By and Misc. This can be

especially helpful if you create a large

number of promotions.

This optional field allows you to enter

internal notes for each promation.

In this box, enter any text or HTML for

public display.

This field contains a numerical value by

which the promotion will be ordered within

the storefront’s navigation menu. The lower

the number, the higher up the promotion will

SpecialOrder* appear in the menu (e.g. the default search
box promotion has a SpecialOrder of 10. To
assign a promotion to display below the
search box, assign its SpecialOrder to 11 or
higher. To display above, assign 9 or lower).

Group

Notes

Body

This field hides/displays the promotions on

Hidden the storefront.

* Required field.
Once you’ve configured the settings for a promotion, click Save to finish. If the promotion’s

Hidden setting is unchecked, it'll immediately appear on the storefront at the location specified
in the SpecialOrder setting.

Linking to Volusion Live Chat

Volusion Live Chat is an Internet chat program that you can use to communicate with
customers via text messaging in real time. The Basic Edition is free for download and the
Premium Edition is available for an additional monthly fee. With both versions, your customers
access the program by clicking an image icon on your homepage, available at Marketing >>
Nav Menu Promotions. To display one, click Add, complete the fields listed above, and in the
Body article, enter:

<div align="center” id="VolusionLiveChat">

<a href=http://www.volusion.com/livechat_software.asp>
Lice Chat Software</a></div>

<script defer type="text/javascript”
src=https://livechat.volusion.com/script.aspx?id=XXXXX>
</script>
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Replace “XXXXX” with your Live Chat ID, obtained from the program’s settings.

Once you click Save, the image will appear on your website. For more information on
Volusion’s Live Chat program, to download the Basic Edition, or to purchase the Premium
Edition, visit Volusion’s Live Chat homepage online at

www.volusion.com/livechat software.asp.

SSL Seals

If you plan to accept payment via credit/debit card, electronic check, or Google Checkout,
you’ll be required by your provider to use a Secure Sockets Layer (SSL) certificate to encrypt
sensitive data for safe transmission from your customers’ web browsers to the Volusion server.
You can purchase SSL certificates from our website at
http://www.volusion.com/ssl_certificate.asp.

You may also want to advertise the fact your store is SSL-secured to reassure shoppers that
purchasing from your site is safe. Volusion provides a number of built-in promotions to display
on the storefront for this purpose. Clicking the image will even display verification information
so visitors can verify that the store’s security measures are up to date. Once you've purchased
an SSL certificate, you'll find the SSL promotions in articles #29 and #30 in the Nav Menu
Promotions list. Click the number of the icon you’d like to display and uncheck the Hidden
option. Then, in the Body, locate the portion of the code that includes a domain name. If it
reads “www.YourDomain.com”, replace it with your actual domain name and click Update.

Orders Reports Inventory Marketing Customers Design Settings

unts  Maw Menu Promotions My ds  Me ers  Gift Certificates  SEQ Affiliates  In-5t

Specials | 29

Sy Search ) Add X Delete << Previous | Backtolist | Mexts>> Expand All | Collapse All

Details -
ID @ 29
Croup &8 | s5) seals v
Private Motes 8
(Motes will not be publically
displayedy
Body 8 | zstyls type="text/czz"=#vglusion ss|_seal { behavior: urlifa /i ; 3 h !
HTML Editor onclick="window openthitps:f v volusion.com/ssl asp’
"top=10.left=10.menubar=0.resizable=0scrollbars=0.width=457 hei
fifseal_wolusion] prg" border ="0" height="11 3" width="1 00"==/a = <br /=
Special Order Last Modified @) 2/13/2006 11:16:00 PM
Hidden & Last Mod By &8 [1] test name
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Store Affiliates

Marketing with Store Affiliates

Volusion provides functionality for third parties to register with store owners to become
affiliates. These affiliates extend your advertising reach by serving as a network of advertisers,
advocates, and bloggers that can help drive traffic to your store. Volusion’s tools help you
manage, analyze and even reward these affiliates.

Affiliate Signup

An affiliate is a special type of store customer that uses a custom URL linked to their affiliate
account ID that can be placed in online marketing materials to drive traffic to your website. The
Volusion system then records all visits, orders and sales through this URL, allowing you to
track the affiliate’s effectiveness.

Visitors can sign up for affiliate status as follows:

e Near the bottom of the Volusion storefront, click Become an Affiliate (your store
link/footer may appear different from the screen shot).

About Us Become an A%iliate Privacy Policy Contact Us Bookmark Us

Caormpany Info Advertizing Product Index Category Index Help | Terms of Use
Copyright @ 2006 CHS Holdings LLC. All Rights Reszervad,
Shopping Cart Powered by Walusion,

e Log in to your customer account to access the signup form.
e If you don’t have a customer account, you'll be prompted to create one.
o After login, you'll be prompted to enter your website address and a tax ID number (in

most cases, a social security or EIN number) so that the store owner can verify the
address specified for payments.
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Confirmn vour information below to complete the signup process,

Website Address:

Please type your Tax ID#:

(required for tax purposes) {i.e. your SSN# or EIN#)
test name
We will make your checks payable to 123 fake lane
your current billing address: fake land, AZ 99999
. continue
b

o Click Continue. You'll receive a notice stating that your affiliate account will be activated
after a 24 hour approval process.

Phoograin

Please allow 24 hours for your account to be approved and fully
activated.

E@ A Llzee,

Thank you for your interest!

Customers who arrive at your store through an affiliate link and sign up for affiliate status
become sub-affiliates. Customers who arrive at your store through a sub-affiliate’s link and
sign up for affiliate status likewise become sub-affiliates. The system tracks affiliate levels in
this manner up to 5 levels deep.

Affiliate Approval

In reality, all affiliate signups are immediately active. If the applicant accesses the My Account
page, an Affiliate Statistics section will appear at the bottom with a Visit My Affiliate Page
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option.

!_ _@0@@@@@@3&3@

Welcome to your account affiliate test. You may use this page to manage your orders,
payments, and other information, all in one place.

Review orders [ track packages Change quantities / cancel orders
Change shipping address Print invoices

Change billing address Return items

Change e-mail address, or password Manage your billing addresses
Change my e-mail preferences Manage your shipping addresses

Payment Settings
Edit or delete a credit / debit card View gift certificate balance

Apply a gift certificate to your account

Other Features

Edit a review that I wrote View my Wish List
My Rewards

Affiliate Statistics

Visit My A%iliate Page

I'm dene managing my account, log me out.

The Volusion system offers no additional pre-programmed functionality that allows you to
inform affiliates of account approval, but you can manually send each affiliate an approval
notice with login instructions, an overview of account features, and their individual URL.
You'll also find the customer listed in the table at Marketing >> Affiliates. If you click the ID
number, you'll see their customer account page with the Access Key set to Affiliate / Partner.
You can still access this page from Customers >> Accounts, but this key setting determines
inclusion in the Affiliates table. If you don’t wish for the applicant to have affiliate status, you
can always change this setting back to Customer, or delete the customer record entirely.

The Visit My Affiliate Page option in the customer account area allows affiliates to access
reports on click-throughs, sales, and the commission they’ve earned, as well as statistics on as
many as 4 sub-affiliates registered under them.
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Choose the time period you wish to view: All

Lewvel People in Commission
level

You (5.00%) 1] 0 $0.00
1 (3.00%) o o 0 $0.00
2 (2.00%) 1] 1] 0 $0.00
3 (2.00%) "] o] 0 $0.00
4 (2.00%) 0 0 0 $0.00

T T N T
Advertising Tools

Generate Banner Ads

Helpful Reminders

Your Link: http:/fzmnzc.mxkeow.servertrust.com/?Click=20

Anyone who visits "Your Link" will be tracked, and you will get credit. Place your link
anywhere: In e-mails, banner ads, on your website, etc.

The Generate Banner Ads option allows affiliates to quickly create HTML banner ads for use
on websites and in emails. They work just like the text link (which also displays on this page):
they link back to the store in a manner that generates reporting in the Volusion system.

Affiliate Settings

In order for the program to function, you’ll have to set a customized commission structure.
Click Marketing >> Affiliates and choose Affiliate Settings from the View menu.

Orders Reports Inventory | Marketing Customers Design Settings

Configuration : Affiliate System Setup

Customize |Bulk Updates | Export Results | Bookmark Results

Ouick Edit  View Results 1-7 of 7 rage KN -+
+ Mame L Value S
Config_AffiliateMinimumCheck i 2§10/2006
Config_AffiliateTrackDays @ 2(10/2006
Config_PercentLevell @ 2(10/2006
Config_PercentLevelZ @ 2(10/2006
Config_PercentLevel3 @ 2/10/2006
Config_Percentleveld @ 2{10/2006
Config_PercentLevels @ [ooz 2{10/2006

Results 1 - 7 of 7 page [l o7 1

Note that all fields in this table must be configured in order for the affiliate system to function:
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Config_Affilaite_MinimumCheck

Config_AffilaiteTrackDays

Config_PercentLevell

Config_PercentLevel2

Config_PercentLevel3

Config_PercentLevel4

Config_PercentLevel5

The minimum amount of commission an affiliate can
be paid at a given time. For example, with this value
set to 50.00, any affiliate that has earned at least $50
in commission by the normal payment date will be
paid. Any affiliate earnings shy of the minimum will be
held over for future payout periods until meeting the
qualifying minimum.

The number of days a new affiliate will be tracked.

The percentage paid in commissioned sales to a level
1 (primary) affiliate. This value must be zero or higher
and represented in numerals up to 2 decimal places
(e.g. 0.01, 0.05, 0.10, etc.).

The percentage paid in commissioned sales to a level
2 affiliate (sub-affiliate). This value must be zero or
higher and represented in numerals up to 2 decimal
places (e.g. 0.01, 0.05, 0.10, etc.).

The percentage paid in commissioned sales to a level
3 affiliate (sub-affiliate). This value must be zero or
higher and represented in numerals up to 2 decimal
places (e.g. 0.01, 0.05, 0.10, etc.).

The percentage paid in commissioned sales to a level
4 affiliate (sub-affiliate). This value must be zero or
higher and represented in numerals up to 2 decimal
places (e.g. 0.01, 0.05, 0.10, etc.).

The percentage paid in commissioned sales to a level
5 affiliate (sub-affiliate). This value must be zero or
higher and represented in numerals up to 2 decimal
places (e.g. 0.01, 0.05, 0.10, etc.).

The settings in this table only determine initial settings for new signups. To modify settings for

existing affiliates, see below.

At Marketing >> Affiliates, if you select Affiliate Payouts from the View menu, you'll find a table
containing specific affiliate settings for all active store affiliate accounts listed by ID number,
including their commission level. There are 5 levels that signify affiliate status (primary affiliate

or sub-affiliate).
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Reports Inventory Marketing Customers Design Settings

Coupons § Discounts  MNav Menu Promaotions  MyRewards

Affiliate Payouts

G search || ) Add

+ ts

v P atfiliate settings

Pay Affiliates
[=11]

Adfiliate

o e m =0 4

=)
o 0o oo oo oo

=12 |
- |2

+
- Twpe

L]

zZ = 00

Mewsletters  Cift Certificates  SEQ  Affiliates  In-3tock Requests

Customize | Bulk Updates | Export Results | Bookmark Results

Results 1 - 8 of 8 Page - of 1

: Percent] : Percentz : Percent3 : Percentd : PercentS Last
0 o o o o

0.05 0.03 0.0z 0.0z 0.0z

0 o o o o

0 o o o o

0 o o o o

0 o o o o

0.05 0.03 0.0z 0.0z 0.0z

0.05 0.03 0.0z 0.0z 0.0z

Results 1 -8 of 8 Page - of 1

This table contains the following settings:

Precentl *

Percent2 *

Percent3 *

Percent4 *

Percent5 *

Group_Title

AffiliatelD *

ParentID *

The percentage paid in commissioned sales
to a level 1 (primary) affiliate. This value
must be zero or higher and represented in
numerals up to 2 decimal places (e.g. 0.01,
0.05, 0.10, etc.).

The percentage paid in commissioned sales
to a level 2 affiliate (sub-affiliate). This value
must be zero or higher and represented in
numerals up to 2 decimal places (e.g. 0.01,
0.05, 0.10, etc.).

The percentage paid in commissioned sales
to a level 3 affiliate (sub-affiliate). This value
must be zero or higher and represented in
numerals up to 2 decimal places (e.g. 0.01,
0.05, 0.10, etc.).

The percentage paid in commissioned sales
to a level 4 affiliate (sub-affiliate). This value
must be zero or higher and represented in
numerals up to 2 decimal places (e.g. 0.01,
0.05, 0.10, etc.).

The percentage paid in commissioned sales
to a level 5 affiliate (sub-affiliate). This value
must be zero or higher and represented in
numerals up to 2 decimal places (e.g. 0.01,
0.05, 0.10, etc.).

If a single company or entity is conducting
several affiliate campaigns, you can use this
field to group them under a single label.

The ID number of the affiliate (also matches
the customer account ID).

When a sub-affiliate signs up to become a
store affiliate through another affiliate’s URL,
the ID number of their primary affiliate
displays in this field.

A Modified

4{29{2004
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This field can be configured to track an
affiliate for a specific number of days. For

DaysToTrack regular affiliates, this field is empty, allowing
the system to track the affiliate’s activity
indefinitely.

Select one of the four affiliate types from this

AffiliateType list: Regular Affiliates, Newsletters, Ad

Campaigns or Other.

If the affiliate entry corresponds to an email
News_ID newsletter (Affiliate Type of Newsletter), you

can list the newsletter ID here.

Paying Affiliates

The primary incentive for affiliates to register with and help direct traffic (and sales) to an online
store is the commissioned payments they receive from referrals. You can track accrued
commissions and pay them out at Marketing >> Affiliates by selecting Pay Affiliates from the
View menu.

Orders Reports Inventory Marketing Customers Design 5Settings

Coupons | Discounts  Mav Menu Promotions  MyRewards  Mewsletters  Cift Certificates  SEC Affiliates  In-Stock Requests

PayChecks for Affiliates

Perlod Ending Date: |08/31 /2009 |7 E (5} Automated Check Printing:  Click here to print all checks for the selected period. [7]

Custornize | Bulk Updates | Export Results |Bookrmark Results

Mo records match your query.

Here, you'll find the following settings:

AffiliatelD The affiliate’s unique ID number.

Name The affiliate’s name.

If the affiliate has entered a company name
Company Name in their profile, it displays here.
The total sum of commission owed to the

Total Earnings affiliate, based on your program settings.
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Last Paid The date you last paid the affiliate.

The date of the most recent sale generated

Date of Most Recent Sale through the affiliate’s tracking URL.

To pay accrued commissions to affiliates listed in the table, use the text box near the top to
define the date up to when commissioned sales will be paid and click Go. This reloads the

table and displays the commission data. Next, click the Click here to print all checks for the
selected period link.

Orders Reports Inventory Marketing Customers Design Settings

Coupons § Discounts  Mav Menu Promotions  MyRewards  Mewsletters  Gift Certificates  SEQ Affiliates  In-Stock Requests
PayChecks for Affiliates

Period Ending Date: | 10/01 /2009 | E @ Autornated Check Printing:  Click here to print all che%s for the selected period. [7

You'll arrive at the Print Affiliate Checks page, where you can configure and print checks to
issue.

Customers

‘ Orders

Coupons { Discounts  Mav Menu Promotions  bMyRewards  Mewsletters  Gift Certificates SECQ Affiliates  In-Stock Reguests

Design Settings

Reports

Inventory = Marketing

Print Affiliate Checks

To use this check printing feature, you must purchase a set of computer checks. Computer checks are just like your normal business checks, with wour bank account
information already printed an therm. The only difference is that they are printed on full sheets of paper (85" x 11" which are printer compatible,

Click here to order computer checks.

Step 1: Step 2:

X 2nce you have successfully printed {or hand written) all of the checks in
Date: 08i18j2009 El "STEP 1", you MUST confirm this by clicking the button below.
B clicking the button below, you will notify your systerm that you've paid
wour affiliates and your systern will adjust all balances accordingly.

m NOTE: ¥ouwill MOT be able ta re-print the checks in "STEP1" after

completing this step!

Memao: | |

Paper Layout: | 1 Check Per Sheet (Plus 2 payment stubs) |

NOTE: After printing the checks, click wour browser's BACK button to
return to this page and proceed to STEP 2.

To generate checks for payable commissions, enter a check date, a memo (optional), select
whether to print 1 or 3 checks per page, and click Print Checks. Once checks are printed, click
the web browser’s Back button to return to this page. Click Yes, | printed ALL the checks to
update the Pay Affiliates table data. Note that once you’'ve completed this step, you won’t be
able to reprint checks. Be sure to print all necessary checks before completing this step.

Checking Affiliate Stats

At Reports >> Affiliate Stats, you'll find a list of all orders generated after visits through affiliate
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URLSs or automated referral programs such as Google Adwords. You can use this information
to determine an affiliate’s marketing value. This table contains the following settings:

Affiliate Statistics

Affiliate ID

First Name

Last Name

Company Name

OrderID

Order Value

Affiliate Commissionable
Value

Percentage

Total Earnings

Date of Sale

The affiliate account ID attached to the order.
Any order not generated through an affiliate
link will have an affiliate ID of zero.

The first name of the related affiliate. For
orders with an affiliate ID of zero, this field
contains the customer’s first name.

The last name of the related affiliate. For
orders with an affiliate ID of zero, this field
contains the customer’s last name.

The information entered in the company
name field corresponding to the affiliate or
customer account.

The order ID number generated during sale.
Click this number to view the order’s details

page.
The order’s grand total amount.

The amount of the order for which an affiliate
is eligible to receive commission. This is
essentially the order’s subtotal, excluding
tax, shipping and handling charges, and
discounts.

The percentage of the Affiliate
Commissionable Value at which the affiliate
earns commission, based on your affiliate
settings.

The total monetary earnings an affiliate
should receive based on the Affiliate
Commissionable Value and Percentage
fields.

The date the order was generated.

You can customize the Affiliate Stats page by clicking the Filter button at the top of the table.
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Filter Orders

Here, you can select a particular month and/or year to narrow the data display. To update the
table, simply select your desired time period and click Filter near the bottom of the pop-up

menu.

You can also sort the table by monthly stats using the Monthly Totals option in the View menu.

Orders Reports Inventory Marketing Customers Design Settings

ng ROl cking  Affiliate Stats  Search Terms

View Affiliate Statistics — All Records

‘?J Filter Custornize | Eulk Updates | Export Results | Eookmark Results

Mo recards match your query,
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In Stock Requests

Volusion allows you to email customers when an out-of-stock item they want is back in stock
by configuring Marketing >> In-Stock Requests.

Orders Reports Inventory Marketing Customers Design Settings

Coupons § Discounts  Mav Menuw Promotions  MyRewards  Mewsletters  Gift Certificates  SEQ  Affiliates |k

View In-Stock Requests

@Settings
Results 1-10f 1 Page - of 1

Request  Product Cade o Ernall Address  Date Requested o Active Requests O

Custornize | Bulk Updates | Export Results | Bookmark Results

v

1 Hn- LA S CREW palak_shah@vaolusion.com 1/8§2009 1:40PM 1 |:|

Results 1 -1 of 1 Page - of 1

Here, you can view a list of out-of-stock products with in-stock email notification requests.

Regquirements

When configured properly, Volusion’s inventory system can process requests for in-stock
notification automatically.

Activate In-Stock Requests

First, activate the feature at Marketing >> In-Stock Requests >> Settings. Check the
Enable_Back_In_Stock Requests option and click Save.

Last Updated: October 2009 304


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_260.gif

Winter '09 Volusion Manual

Change View In-Stock Requests Settings

To enable a setting shown below, click the checkbox next to it or uncheck to disable it

Enable_Back_In_Stock_Requests

Assign Stock Values

To make a product eligible to receive notification requests, it must have a stock value
assigned. By default, each product has no starting stock value. You can set one as follows:

e Inthe admin area, click Inventory >> Products.
e Click the product code you wish to edit.
« Locate the Vendor Information section, and enter a value in Stock Status.

e Click Update.

ensor mromaon
StockStatus @ oo+ (Hist) +1 On Hold Vendor Part & (3 | |
[Generate Barcode] UPC Code (h Wendar Price l:l
stock Low Oty Alarrm (5 |:| Book 15BN ih |:|
Stock Re-Order Qry () |:| Add To PO Naw @ [
Do Mot Allow Backorders (68 D Last PO Gty 5
Auto Drop Ship @ Last PO Date 5

This allows the system to update the stock status of the product automatically when ordered or
returned.
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Eligible products must not allow backorder status, because the system will always treat the
product as “in-stock.” To disable this feature, check the DoNotAllowBackOrders option in the
Vendor Information section of the product record and click Update.

Vendor Information -—

Stock Status

[Cenerate Barcode] UPC Code
Stock Low Qo Alarm

Stock Re-Order Oty

Lo Mot Allow Backorders
Auto Drop Ship |

Imeentory: Verify Oty On Hand

Inventory: Last Werified |

Last Modified

& 0o+ (Hist +1 On Hold

@ 77 {2009 5:42:00 PM

Wendor Part £

“Wendor Price

Add To PO Mow
Last PO Oty
Last PO Date 8

(7]
(7]

Book ISBN (@ |:|
(7]
(7]

Share Stock Status With (5 |

Product D &3 195

Last Mod By 8 [16]

Additionally, make sure products are not set to automatically hide when out-of-stock. This will
prevent customers from reaching the product details page, where the request mechanism
resides. This setting is located in the Advanced Options section of each product edit page.

Advanced Options -

WAT Percentage

Horme Page Section

Taxable Product |

[Upload Logao] Manufacturer |
List Price Marme

Product Price Mame

Sale Price Marme

Setup Cost Mame

AddtoCartBtn Replacerment Text |
Product Popularity

Display Begin Date |

Display End Date

In-Stock Request Settings

o |

Free Shipping ltem 0
Hide Product 3 |:|
Hide When Out Of Stack (8 %
Enable Multi Child Add To Cart &5
Private Section Custormers Only 8 |:|

Hide You Save |:|

Allow Price Edit & []

Price Sub Text &3 |

Price Sub TextShort (6 |

[Upload File] Download Filenarme 3 |

Each entry in the Marketing >> In-Stock Requests table contains several settings that cannot
be modified. Because the notification system is automatic, it requires no management, and
supplies this data for informational purposes only:
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The product code of the product for which
ProductCode the request was made.

The email address entered by the customer
when they requested notification.

Date Requested The date of the request.

EmailAddress

The total number of active In-Stock Requests

Active In-Stock Requests T

The In-Stock Request Process

Once all setup requirements are met, the notification system functions as follows:
e Any eligible product, when ordered, will lead to a reduction in the stock status.
e Once the stock status reaches zero, customers will no longer be able to order the
product (if they attempt to add it to the cart, an error message will state, “Sorry, the

following item is currently out of stock:”).

e On the product details page, an Email me when Back-In-Stock link will appear below the
Add to Cart button.

Oty
U RO

Add to Wish List
Ermail me when Back-In-Stock

e Clicking this link displays an email address entry form a customer can use to receive the
notification.

Please enter your email to be notified when this itern is back in stock.

Email Address: |

] Signup for our newsletter
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e Once the customer enters their email address here and clicks Submit, the entry appears
at Marketing >> In-Stock Requests.

e The entry remains in the table until the related product’s stock status is adjusted to a
positive value.

« At that time, the customer receives an automatically-generated email notifying them that
the product is back in stock.

We recommend reviewing the In-Stock Requests table before updating stock in the event that
you’ve received more notification requests than units in your delivery. This will help you
prevent sending out more in-stock notifications than you can honor through orders.
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MyRewards & AddThis™ Program

MyRewards Program

The newest addition to Volusion’s marketing functions in Winter 09 is the MyRewards
Program. This feature was built to help increase sales by offering loyal customers points
toward store credit on future orders. The program allows you to award points by amount spent,
or for purchasing specific products. Customers can view and redeem these points directly from
the My Account area.

To activate the program, go to Marketing >> MyRewards in the admin area.

Orders Reports Inventory Marketing Customers Design Settings

Coupons | Discounts  Mav Menu Promotions  MyRewal

tds  Mewsletrers  Gift Certificates  SEQ  Affiliates In-Stock Requests

MyRewards
Configuration
hiyRewards Setup L1 ] Paints for Product %
Redemption
Points Redeemed per Currency Unit o
Minimurm Paints Required to Redeerm i}
Tirme until Rewards are Redeernable (days) L1 )
Time Rewards are redeemable (daysy o 3685

N

The wizard has two sections: Configuration and Redemption.
Configuration

By default, the program is disabled. To enable it, choose either Points for Cash or Points for
Product.
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Orders Reports Inventory Marketing Customers Design Setti

Coupons [ Discounts  Mav Menu Promotions MyEewards  Mewsletters  Gift Certificates SEO Affiliates  In-5t

MyRewards

Configuration

MyBEewards Setup L} |P ucté

Disable Program
Paints for Cash
Dadomntinn

Points for Cash

This setting awards points based on the amount of money spent on orders. It uses order
subtotals (prior to tax and shipping) for point calculation. If you choose this option, you’ll have
to define a value for Points Earned per Currency Unit. This field instructs the system how many
points to award for each currency unit spent. If you use USD, one unit is equal to one dollar. If
you enter 5 in this field, the system will award five points for each dollar spent.

This configuration doesn’t inform customers of points earned. When using it, you must
dispense all program information manually.

Points for Product
This setting awards a specific number of points for specific products. If you choose this option,
you’ll have to define point values for one or more products:

e Inthe admin area, click Inventory >> Products.

o Click the product code of the product to which you’d like to assign points.

e Locate the Advanced Options section and enter a number in Reward Points Given For
Purchase.
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Advanced Options —

WAT Percentage f I:I
Horne Page Section Free Shipping Item

Taxahle Product 6 Hide Product @ [

[Upload Logo] Manufacturer @5 | Hide when out Of stack @ [

List Price Marme 8 | Enable Multi Child Add To Cart &8 D

Product Price Marme &8 | Private Section Custormers Only 8 |:|

Setup Cost Mame 8 | Allowe Price Edit @ |:|

|
|
|
Sale Price Mame @0 | | Hide ouSave 5 O
|
|

AddtoCartBtn Replacermnent Text | Price Sub Text | |

Product Popularity 6 l:l Price Sub TextShort 5 | |
Display End Date &5 l:l H [Upload File] Download Filenarme &8 | |
CiftWrap Cost I:I Accessory(s)
Uses Product Key Typels) 6 | | Reward Points Given For Purchase (6 | 10 |
Free Accessory(s) W8 | L\}

After assigning points, return to the MyRewards wizard to complete program setup.

When you assign points to a product, they display on the storefront’s product details page
under the price as, “You'll earn X points.”

Redemption
This portion of the MyRewards wizard requires setup of 4 variables for either configuration:

e Points Redeemed per Currency Unit: This field determines how many points are
redeemed in the awarding of each reward currency unit. For example, if | use USD and
enter 50 in this field, one reward dollar will redeem 50 points. You can also think of this
field as the number of points required to redeem an award currency unit. Note that the
value you enter here controls the default value displayed in the customer’s redemption
text field.
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MyRewards - Reap the rewards with every purchase

It pays to go with MyRewards. Every time you make a purchase with [vour cornpany or website's name],
yvou'll receive points [if product based, then] for the product{s) yvou purchase [if total amount of
purchase, then] based on vour total purchase amount. It's a great way to save on your next purchase
whether it's for you or someone special,

Here's how it works:

1. Once you've placed your order and it has shipped, your MyRewards Point will be redeemable in [%]
days.

To view your MyRewards, simply go to MyRewards.

. Enter the total amount {in points) you'd like to redeem below (% points = $x).

when you're done, a confirmation will be sent to your email address.

Tou're now ready to save on ywour next purchase. Upon placing vour order, your available MyRewards
will automatically be deducted from the total purchase amount.

[ TN

Available Points: 0
Pending Points; 0

50 Q redeem now

Want ta learn more about MyRewards? For maore MyRewards information, see the Terms & Conditions.

e Minimum Points Required to Redeem: The value set in the previous field acts as a
minimum accrual amount before any points can be redeemed, but if you wish to require
accrual of a higher dollar total before allowing point redemption, enter a larger number
here. For example, if you enter 50 in the previous field and 100 in this field, the
customer will earn a reward dollar after accruing 50 points, but won’t be able to redeem
those points until 100 points have been accrued (2 reward dollars).

e Time until Rewards are Redeemable (days): If you wish to set a time frame in days that
customers must wait between the earning of points and the awarding of points for
redemption, use this field.

o Time Rewards are redeemable (days): If you'd like awarded points to expire after a
certain number of days, use this field.

The program cannot award partial points or partial currency units. You can use decimal values
in the configuration fields, but when confronted with situations where settings determine
awarding of partial units, the system resorts to rounding. Use care in setting configuration
parameters to prevent awarding/redeeming of more or less points/currency units than you
intend.
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Once you’ve configured the program, customers can view and redeem points, as well as
review program terms and conditions, at My Account >> My Rewards (under Other Features).

! _ 7?0@3@@@@%@

Welcome to your account test name. vou may use this page to manage your orders,
parments, and other information, all in one place.

Review orders f track packages Change guantities / cancel orders
Change shipping address Print inwoices
Change billing address Return items

Personal Information

Change e-rmail address, or passward Manage your billing addresses

Change my e-rmail preferences Manage your shipping addresses

Payment Settings
Edit or delete a credit / debit card View gift certificate balance

Apply a gift certificate to vour account

Other Features

Edit a review that I wrote Wiew my Wish List

My Ri%ards

I'm done managing my account, log me out,

To redeem points, customers enter the number of points they wish to redeem from their
available points and click Redeem Now. If they’re attempting to redeem a non-qualifying point
total, they’ll receive an error message with the minimum requirements. If they redeem their
points successfully, they’ll receive notification of the number of points successfully redeemed.

This automatically generates a gift certificate in the admin area attached to the customer’s
account. The next time they place an order, the gift certificate automatically applies.

-The system doesn’t consider points as earned until you’ve marked the order as “shipped.”

-For a customer to receive and redeem points, they must be registered with your store.
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-You can customize the program’s terms and conditions text at Design >> Site Content >>
article #144.

-You can customize the text on the My Rewards page of the My Account area using article
#145.

-You can view and edit a customer’s accrued points in the Special Privileges section of their
account record in the Award Points field.

-Disabling the program deletes all accrued reward points from the system.

-Removed from Rewards (in the same area as Award Points) allows you to disqualify a
customer from earning additional points. This is useful if you want to set a program deadline
past which additional points cannot be accrued without deleting all unredeemed points. You
cannot remove all customers from the rewards program at once globally.

AddThis™ Share It Program

Another new marketing feature in Winter ‘09 is integration with the popular third party program
AddThis™. When enabled, it adds a link on your product pages for customers to bookmark
and share on more than 50 social networking sites including Twitter, AIM, Facebook, Blogger,
Bebo, and Kaboodle.

T i w s i N
) oy i
Bookmark & Share W
n echnical Specs

E4 Ernail ?’\? Favaorites [ . . :
ourmaline 500 1 1/2" Ceramic Fl

&h Print f Delicious air inta srmooth silky tresses, Cer
) | easily create smooth, silky hair,
Digg Google v o Bl
wa MySpace ¥ Live ducts
- . Tourmaline Ceramic Plates Weig
K Facebook (S Technarati IHz, USA A+B Plug Type Model :
Twitter More.. (54) iilability : In stock, Ready to ship,
id recovery 40 Heat settings - up
et AddThis for Firefox AddThis 110 Yolts, 60 Hz (USA Standard)

plates easily create straight, smooth hair Megative
frizz and close the cuticle to create smooth shiny he

If you have an AddThis™ account, you can also use their analytics program. To turn on this
feature:

e Inthe admin area, click Inventory >> Products >> Settings.
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e Choose Enable_Share_Button.

¢ Click Save.

Change Update Products Settings

To enable a setting shown below, click the checkbox next to it or uncheck to disable it

Enable_Share_Button

T

EnableA ccessoriesQuickAdd 5

EnahleCategaryTree_DetailsPage (0

EnableDisplayfvailability 5

EnableDisplayDiscountedPricinglevels (5

O

EnableDisplayProductCode (5

EnableDisplayStockStatus (G

[

EnableHideProduct (&

EnableLivestockstatus

O

EnahleProducticcessories

EnableProductuantitBox (6

Enable_Share Buton_Usernare (4

EnableBullets_On_Features TechSpecs (6

O

EnahleCustomerReviews (5

EnableDisplayDiscountBtn 5

EnableDisplaykits_ProductDetailsPage

O

EnableDisplaySetupFee @

EnableErnailAFriend

EnablelmageZoom (5

EnablePhotasPopup (&

O

EnableProductfeaturesList_DualCalumns (6

O

EnableRecentHistory i

I

o If you have an AddThis™ account, enter your username in the Enable
_Share_Button_Username field to turn on your analytics.

For more information on registration and analytics information, visit AddThis™ here:
http://www.addthis.com/
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Reporting Guide

Volusion allows you to obtain reporting on a wide range of store variables and activities. This
section of the manual details a number of these features.

In the admin area, click Reports >> Reporting.

Orders Reports Inventory Marketing Customers Design Settings

Beporting ROl Tracking  Affiliate Stats  Search Terms

U
Generate Reports

4F Create Report

O rd e rS [Drders By Orders.Year - Mo Date Specified] Eﬁgfjﬁ

oo Ods oo aubries Rerewed Tect  Tne Tms Cost | CeDemls Qumiv OGS Poi  yog
2008 4 9E50.02 0.0o 25.00 54.42 0.00 0.0o 2z25.00 9 gz 229.48 426.14 B6.3%
2009 Z6 16,742.19 .00 14592 405.50 .00 .00 5,941.57 78 94 3,483.36 6,349.59 B6.2%
TOTALS: 30 $17,702.21 $0.00 $170.92 $45997 %000 %000 %$6,166.57 &7 176 $3,712.82 $6,776.03 0X
AVERAGES: 15 $8,851.11 $0.00 $85.46 $27996 $0.00 %000 $3,083.29 44 88 $1,856.41 $3,388.02 0X

This page is divided into 3 sections: the generator, the graphs, and the table. From the
Generate Reports area, the Create Report button allows you to select the type and criteria of
the report you’d like to generate.
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Create Report

Based On (%) OrderDate () ShipDate

By |Year’ v”

(O Save Mew Report?

Advanced Options £

The graphs portion and table portion of the page display the data returned by the report(s)
you’ve created.

Orders Reports Invent Marketing Customers Design Settings

Ri ing RO Nl

Generate Reports

4F Create Report

e

Orders

[Orders By Orders.Vear - No Date Specified] %ﬁ@

418,000

416,000

$14,0004

412,000

410,000

48,000+

6,000+

$4,000

42,0004

EEEEN %
Payment Payrnent Paytment  Sales Sales  Sales  Zhipping N o p Profit

Tear Qrders Amount Authorized Eeceived Tax] Tax2 Tax3 Cost Orderbetalls  Quantity  £OCS Erofic Margin
2008 4 960.02 o.0o 25.00 54.42 0.00 0.00 225.00 a 82 229.46 426.14 66.3%
2009 26 16,742.13 0.00 145,92 405.50 0.00 0.00 5,941.57 78 94 3,483.36 6,349,689 66.2%
TOTALS: 30 $17,702.21 30.00 $170.92 $459.92 $0.00 $0.00 $6,166.57 &7 176 33,712.82 %$6,776.03 0X
AVERAGES: 15 $8.851.11 30.00 $85.46 $229.96 $0.00 3$0.00 $3,083.29 44 88 3$1.856.41 3$3.388.02 0%

Choose the first graph icon to view a bar graph, or the second to view a pie chart.
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You can report on orders, order details, RMAs, products, categories and CRM tickets. You can
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also create a fully-customized report.

The following section details how to conduct each of the 7 report types, as well as some

helpful tips.

How to Execute Specific Reports

Orders Reports

At Reports >> Reporting >> Create Report, select Orders from the Choose Report menu and

configure the following:

Create Report

Choose Report [ Orders

Based On

CrderDetails

Order Status |RMAs
Productiiews
Time Period  CategoryWiews
CRM_TicketReplies
BY | custam

() Save Mew Report?

Advanced Options £

Based on OrderDate

Based on ShipDate

Order Status

Time Period

To / From

[esnersee'

This option instructs the generator to create
the report using the date orders were placed.

This option instructs the generator to create
the report using the date orders were
shipped.

Select one of the four available order
statuses to restrict reporting to that one
status only.

Use this field to restrict the time frame used
by the generator.

When your desired reporting range is not
available in the Time Period field, specify
start and end dates.
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You can apply up to three filters for this
By report type. The order of selection affects
data display within the results.

Once you’ve selected your options, click Generate. The report automatically displays results in
the table view. Click the graph icons to review the results in graph form.

Order Details Reports

This report type is similar to the orders report type, but provides filtering options by product
code, manufacturer, or both.

RMA Reports

You can generate RMA reports based on reporting table number, their ID number, or by the
product code of the items within them. As with orders and order details, all date range
functionality is included.

Product View Reports

This report type allows you to obtain results about product detail page views to help you
determine which products are most popular. Like the order details report type, this report type
allows you to filter by product code, manufacturer, or both.

Category View Reports

Similar to the product view report type, this report type allows you to determine which
categories are most popular. You can filter results by the category ID number, category name,
or both.

CRM Ticket Reports

This report type allows you to pull ticket data from the CRM system table.

Advanced Options

In addition to the basic filtering options, click Advanced Options to reveal a list of further
customization variables:

Last Updated: October 2009 320



Winter '09 Volusion Manual

Create Report <]

) 2avE e REpUTL

Column Name Color Alignment Axis Title Format
Total_Replies w || #0055bb l d Side e Mumber
v |[#sosorr | [ = | side v v
+|||#froooo [ | = | side v v
W || #oooooe |:| d Side hd hd
Chart Title Bar Width (ELETAE

Height
20 P 278 P

Feerees|

Column Name

Within the first dropdown for each advanced filter, you can choose 1 of 14 values
corresponding directly to specific fields within the store’s database. You can choose up to 4 of
these variables for each report.

Color

For the purpose of distinguishing different sets of information displayed on the bar graph or pie
chart, you can enter a standard HTML-based color value, or use the selection button to choose
and assign a color to the variable assigned in the Column Name.

Alignment

Using this field, you can specify the axis location of the filtering variable on the graph (side,
top, bottom).

Axis Title

This text field allows you to name the variable as it displays on the graph.

Format

You can choose whether numeral-based results display in numerical or currency format.
Additional Advanced Options

You can also title the chart and specify its height, as well as specify the width of bars on the
graph.
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The custom report type is the most powerful because of the range of specification it allows. All
reports created by the generator are based on an SQL query. The custom report type allows
fine tuning of reports, or even creation of custom SQL. To create a custom report:

e Select Custom from Choose Report menu in the generator.

Create Report <]

A
Choose Report | Custom 1\\5

Faor custarn Fepaorts, you must

1) Click Cenerate Repart

2 Selectyour X-Axis Labels

5) Choose your Advanced Options colurmns
4y Click Cenerate Eeport.

LasthdodBy = o [Customer D] AMD Interaction_hediur ="E &RD '901872008 <= Lastdodified AMD Last dodified
=="2/19/2009) A5 Total_Replies, [SELECT SUM(Poirts) FROM CRM_TicketReplies WHERE LastModBy =
c.[Customer|D] AMD "8/18/2008' == Lastiodified AMD Lasthodified =="S/15/2003" A% Total_Foints, ISELECT
COUNTIIDD FROM CRM_TicketReplies WHER = e rlD] AND Interaction_hedium = 'F' AND
'2/18/2008" == LastModified AMD LastModified == '8/13/200 Total_Calls, (SELECT COMVERTIREALIL),
AvGiCall_Duration)] f 80 FROM CRM_TicketReplies WHERE LastModBy = c.[Customer D] AND Interaction_hedium =

WHERE ¢ ficcesskey = 'A ORDER

(T Save Mew Report?

Column Name Color Alignment Axis Title Format
Total_Replies w || #00858bb l = Side w ~
|| #5050ff l i Side hs w
|| #ffO0000 l i Side hs w
W || #ocoooo |:| a Side hd w
Chart

Chart Title Bar Width

s

A text box will appear displaying the SQL query from the last report executed within the
system.

e Click Generate.
e Click Create Report again.

e Select an option from the X-Axis Labels menu. This option will be the item reported in
the horizontal axis of the graph generated.
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» Configure the Advanced Options for the report.

o Click Generate again.

Bookmarking Reports

You can bookmark any report you generate for future access:
e During report generation, click Save New Report.
e Enter a custom name in the Name Save Report text field.
o Click Generate.

At the top of the Reports >> Reporting table, you'll find a Saved Reports menu, from which you
can select previous report settings.

Orders Reports  Inventory Marketing

Feporting ROI Tracking  Affiliate Stats  Search Terms

Generate Reports

iF Create Report

i ew test i

Select

rders By Crders. CrderlD, |

lManage Reports
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Search Terms

Volusion’s search features not only allow your customers to find what they’re looking for
quickly and efficiently, but they also show you what customers are trying to find and how
they’re trying to find it. This information in contained in a single report located at Reports >>
Search Terms.

Orders Reports Inventory Marketing Customers Design Settings

Eeporting  RO|Tracking  Affiliate Stats EEE‘“::H—EHTIS

Search Terms (Internal Website Search)

C'ﬁSearch

Custormize |Bulk Updates | Export Results | Bookmark Results

Results 1 - 16 of 16 Fage - of 1

Total
Search Term Maost Recent Date
v A Searches v

501
601

5 8172009 2:37PM
2 Ff2zjz009 7:06PM
advanced 2 FE1F2009 3:42PM
asdf 2 Z11{2009 3:42PM
B 1 3§10j2009 6:55PM
BM-Plywood 1 3§10{2009 5:53PM
building 1 3{10/2009 6:04PM
1 S8f15j2009 Z:29PM
1 37102009 6:55PM
1 3{10{2009 6:55PM
1 S{10{20039 7:10PM
1 37102009 6:34PM
1 F121j2009 6:31PM
1 FI21{20039 6:31PM
1 8f12j2009 5:51PM
1 81122009 5:45PM

donation-1
fea
FEATLIRED3
CUIDE-
GUIDE-basic
niew

testing
Angle_Brush
501-0002

Results 1 - 16 of 16 Page of 1

All terms entered by users into the Search field from the storefront are recorded in this table,
along with basic statistics on their usage, such as number of searches and most recent date
used.

The Search Terms Table

The information displayed in this table is valuable because it tells you not only what visitors
expect to find, but how they believe they should be able to find it. This, in turn, can teach you
how to organize your content for maximum usability.

Removing Search Terms

Since the search field is a simple text box that allows users to search by any terms they
choose, you may find typographical errors and redundancies in the search terms table. Even
automated web script “bots” can enter randomly generated terms.

Due to the nature of the feature, unfortunately you cannot prevent this from happening. You
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can, however, eliminate entries you don’t find useful. Using the Bulk Updates feature (above
the table on the right), you can quickly prune the table as needed:

e When you choose this option, a dialog screen appears within the page.

Bulk Updates E-

MOTE: If updating PRODUCTS wia this Bulk Data Update tool, wou'll need to rebuild the product index afterwards
befare ywour changes will show up oh your storefront. For more details please visit Design > Maintenance

Bulk Data Updates ate for our adwvanced users only. Please use with caution. lmproper syhtax could result in database
carruption and charges for restoring.

UPDATESEARCHTERMS
SET w

w

Preview Query

¢ Inthe Set menu, select SearchTerm.
¢ In the Where menu, also select SearchTerm.

« From the menu below the “=" sign, select either Equals or Contains.

e In the field to the right of this menu, enter a word or phrase to be removed from the
table.

o If you selected Equals, enter the exact term to be removed.

o If you selected Contains, enter a word or phrase common to all entries to be removed.
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Bulk Updates E-

MCTE: f updating PRODUCTS wia this Bulk Data Update tool, you'll need to rebuild the product index afterwards
before wour changes will show up on your storefront. For more details please wisit Design > Maintenance.

Bulk Data Updates are for our advanced users onhy. Please use with caution. lmproper syntax could result in database
carruption and charges for restoring.

UPDATESEARCHTERMS

WHERE [{3earchTerm iv/ ~ (501-0002 |

Preview Quer

" Apply Changes |
)
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ROI Tracking

Volusion’s ROI (return on investments) tracker provides an easy method for viewing data
related to advertising campaigns, affiliates and more. In the admin area, click Marketing >>
ROI Tracking.

Orders Reports Inventory Marketing Customers Design Settings

Reporting ROl Tracking  Affiliate Stats  Search Terms
U
Use ROI Tracker

This tracker allows you to closely monitor the ROl generated frorm all of your advertising campaigns. You can setup specific carmpaigns to accurately reflect referrals. To
rnonitar all other traffic, you can wiew the default campaign labeled "Other”. Please note that each newsletter you send out is automatically added as a new campaign

Date Range | v |From [07/1512009 |70 [08/15872009 |
Exclude []Free Orders
Include |:| Eegular Affiliates Group BY | sgjected Date Range ¥
DAdvertising Campaigns -
[ Mewsletters AffiliatelD {optional}y

ROl Tracker > All Campaigns

Z{1942009 through 8/18/2009, grouped by Past 30 Days

host Most
Affiliate Custarner . . Conversion Total  Total
Record Record Croup Campaign TrackingURL Recent Recent Rate Clicks Sales
Click. Sale
| | Other G/16/2009 §/146/2009 200.00% 48
affiliate  http:j /zmnzc.mxkow. servertrust.com
21 z1 [ |test2 e &/17 [z008 0.00% 10 @
Totals: 160.00% 58
New / Inactive Campaigns... Add
Most Most
Affiliate Custarner . . Total Total Caonwversion
Record Record Croup Campaign TrackingURL Re.cent Recent Clicks Sales Rate
Click Sale
1 1 l:l test name http:.l’.l’zmnzc mxkow. servertrust.com a 0
- - I {?Click=1
Newsletter: Testing http:f fzmnzo mxkow . servertrust.corm
18 18 [ e el oo a
,—‘ . http: [ fZmnZe mx koW servertr Ust.carm
20 20 affiliate test e lickez o a a

This page is divided into three areas: the report generator, the results table, and the link
generator. Using these tools, you can view and create reports based on any tracking URL your
store has generated (for affiliates, newsletters, third party campaigns, etc.).

Information in this area is tied closely to the affiliates and newsletters portions of the Volusion
system. Before proceeding, we recommend familiarizing yourself with the “Newsletters” and
“Affiliates” portions of this manual.

Understanding ROI Tracking Data

The primary portion of the ROI tracking page consists of the results table, which displays data
from every affiliate or campaign registered with a tracking URL.
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F119/2009 through §/15872009, grouped by Past 30 Days

Most Most
Affiliate Custormer . . Corversion Total Total
Croup Campaign TrackingURL Eecent Eecent
Fecord Record K
Click Sale
[ | other G/18/2009 6/18/2009
affiliate  hitp:{ fZMNZC.mxkow. Servertrust.com
20 2l | | test2 f?Click=21 Szt
Totals:
Mew [ Inactive Campaigns... dd
Maost Mast
Affiliate Custormer . . Total Total Conversion
Croup Campaign TrackinglJRL Recent Recent
Fecord Record K
Click Sale
http:f fzmnzo.mxkon. servertrust.com
1 1 [ Jtestname ;
f?Click=1
18 18 l:l Newsletter: Testing http:f fzmnzo.mxkow. servertrust.com
- - News|etter - fPClick=18
l:l . http:f fzmnzo mxkow servertrust.com
Fd1] 20 affiliate test fClickez0

[T

Here, you'll find the following fields:

Affiliate Record

Customer Record

Group

Campaign

Tracking URL

Total Clicks

Each affiliate or campaign is assigned an ID
number. This number is related to the
affiliate/campaign’s tracking URL.

The ID for the customer account associated
with the affiliate or campaign. This field is
often identical to the Affiliate Record field.
Note that campaigns automatically have a
customer account and ID assigned to them.
These types of accounts have no login
ability, but are necessary for tracking
campaign functionality.

Optionally, you can apply a group label to a
series of affiliates or campaigns.

The actual campaign or affiliate name.
Clicking the affiliate or campaign name will
reload the ROI tracking table and display
every entry in the Volusion system related to
that affiliate/campaign’s tracking URL.

The actual tracking URL for each active
affiliate/campaign. Tracking URLs are
variants of the Volusion store’s URL with the
affiliate/campaign’s unique tracking number
appended. They allow the system to track
visit activity for reporting on that
affiliate/campaign.

The total number of visits the
affiliate/campaign’s tracking URL has
generated.
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The total number of sales generated from
visits to the store through the tracking URL.
Click this total to view a table displaying
information on each individual sale.

A percentage representing the ratio of click-
throughs to purchases from a tracking URL.
A time stamp for the most recent visit
through a particular tracking URL.

A time stamp for the most recent purchase

Most Recent Sale made during a visit through a particular
tracking URL.

Total Sales

Conversion Rate

Most Recent Click

This table is divided into two areas. The top portion contains affiliates or campaigns that have
generated click-throughs or sales. The lower portion of the table, labeled New / Inactive
Campaigns, lists any affiliate or campaign with a tracking URL that hasn’t generated any sales
or click-throughs.

Click the X icon at the end of each row to deactivate and remove the related tracking URL
entry from the system. Only utilize this option if officially deactivating a campaign, as it not only
prevents further data gathering through the URL, but also removes all related stored data.

Generating ROI Reports

Sifting through the data in the ROI tracking table can be very time-consuming. If you'd like to
obtain information on a specific affiliate/campaign only, or if you'd like to view simple data such
as a list of tracking URLs that have generated sales in the last month, the page’s report
generator allows you to customize the table’s content display to meet your needs.

This tracker allows wou to closely monitor the RO1 generated from all of vour advertising campaigns. You can setup specific campaigns to accurately reflect referrals. To
rnonitor all other traffic, wou can wiew the default campaign labeled "COther”. Please note that each newsletter wou send out is automatically added as a new campaign.

1o (081572000 |[F

Date Range
Exclude []Free Orders

Include |:| Regular Affiliates Group BY | cojected Date Range
:|Ad\.rertising Campaighs -
[ Mewslerters AffiliatelD {optional)
Date Range

This menu allows you to specify a month, year, or series of days.

From/To
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These text fields allow you to refine date customizations beyond the date range selections.
Exclude

Check this option to exclude all orders with a grand total of zero.

Include

These series of options, when checked, allow you to include regular affiliates, advertising
campaign-related affiliates, or newsletter-related affiliates in your results. You can select them
individually, or in combination.

Group By

This menu allows you to group report results based on the selected date range, the month, or
the year.

Affiliate ID
To create a report on a single campaign or affiliate, enter the affiliate ID number in this field.

Once you’ve configured report settings, click Generate Report. Results will display in the table
once the page reloads.

Creating Custom Campaigns
Aside from newsletters, registered affiliates, and third party campaigns like Google’s AdWords,

you can create your own custom campaigns and tracking URLSs by clicking Add next to the
New / Inactive Campaigns heading:
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ROl Tracker > All Campaigns

F01972009 through 8/18/2009, grouped by Past 30 Days

Most Most
Affiliate Customer . . Conwversion Total Total
Pecord Record Croup Campaign TrackingURL Re.cent Recent Pate Clicks Sales
Click Sale
Other 8/18/2009 &/15/2009 200.00% 48
affiliate  http:ffzmnzc.mxkow. servertrust.com
21 21 — Clicke21 8/17/2009 0.00% 10 B3
Totals: 160.00% 58
MNew [ Inactive Campaigns...
Group Title
Campaign Name
Days To Track |7
s von [
Affiliate Customer Crou Er TR TrackingURL :I:cs:nt :I:cs:nt Total Total Conversion
Fecord Record i - & K Clicks 5ales Rate
Click Sale
http: f fzmnzo.mxkow. servertrust.com
1 1 test name frClicke1 1] 1] [ ]
Newsletter: Testing http: f fzmnzo.mxkow. servertrust.com
15 15 Newsletter — fPClick=18 o o a8

e In the first text box, you can define a group for the tracking URL (optional).
e In the next text box, assign a name to the tracking URL.

e Inthe Days to Track field, enter a number of days for the Volusion system to track this
URL. By default, the field is setto 7.

e Click Add New.
When complete, the new entry will appear in the New / Inactive Campaigns section of the
table.

The “Other” Affiliate Campaign

The Other campaign type is a placeholder for any and all sales or click-throughs generated
within the Volusion store that aren’t assigned to a specific tracking URL. This amounts to a list
of all non-affiliate related click-throughs or sales. Simply ignore this table entry when
determining the overall effectiveness of campaigns or affiliates.

ROI Tracker Direct Link Examples

At the bottom of the ROI tracking page, you'll find examples of various tracking links you can
create.
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ROl Tracker Link Generator

Gary text Iskdfjks|dfk jskifd ksljdf klsdfklsdjkfl jskidf kjlsdfklsdflkjsdklfj skldfjkl delfjklsdif Isdf. sdfkl sjdfkl jsdfkl sf .

Select Links

Affiliate 1D
Page Example

Product Code

Home Page Affiliate |0 was not available.
Category D :

Product Affiliate ID and Product Code were not available.

Search Term Shopping Cart Affiliate ID and Product Code were not available.

Article 1D Category Affiliate ID and Category ID were not available.
Search Affiliate ID and Search Term were not available.

Article Article ID and Category ID were not available,

The default tracking URL the system generates is based store’s URL. You can, however,
create tracking URLSs for products, categories, or articles.

Example

An affiliate for the store, www.yourdomain.com, uses a blog to promote a particular product
offered by the store. Instead of providing this affiliate a standard tracking URL to the storefront,
the merchant can provide a tracking URL to the product page.

If the affiliate’s ID is 101 and the product code is ‘ABC-Product,” the tracking URL would be
formatted as follows:

http://www.yourdomain.com/ProductDetails.asp?ProductCode=ABC-Product&Click=101

When the affiliate posts this link to the blog, the Volusion system will track all click-throughs
and sales as it would with a standard tracking URL.

If you wish to use SEO-friendly URLSs for affiliate tracking, this unfortunately cannot be done
because the Volusion system requires the affiliate’s original dynamic URL for tracking
purposes.

Installing Third Party JavaScripts

Many third party services you may wish to use in conjunction with your Volusion store will
supply two chunks of JavaScript code for integration. One chunk often handles tracking
functionality (you can place this anywhere in your template.html file, but toward the very
bottom in the footer area often works best) while the other chuck is for a graphical icon, such
as a click-to-chat button or a logo.

Generally, chat software requires placement of JavaScript code where you wish to display a
clickable button, separate from another script. Regardless of the third party provider’s
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instructions, you can place all provided code in the same location.

Most stats codes can be placed in the template file right before the </body> tag.

Normally, ROI tracking software requires you to place a special script on the final page of the
checkout process. If your tracking software requires additional variables to pull store data, here
are some you can use:

$(CustomeriD)
$(OrderNo)
$(SubTotal)
$(ShippingCost)
$(SalesTax)

$(GrandTotal)

You can use the above variables only in the OrderFinished.asp article at Design >> Site
Content (article ID #130: “ROI_Javascripts”), as they are not ASP variables.

If a statistics / conversion tracking provider has supplied a JavaScript code, paste it into the
body of this article.

You can find a great help article specifically on conversion tracking here.
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Maintenance & Security

This portion of the manual will instruct you how to use different aspects of the Volusion system
for upkeep and protection.

Closing your Store for Maintenance

If you’re operating on your domain name but aren’t yet ready to open for business, or if you
need to make extensive updates to your product database through an import, you may want to
restrict access to your store to prevent customers from browsing and potentially placing orders.
To close your store to the public:

e Inthe admin area, click Settings >> Maintenance.

Orders Reports Inventory Marketing Customers Design Settings

Compahy  Shipping  Tax  Payment  Currency [P Firewall Config Wariables Custom Fields  Maintenance
il

Manage Maintenance

Maintenance Toolbox your store is currently:| O PEN

Rebuild Product Index ‘ou lastindexed G62hrs ago. Close my store

Rebuild S5earch Index h .
- This page allows you to ternporarily close wour store for maintenance. For

Reassign Inventory Control Grid example if wou need to perform modifications on your database or files,

M 301 Redi closing your store will post a notice on your website telling your wvisitors
q o .
anaas edrects the store is "temporarily closed for scheduled maintenance, please Ty

Zlose store to view more tools back in 15 minutes to and hour. Thank your for your patience.”

Customize your maintenance message here.

e Click Close my store.

Orders Reports Inventory Marketing Customers Design Settings

Company  Shipping  Tax  Payment Currency [P Firewall Config Variables  Custorn Fields  Maintenance

Manage Maintenance

Maintenance Toolbox Your store is currently: CLOSED

Rebuild Product Index You lastindexed 862hrs ago

SRR R Open my store
Eebuild Search Index . . § ] .
This page allows you to temporarily close your Swre for maintenance. For

Reassign Inventory Control Grid exarmple if you need to perform modifications on your database or files,
closing your store will post a notice on your website telling wour visitors

Manage 301 Redirects .
Manage 301 Redirects the store is “ternpararily closed for scheduled maintenance, please try

Auto-Increment current OrderlD numbers back i 15 minutes to and hour. Thank your for your patience.”
Remove past orders [ delete sensitive data Customize your maintenance message here.

e Click Open my store to re-open when ready.
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Closing the store doesn’t affect access to the admin area. While the store is closed,
administrators will see a message at the top of the storefront stating that the store is currently
closed to customers. Visitors to the store front, however, will be greeted with a default

message stating that the site is temporarily down for maintenance and will be back online
shortly.

/= Store Temporarily Closed for Maintenance - Windows Internet Explorer

=

@ o v || hkkpeffzmnzc. mxkow, servertrust,com/

File Edit ‘Wiew Favorites Tools  Help

W | @ Store Tempaorarily Closed For Maintenance | |

Thank you for visiting! We are currently performing scheduled
maintenance and updates on the website.

We will be back online to serve you within 15 minutes to an hour.

Thank you for your patience!

To customize the contents of this message, click Customize your maintenance message here.

Closed-Store Options

Some options in the Maintenance Toolbox directly affect the orders database table and can
only be used when the store is closed to prevent creation of new orders during usage.

Auto-Increment Order, PO, RMA and Customer ID Numbers

Nearly every table entry in your database is assigned a unique ID number for tracking and
identification. In most cases, these numbers are auto-assigned based on when the entry was
created relative to other entries.

For marketing or organizational purposes, you may wish to change the starting number for
some of these auto-assignments. When you close your store, you can access the Auto-

Increment current OrderID numbers option. This tool offers two menus: Table and Numbers to
add.
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Orders Reports Inventory Marketing Customers Design @ Settings

Company  Shipping Tax  Payment Currency  IPFirewall Config Yariables Custom Fields  Maintenance

Your CrderlD nurmbers will be assigned starting with OrderlD #1, followed by OrderlD #2, etc. Using this tool will start your arder nurnbers with a higher number instead
of 1. For example you might want to begin your Order|Ds at 100, This way your first OrderlD is 101, followed by 102, etc. Keep in mind once you increrment up to 100 for
example, you cannot go back to a srmaller number. Tre best tirrre to rus B toal i5 Defore ou opes our Ftore for Busimess, aitfroudlt ou el ru i anetime lrour store
ir clored for maintenernce.

Mextrecord created will be assigned |D: {visible after running this tool)

Table A

Murmbers to add hd

(SRS

From the Table menu, select the table for which you wish to alter the ID number of the next
generated entry:

e Orders table

e Purchase Orders table

e RMA (Return Merchandise Authorization) table

e Customers table
You can add 1, 10, 100 or 1000 integers at a time to the most recently-generated ID number
by selecting a value from Numbers to add and clicking Add this value. There is no effective
limit to usage of this feature, but please note that you cannot decrement ID numbers.
As an example, if you have five administrative accounts and you wish to increment customer
IDs to make it easier to differentiate between customer accounts and staff accounts when
viewing the customers table, you might consider adding 1000 to the customers table before
opening your store. Administrative accounts will remain as IDs 1-5, but when the first customer
registers, ID assignments will begin at 1006. This example assumes you’ve created no test
customer accounts.

Remove Past Orders / Delete Sensitive Data

Closing the store also reveals the Remove past orders / delete sensitive data option.
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Reports Inventory Marketing Customers Design @ Settings

Company  Shipping  Tax  Payment Currency  IPFirewall Config Yariables  Custormn Fields  Maintenance

CleanSweep System Maintenance

“ou may use this page to delete past data thatis stored inyour systern. This page is only intended for merchants who do not use the Wolusion order processing systerm, and
instead export all data on a daily basis, therefore keeping data in Volusion is not necessary in this case.

NOTE: Data will be permanently erased by using this page.

Remove [ | Orders
[] custamers
DStored Payrnent Information
[[]5toredBilling Addresses
DStored Shipping Addresses
[Jcustomer Accounts w{ Invalid Email Addresses

“Last Modified™ on or before: |05/04/2009 3 MM fDD YT Y
Delete All Data Now

Since it allows you to delete vital data from the database, we recommend refraining from
usage unless absolutely necessary. The tool was designed for the following cases:

e To purge a large amount of test data before opening for business.

e For merchants who export all order data for processing into a thirty party system.

To use the tool:
e Under the Remove header, select the table you’d like to clear:
e Orders
o Customers
e Stored Payment Information
e Stored Billing Information
e Stored Shipping Addresses
e Customer Accounts w/ Invalid Email Addresses

o Optionally, you can use the Last Modified on or before option to delete records
selectively.

Click Delete All Data Now.

Volusion does not take responsibility for data loss through misuse of this maintenance tool.
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Rebuild Product Index

After importing product data or making extensive updates to your products table, you may
encounter some irregularities in product display (e.g. product photos not loading properly,
general slowness in loading products pages in your web browser, etc.). Such issues usually
occur because your store’s product database index needs to be rebuilt.

The system uses an index to quickly find entries in your store’s products table for display on
the storefront or in the admin area. When making dramatic changes to the table, the index can
become disordered. Rebuilding it re-orders the entries properly. You should perform this step
after every import to the table, and after extensive changes through normal admin functions.
Simply click Rebuild Product Index at Settings >> Maintenance (under the Maintenance
Toolbox heading).

Rebuilding the index can take as little as a few seconds and as long as several minutes,
depending on the number of entries in the table. During this procedure, the storefront will be
inaccessible.

Rebuild Search Index

You may occasionally encounter a situation in which recently-added product categories don’t
display correctly on your storefront. The cause of this issue is similar to the cause of product
display errors described above.

To re-order the index for the categories table, click Rebuild Search Index at Settings >>
Maintenance (under the Maintenance Toolbox heading). As with the products table, you should
rebuild the search index after performing an import to the categories table.

The length of this procedure also varies based on the size of your categories table. When

complete, you'll arrive at Inventory >> Categories, where “Re-index Completed Successfully”
displays at the top.

Reassigning Inventory Control Grid Order

If you’re unfamiliar with Volusion’s inventory control grid and Smartmatch functions, please
review the “Inventory Control Grid” portion of this manual’s “Product Configuration Guide.”
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The Reassign Inventory Control Grid function allows you to better manage your variant (“child”)
products created with the Smartmatch system by allowing you to reorganize the product listing
order.

e Inthe admin area, click Settings >> Maintenance.

e Click Reassign Inventory Control Grid (under the Maintenance Toolbox heading).

Orders  Reports  Inventory Marketing Customers Design = Settings

Cormpany  Shipping Tax  Payment Currency IPFirewall Config Wariables  Custorn Fields  Maintenance

[[]Create All Inventory Control Grids Create All Inventory Control Grids
This goes through every product in your database that has the field "Enable Options_ImventoryCaontral”
setto " and makes sure each of these products has the grid created. This is useful if you do a bulk
data import.
WARMIMCG: This is extremely resource intensive and could take a very long time to run,
which will make your store run very slow until it's finished. Only run this if absolutely
necessary.

[[]Re-assign OrderBy for all Inventory Control Grids Reassign Inventory Control Grid Order By
This allows wou to reassign the order to all inventory contral grids. This is useful if you've already
generated lots of inventory control grids, and later change the “ArrangeOptionsBy” field of your
options, ot any other order of your Options or OptionCategories. If you only need to re-generate the
imventory control grid for a single product, simply go edit the product directhy and click the "Sawve
Changes” buttan, which will always re-generate the inventary control grid automatically behind the
sCenes.

e Check one or both of the options on the following page and click Perform Maintenance
Now.

The first option, Create All Inventory Control Grids, instructs the system to locate all products
with the inventory control grid option enabled and create the related grids. Note that this
operation can be very resource-intensive and can cause a temporary drop in system
performance.

The second option, Re-assign OrderBy for all Inventory Control Grids, re-orders all variant
products created through use of the inventory control grid. This changes the order of product
attribute display on the storefront for all such products.

Note that normal display order alteration is managed through the ArrangeOptionsBY field in
each attribute (“product option”) record (see the “Products” portion of this manual for more
details). In some cases, especially when performing product imports, products won’t properly
update if the attribute order has been changed. This maintenance option effectively corrects
this problem.
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Managing 301 Redirects

For those new to the concept, URL redirection allows one URL entry to automatically load
another. Winter ’09 supports one of the most-used URL redirection methods on the Internet:
301 redirects. This type of redirect is used when the location of a website has permanently
moved to a new URL. Many webmasters and HTML programmers find it necessary to use this
method when making updates or fully migrating websites.

e Inthe admin area, click Settings >> Maintenance.
e Click Manage 301 Redirects (under the Maintenance Toolbox heading).

Orders Reports Inventory Marketing Customers Design 5Settings

Company  Shipping  Tax  Payment  Currency  IPFirewall  Config Variables  Custom Fields  Maintenance

301 Redirect Manager

Enter the path of the non-existant page in the Source Path, and the page that yvou wish to redirect to in the

target path. Ending a path with f*will add a catch all for that directory. Note: This tool only works if the When importing XML, only the first S000 redirects

source path does not exist, If there are duplicates in the source path, only the last entry will be used. will be read. If you have more than 5000 redirects,
then itwill need to be uploaded in parts.

Redirect Manager [ P ]

Source Path Target Path Delete | |

[[]Replace All Redirects

Download the current xml file.

|:|Redirect .aspx pages to default.asp

T

e Upload a standard XML file of 301 redirects using the Browse and Upload buttons. Note
that you can download the current list of 301 redirects within the Redirect Manager table
by clicking Download the current XML file nearby. Once you’ve downloaded this file, you
can edit it and upload it to your store’s 301 redirect table.

¢ Click Save.
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Using the Redirect Manager

You can also enter 301 redirects line-by-line using text fields provided. Each entry offers 3
values:

This is where the original file or files were
located. Note that only the path and file(s)
that follow the domain name in the URL
should be entered here.

Source Path

This is the destination for all requests for the
file(s) listed in the Source Path field. Again,
this generally will be the URL location without
the domain name.

Checking this option and clicking Save at the
bottom deletes the entry from the table.

Target Path

Delete

One last option, Redirect .aspx pages to default.asp, is available here. Checking it enables
redirection from errors such as 404 (page not found) on custom ASP pages to the store’s
default.asp page (storefront).

Redirecting to Your Store after Migrating to Volusion

If you’ve decided to migrate your existing ecommerce solution to Volusion, note that Volusion’s
file and directory structure won’t be identical to that of your previous provider. If you've spent a
great deal of time with that provider, there may be custom files, images, product links, etc. that
have been indexed by search engines, blogged about by customers, and referenced by
affiliates. Without redirecting visits to these items to the new location, the traffic will be lost.

Volusion’s 301 redirect management page allows you to set up redirects to automatically
forward visitors, customers, even search engine links to specific locations within your Volusion
store.

Example
You’re a clothing retailer who provides a custom size chart to customers via a PDF file. This
file was located within the previous provider’s root directory at a different location than in the

Volusion directory. If you want to ensure that any visitor or search engine referencing the file’s
previous link can still find it at its new location, perform the following steps:
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e Inthe admin area, click Settings >> Maintenance.

e Click Manage 301 Redirects (under the Maintenance Toolbox heading).

e In Source Path, enter the original file location (in this case, /size_chart.pdf).

e In Target Path, enter the new file location (in this case, /v/ivspfiles/sizechart.pdf).

¢ Click Save.

301 redirects will only function when there is no active file at the location provided in the
Source Path field. If there is an active file here, the target path will be ignored in favor of the
actual file at the source path location.

Using Wild Cards with 301 Redirects

When setting up 301 redirects, some merchants need to redirect inbound visitors from an
entire series of files to new locations. In Winter ‘09, it's not necessary to create a redirect for
each file; you can simply use the wildcard character.

For example, if you need to redirect inbound links to hundreds of custom images on the
previous site to the same images now hosted by Volusion, use the following method:

e Inthe admin area, click Settings >> Maintenance.
e Click Manage 301 Redirects (under the Maintenance Toolbox heading).

e In Source Path, enter the directory of the images’ previous location, followed by the
wildcard character (e.g. /images/*).

e In Target Path, enter the location of the directory currently containing the images,
followed by the wildcard character (e.g. /v/vspfiles/images/*)

¢ Click Save.
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In V5, all sub-domain redirects were 302 redirects. In Winter 09, all sub-domain redirects are
301, which is generally better for SEO purposes.

Managing Security with the IP Firewall

Conducting business online unfortunately exposes you to encounters with unsavory
individuals. Volusion reduces the risks presented by these individuals dramatically by providing
a secure, stable hosting platform. Additionally, Volusion provides a tool to further fine-tune
store security: the IP firewall.

This tool allows you to restrict store visitor-specific access to both the storefront and admin
area. You can also configure the system to allow a maximum number of transactions per
visitor to protect against security breaches that typically require numerous transaction
attempts. This portion of the manual details use of this tool, as well as some scenarios that
may warrant its use.

Creating an IP Security Rule
To create an IP security rule:

e Inthe admin area, click Settings >> IP Firewall.

Orders Reports Inventory Marketing Customers Design @ Settings

Company  Shipping  Tax Payment Currency [PFirewall Config Variables Custom Fields  Maintenance

Update Security Rules

< @ i -
S canch @Add %4 Settings Custornize | Bulk Updates | Export Results |Bookmark Results
Quick Edit Fesults 1- 2 of 2 Fage - af 1
+ n + < Allow or 4 Admin Area Last Delete
v IP Rule = Eeginning IP Rahge = End IP Range v EBlock ¥ Oniy v Modified |:|
1 0.0.0.0 0.0.0.1 Block il 1§15 2005 1 0:45AM " |
2 0.0.0.2 0.0.0.3 Block h 1§58 2005 10:49AM [ ]

Fesults 1 -2 0f 2 Page - of 1

o Click Add.

Last Updated: October 2009 344


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_296.gif

Winter '09 Volusion Manual

Orders Reporis  Inventory

D

Applies To Admin Area Onby ﬁl [
Last Modified &8

Company  Shipping  Tax  Payment  Currency

| c
FYL Your computer's [P Address is_
Details =

Allow Or Block ih

Marketing Customers Design 5ellings

1P Firewall  Config Wariables  Custom Fields  Maintenance

IP_Address_Security_Rules | Add New

Back to List

Last Mod By &

The IP security rules settings are as follow:

IP_Range_Begin *

IP_Range End

Allow_or_Block *

Applies to Admin Area Only

Here, enter the IP address or the beginning
of the range of addresses for which you wish
to block or allow access.

When defining a range of IP addresses,
enter the last address in the series. When
blocking or allowing access for a single
address, leave this field blank.

This menu allows you to choose whether to
allow or block access to the IP address or
address range defined in the settings above.

This option allows you to apply the rule only
to the admin area (access to the storefront
for the address or range of addresses will not
be affected).

*Required fields.

Expand All | Collapse All

By default, any IP security rule you create will not be active unless you enable the
Enable_IP_Address_Security Rules_On_Frontend setting at Settings >> IP Firewall >>

Settings (see below for details).

Additional IP Security Rules Settings

At Settings >> IP Firewall >> Settings, you’ll find the following options:
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Block _All_IP_Addresses _To_Admin

Enabling this option blocks all incoming traffic to the admin area. Visitors attempting to log in
will receive an “Access Denied” message. This setting applies to all traffic except IP addresses
and ranges specifically allowed by entries in the Settings >> IP Firewall table.

When using this setting, it is very important to first set up a valid security rule allowing store
access for any and all IP addresses/ranges you use to access the admin area. Failure to do so
will block your own access..

Enable IP_Address_Security Rules_On_Frontend

By default, all rules established in the Settings >> IP Firewall table aren’t active unless this
option is enabled. Conversely, disabling this option disables all established IP security rules.

Max_Orders_Per_Day Per_IP

This field allows you to set a maximum number of orders placed from an individual IP address
in a 24-hour period. By default, this value is set to 20. The purpose of this feature is to prevent
credit/debit card data thieves from attempting a series of fraudulent orders to test the validity of
stolen credit/debit card numbers. Such individuals usually place orders until they complete a
successful transaction, which signifies that a particular credit/debit card number can be used
for any desired purchase. This setting enables you to block store access for 24 hours after
reaching the maximum threshold of failed order attempts allowed. The smaller the number
specified here, the stronger your protection against this practice. Note, however, that it does
not guarantee against the testing of stolen credit cards and generation of fraudulent orders,
even if set to “1,” since a thief can potentially enter a valid credit card on the first attempt.

Securing the Admin Area

If you find yourself in a situation where the security of your admin area’s login information has
been compromised, you can always change your passwords and purge extra administrative
accounts (besides the super admin). The IP Firewall, however, can strengthen your store
security:

e Inthe admin area, click Settings >> IP Firewall >> Add. Note that the IP address
through which your local computer system is connecting to Volusion displays above the
Details heading.

o If your work station uses a static IP address that doesn’t change, you only need to know

this single IP address. If your work station uses a dynamic IP (a range of addresses
through which sessions alternate), you’ll need to know the entire range.
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« If you use multiple work stations (e.g. a home computer or laptop), you’ll need to know
their IPs/ranges as well.

e Set the IP or IP range within the IP_Range_Begin/_End fields as needed.
e Set Allow_Or_Block to Allow.

o Click Save.

o Click Settings >> IP Firewall >> Settings.

e Check Block_All_IP_Addresses_To_Admin and click Save.

Change Update Security Rules Settings

To enable a setting shown below, click the checkbox next to it or uncheck to disable it

Block_All_IP_Addresses_To_Admin 5 Enable_IP_Address_Security_Rules_Cn_Frontend @5

|

Max_Crders_Per_Day_Per_IP &8
20

Now, only the addresses/ranges you’ve specifically allowed will be able to access the admin
area.

When using this type of security configuration, Volusion Technical Support will be unable to
access your admin area for troubleshooting purposes.
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Restricting Access to Your Storefront

Some scenarios may require you to block storefront access to a problem customer or to a thief
using your store to commit credit card fraud. In the same manner that you connect to your
admin area from a single IP address or IP range, each customer generally connects to your
store through a specific IP address or IP range. The Volusion system tracks this information in
the order details pages (near the top, above the customer ID number), in the admin history log,
and in the abandoned cart feature.

Once you’ve obtained an address or range you’d like to block:

In the admin area, click Settings >> IP Firewall >> Add.

Set the IP or IP range within the IP_Range_Begin/_End fields as needed.
e Set Allow_Or_Block to Block.

e Click Save.

o Click Settings >> IP Firewall >> Settings.

e Make sure Enable IP_Address_Security Rules_On_The_Frontend is checked. If not,
check it and click Save.

Change Update Security Rules Settings

To enable a setting shown below, click the checkbox next to it or uncheck to disable it

Block_Al_IP_Addresses_To_Admin &8 Enable_IP_Address_Security_Rules_Cn_Frontend

O

Max_Orders_Per_Day_Per_IP i
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Blocking an IP address or range used by an individual doesn’t guarantee that the individual is

unable to access your storefront through another previously-unused IP address or range.

Certain countries or regions of the globe known for a high incidence of credit card fraud can
sometimes be blocked through use of large IP ranges.

Granting Storefront Access to Blocked Customers

If you've blocked an IP range (such as 12.345.67 — 12.345.67.89) to deny access to a problem
customer and later realize you’ve blocked another legitimate customer who has placed several

orders from an IP address that falls within the range (such as 12.345.67.50), you can simply

create an additional security rule (using the procedure outlined above) that allows the

legitimate customer’s address while maintaining the rule that blocks the range used by the

problem customer.

Tracking Admin History

At Customers >> Admin History, you can find reporting on all store and admin area activity.
This information can be useful in resolving security issues.

Orders Reports Inventory Marketing Customers Design  Settings

This page helps you ensure your administration area is being used by authorized personnel only,

1P Address Admin Email

Date/Time

I tcst)l@example.com
L1 ]
|

I iy ewards@volusion com
I :csui@cxample.com

I icsti@cxample.com

IP Address Admin Ermnail

8/18/2009 5:24PM, taday
8/18/2000 2:37PM, taday
§/17/2009 427PM, vesterday
B/13/2009 11/ 12AM, S days aga
8/12/2000 5:40PM, & days ago
8/12{2009 3:21PM, 6 days ago

Date/Time  Pages Viewed

I icstl@cxample.com
I testl@example com
I testl@cxample.com
I test]®example com
I testl@example.com
B iect]@example com
I testl@example.com

I testl@example com

gg:;‘hinng JadminfaccessManager asp

2;}168;;009 [adrin fTableliewer asp?table—IP_Address_Security_Rules

gﬂ];ﬁmg JadminfadminDetails_Generic.asp?Table=IP_Address_Security_Rules&ID=85afedode=AD0
gggﬂ;’\fuua [adrninfTableliewer asp?table—IP_Address_Security_Rules

gg;ﬁmg JadminfRedirectManager.asp

ggzﬂ;’\fuua fadminfUpgrade_Maintenance asp

ggwﬂgjnng JadminfMaintenance_ReassignkitOrderBy.asp

2E 1800 fadminfUpgrade_Maintenance asp

456PM
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This page contains two tables: one for general access and one for admin access. Note that it
provides only information (without settings or controls).

This table (at the top of the page) displays all unique users who’ve logged in to the Volusion
store during the course of the last 7 days, including all customers, affiliates and administrators
(includes admin area activity for administrators). It contains the following fields:

Access History
The unique IP address through which the
user connected to the store. This string of
numbers represents a location on the
Internet from which the user’s connection
IP Address originated. Click it to view its entry at the
popular whois.net website (an address data
directory containing additional information
about the location and condition of the IP
address).
The user’s account email address for store
login. If this field is blank, it signifies an
anonymous user or a user whose account

Admin Email has been deleted from the customers table.
Click this address to view the account entry
in the customers table.

Date/Time The date and time the user logged in.

Available only in the Most Recent 1000 hits
Pages Viewed table, this column lists the pages within the
Volusion admin accessed by the user.

This field stores a basic product description

ProductDescription and any html or image links you wish to
display.
Category This dropdown allows you to assign the

product to a category or subcategory.

The second table on this page contains a list of the last 1000 instances of access granted to
the admin area over the course of the last 7 days. The data in this table is identical to that of
the All Users Past 7 Days table, with the exception of the additional Pages Viewed field
(described above).

Note that unlike the previous table, only administrator activity is reported here. Note also that

the table only reports the portions of the admin area accessed by administrators, not the
commands executed at those locations.
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Third Party Integrations

One of the many strengths of the Volusion ecommerce system is its ability to connect with
other services and systems to extend your store’s capabilities and logistical reach.

The following portion of the manual explains how you can use some of Volusion’s integration

features to connect with popular logistics software and services to take your store to the next
level.
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Quickbooks Integration

QuickBooks

Winter ‘09 allows you to use Intuit’'s QuickBooks software to manage order, product, and
customer information in the QuickBooks interface.

Choosing Your Integration Method

Volusion offers two methods of integration with QuickBooks: through IIF file export, and
through Intuit's Web Connector software. Each method has its own set of benefits and
configuration requirements. These factors should be weighed when choosing a method (you
can find a comparison chart at http://store.volusion.com/kb_results.asp?ID=323):

Doesn’t fully import order or customer

Available for any Volusion store. information into QuickBooks.

Product information cannot be edited once

No usage limits. imported.

Allows importing of orders, productsGift certificate and discount information is
and customers to QuickBooks. not reported properly.

Allows re-use of one QuickBooks

. : Import method requires manual action.
account in mapping.

Cannot send orders as invoices.
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Doesn’t track "Cost of Goods Sold."

Imports only the description of the first
product in multi-product orders.

Offers automated data transfer
rom Volusion to QuickBooks.

Requires a Volusion Gold plan or above.

Fully reports gift certificates and  Application only supported with Microsoft
discounts. Windows.

Last Updated: October 2009 354



Winter '09 Volusion Manual

Allows importing of orders as

U . Doesn’t support the use of sub-accounts.
invoices or sales receipts. PP

Doesn’t allow importing of negative totals
(credits must be manually entered into
QuickBooks).

Allows specification of separate
item accounts for products.

Setting up QuickBooks Mapping

Before you can use either of the QuickBooks integration methods, you must configure your
QuickBooks mapping, which allows QuickBooks to properly read Volusion data and import it
into the correct fields.

To configure mapping for IIF Export:

e In the admin area, click Inventory >> Import / Export.
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Orders Reports  Inventory Marketing Customers Design Setting

Pr c  Import | E: 't Pu

Import / Export Data

Standard Import f Export

Darta Import Import dara in bulk from an Excel Spreadsheer or CSY (comema delimited) text file.

Data Export Export data to an Excel Spreadsheet or C5Y {comma delimited) text file.

Other Import f Export Features

Export data to Quickbooks format.

[Click here to cnnfigurc QuickBooks mapping]

Yahoo! Store Import Importyour ¥ahoo! Store products

QuickBooks Export

¥Yolusion API Irmport f Exportyour data in XML format.

e Choose Click here to configure QuickBooks mapping next to the QuickBooks Export
button.

Orders Reports Inventory Marketing Customers Design Settings

pany Shipping Tax  Paytment Currency IPFirewall Con riables C tn Fields  Maintenance

Configuration - QuickBooks

(3\523”:" Custornize | Bulk Updates | Export Results | Bookinark Results
1-160116

¥ Name . Value . ;a;;mn
Config_QuickBooks_Include_Shipped_0Orders_0Only @ 2{10f2006
Config_QuickBooks_Include_with_Orders_Customer_Info @ z{10/2006
Config_QuickBooks_Include_with_Orders_Product_Info @ 2{10f2006
Config_QuickBooks_Map_ITEM_ACCNT ) 211042006
Config_QuickBooks_Map_ITEM_ASSETACCNT @ 21102006
Config_QuickBooks_Map_ITEM_COGSACCNT @ 21102006
Config_QuickBooks_Map_SPL_ACCNT ) 211042006
Config_QuickBooks_Map_SPL_NAME @ 2/10/2006
Config_QuickBooks_Map_SPL_Shipping_ACCNT @ 2/10/2006
Config_QuickBooks_Map_SPL_Shipping_INVITEM @ 2/10/2006
Config_QuickBooks_Map_SPL_Tax_ACCT @ 2102006
Config_QuickBooks_Map_SPL_Tax_INVITEM i) 2102006
Config_QuickBooks_Map_SPL_Tax_NAME @ 2102006
Config_QuickBooks_Map_TRNSTYPE i) 2102006
Config_QuickBooks_Order_Date_Beg_Blank_For_All @ 21102006
Config_QuickBooks_Order_Date_End_Blank_For_All @ [ 1] 2{10/2006

For full details on each value in both QuickBooks Mapping tables, see this manual’s
“QuickBooks Mapping Table Settings” appendix entry.
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Once you’ve configured the mapping variables for your chosen QuickBooks integration
method, click the Save.

To configure mapping for the Web Connector:

e Inthe admin area, click Inventory >> Import / Export.

Reports Inventory Marketing

Import / Export Data

Standard Import f Export

Data Import Import data in bulk from an Excel Spreadsheet or CSV (comima delimited) text file.

Data Export Export data to an Excel Spreadsheet or C3W (cormma delimited) textfile.

Other Import { Export Features

Export data to Quickbooks farmat.
[Click here to configure QuickBooks mapping]

QuickBooks Export

Yahoo! Store Import Import your Yahoo! Store products

Volusion API Import [ Exportyour data in XML format.

e Click Volusion API.
e If this is your first use, click Enable.

« If you've already enabled the WebConnector, click Here next to “Manage QuickBooks
Web Connector” under the Accounting heading.
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Orders Reports Inventory Marketing Customers Design Settings

Pro limpart | E t Pu rs Pr

Volusion API

|:| Enable public XML for Featured Products. Generated once a day. B Eeset
|:| Enable public =ML for All Products. Generated once a day. Save Ej Reset

Accounting
Quickbooks Manage QuickBooks Web Connector HEEE
L

Generic
CENEeric Loogle Base Integration

ﬁ GenerichOrders Generic Orders
ﬁ CenericiProducts Ceneric Products
E CenerichCustomers Ceneric Custarmers

Order Management

Shipping

e On the following page, choose Click Here next to “To make changes to Config Variables
such as Account names.”

Orders Reports  Inventory Marketing Customers Design Settings

Categories  Products  Options  Import §{ Export Yendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

QuickBooks Web Connector

m A S50 05 required to run QuickBooks Web Connector.

Choose which admin to use with wour QWC file:| testl@example.com L |

To make changes to Config Wariables such as Account names CIic%?ere

Download the QuickBooks Web Connector Version 2.0 Here

|:| Send received xrml as ermails. Use semicalons to separate email addressses.
{20 fraE LR e WAL eX DN D erTHE RO Frarm K

T
| | Save
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You should arrive at this page:

Orders Reports Inventory Marketing Customers Design Settings

Company  Shipping Tax  Payment Currency  IPFirewall Config Wariables Custom Fields  Maintenance

Configuration - QuickBooks

%Scarch Custamize |Bulk Updates | Export Results | Bookmark Results
Cuick Edit  VYiew Results 1 - 17 of 17 Page - of 1
v Marne o Walue = Ir:daos;\fied
Config_QuickBooks_Map_ITEM_ACCNT i) 2{10f2006
Config_QuickBooks_Map_ITEM_ASSETACCNT i) 2{10f2006
Config_QuickBooks_Map_ITEM_COGSACCNT i) 2{10f2006
Config_QuickBooks_Map_SPL_ACCNT i) 2{10f2006
Config_QuickBooks_Map_SPL_NAME i) 2{10f2006
Config_QuickBooks_Map_SPL_Shipping_ACCNT i) 2{10/2006
Config_QuickBooks_Map_SPL_Tax_ACCT i) 2{10/2006
Config_QuickBooks_Map_SPL_Tax_INVITEM i) 2{10f2006
Config_QuickBooks_Map_SPL_Tax_MAME i) 2{10/2006
Config_QuickBooks_Order_Date_Beg_Blank_For_All i) 2{10/2006
Config_QuickBooks_QBWC_Discount_Account i) 21372007 3:44PM
Config_QuickBooks_QBWC_Discount_ltem_MName i) 21372007 3:44PM
Config_QuickBooks_QBWC_Gift_Cert_Account i) 21372007 3:44PM
Config_QuickBooks_OQBWC_Gift_Cert_Item_Name i) 21372007 3:44PM
Config_QuickBooks_QBWC_Only_Send_Customers_With_Orders i} D Z[137/2007 3:44PM
Confio_OuwickBonks ORWC Onlv Send Products Which Were Ordered o ZI1812007 3:44PMW

For full details on each value in both QuickBooks Mapping tables, see this manual’s
“QuickBooks Mapping Table Settings” appendix entry.

QuickBooks IIF Integration

This integration allows you to export Volusion store data in an IIF file (QuickBooks’s proprietary
file format) and import that file into QuickBooks. The following section details generation and
use of this file.

Accessing the IIF File Export Page
You can access Volusion's IIF file export functions as follows:
e In the admin area, click Inventory >> Import / Export.

e Click QuickBooks Export.
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Reports Inventory Marketing Customers Design Settings

Categories  Products Options  Import [ Export  Vendors  Purchase Orders  Receiving  Product Key Distribution  Warehouses

QuickBooks Export

Read Quick Start Guide

Configure m
Export All Customers E
Export All Products E
Export Grders
Earliest Order Date: ‘%
Latest Order Date: '
Only Import Order Number: 0 I:l

8 Only Include Shipped Orders
& Include Customer Information

8 Include Product Information

(EpEreDTeRe™

Testing the lIF File

Reset Export Status
Warning: Using this feature could resultin duplicate Invoices in QuickBooks.

QuickBooks onhy allows updates an custarmers and products; it does not allow updates an
irvoices; iwwill create duplicare invoices. This feature should only be Used 10 recreate an
export that has not already been successfully imported into QuickBooks

=

Mew QuickBooks Export User?

e recommend that the following sample QuickBooks Datafiase be usedto test the Wolusion
QuickBooks Export:

Download Yolusion_Export_Test_Company_for, uickBooks_Z003. B

Before generating your IIF file, we recommend testing it on Volusion’s sample QuickBooks

database to ensure functionality:

e At Inventory >> Import / Export >> QuickBooks Export, choose Click Here to Download
Volusion_Export_test company_for_Quickbooks 2003.QBB.

e Save this database to a local computer work station and open it in QuickBooks.

e In the Volusion QuickBooks export page, click Export All Customers or Export All
Products (with the default settings).

e Once the export is generated, choose the Click here to download option in the

message.

e Open this file in QuickBooks and import it to the sample database obtained from

Volusion.

Configuring the Export Page

At Inventory >> Import / Export >> QuickBooks Export, you can generate three different types
of exports: Export All Customers, Export All Products and Export Orders. You can also reset

the store’s export status.

Choose one of these options to generate the appropriate IIF file and associated download link.
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When exporting orders, you must first configure some additional mapping settings (Settings >>
Import / Export >> Click here to configure QuickBooks mapping):

Export Orders

Specify a date (in mm/dd/yyyy format) to limit
the number of orders included in the export
file. Orders generated before the date defined
in this field won’t be included.

Earliest Order Date

Specify a date (in mm/dd/yyyy format) to limit
the number of orders included in the export
file. Orders generated after this date won'’t be
included.

; Define a single order number to export to the
Import this Order Number IIF file. This field is most often used for testing
Only purposes.

Latest Order Date

This option allows you to include only orders

Only Include Shipped OrdersWith e

Include Customer This option includes customer information on
Information all exported orders (enabled by default).

This option includes product information on all

Include Product Information exported orders (enabled by default).

You can reset export status at Inventory >> Import/Export >> QuickBooks Export. If you re-
export data after this point, however, this can cause duplicate entries in your QuickBooks
account. For this reason, we recommend only using this option when the export fails, and to
always use caution. If you are uncertain, import the IIF file into a test account first.
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QuickBooks Web Connector Integration

This integration allows you to use Intuit's WebConnector application to automatically import
data from Volusion to QuickBooks.

Requirements
In addition to requirements already outlined in the pros & cons table above, note that
Volusion’s Web Connector integration only supports QuickBooks Home 2005, Pro 2005, or
Premier 2005 editions or later.
The integration does not support the following versions of QuickBooks:

e QuickBooks Online Edition

e QuickBooks Point of Sale Edition

e QuickBooks UK or Canada editions

e QuickBooks Enterprise Edition

e QuickBooks Macintosh editions

You can obtain an SSL certificate (required for secure connection with QuickBooks) at
Volusion’s home page.

Accessing the Web Connector Integration
e In the admin area, click Inventory >> Import / Export >> Volusion API.

e Under the Accounting heading, click Here next to “Manage QuickBooks Web
Connector”.

If you haven’t yet installed the QuickBooks Web Connector software on your local computer
work station, click Here next to “Download the QuickBooks Web Connector Version 2.0” .
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Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import § Export Vendors  Purchase Orders  Receiving  Product Rey Distribution  Warehouses

QuickBooks Web Connector

= A 550 is required to run QuickBooks Web Connector.

Choose which admin to use with wour QWcC file:| testl@example.com R | W

To make changes to Config Wariables such as Account names Click Here

Download the QuickBooks Web Connector Wersion 2.0 Hiﬁe

|:| Send received xrml as ermails, Use sernicolons to separate ernail addressses.,
(D0 ot wEe witfrout expliicit gerarssior from Kamd

| - I

Connecting to the QuickBooks Web Connector

After configuring your mapping and downloading the Web Connector application:
e Select your administrator account email address from the first menu.
e Click Create.
e Use the link provided to download the XML file to your local work station.

e With the Volusion QuickBooks integration page open, access both the QuickBooks Web
Connector and the QuickBooks store account.

e Add the QWC file to your Web Connector program as an application. This allows the
Web Connector to import Volusion store information.

e Torun, click Update Selected in the Web Connector.

The integration won’t function properly unless you have the Volusion admin area, the
QuickBooks Web Connector application, and the store’s QuickBooks account file open on the
same computer work station at once.
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Once you’ve generated the XML file within Volusion, the system flags all customers, products,
and orders exported. These items cannot be exported again and should only be updated in
QuickBooks through normal Web Connector connections. If, however, you maintain multiple
QuickBooks accounts for your store, or if the initial export failed, you can reset the system
flagging as follows:

e On the Web Connector management page, you'll find four dropdown menus for store
mapping settings: Customers, Products, Orders and Config Variables.

e You can view the export date for that Volusion table by clicking the related menu.

Choose the appropriate date from the menu and click the respective Reset button.

Once complete, all data for the reset export will be exported again on the Web Connector’s
next connection to QuickBooks.

After resetting an export, be careful to not import duplicate data into the QuickBooks account.
We recommend creating a new company file in QuickBooks if performing a 2nd XML file
import.
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Stone Edge Inteqgration

Stone Edge

Stone Edge Technologies Inc. is a provider of ecommerce information management software
that allows merchants to manage multiple streams of data in conjunction with various
ecommerce solutions and service providers. Many online merchants use Stone Edge’s
products to help manage the complex logistics of fulfilling their online orders and delivering
products to their customers.

Volusion provides integration with Stone Edge’s Order Manager (SEOM) and Order Manager
Enterprise software (version 5.007 or greater). This integration is provided through Volusion’s
API, with export settings created specifically for use with Stone Edge. Note that this integration
is only provided for Volusion Gold plans and above.
Volusion’s API provides three main exports for use in conjunction with SEOM: orders,
customers and products. These exports are provided either as downloadable files, or through
URLs provided by Volusion. See this manual’s “Stone Edge Integration Export Table” appendix
entry for full details of the values provided in the SEOM exports.
Generating Exports for Stone Edge
The process for generating the initial Stone Edge export is identical for all three export types:

e In the admin area, click Inventory >> Import / Export >> Volusion API.

e Under the Order Management heading, click Run next to the appropriate Stone Edge
export type.
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Orders Reports Inventory Marketing Customers Design Settings

Categories  Products  Options  Import { Export  Vendaors  Purchase Orders  Receiving  Product Kew Distribution  Warehouses

Volusion API

|:| Enable public XML for Featured Products. Cenerated once a day. Sawve @ Reset
T
|:| Enable public XML for All Products. Generated once a day. Save @ Reset

Accounting

Quickbooks Manage QuickBooks Web Connector HERE

Generic

Generic Google Base Integration

E CenerichOrders eneric Orders
E GenericiProducts Generic Products
E GenerichCustomers Generic Customers

Order Management

E StoneEdge!\ downloadcustamers StoneEdge downloadcustamers
StoneEdge!\ downloadorders StoneEdge downloadorders
StoneEdge’\ downloadprods StoneEdge downloadprods

Shipping

E ShippingEndicia Endicia DAZzle Export
E Shipping\Pithey_Bowes Pitniey Bowes

e On the next page, click Run. This will display a text field with a URL.

o Copy this URL and paste it into the appropriate field within Stone Edge.

Using Stone Edge Exports

To connect your exports to the SEOM, you’ll need to use the URL generated by the Volusion
API. The following is an example of such a URL:

http://www.mydomain.com/net/WebService.aspx?Login=username&EncryptedPassword=pass
word&EDI_Name=StoneEdge\downloadorders

Be sure to substitute www.mydomain.com with your Volusion store’s actual domain name.

Stone Edge requires entry of the following information:

Store Name Your Volusion store’s domain name.
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Cart Type Select “Volusion” from this menu.

Your Volusion admin account’s username. In the
Cart ID / User Name above URL example, this would be the text
between “Login="and “&EncryptedPassword”.
Your admin account’s password (encrypted for
security purposes). This is located between
“&EncryptedPassword” and “&EDI” in the link
above.

Cart Password

The URL of the actual script that generates the
Script URL XML export. In the above example, it would be
http://www.mydomain.com/net/WebService.aspx.

Substitute www.mydomain.com with the actual

Note domain of your Volusion store.

Unless extensive changes are made to Volusion’s orders, products or customers tables, this
procedure is a one-time requirement per export.

As with many of the Volusion API integrations, once an export is generated, it cannot be re-
generated unless the export is reset. You should generally only have to do this if you're testing
the integration’s functionality and haven’t yet used Stone Edge in an operational manner. This
can be done at Inventory >> Import/Export >> Volusion API:

e Click Run next to the export you'd like to reset.

e Here, you'll find a dropdown menu that lists each generated export with a time stamp.
Select the export you'd like to reset.

e Use the IDs dropdown menu to choose a specific ID or All IDs.

o Click Reset Export.

« SEOM supports payment processing functions similar to those provided in the Volusion
admin area for fully integrated gateways. At this time, the only supported payment
command in SEOM is capture of an authorized transaction. Other commands such as
crediting and voiding are not supported.
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e The Stone Edge integration is export-only. As such, capturing authorized payments in
SEOM will not be reflected in the Volusion admin area. You can manually add offline
payment commands to such orders.

e Volusion will export order data to SEOM for any entry in the orders table, provided that
its Order Status value isn’t set to New.

o As with all Volusion API exports, the system only exports up to 100 records at a time.
Generating exports for more than 100 records requires multiple exports.

e Currently, SEOM doesn’t support importing of text field-based data from Volusion.
Because of this, data such as text-based product options are not imported to SEOM.
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Endicia DAZzle Integration

Endicia DAZzle

Endicia’s DAZzle is a software product and service that allows users to manage their shipping
needs in conjunction with the United States Postal Service. Volusion’s API allows Endicia
users to generate an XML export for import into Endicia’s DAZzle service, which offers the
following functionality:

Validate shipping addresses

Design custom mailing labels

Print mailing labels for orders

Generate and purchase postage from USPS

Share Volusion order information with Stone Edge Order Manager (visit
www.stoneedge.net for more information)

Endicia Export Requirements

Endicia can only process orders from Volusion with a Ready to Ship status.

Endicia only processes orders tied to a valid USPS shipping method.

At least one valid USPS shipping method must be active in your admin area’s settings.
Active USPS methods must use the default service codes pre-programmed into the

Volusion shipping table (shipping method IDs 201-217). As such, you must not delete or
modify the codes in these method records.

Generating Endicia Exports

To generate the initial export for the Endicia DAZzle integration:

In the admin area, click Inventory >> Import / Export > Volusion API.
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« Under the Shipping heading, click Run (next to “Shipping\Endicia”).

Orders Reports Inventory Marketing Customers Design Settings

ies  Products Options  Import § Export Yendots  Purchase Orders  Receiving  Product Key D hution  Ware

Volusion API

|

|:| Enable public xML for Featured Products. Generated once a day. @ Eeset
|

|:| Enable public XML for All Products. Generated once a day. @ Beset

Accounting

Quickbooks Manage QuickBooks Web Connector HERE

Generic

Generic Google Base Integration

E CenericiOrders Generic Orders
E CenericProducts Seneric Products
E Cenerici Customers Generic Customers

Shipping

=

Grder Management

Shipping\Endicia Endicia DAZzle Export

Shipping | Pithey_Bowes Pithey Bowes

e On the following page, click Run. This will display a text field with a URL that contains
the XML export.

Using Exports in Endicia
o Visit the URL displayed in Volusion’s Endicia export page to view the XML export.
e Save this export to a file on your local work station in the same directory where DAZzle
is installed.

e Alternately, import the file from within DAZzle after launching the application.

Volusion’s Endicia export includes the following information:
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The order ID number in the Volusion orders
database table.

No specific value is exported from Volusion for
this Endicia field. It is always set to zero.

The sum total of values from the
ProductWeight fields within the order details
database table (as populated from the orders
table via the related order ID values).

No specific value is exported from Volusion for
this Endicia field. It is always “null.”

The ShipFirstName and ShipLastName fields
in the Volusion orders database table.

The ShipAddressl field in the Volusion orders
database table.
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ToState

ToPostalCode

ToCountry

ToEmail customers database table (as populated from

ToPhone The ShipPhoneNumber field in the Volusion

The ShipCity field in the Volusion orders
database table.

The ShipState field in the Volusion orders
database table.

The ShipPostalCode field in the Volusion
orders database table.

The ShipCountry field in the Volusion orders
database table.

The EmailAddress field in the Volusion

the orders table via the customer ID field).

orders database table.

Endicia’s services and software offer a multitude of options for merchants shipping
through the USPS. Currently, however, Volusion only supports Endicia’s DAZzle
application.

The Volusion API's Endicia integration only supports export from Volusion to Endicia. It
doesn’t support import from Endicia to Volusion.

The Volusion export for Endicia only provides information for users to create mailing
labels and generate postage through Endicia. Volusion’s XML integration doesn’t
provide additional related features.

Users wishing to update Volusion orders with tracking information generated by DAZzle
will have to import that information into Volusion either manually through standard
admin commands, or using Volusion’s bulk update or SQL query features. This cannot
be done through the Volusion API.

Last Updated: October 2009 372



Winter '09 Volusion Manual

Using Custom Shipping Rates With Endicia

One of the strengths of Volusion is that it allows a great deal of shipping method
customization. Merchants can use their custom methods in Endicia, but should keep the
following in mind:

e Only custom rates that have valid, USPS-based Service Codes can be exported using
Volusion’s Endicia integration.

e When creating custom shipping methods to be used in Endicia, you must set the
Service Code to one of the codes used in Volusion’s shipping method IDs # 201-217.

e When creating custom shipping methods to be used in Endicia, you must use a Service
Code similar to the custom method being created (e.g. don’t use the Priority Mail
International service code for a custom method that ships orders via a domestic, ground
service).

e All other settings within the custom shipping method can be configured as desired.
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Volusion Winter 09 Tips & Tricks

This portion of the Winter ‘09 manual details store setup and maintenance information outside
the scope of the “Getting Started Guide” and “Advanced Settings” portions of this manual. Its
various sections correspond to the various parts of the admin area. Note that new information
will be added to this section periodically, so be sure to check the online edition for updates.
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Settings

Company

Purchasing and Renewing Domain Names

Because Volusion is an ICANN-licensed domain name registrar, you can purchase domain
name(s) for your stores(s), or even for other sites not hosted by Volusion, at our website (
http://www.volusion.com/domain-name-registration/dsearch.aspx ).

After registering a domain name, specify it on your store order form. Once the order has been
processed, you can choose this name from the dropdown menu in the Company page. Note
that this menu can only contain one domain or sub-domain option (besides the Servertrust
address) at a time. It is possible to change the original listing, but you will have to request this
as a ticket to the “customer care” category from http://my.volusion.com.

Additionally, you can renew any domain names you’ve purchased from Volusion, or transfer
them to other registrars, at http://my.volusion.com under the My Domains section in the left-
hand menu,

Configuring Third Party Domain Names

If you’ve purchased a domain name through a third party registrar, you can either transfer
registration to Volusion through http://my.volusion.com, or forward the name to the Volusion
name servers from your current registrar. You should be able do this by logging in to your
domain registrar’s account (e.g. at http://www.godaddy.com) and set the name’s primary and
secondary servers to “ns3.volusion.com” and “ns4.volusion.com” respectively. Allow 24-72
hours for this change to take effect. Once complete, log into your admin area and select the
name from the menu at Settings >> Company.

Hosting on a Sub-Domain

Some merchants prefer to keep a portion of their preexisting website hosted with a third party
and provide a link or links from it to the Volusion store. In some cases, these merchants
specify a separate but related domain name for the Volusion part of the website (such as
“‘www.yourdomainstore.com”), but others prefer a more seamless-looking transition from the
third party server to the Volusion server. For this, you can use a sub-domain such as
“store.yourdomain.com” (when the preexisting website is hosted at “www.yourdomain.com”).
Note, however, that this configuration requires additional setup.

It isn’t possible to forward domain name records to the name servers of both a third party DNS
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host and Volusion. If you specify a third party DNS host for “www.yourdomain.com,” you must
create a CNAME with this company for the desired sub-domain that forwards to your Volusion
Servertrust address (available in the welcome email and in the dropdown menu at Settings >>
Company). Your domain host should provide an online management console for this
functionality. For Volusion-registered domain names, this functionality is available at
http://my.volusion.com. Choose DNS under the My Store heading.

Note that you cannot host your Volusion store on a subdirectory (e.g.
“‘www.yourdomain.com/store”) of a domain name forwarded to a third party DNS host.

All ecommerce sites should have an SSL (Secure Sockets Layer) certificate for encryption of
credit card and order data (most payment processors require them). SSL certificate
functionality is tied directly to the domain/sub-domain name on which the website is hosted.
Because of this, the certificate won’t become active until you’ve completed the above domain
name configuration steps.

To obtain an SSL certificate for your store, you can purchase one online from Volusion here:
http://www.volusion.com/ssl|_certificate.asp. Note that you can change the domain name
specified for a Volusion-issued SSL certificate at any time by submitting a ticket to the
“customer care” category from http://my.volusion.com.
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Tax

Tips

e The manner in which your store applies tax is controlled from Settings >> Tax.

‘ Orders

Reports

Inventory Marketing Customers

Cornpany  Shipping Tax Payment Currency  IPFirewall Co

Design = Settings

g Variables  Custorn Fields  Maintenance

Update Tax Settings
Areyou based in the United States?: (3) Yes (O Mo

Tax Settings add Results 1-1of 1 Paga[lofl Advanced Edit

Country State [ Province Paostal Code Tax Rate

Edit United States Ch §.35% a

e The system applies tax rules to orders established here. If no match is found, tax is not
applied.

o The postal code setting within a tax rule overrides the state or province code settings.
For example, a tax rule applying to California and then set to apply to the postal code

91210 will only apply to orders shipping to the 91210 postal code (as opposed to all of
California).

« If you have any specific questions on what sales or consumption taxes you are required
to collect for your online store, be sure to contact the local tax authority for the region in
which your business is located.

For full details on the tax table, please refer to this section of the manual.
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Payment

Gateway Certificate Installation

In addition to the fields in the admin setup page (Settings >> Payment), some gateway
services (Linkpoint, Paypal Pro and CyberSource) require installation of an additional security
certificate. In the same way that an SSL certificate authenticates each session between a web
browser and the host server of the page(s) it displays, these certificates authenticate each
session between the merchant’s hosting environment and the gateway’s server.

When you obtain the certificate from your provider, you must supply it to Volusion for
installation by attaching it to a ticket sent from http://my.volusion.com to the “support” category.
Within the ticket, include in the subject line, “Security certificate installation request — X,” where
“X” is the gateway type (e.g. Paypal Pro). Once installation is complete, Volusion Technical
Support will respond to the ticket to notify you.

Notes on Credit Card Payment Settings

By default, all Volusion stores are configured to use the most secure credit/debit card storage
settings at the highest level of compliance with the Payment Card Industry Security
Consortium’s electronic data security guidelines. These settings govern whether credit/debit
card data is retained or purged when you execute certain payment commands, and/or how
long the data can be stored in the Volusion database.

Volusion does not recommend altering these settings, but provides the ability to do so to
accommodate special requirements of various partially-integrated gateways. When you
uncheck Use most secure settings at Settings >> Payment, you’ll find the following options,
which determine the point at which the system automatically purges stored data (to review
payment command terminology, see this section of the “Order Processing Guide” portion of
this manual):

Deletes credit/debit card data immediately after successful
authorization. For fully-supported gateways, you can still capture,
credit, and void transactions after this point. This is the most
secure setting and the one that Volusion recommends using.

Authorize

Retains credit/debit card data beyond authorization, but deletes it
Capture after funds have been captured. Some gateways require this

setting.

Retains credit/debit card data until the order has been marked as
Ship “shipped.” Since this status option isn’t automatically tied to the

execution of any payment commands, (it only updates through
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the Complete Order button and the status selection menu on the
order details page), data may be retained beyond capture, but
can also be deleted prior to authorization, or between
authorization and capture. A small number of gateways may
require this setting. Volusion only recommends using it if
absolutely necessary.
Deletes credit/debit card data after the number of days specified
in the text field below these options. This setting is the least
Never secure and compliant with the PCI Security Consortium’s
policies. Volusion provides this feature as-is and recommends
only using it if absolutely necessary.

Setting up Google Checkout

Google Checkout is Google’s new electronic payment service similar to PayPal. Note that it is
currently only available for the US merchants. To configure:

e Register for a Google Checkout account at http://checkout.google.com/sell.

e Once registered, log into Google Checkout.

e Under Account Information link, retrieve your Merchant ID and Merchant Key.
e In the Volusion admin area, click Settings >> Payment.

e Check the Google Checkout option on this page and enter your settings in the provided
text fields.

¢ Click Save.

e Click Configure shipping methods for Google Checkout.

Orders Reports Inventory Marketing Customers Design

Company  Shipping  Tax  Payment  Currency  |IPFirewall  Config Wariables  Custorn Fields  Mainter

Accepted Payment

Baie al [0ther VISA Cpayrar [ @S
Google “ E""' Check by Mail

Electronic Check Purchase Order Number

Google Checkout Merchant
[

Google Checkout Merchant
Kew

Configure Shippin
q jhlethods
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o Click Add.

Orders Reports Inventory Marketing Customers Design @ Settings

Google Checkout: Quick Setup

MOTE: Coogle checkout anly supports shipping to United States and United Kingdom, no additional countries are supported at this time utilizing google checkout.

| O\Sﬁ"(h | | @“ﬁd | Custarnize | Bulk Updates | Export Results | Bookimark Results

Mo records match your query.

e Settings for your Google Checkout shipping method are as follows:

Orders Reports Inventory Marketing Customers Design @ Settings

Payment  Currency ! Firews ariables rm Fields  Maintenance

Google Checkout: Shipping Rates | Add New

G Search | Back to List Expand All | Collapse All
Details =
D

R —
CostBase Rate (3 l:l Cost Per Pound 5 l:l

Apph ToStares () [DTTEE SIS = wm
PRl 9 United States - MW =5

United States - NY
United States - OH
United States - Ok
United States - OR
United States - PA
United States - Rl
United States - 5C
United States - 3D
United States - TN
United States - T
United States - UT
United States - WA
United States - T
United States - Wi
United States - il
United States - W/
United States - W
United Kingdorm - ALL :

thold CTRL to
select multiple)

Last Madified 3 Last Mad By 3

The name for the Google Checkout shipping

*
Name method(s).

The base shipping charge on all orders using Google

Cost_Base_Rate Checkout as the payment method.
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Additional amount charged per pound on all orders

Cost_Per_Pound using Google Checkout as the payment method.

Choose which US states apply to this shipping

ApplyTo_States method.

* Required field.

Click Save. If you wish, you can create additional Google Checkout shipping methods by
clicking Add.

Once you’ve completed setup, a Google Checkout button will appear within the checkout
process. When customers click this button, they’ll be redirected to Google Checkout to
complete their orders.

®

YOUR CART

[ shop for more items
. .

ITEM DESCRIPTION

X)) » Turbo Power Diffuser

Click (2} to remove an item from your cart Calculate Shipping Rates:
Emnpty My Entire Cart

Country:| United States b
State / Province:| Then, SelectState

Zip / Postal Code:

Tax (8.35%): $1.08
Coupon code? Enter it here: Total: $14.07
“Apply
{ Recaicuiate
proceed to checkout returning customers
Click Proceed to Checkout to Sign In for Faster Checkout

complete your order now.

On the next page you'll be able to Email Address
create a personal account or OR | |affilate_test?@volusion.com
checkout anonymoushy. =

Password

Forgot your pasgword?

(. proceedto checkout_ @ login & checkout _

[ show gift options during checkout

Checkout -

Fast chack hrough Google

This process won’t function properly, however, until you configure Google Checkout account to
communicate with Volusion as follows:
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e In your Google Checkout account, click Settings >> Integration.

o On the next page, check the Shopping cart post security option.

e Inthe API Callback URL field, enter https://
domainname/net/Webservice_Google Checkout.aspx (replace “domainname” with your
store’s actual domain name).

¢ In the Callback method field, select XML.

o Navigate to Advanced Settings and ensure that none of the advanced options are
selected.

Google Checkout not only collects payment, it also processes shipping. Due to the special
nature of the service, Google Checkout requires its own Volusion shipping method
configurations. The Google Checkout shipping methods described in the instructions above
are independent of other shipping settings and apply exclusively to Google Checkout orders.

Google Checkout requires order processing exclusively from their online console. This means

that Volusion can send initial order information to Google Checkout, but all processing
functions thereafter are not reported back to Volusion.

If using Volusion’s recurring billing features, be aware that some integrated payment gateways
such as PSIGate don’t support recurring billing. Additionally, merchants using PayPal’s Pro
gateway service may encounter errors when attempting to process recurring payments in their
Volusion store through PayPal’s gateway. To resolve this:

e Log into your PayPal Pro account and click My Account.

e Click Profile in the PayPal menu bar.

e Within the Payment Receiving Preferences page, find the Block Accidental Payments
option.

o Enable the No, allow multiple payments per invoice ID option.

e Save your changes.

Last Updated: October 2009 383



Winter '09 Volusion Manual

Config Variables

“Members Only” Configurations

You can restrict your website to “members only” in two different ways:

“Members Only” Purchasing

This level of exclusivity requires all customers to register for a store account before they can
make a purchase. Furthermore, product pricing won'’t display until a customer has logged in. At

Settings >> Config Variables, check the Config_EnableMembersOnlyWebsite option and click
Save.

Guick Edit  Wiew EOGTEIETRETIEIEERINES Fesults 1 - 53 of 53 Page - of 1

Last
v Marne - alue

¥ Modified
Config_CRM_Plugin_URL @ ]
Config_DateFormat o 2{13jz008
Config_DidYouMean_Enable L G{15/2009 6:36PM
Config_Donations_Suggested_Amounts i ] 7{15{2007 3:44PM
Config_Enable_Publish_Always_By_Default L FIE1}Z009 6:27PM
Config_EnableZ4HourTime_Without_AMPM o D Z{13jz008
Config_EnableAccessori hoppingCart L Z{10jzo0a
Config_EnableDiscounts_With_SpecialPricing @ z{10fz006
Config_E isplayEstimated5hippi L 1] Zilojzooe
Config_EnableDisplayOptionProducts @ Zilofzooe
Config_EnableFaxNumber L 1] Zilojzooe
Config_EnableGiftCertificates L 1] Zilofzooe
Config_EnableMaximumOrderQuy @ O Zilojzooe
Config_E s0nlyBr ing @ §{19§2009 4:27PM
Config_E s0nly ite L1} a Zi10fz006
Config_E s0nly ite_TaxID L1 Zi10jzo0e
Config_EnableMinimumOrderQty L1 Zi10fzo0e
Config_EnableOptions_DisplayPopup L1 Zi10jzo0e
Config_EnableOQptions_InventoryControl i) Z{10f2008

“Members Only” Browsing
This level of exclusivity requires all customers to register for a store account before they can

view products. Visitors will be greeted with a login screen and a simple message stating that
registration is required for browsing. Returning customers can simply log in and shop. At
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Settings >> Config Variables, check the Config_EnableMembersOnlyBrowsing option and click

Save.

U8 Ceneral variables %

Results 1 - 53 of 53

Page - of 1

v Mame

Config_CEM_Plugin_URL

Config_DateFormat

Config_DidYouMean_Enable

Config_Donations_Suggested_Amounts

Config_Enable_Publish_Always_By_Default

Config_Enable24HourTime_Without_AMPM

Config_EnableAccessoriesBelowShoppingCart

Config_EnableDiscounts_With_SpecialPricing

Config_EnableDisplayEstimatedShipping

Config_EnableDisplayOptionProducts

Config_EnableFaxNumber

Config_EnableGiftCertificates

Config_EnableMaximumOrder Qty

Config_EnableM bersOnlyBr ing

Config_EnableMembersOnlyWebsite

Config_EnableMembersOnlyWebsite_TaxID

Config_EnableMinimumOrder Qty

Config_EnableQptions_DisplayPopup

Config_EnableQptions_InventoryControl

Exclusive Tax IDs

—

o MDD Y v

@ M

i [50.00:Branze Donor [100.00:5il

e
B EEEOEDFRIODRERIR->OR

or <Cancel

Last
¥ Modified

2{13 {2006

Sf16/2009 6:36PM

FI152007 3:44PM

Ff21 {2009 6:27PM

2{13{2006

2{10{2006

2{10{2006

2{10{2006

2{10{2006

2{10{2006

2{10{2006

24102006

192009 4:27PM

2{10{2006

2{10{2006

2{10{2006

2{10{2006

2{10{2006

You can also require all customers to enter a Tax ID value upon registration (whether or not
you’re using one of the above configurations). At Settings >> Config Variables, check the

Config_EnableMembersOnlyWebsite_TaxID option and click Save.
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WEYR Ceneral variables W Results 1 - 53 of 53 Page - of 1

v Mame - Walue - Ir:daos;ified
Config_CRM_Plugin_URL @ |

Config_DateFormat w 2{13fz20086
Config_DidYouMean_Enable w /1582009 6:36PM
Config_Donations_Suggested_Amounts L1 |50.DD:Bronze Donorl]DD.DD:SiI'l F113/2007 3:44PM
Config_Enable_Publish_Always_By_Default w FI21 2009 6:27PM
Config_Enable24HourTime_Without_AMPM w |:| 2{13fz20086
Config_EnableAccessoriesBelowShoppingCart w 2{10fz008
Config_EnableDiscounts_With_SpecialPricing w 2{10fz006
Config_EnableDisplayEstimatedShipping o Z{10/2006
Config_EnableDisplayOptionProducts w |:| 2{10fz006
Config_EnableFaxNMumber w 2{10fz008
Config_EnableGiftCertificates w 2{10fz006
Config_EnableMaximumOrderQty 1 D 2/10/2008
Config_EnableMembersOnlyBrowsing 9 [ B/19/2009 427FM
Config_EnableMembersOnlyWebsite e % 2{10fz20086
Config_EnableMembersOnlyWebsite_TaxID w 2{10fz006
Config_EnableMinimumOrder Qty w 2{10fz008
Config_EnableOptions_DisplayPopup w 2{10fz006
Config_EnableOptions_InventoryControl w 2{10fz008

This setting can be useful if you sell mostly to non-profit organizations or other customers with
tax-free status.

By default, Volusion is configured to require customers to register for a customer account with
your store when they make their initial purchase, or log in to their account when placing
subsequent orders. This differs from the “members only” configurations in that all visitors can
view products and their prices without logging in to their accounts.

Configuring Anonymous Checkout Options

You can allow, or even require, anonymous customer checkout as follows:
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e Inthe admin area, click Settings >> Config Variables.

Orders Reporits Inventory Marketing Customers Design = Setibings

Company  Shipping  Tax  Payment Currency [P Firewall  Config iables o Fields  Maintenance

Update Configuration : General Variables

%Sear':h Custamize

General variables A 1-530f53

v Marne v Walue v Ir:naost;ified
Config_CRM_Plugin_URL @ [

Config_DateFormat o 21312008
Config_DidYouMean_Enable o9 21872009 6:36PM
Config_Donations_Suggested_Amounts i ] 7152007 F:44RM
Config_Enable_Publish_Always_By_Default @ FI21§2009 6:27PM
Config_Enable24HourTime_Without_AMPM o9 |:| 2{13f20068
Config_EnableAccessoriesBelowShoppingCart o Z{10fz006
Config_EnableDiscounts_With_SpecialPricing @ 2{10f2006
Config_EnableDisplayEstimatedShipping o9 2{10{2006
Config_EnableDisplayOptionProducts @ O 2{10{2006
Config_EnableFaxNumber @ 2{10{2006
Config_EnableGiftCertificates o9 2{10f2006
Config_EnableMaximumOrderQuy @ O 2{10f2006
Config_E sOnlyBrowsing @ 2{10{2006
Config_EnableMembersOnlyWebsite & O 2{10{2006

)
I
q

¢ Choose Checkout Variables from the View menu.
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Orders Reports Inventory Marketing Customers Design @ Settings

npaty  Shipping T nent trency [P Fi g ariables " n Fields  Maintenance

%Search

Customize

Last

Ceneral variables ¥ Modified

Config_CRM_Plugin_URL @ [

Config_DateFormat @ 2{15f2008
Config_DidYouMean_Enable @ 8/18/2009 6:36PM
Config_Donations_Suggested_Amounts o 7{153{2007 3:44PM
Config_Enable_Publish_Always_By_Default 7] FIE1 {2009 6:27PM
Config_Enable24Hour Time_Without_AMPM 8 O 2{13{2006
Config_EnableAccessoriesBelowShoppi art o 2{10f2006
Config_EnableDiscounts_With_SpecialPricing @ 2{10f2008
Config_Ei isplayEstimatedShipping 7] 2/10{2006
Config_EnableDisplayOptionProducts @ [ 2{10{2006
Config_EnableFaxNumber 7] 2/10{2006
Config_EnableGiftCertificates o 2/10{2006
Config_EnableMaximumoOr der Qry @ [ 2{10{2006
Famfin Cmoblabiamnbne bl e nsscim o 3 | SHIAIIONN ATk

e Check the Config_EnableAnonymousCheckout_Optional option to allow customers to
check out without registering or logging in.

rders Reports Inve ry Marketing Customers Design | Settings

IP |

Update Configuration - Checkout
G\Search

Customize

Last

v Mame v Walue ¥ Modified
Config_AlwaysDisplayDifferentShipToAddressFields @ O 71572007 3:44PM
Config_ContinueShoppingPage L] 2102008
Config_Credit_Card_Issue_Date_SideNotes @ 2/13f2008
Config_Credit_Card_lssue_Number_SideNotes @ [ 2{1372006
Config_Enable_Credit_Card_lssue_Date @ O 2{13/2008
Config_Enable_Credit_Card_lssue_Number @ O 2/10/2006
Config_Enable_Payments_CheckingAccountType i) 2{1072006
Config_Enable_Payments_CheckNumber i) 2{1072006
Config_Enable_Payments_CWV2 (7] 2/10f2006
Config_Enable_ShipAddresss_Validation @ O

Config_EnableAllowBackOrders i) 2{10/2008
Config_EnableAnonymousCheckout_Forced @ O 2/15 /2006
Config_EnableAnonymousCheckout_Optional (i) ﬁ 21372006

[
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Check the Config_EnableAnonymousChecout_Forced option to require anonymous

checkout.

Orders Reports Inventory Marketing

Customers

Update Configuration : Checkout

G search

v Mame

Config_AlwaysDisplayDifferentShipToAddressFields

Config_ContinueShoppingPage

Config_Credit_Card_Issue_Date_SideNotes

Config_Credit_Card_Issue_Number_SideNotes

Config_Enable_Credit_Card_lIssue_Date

Config_Enable_Credit_Card_Issue_Number

Config_Enable_Payments_CheckingA ccountType

Config_Enable_Payments_CheckNumber

Config_Enable_Payments_CVV2

Config_Enable_ShipAddresss_Validation

Config_EnableAllowBackOrders

Config_EnableAnonymousCheckout Forced

Config_EnableAnonymousCheckout_Optional

Click Save.
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Inventory

Products

Note on Creating Products

Your main Products table comes with a selection of pre-programmed records based on
choices you made during the 14-day free trial registration or store purchase process. These
products are provided as examples of what a fully-configured product might look like; they are
not meant to be sold. You can edit these products by clicking on their product codes.

Some products you sell may require simple configurations, others may require use of
numerous optional settings. You can find detailed information on all product settings options in
the “Product Settings” entry in this manual’s appendix. Additionally, you can learn more about
each field or setting by clicking the nearby information icon.

A Note on SEO

As mentioned in the “Getting Started Guide” portion of this manual, configuring meta tags is an
important part of helping your store appear in search engine queries. It's nearly as important,
however, to configure richly-detailed text in your product descriptions and features sections.

Multi-Child Add to Cart

Volusion’s multi-child add to cart feature enables you to display product attribute options on a
base product’s details page with quantity specification fields.
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65 e oo = v

Bookmark and Share

dlternative Views:

- S

‘:éa.

This is a shoe

Item# Item Mame

SHOEO1-0001 MY Shoe Product -
SHOEOL-0002 MY Shoe Product -
SHOEOL-0003 MY Shoe Product -
SHOEOL-0004 MY Shoe Product -
SHOEO1-0005 MY Shoe Product -
SHOEO1-000&6 MY Shoe Product -
SHOEOL-0007 MY Shoe Product -
SHOEOL-0008 MY Shoe Product -

SHOEODL-0009 MY Shoe Product -

Check the iterns you wish to purchase, then dick ADD TO CART

Black - 10

Elack - 8

Elack - 9

Elue - 10

Blue -

Red -

Red -

Red -

Qur Price  Qty

$20.00 1
$20.00 1
$20.00 1
$20.00 1
$20.00 1
$20.00 1
$20.00 1
$20.00 1
$20.00 1

=
-9
o

ODDDDDDDDD

Share your knowledge of this product with other customers... Be the first to write a review

The can be quite useful for wholesalers or bulk sellers who offer various versions of the same
product, such as a running shoe that comes in three colors and six sizes. Instead of requiring
customers to navigate through the shopping cart pages numerous times to add a quantity of

each variant to the cart separately, multi-child add to cart allows customers to specify the

number of units for each variant and add them all to the cart at once from the same storefront

grid.

Enabling Multi-Child Add to Cart

o After creating option categories, such as size and color (from the above example), apply
them to the base product from its record in the Option ID(s) field of the Product Options

heading.

o Create your attribute options, such as “red” and “9,” and apply each to the proper option

category.

e On the base product’s edit page, check Enable Options Inventory Control under the

Product Options heading to create the variant product records.
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Option Option Option Option Option orid Product Stock Inwentary Crid

1D Category Description OrderBy PriceDiff PriceDiff Price Status ProductCode

109 [26]Shoe Color  Black $0.00 l:| +  [sHomi-som  |Edit
105 [25] Shoe Size 10 $0.00 l:l A

109 [26]5hoe Color Black $0.00 l:| +  [swomm-oooz  JEdit
103 [25] Shoe Size 8 $0.00 l:| A

109 [26]Shoe Colar  Black $0.00 l:l +
104 [25] Shoe Size g $0.00 l:| A

108 [26]5hae Calor  Blue $0.00 1 +
105 [25] Shoe Size 10 $0.00 |:| A

108 [26]5hoe Color Blue $0.00 l:| +
103 [25] Shoe Size 8 $0.00 l:l A

108 [26]Shoe Color Blue $0.00 l:l +  [swomn-omos  |Edit
104 [25] 5hoe Size 9 $0.00 l:| A

1086 [26] Shoe Colar Red $0.00 l:l +  [sHomn-ooor  [Edit
105 [25] Shoe Size 10 $0.00 |:| A

108 [26]5hae Color Red $0.00 l:| +  [sHomm-ome  JEdit
103 [25] Shoe Size a $0.00 l:l A

108 [26]Shoe Color Red $0.00 l:| +  [sHomn-oooa  JEdit
104 [25] Shoe Size 9 $0.00 l:| A

e Under the Advanced Settings heading, check EnableMultiChildAddToCart, and click

Update.

Advanced Options ‘

WAT Percentage

Home Page Section

Taxable Product

[Upload Loga] Manufacturer
List Price harne

Product Price Marme

Sale Price Marme

Setup Cost Mame
AddtoCartBtn Replacement Text
Product Popularity

Display Begin Date

Display End Date

CiftWirap Cost

Uses Product Key Typeis)

Free Accessory(s)

Use Same Photos As ProductCode
Photo URL Small

Photo URL Large

Additional Product Keywaordis)

Is Child Of Product Code

Order Finished MNote
HTML Editar

o |
o &

i

o |
o |
o =
I
o |
 E—

Save Changes

FreeShipping lterm
Hide Product

Hide When Cut Of Stock

Enable Multi Child Add To Cart

Private Section Custarners Only
Hide ¥ou Save

Allow Price Edit

Price Sub Text

Price Sub TextShort

Min Oty

[Upload File] Download Filenarne

Accessory(s)

Feward Points Civen For Purchase

@~
@
@]

ols

a)

a)

o @ ]
o 00 ]
o ]
L |

[ ]

of ]

L
L

i

o ]

Hide Free Accessaties

@

.d

d

o

o 0 ]

Adffiliate Commissionable Walue

o[ |

i

—
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e Remove all options and disable inventory control to prevent product details page display

Winter '09 Volusion Manual

conflict, and click Update again.

This is the quickest way to create a large number of variant products. You can also create
them one-by-one, which won’t require use of the inventory control grid or application of options

to the product.

If using the Dropdown Smartmatch display type for option categories, the product details page
will display dropdown selection menus for each category, as well as the multi-child add to cart

grid. In this case, neither will function properly.

Haorne =
MY Shoe Product

"= EEAEmail a Friend
Bookrmark and Share
Alternative Wiews:

i

This is a shoe

Itermn# Itern Mame

Shoe Colar®:

Shoe Size™:

First Select Shoe Color
Then, Select Shoe Size

Choase your optlons...

SN coroci ()

Add to Wish List

Qur Price Gty

SHOEO1L-0001 MY Shoe Product - Black - 10 $20.00

SHOED1-0002 MY Shoe Product - Black - $20.00

SHOEOL-0003 MY Shoe Product - Black - 9 $20.00

SHOEOD1-0004 MY Shoe Product - Blue

SHOED1-0005 MY Shoe Product - Elue

SHOEOD1-0006 MY Shoe Product - Blue -

SHOED1-0007 MY Shoe Product - Red -

SHOEOL-000% MY Shoe Product - Red -

SHOED1-0009 MY Shoe Product - Red -

- 10 $20.00

-8 $z0.00
9 $20.00
10 $20.00
8 $20.00
L} $20.00

1

1
1

1

1

=
=9
=9

O0O0o0OoOo0ooooad

ADD TO CART
Check the iterms you wish to purchase, then click _o
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Setting Up Tax Exempt Products

o Click on the product code you wish to edit at Inventory >> Products.

Orders Reports Inventory Marketing Customers Design Settings

Pro ns  Import nort ors  Pur 5 ng Prod

Products | Babvliss

| Sysearch | | ©ada || X Detete | << Previous | Backtolist | ViewLive[] | Mext>> Expand All | Collapse Al

Image Management +
Basic Product Info —

Product Code Babyliss

Product Name |BaB\,rI\ss PRO TT Tourmaline 500 1 172" Ceramic Plates Flat Iron 180017 |

Product Price

ProductWeight

Edit Product Description 8 | gaByliss PRO TT Tourmaline 5001 1/2" Ceramic Flates Flat Iron straightens your hair into smooth silky tresses. Ceramic plates help
HTML Editor eliminate frizz and easily create smooth. silky hair.

20

Apply To CategorviDis) &8 | ey Hair Care »»> (85) Hair Care Product Line > > (33) Flat Irons
Switch to Advanced Wiew

Click]

Edit

The following additional categories are autormatically assigned ta this product: Learn more

&}

Search Engine Optimization

Pricing Options

Shipping Gptions

Product Descriptions

e Under the Advanced Options section, set the Taxable Product menu to “N.”
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Advanced Options -_—

WAT Percentage (6

Horme Page Section

Taxable Product

[Upload Logo] Manufacturer
List Price Mame

Product Price Mame (i

Sale Price Mame

Setup Cost Mame
AddtoCartBtn Replacerment Text
Product Popularity

Display Begin Date

Display End Date

Cift Wirap Cost

Uses Product Key Typeis)

Free Accessory(s)

Use Same Photos As ProductCode

Photo URL Small

Phota LUEL Large

Additional Product Keywardis)
|5 Child Of Praduct Code

Order Finished Note
HTML Editar

CUSTOM METATAGCS CVERRIDE
(Leawe blank for most cases)

e Click Update

Free Shipping ltem (8

Hide Product

Hide When Out Of Stock (6

Enable Multi Child Add To Cart
Private Section Custormners Qnly (6
Hide ¥ou Save

Allow Price Edit

Price Sub Text i

Price Sub TextShort |

min Gty

[Upload File] Download Filenare

Accessoryl(s) i

Reward Paints Given For Purchase |

Hide Free Accessaries

Ui J

ol

ol

o

e @@ |

Affiliate Commissionable Yalue

e[ |

i}

°

This configuration pre-empts all other tax settings that would normally apply to the product.

Import / EXport

Advanced Debugging

In the admin area, click Inventory >> Import / Export >> Data Import >> Advanced Debugging.
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Orders Reports Inventory Marketing Customers Design 5Settings

Proi 5 mport [ rt W Purc Ers = Prod ibution

Data Import Wizard

Upload your file...

Motes:

¥ou may generate new templates from the Export Wizard page.

Then input all of your data into spreadsheets {osv file), Once you've
Browse... | iy added vour data to the ternplates, follow the instructions below. ..

File Name
FOMB)
Products created in Wolusion WS hawve Free Shipping eligability enabled.
: : Users imparting new products into their store that will nat be elegible
Data? () es, replace any existing data with roy new updated.data. for free shipping will need to rmark the FreeShippingltern column for
(%) Clear entire table (delete all recards), and replace with gach new productto 'N' befare they import new products into the
this import file systerm.

Overwrite Existing O Mo, do not change any records already in ry database.

(%) Go ahead and import my data.

?
Test Made? OTest rry file; do notimport ityet.

How to import a C5V file:

1) Open your Microsoft Excel spreadsheer.

Advanceg Debuaaing () (Teofs to debug your import 2) GotoFile > Save As > and save as type "CSY (Cormma Delimited)”
fifa) 3) The filenarme may be arything as long as you give ita "osu”

extension.

[ ——
Upload My Files
Other Helpful Notes:

ESTIMATED PROCESSING TIME: fafter powr fife fras feern
uploaded) How to convert from MDB to C5V:
100 Products = approx. 30 seconds
1000 Products = approx. 3 minutes
{Maxirmurm 2 hours at atime)

Openyour Microsoft Access database

Fight-Click on the table and choose "Export”

Sawe as type: “Text Files”

Click EXPCRT to continue

Mow in the Export TextWizard, choose "Delirmited”
Click MECT to continue

Choose "Comma” as the delimiter

Check the box “Include Field Mames On First Row”
Set Text Qualifier to double quotation marks
Click MEXT then FIMISH

This reveals two checkbox options that allow you to modify some the system’s information
output in the event of a failed import.
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Data Import Wizard

WETE ImportWizard

Upload your file._.

File Name
ToME)

Browse... | frrax

Overwrite Existing () Mo, do not change any records already in my database.
Data? OYes, replace any existing data with rmy new updated data.
(3) Clear entire table (delete all records), and replace with
this importfile

@ Go ahead and import oy data.
(O Test rry file; do not irmport ityet.

Advanced Debugqging () (Toofs to dedug pour import
fiie) i ?

Turn off friendly errors and show pure ASP
errors.

Test Mode?

[#] Show debugging code (Oni upioad fess
than 500 records witen using thix feature. ft
will tedl pou EXACTLY wihrat’s weomg with lour
file, but may add a few minuters to the upload
duration.

ESTIMATED PROCESSING TIME: fafter pour file frar beer
upfoaded)

100 Products = approx. 30 seconds

1000 Products = approx. 3 minutes

{Maxirmum 2 hours at atime)

Notes:

“fou rmay generate new ternplates from the Export Wizard page.
Then input all of your data into spreadsheets (o5 file), Once you've
added your data to the ternplates, follow the instructions below. ..

Products created in Wolusion WS have Free Shipping eligability enabled.
Users importing niew products into their store that will not be elegible
for free shipping will need to rmark the FreeShippingltern column for
each new product to 'MW’ before they import new products into the
systermn.

How to import a C5V file:

1% Openyour Microsoft Excel spreadsheet,

2) Goto File > Save As > and save as type "CSV (Comma Delimited)”
3) The filenarme rmay be anything as long as wou give it a ".osw”
extension.

Other Helpful Motes:

How to convert from MDE to C5V:

Crpen your Microsoft Access database

Right-Click on the table and choose "Export”

Save as type: "Text Files”

Click EXPORT to continue

Maow in the Export Text Wizard, choose "Telimited”
Click MEXT to continue

Choaose “Cormma” as the delimiter.

Check the box “Include Field Mames On First Row”
Set Text Qualifier to double quotation marks
Click MEXT then FINISH

Note that these options are for advanced users only, as they provide ASP code information

which is very technical in nature.

“Turn off friendly errors and show pure ASP errors”

Enabling this option removes basic error messages and instead displays the exact ASP
scripting error produced by the system. You must be able to read and diagnose ASP to make
use of this feature, as Volusion’s Technical Support is unable to assist in reading the ASP.

“Show Debugging Code”

Enabling this option provides the actual ASP program debugging log that shows the location of
the error. Note that it only reports debugging messages for imports consisting of 500 records
or fewer. Again, familiarity with ASP is required to make use of this option.
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Customers

Accounts

Creating Customers

Although most of your customer accounts will be automatically generated through the checkout
functions, you can create all customer account types manually at Customers >> Accounts:

Orders Reports Inventory Marketing | Customers Design Settings

Manage Customer Accounts

=y Search ) Ada Custarnize | Bulk Updates | Export Results | Bookmark Results

A Custamer : ha:;e : Li;rs'r:e : Company v Ermail Address : Website Address : State : Country v knaos;ified Deﬁte
20 test affiliate affiliate_test@wvolusion.com  affiliatetest.com FL United States  8/15/2002 11:125M D
19 test ryrewards myrewards@volusion.com CA United States  8/12/2009 6:34PM a
1z ANONYMOoUs_User D
14 Doe lohn testSdexample.com |:|
13 Doe John testd@example.com CA United States S/17/Z009 11:414M D
1z Doe John test3@example.com CA United States  8/10/2009 2:554M |:|
8 Doe John testZ@example com T United States  1/9/2003 11:574M a
1 hatne test testl@example.com testtingl23.com AZ United States 81772009 2:33PM D

Results 1 -8 of 6 Page - of 1

e Click Add.

o Define an email address for the account (all other settings are optional). Note that in
order for a customer to sign in to the My Account area from your storefront, you must
also define a password.
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Orders Reports Inventory Marketing | Customers Design Settings

] s Admin Hi

Customers | Add New
| Susearch | Backto List Expand All | Collapse Al

Basic Customer Info

State of Province 5 l:l
Postal Code l:l

Country | 3 |

Motes (i

E20

Optional Fields

Special Privileges
Custom Fields

Newsletter Subscriptions & Interests

e To define the customer account type, select an option from the Access Key menu.

Basic Customer Info

D Arcess Key

First Name | E-mail Address

Customer

Parther § Affiliate
Administrator

o

i

Last Narre ij| o
Phane Mumber (& Membership Pending

i ]

il

i ]

Password

e oy o

Cornpany Narme |

~ | Cancelled | Mo Access ]

Website Address ‘

Address Line 2 |

|
|
|
Address Line 1 i | | Fax Mumber
|
|

ciry @ |
State or Province @ I:I
Postal Code 6 l:l

Country | 3 |

Motes

£

¢ Click Save.
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Customers | Add New

Sy search | Back to List Expand All | Callapse Al

Basic Customer Info -

wo L —
State of Province (8 l:l
Postal Code (8 l:l

Country | o |

Motes W =

Optional Fields

Special Privileges

Custom Fields

(%) Add + Wiew Record in edit mode

or Cancel O Add + View Recard in add maode
() Add + View List

Logging into a Specific Customer Account

Administrators can view the website in customer mode to test an account or place an order for
a customer. Click the desired account ID number at Customers >> Accounts and press Login
as this Customer at the top.
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Orders  Reports  Inventory Marketing Customers Design  5ettings

CRM Systemn  Accounts  Customer Reviews  Administrators  Admin History  Knowledge Base

Customers | 13

secanch @ g X Delete << Previous | Backtolist | Mext>> Expand All | Collapse All

This custarmer has placed 6 orders totaling $7,544.24, with the first order on 10{10/2008 10:46:00 AM.

Login As This Customer

Basic Customer Info —

First Marne E-mail Address &
Cornpary Mame (5 l:l Phone Murmber
Address Line 1 (3 Fax Murnber (&
Address Line 2 (5 |:| Website Address (6
State of Province (G
Postal Code (G

Country @ | United Scates |

|

Motes &8 | notes on this customer here

S

This will redirect you to the storefront as it would appear to the customer, and you can navigate
and shop on their behalf.

Incomplete Customer Account Fields

Volusion’s system only requires a unique email address and ID number so that customers can
check out anonymously if they prefer. You may also receive visitors who sign up for the store’s
automated newsletter without making a purchase (this would only require the additional
configuration of the Email Subscriber setting).

Orders Reports Inventory Marketing Customers Design Settings

CRM Systern  Accounts Custormer Rewiews  Administrators  Admin History  Knowledge Base

Manage Customer Accounts

=y Search '@ﬂdd Customize | Bulk Updates | Export Results | Bookmark Results

Quick Edit Results 1- 12 of 12 Page [ o1

+4 Llast < First + + + + Last Delete
A CUSTOMEr e v Name v Company o Email Address o Website Address  _ State o Country ot 0
24 mailinglisttest@volusion.com l\ 811972009 2:14PM I:‘

Setting Up Tax Exempt Customers

If you sell to charities or non-profit organizations, they most likely have tax-exempt status. To
automatically disable the application of tax to these customers’ orders:
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e In your admin area, click Customers >> Accounts.

Orders Reports Inventory Marketing Customers Design Settings

Accounts  Cus Administrators  Adrnin History  Knowledge Base

Manage Customer Accounts

|M| |w| Custornize | Bulk Updates | Export Results | Bookmark Results

Fesults 1 -8 of &

A Custarmer t IEJaasrtne : I:i:-;e : Company v Email Address : ‘Website Address : State t Country v ;aos;ified DEII:TE
20 test affiliate affiliate_test@volusion.com affiliatetest.com FL United States  &Sf1572009 11:12AM D
13 test iyt ewar ds myrewards@volusion.com CA United States  8f12/2009 G:34PM D
1z ANDAYMOUS_User D
14 Doe John testS@example com |:|
13 Doe John testd@example com CA United States Sf17/2009 11:414AM a
1z Doe John test3@example. com cA United States 811072009 %:554M a
8 Doe John test2&@example com ES United States  1/9/2009 1 1:574M D
1 hatne test testl@example. com testtingl23.com AZ United States 81772009 2:38PM D

ts1-8of &

Orders Reports Inventory Marketing Customers Design Settings

Accounts  Custarmer s Adrministrators  Admin His i K ledge Easi

Customers | 12
|@\Search || & Add || A Delete ‘

This customer has placed 5 orders totaling $698.43, with the first order on 12/27 (2008 10:46:00 AM.

in As This Customer

<< Previous | Backrtolist | Mextz> Expand All | Collapse All

ID i1z Access Key

.
Caompany Marme I:I Phone Mumber (5
Address Line 2 i3 l:l Website Address (5 l:l
e @ sues o
State or Province (6
Postal Code

Country | United States v |

I

Motes

2]

Optional Fields +
Special Privileges +
Custom Fields +

« Under the Special Privileges section, set the PaysStateTax menu to Tax Exempt/Does
Not Pay Tax.
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‘ Special Privileges =

Pays State Tax (5 | IsSuperAdmin thidden)

Pricing Discount Level Allow Access To Private_Sections O

Tax Exernpt { Does Mot Pay Tax

Percent Discount Reroved From Rewards (@ [

Reward Points (5 I:I

e Click Update.

This configuration pre-empts the application of tax by all other store tax settings to this
customer’s orders. For information on setting up tax exempt products, see the “Inventory”
section of this portion of the manual.

Customer Reviews

Note on Filtered Customer Reviews

Volusion’s review content filter automatically hides, but does not delete, reviews containing
language restricted by the filtering system. This is to allow you to edit positive reviews that
contain restricted language if you so choose.

You can view a list of filtered reviews by clicking Customers >> Customer Reviews >> List
Offensive Reviews.

Orders Reports Inventory Marketing Customers Design Settings

CREM System  Accounts  Custe Administrators  Admin History  Knowledge Base

Manage Customer Reviews

@ o B = . -
eanch @ g peananiocliiters _ S (B8 LI Custormize |Bulk Updates | Export Results |Bookmark Results

Mo records match your query.

To edit a filtered review, click its ID number, edit the text in the Review Description field as
desired, check the Active setting, and click Update.
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CRM System

Note on CRM Email Content

The CRM system doesn’t allow the display of full HTML content within ticket replies or private
notes, including images and flash. This helps ensure that messages aren’t blocked or
truncated by third party servers and networks. It also increases overall network bandwidth
availability and reduces admin area storage needs.

Note on CRM Email Settings

The Volusion CRM system is essentially a web-based email client. Any email account
registered with the CRM’s POP3 rules should be an account associated with your Volusion
store and used only for the CRM system. Using an email address simultaneously configured
for use with a third party client program such as Microsoft Outlook can cause severe delivery
failure issues. This is because third party programs typically auto-download unread email
messages from mail servers, which prevents proper forwarding to the CRM system.

Batch Processing CRM Tickets

Similar to batch order processing from the orders table, you can also batch process CRM
tickets.

The main table at Customers >> CRM System displays a checkbox to the left of each ticket
number.
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Orders Reports Inventory Marketing Customers Design Settings

CR et Accounts  Custormer Rev s Administrators  Adrmin History  Knowledge Base

Manage CRM: Tickets

‘ Tickets | Audit Reps | Manage Departrments | Ticket Classifications | POP3 Settings | Point Systern | Inbound Rules

“y3earch © Add Custornize My Departrments | Custormize |Bulk Updates | Export Results | Bookrnark Results

All Departments %

Batlﬁ:h ;ic i ’[:E:;:t'e‘er" ';:“ bl ;“;‘:J::' ;U:‘:‘L:p;:: Customer|D Ermail Address Ordars
Sales

4323587 LESEHAmE Qgreess:gx I [T ) ST 1 5357hrs 1 ﬁls!:ésnt?;:.eeg\crainmakers.com g
Services
O EEG7AININ E%E'ﬂ?]faﬂg ?groetSi;?\lr VRO (R = Ry 1 TES g JpnararILEr?:h@\.rolusion.com @
Support
[0 9413259 testing ticket system 1 ddnrs 23 o

kristina_king@wolusion.com

Meeds to know haw to install outlets
[] 2990254 propetly 1 5357hrs 1 LESHName 3
Preview

lisa@strateqicrainmakers.com

(|

Click this checkbox to group tickets into a batch, then choose an option from the Batch Action
menu at the bottom of the table.
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Orders Reports Inventory Marketing Customers Design Settings

CREM Systern  Accounts  Custormer Rewviews  Adiministrators  Adiin History  Knowledge Base

Manage CRM: Tickets

‘ Tickets | Audit Reps | Manage Departments | Ticket Classifications | POP3S Settings | Point Systermn | Inbound Rules ‘

G, search || & Add

Customize My Departments | Customize | Bulk Updates | Export Results | Bookmark Results

Quick Edit Departraents EENETEG oI CHET)  iew Results 1 - 4 of 4 Page - of 1

Batch Ticket Action [tem Locked Subject Total Replies

0 : A = i & Hours Ago Customer|D Email Address Orders
Sales

4323587 EesHame QErE:\.tr:gE o IR S 1 3857hrs 1 Els!:é;:?;?eegicrainmakers.com 5
Services
O 8667711 E‘éﬁu%fﬂ"g Quote for Toal Repalr - Hammer 9 5aszhrs a 1Al Shahevolusioncom |
Support
[0 9413259 F.?;FLZ?E&cket HES 1 adnrs 23 kristina_king@volusion.com U
2 | ;iégfsriiknow how to install outlets 7 SE57ns 1 |ti:;E@;:?;Ieegicrainmakers.com a

Fesults 1 - 40f 4

Framsfer.

Customer Service

Sales

Services

Support
Stafus...

Open

On Haold

Clozed

Felease
DELETE E or Cancel

DELETE

From here, you can transfer all tickets to a specific department, change their status, or delete
them outright. Click Save to perform the selected action.

Customizing Your CRM Account

My Departments

Some online stores may only need to configure a handful of CRM system departments while
others may need many. If you don’t process tickets for all store departments, you can
customize your view to include only the department(s) relevant to your duties:

e Click Customize My Departments above the table to the right.
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Orders Reports Inventory Marketing | Customers Design Settings

Accounts  Custamer B s Administrators  Admin History  Knowledge Base

Manage CRM: Tickets

‘ Tickets | Audit Reps | Manage Departrnents | Ticket Classifications | POP3 Settings | Point Systern | Inbound Rules ‘

G, search || ) Add

it Departments EEIIEeETe e e

Batch Ticket Action ltern Locked Subject Total Replies

Custornize My Departinents | Custornize | Bulk Updates | Export Results | Bookrmark Results

0 . A, ~ i & Hours Ago Custormer |l Email Address Crders
Sales

4323587 teHname nges\ﬂgx O ROETD SaTaE 1 5357hrs 1 ﬁ::ésnt?;?eegicrainmakers cam 8
Services

O 8s67711 i‘éﬁu%fﬂ"g Quote for Tool Repalr - Hammer 3 s357hrs 8 T Shahevolusioncom
Support

[0 9413259 teS:LrL?E:LCKEt system 1 44hrs 23 kristina_king@walusion corm o

[0 2990254 gjregpd:rw know how to install outlets 3 A 1 test name g

lisa@strategicrainmakers.com

. Preview

Results 1 - 4of 4 Page - of 1
o From the full list of departments, select the one(s) you wish to include.

e Click Apply Changes.

Choose Departments to View

[Jcustomer Service [Eales
[Fervices [Fupport

Apply Changes

Once finished, click the Departments dropdown menu at the top of the table to the right and
select the My Departments option. To view all store departments again, choose All
Departments from this list.
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Orders Reports Inventory Marketing Customers Design Settings

CR Tern  AcCcounts  Custorner Reviews  Administrators  Admin History  Knowledge Base

Manage CRM: Tickets

‘ Tickets | Audit Reps | Manage Departiments | Ticket Classifications | POP3S Settings | Point Systern | Inbound Rules ‘

=y Search © Add Custamize My Departments | Custamize |Bulk Updates | Export Results | Bookmark Results

Wiew Results 1 - 4 af 4 Page [ of 1

Quick Edit Departments

Batch Ticket ked Subject Tzl Filies Custamer | Email Address Orders
D # D Suppart 2 Motes & Hours Ago

L
Sales
[0 4323587 test name QEE:\E:SS 0 RS S 1 5357hrs 1 Figgésnt?a'\:leegicrainmakers.com 8
Services
D 8667711 E%I?U?Jﬂzaug ?grog\.?izsvr VEE] [REELT = ({RGmET 1 5357hrs 8 JpoarlarlL[s)r?:h@volusion.com @
Support
[0 9413259 F_égirlr?e&cmt SUEEi 1 44hrs 23 kristina_king@nolusion.cam U
D 2990254 ;Iioiggirii know how to install outlets 7 SE5TTs 1 rig:ésnt?;?eegicrainmakers.com g

Batch Action Results 1 - 4 of 4 Page - of 1

Changing CRM Views

You can customize the CRM table to display only tickets of a certain status or within a certain
department heading. From the View menu at the top (next to Departments), choose a status to
reload the page with sorted results. You can also select My Tickets to view tickets you've
claimed, or Solutions to Review to view tickets for which you’ve specified solution notification.
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Orders Reports Inventory Marketing Customers Design Settings

CR tern Accounts  Custo

Manage CRM: Tickets

‘ Tickets | Audit Reps | Manage Departments | Ticket Classifications | POP3 Settings | Point Systermn | Inbound Rules ‘

G search || ) Add

Cuick Edit Departments B TEsTTeE e d b

Custornize My Departrments | Custornize | Bulk Updates | Export Results |Bookmark Results

Page - of 1

My Tickets 1

Batljch ;iCkel ’;ﬁj;:t:em I;;cked on Hold 1 ;O:l:;l.q'::p;:z Customer|[ Email Address Orders
Closed 0

Sales Solutions Ta Review 0

0 a4s2sser i ER QBE:\E:SS O RO S 1 5357hrs L ﬁggé;?;?ezlcralnmakers.com &
Services

o 8667l E%Eu%faug ?gro;\?igt?\lr el et = ey 1 SEEAe 4 quararlla[s)r?:h@\.rolusion.com @
Support

D DNEER) F.élgfizrlr?e&mﬂ S 1 4dhirs 23 kristina_king@wvolusion.corm o

D % ;_EEE{ZE. e hemto e odier 1 SRS 4 Fi‘s!:é;:?;?eegicrainmakers.com g

Batch Action

The selection in this menu affects the options available in the Departments menu. Choose a
department from the list to view all tickets of the type you’ve chosen from the View menu.

Signatures

You can set up email signatures that automatically post to all CRM ticket replies, including
basic greetings/closings, as well as relevant contact information and/or help links. To
configure:

e Click Customers >> CRM System.
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Orders Reports Inventory Marketing Customers Design Seitings

amer R Administra Adrmin H

Manage CRM: Tickets

| Tickets | Audit Reps | Manage Departments | Ticket Classifications | POP3 Settings | PointSystemn | Inbound Rules

G search | () Add

Customize My Departments | Customize |Bulk Updates | Export Results | Bookmark Results

My Departinents W

Batch i i i
S| bl | ot TS i e e orders
Sales
Question on Roofing Screws test name
[0 4323587 Testname  Toraiew 1 5357hrs 1 lisa@strategicrainrnakers.com
services
Feb 5 2009 i
N Quaote for Tool Repair - Harmrmer John Doe
D 8667711 (]:gliuuk"‘ _Preview 1 2357hrs a palak_shah&uolusion.com B
Support
testing ticket system
D 9413259 Preview 1 Adhrs 23 kristina_king@wolusioh.corm a

Meeds to know how ta install outlets

test name
[0 2990254 urpwrg‘e”r;\‘fu 1 5357hrs 1 lisa@strategicrainmakers. corn ©

Batch Action

e Click the ID number of any ticket to view its content.

o Below the ticket reply text box, click the Add Signature link.

‘ cket Correspondence ‘

Subject

testing ticket system ‘

Classification

Ticket Notes Add Hotes

(JPost Reply | () Add Private Note | () Make This My Ticket

Post Reply

“spell Check
g‘gndﬂ@ignatura
& Add Attachment
& Add More Attachments

Ticket Status After Post

[[]Keep this in "My Tickets”

[ Add Follow-Up

E Find the answer in the KnowledgeBase

Search
History
2 days ago (ashrs sgo) [5/17/2009 7:40PM] by Customer .4 (4 Public Note
test

« Click Edit.
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Post Reply

“wspell Check

Qﬂdd Signature

& Add Attachment

& Add More Attachments

Ticket Status After Post

[ keep this in "My Tickets"

[ Add Follow-Up

E Find the answer in the KnowledgeBase

Search

o Click Add.

Orders Reports Inventory Marketing @ Customers Design Settings

stern Accounts  Custome Administrators  Admin History  Knowledge Base

Manage CRM: Signatures

| Sy search || @ﬁﬂ | Custornize |Bulk Updates | Export Results | Bookmmark Results

Mo records match your query.

o Enter the customer ID of the administrator account to which the signature belongs.

Design

Settings
Knowledge Base

Orders Reports Inventory Marketing Customers

Administrators  Admin History

Systemn  Accounts  Customel

CRM_Signatures | Add New

| Gy search | Back to List Expand All | Collapse Al

D
Custarmer ID l:l
Title i’j|
Body

Make This My Default (@ (]
Last Maodified 5 Last Mad By

o Enter a simple title for reference (e.g. “Bob’s Default Signature”).

« Enter the signature content in the Body field.
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« If you'd like this signature to appear automatically in the reply text boxes of all tickets
(without having to select it from the Add Signature list), check Make This My Default.

¢ Click Save.

Inventory Marketing Customers

Design  Settings

Orders Reports

ts  Custormer Re fdministtators  Adimin History Base

CRM_Signatures | Add New

k-JQSean:h

Back to List Expand All | Collapse All
Details -

D @

Customer ID 5

Title & ‘ by Default Signature

Body 0 |ty Mame Here
Compary Namne

Wty Job Title

Fhone Mumber + Ext

Mailing Address Here

Make This by Default @ ¥
Last Modified &5 Last Mad By

(3) Add + Wiew Record in edit mode

ﬁ or Cancel (O Add + View Record in add mode
() Add + Wiew List

Audit CRM Reps

The Audit Reps option above the main table allows you to view a list of all email replies and

private notes created by administrators with CRM system access for quality control.
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Orders Reports Inventory Marketing Customers Design Settings

CRM System Accounts  Customer R Administrators  Admin History  Knowledge Base

Manage CRM: Tickets

| Tickets | Audit 5 | Manage Departiments | Ticket Classifications | POPS Settings | Point Systern | Inbound Rules
NS
Cysearch || ) Add

Customize My Departments | Customize | Bulk Updates | Export Results |Bookmark Eesults

Ouick Edit Departrments ETETET T ENET Wiew Results 1 - 4of 4 Page - af 1

WO owmn e e o i s

Sales

[] 4323587 test narme ng:&:glz e RECHiE SR 1 5356hrs 1 riggésnt?;?eegicrainmakers.com ¥
sServices

O 8667711 Eéﬁn?nzaug Quote for Tool Repair ~Hammer - 5358nrs a Tl shanevolusion.com! |8
Support

[J 9413259 F_?;Fgl,?;,i.ckﬁ B 1 dghrs 23 kristina_king@valusion.cam 0

[] 2990254 ;iépjgi’ziknow e e Insral s 1 5358hrs 1 ﬁls!:ésnt?;?eegicrainmakers.com g

Batch Action Results 1 - 40of 4

e From the Representative menu, choose the administrator you’d like to audit.

Orders Reports Inventory Marketing Customers Design Settings

stem Accounts  Custome Administrators  Admin Histary  Knowl

Manage CRM: Replies By Representative

| Tickets | Audit Reps | Manage Departments | Ticket Classifications | POPS Settings | PointSystern | Inbound Eules

Representative Custormize | Bulk Updates | Export Results |Bookrmark Results

E Hours Minutes l:l
El Hours Minutes I:l

sStartDate | john Doe
John Doe
End Date | rect name

|

Mo records match your query.

e Use the starting and ending date fields and/or the hours and minutes fields to restrict
the audit to a certain time period. Leave these fields blank to audit the administrator’s
entire reply history.

e Click Submit to generate the report.

The report lists the ticket number, amount of time passed since the last response, the reply
type (email or private note), and the post content.
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Orders Reports Inventory Marketing Customers Design Settings

CR em A unts ner B Administrators  Admin History

dge Base

Manage CRM: Replies By Representative

| Tickets | Audit Reps | Manage Departrments | Ticket Classifications | POP3 Settings | Point System | Inbound Rules

Representative
StartDate 1170172008 | 2] Hours Minutes ||
End Date |08719/2009 | 7] Hours Minutes ||
|

Submit

Quick Edit

Customize |Bulk Updates | Export Results |Bookmark Results

Results 1 - 4of 4

Boachy

chatted on livechat. not sure what they are looking for. they will recontact us with clarification

Talked to customer about what they needed and they are making decision. Followup needed based on

Your hammer is fairhy well damaged but we can repair itl We are sending you a free shipping box and

lzbel. Please send it back to us with the hamrmer and we'll get it repaired.

Thanks,
Building Supply Inc.

Ticket Last Modified Reply Call
¥ Number ¥ (Hours Ago) v Type ¥ Duration
Private
2990254 5358hrs Mote
4323587 5358hrs Call Ticket  00:00:42 size of nail
Hi Palak,
8667711 5358hrs Ermail
Private
3112266 S5358hrs Mote

talked aboutihsulation aptions and whatwas needed far their house

Click a ticket number to view its full contents.

CRM Ticket Classifications

You can apply classifications to tickets to organize them by topic within a department. To do

SO:

e Click Ticket Classifications above the default CRM system table.

Orders Reports Inventory Marketing Customers Design Settings

[ tern A unts  Customer Reviews  Administrators  Admin His

Manage CRM: Tickets

ry

En e Base

‘ Tickets | Audit Reps | Manage Departments | Ticket C\%ﬁsiﬁcations | POP3 Settings | PointSystern | Inbound Rules
N

Gy search || (J Add

LOEER My Departments %

Batch Ticket Action Item Locked Subject

Custornize My Departments | Customize | Bulk Updates | Export Results | Bookmark Results

Page u of 1

Total Replies

D . o By et & Hours Ago Customer D Email Addrezz Orders

Sales

[ 4323587 testname  gestion on Roofing Screws 1 s3sshes 1 lestnamen 8
q2edInd L Preview <b lisa@strategicrainmakers.com

Services

O 8667711 Eéﬁu?mzaug “uore for Tool Repair - Hammer 3 s3sahrs 8 B Shevousion.com  ©

Support

[ 9413259 tes:g",?eatkﬂ S 1 dghrs 23 kristina_king@volusion corn 0

it propery IS s 1 T L

- Preview

Batch Action

o Click Add.
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Design  Settings

Customers

Inventory Marketing

Admin His Kne

Orders Reports
e i Cus Administ

Accounts

Manage CRM: Ticket Classifications

‘ Tickets | Audit Reps | Manage Departments | Ticket Classifications | POP3 Settings | FointSystem | Inbound Rules
Customize | Bulk Updates | Export Results | Bookmark Results

Cysearch | @ d
3073 Page of 1

Results 1 -

Quick Edit
v Mame

- Ticket Type

Consulting
Purchase
Tool Repair

Classification

= 1w Ny

Assign the classification a name.

Design Settings

Inventory Marketing Customers

Orders Reports
e d 1 drmin Hi
CRM_TicketClassifications | Add New
. search Back to List Expand All | Collapse All
D &
|

Name (i} |Serwce

Ticket Type{s) &

Switch to Advanced Wiew
Click

Edit

e In the TicketTypes menu, select any department(s) for which you’d like the classification

to appear.

Design Settings

Orders Reports Inventory Marketing Customers
Cl em Accounts  Customer Re Administrators  Admin History  Knowl,
CRM_TicketClassifications | Add New
Sysearch Back to List Expand Al | Collapse All
D
\

Mame & [ervice

Ticket Type{s) [Services 1 ]

Switch to Advanced Yiew

Click
To
Hide

Selectfrom the list below to W or Remove fram the list above.

Customer Service (4)
Sales (13
Support (2)

(&) Add + View Record in edit mode

—
or Cancel O Add + View Record in add mode
(O Add + View List

415
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¢ Click Save.

You can create and assign as many ticket classifications as you wish.
CRM Inbound Rules

The Volusion CRM system allows you create rules that filter different types of incoming email
messages.

Creating an Inbound Rule

e Click Customers >> CRM System.

Orders  Reports  Inventory Marketing Customers Design Settings

Manage CRM: Tickets

| Tickets | Audit Reps | Manage Depattiments | Ticket Classifications | POP3 Settings | PointSystern | Inbound Rules |

Accounts  Customer Reviews  Administrators  Admin History  Knowledge Base

soearch @ o Custarnize My Departiments | Custornize | Bulk Updates | Export Results |Bookimark Results

Quick Edit Departinents EEENERE T R Wiew Results 1 - 40f 4 Page - of 1

Batch Ticket Action Item Locked Subject Total Replies

D * —— By s & Hours Ago Customer|D Email Address @rders
Sales

[ 4323587 test name ng:\tr:gﬁ R B SIS 1 5357hrs 1 ﬁ::ésnt?a'\?ecgicrainmakers.com ®
services

O 8667711 E%Fu?mzaug e for Tool Repalr - Hammer — q - saszhrs 8 I Shahevolusion.com  ©
Support

[0 sarszsy teg;:igr:;?gﬂc'(et S 1 4anrs 23 kristina_king@uolusion com

[0 =z990254 E"Eoepd:"tla o howa insral euriers 1 5357hrs 1 fi::ésr::?;?eegicrainmakers.com ®

- Preview

Batch Action esults Page of 1

¢ Click Inbound Rules above the table.
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Orders Reports Inventory Marketing Customers Design Settings

rrin Hi

Manage CRM: Tickets

| Tickets | Audit Reps | Manage Departments | Ticket Classifications | POPS Settings | Point Systemn | Inhn1mj Eules
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“y3earch @ Add Customize My Departments | Customize | Bulk Updates | Export Results | Bookmark Results
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e St omo s
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[0 4323587 Test narme ng:ﬂsx on Roofing Serews 1 5358hrs 1 ﬁ::é?t?;‘:gmrainmakers com B
Services
[0 s667711 iéﬁnﬁfﬂ"g Quote for Tool Repair - Hammer - s35ghrs 8 L Sothavonsion com 8
Support
[0 9413259 [E;:Lﬁg&ckﬂ BB 1 4shrs 23/ kristina_king@volusion com  ©

Meeds ta know how to install outlets
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Batch Action s1-40f4

e Click Add.

Orders Reports Inventory Marketing Customers Design Settings

CEl no nts  Cu s Admin Adrmin Hist

Manage CRM: Ticket Inbound Rules

| Tickets | Audit Reps | Manage Departtments | Ticket Classifications | POPS Settings | PointSystem | Inbound Rules

“y Search @ d Custorize |Bulk Updates | Export Results | Bookmark Besults

Inbound Rules L

Mo records match your query.

o Enter values in the five available fields and click Save.

Orders Reports Inventory Marketing Customers Design Settings

nts

CRM_Inbound_Rules | Add New

C’%Searl:h

Back ta List Expand All | Collapse Al
Details =

[
Operator 5
S —
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Inbound rules act as email filters by searching for specific content in an incoming email and
applying a specified action to matches. Each inbound rule contains the following settings:

Select the portion of the email that this rule
Field will scan for content. You can specify the
from address, subject or body.

This menu defines how the rule uses the
Value entry. You can set the field to search
for text that begins with, ends with, contains,
or is an exact match of the Value.
This field contains the text the rule will
Value search for within the chosen email field, in
the manner specified in the Operator field.
This menu defines the action the rule takes
when it finds an email with content that
Action matches the above settings. A rule can move
a ticket to a different department, close it, or
delete it.

Operator

If you choose MoveToDept from the Action

Department menu, specify a department from this menu.

You can use inbound rules to curtail incoming spam or other forms of undesired email. You
can also use this feature to automatically send all messages from a specific address to a
specific department (e.g. all email from a specific vendor to the Receiving department).

To view a historical record of all cases of inbound rule actions enforced on tickets, choose
Inbound Rules Log from the View menu on the inbound rules table.

Reports Inventory Marketing | Customers Design 5Settings

erm Accounts  Custamer Reviews  Administratars  Adein Histary  Knowledge Base

Manage CRM: Ticket Inbound Rules

Tickets | Audit Reps | Manage Departments | Ticket Classifications | POP3 Seftings | PointSystem | Inbound Rules |

= Search ) Add Custornize | Bulk Updates | Export Results | Bookrnark Results

Mo records match your query.
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Marketing

Nav Menu Promotions

Embedding an Image into a Promotion

When creating your own promotions, you’ll perhaps want to use an image in the same manner
as most of the system’s default promotions. To do this, connect to the Volusion store through
FTP and upload your image to any accessible directory. Next, edit or create a nav menu
promotion and enter relevant code in the Body field. As an example, uploading image
promotionl.jpg to the /vspfiles/images directory for attachment to article ID number 121 would
require the following code:

<a href="/Articles.asp?ID=121“><img src="/v/vspfiles/images/promotion1.jpg “></a>

This script will create a hypertext link to site content article ID 121 and display the
promotionl.jpg image file. Visitors clicking on the image will be redirected to the article.

Coupons / Discounts

Free Shipping Coupons

The system’s shipping settings don’t allow you to offer free shipping on an entire order
whenever a customer includes one or more items that don’t qualify for free shipping. You can,
however, create a coupon that overrides these settings to offer free shipping on an entire order
whenever a specific product is ordered.

Free shipping coupons can be configured like any other discount within Marketing >> Coupons
/ Discounts. Simply click Add from the main table, fill out the fields as normal, apply the
coupon/discount to the product(s) of your choice, set the Discount Type to Free Shipping on
ENTIRE ORDER, and click Save.

For more information on setting up coupons, see this manual’s “Coupons / Discounts” section.
Note on Discounts Configured with Parent/Child Products

Use care when assigning coupons or discounts to categories that include products with a

parent/child relationship as created by the inventory control grid (see the “Product
Configuration” section of this manual for more information). By default, child products (variants
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of the base product) don’t have category assignments. If creating a coupon or discount to
apply to an entire category, make sure to apply all variant products to the appropriate category
manually.

Note on One-Time-Use Coupons

Volusion tracks each use of one-time-use coupons by the customer’s IP address. This may be
problematic if multiple store customers with unique accounts attempt to apply the same one-
time-use discount from the same computer or network IP address. In this case, the first
customer will receive the discount, but subsequent customers won't.

Note on Assigning Coupon Codes

When assigning codes to coupons, be sure that each coupon as a unique code. Duplicating a
coupon code — even one that has been discontinued or is inactive — can generate errors when
applying that coupon to an order.

Using Discount Settings to Create Surcharges

In addition to deducting dollar amounts or percentages from an order, you can also use
coupons to add cost to an order. This can come in handy if, for example, you sell a product
that requires a flat, one-time $5 surcharge regardless of the quantity ordered. Configure as
follows:

e Inthe admin area, click Marketing >> Coupons / Discounts >> Add.

Orders Reports Inventory Marketing Customers Design Settings

Coupons { Discounts  Maw Menu Promotions  MyRewards  Mewsletters  Gift Certificates SEQ  Affiliates  In-Stock Requests

Update Coupons & Discounts

C'%Searl:h @ﬁ

Custornize | Bulk Updates | Export Results | Bookmark Results

Quick Edit esults 1 - Fof 3 Page - of 1
hdi 1] o]
Discount <+ Discount + Coupon <& Min < Max & Olrr::!er + Ora;(er + Start (4 End < Type + value + SR TI::E Last Delete

v v v v v v v v v v v v v v i

Marme Code Qty Qty Price Price Date Date Use Modified [F
1 103 off! 1 Percent 10 M N 1412/2009 O
2 a0 Days FREE! 1 Per Unit 0 &/172002 O

August Prorotion - Per

g $110 off coupan 123 U order 19 &(1 2002 |

“esults 1 -3 of 3

« Assign the name “$5 Surcharge”.
e From the DiscountType menu, select Dollar amount off ENTIRE ORDER.
e In the DiscountValue field, enter “-5”.

e In the MinQity field, enter “1”.
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o Enable the Span option.

e In ApplyToProductCode(s), enter the product code of the product that bears the
surcharge.

¢ Click Save.

Orders Reports Inventory Marketing Customers Design Settings

Affiliates

Discounts | Add New

G%Searl:h

Back to List Expand All | Collapse All
Details =
(o35 ]
Name & $5syrcharge
Discount Type (& ‘ Dollar arnount off ENTIRE ORDER (% | Min Gty @ |:|
Discount Value (& El Max Oty 5 l:l
Begin Date (8 I:IE Span e Buy 10 of amy product)
End Date I:IE Min Qrder Price l:l
One Time Use Coupan @6 [ Max Order Price |:|
CannotBe Used With & (]
Arny Other Coupon
Apply To Category IDs) (6
Apply To Product Code(s) 6 | shoeo
Last Maodified & Last Mod By 6

(&) Add + View Record in edit mode

ﬁ or CancelOAdd + View Record in add mode
() Add + View List
Listing of Coupons / Discounts Settings

Each coupon/discount is automatically
1D assigned an ID number by the Volusion
system for identification purposes.

Optionally, you can assign a coupon code to
a coupon/discount. This code must be
entered by a customer during the checkout

Coupon Code process to apply the coupon/discount to an
order. You can email it to customers directly,
or even offer it in a print ad or email
newsletter.

Name* The title of the coupon/discount.
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DiscountType*

DiscountValue*

BeginDate
EndDate

One Time Use Coupon

Cannot Be Used With Any
Other Coupon

ApplyToCategorylD(s)

ApplyToProductCode(s)

MinQty

MaxQty

Span

MinOrderPrice

MaxOrderPrice

This menu allows you to assign general
behavioral parameters to the
coupon/discount.

A numerical value to deduct either a price or
percentage off the product or order,
depending on the chosen DiscountType.

Allows you to disable usage of the
coupon/discount prior to a certain date.

Allows you to set a coupon/discount
expiration date.

Restricts usage of the coupon/discount to
one time per customer.

Restricts usage of the coupon/discount to
orders to which no other coupons/discounts
are applied.

Enter the category ID(s) to which you'd like
to apply the coupon/discount, separating
each ID by a comma.

Enter the product code(s) to which you’'d like
to apply the coupon/discount, separating
each code by a comma.

For coupons/discounts for specific products
that involve quantity restrictions, enter a
minimum requirement here. Note that this
field should always be set to a value of 1 or
higher.

Similar to the MinQty field, set a numerical
value here to limit the number of products to
which a customer can apply the
coupon/discount.

Enable this option for any coupon/discount
that applies to more than a single product.
Restrict the coupon/discount to only orders
with a grand total equal to or greater than
this value.

Restrict the coupon/discount to only orders
with a grand total equal to or lower than this
value.

* Required fields.

Once a discount or coupon’s settings are configured, click Save.
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Newsletters

Tracking Newsletter ROI

Volusion not only allows you to create newsletters to send to your customers, it also allows you
track and measure their effectiveness.

The system assigns each newsletter you create a tracking URL embedded in the logo or name
listed at the top of the email. Any click-through or purchase activity generated from this URL is
recorded in the ROI tracking report.

A tracking URL is a special version of your store’s URL that, when used to access the store,
allows the Volusion system to track the behavior of the visitor and report the results, such as
the number of visits, the total orders placed, and the purchase amounts.

For more information on how Volusion’s ROI system works, see the “ROI Tracking” section of
“Reporting Guide” portion of this manual.

To view the ROI tracking information for each newsletter URL:

e Inthe admin area, click Marketing >> Newsletters.

Settings

‘ Orders
5 A0

Inventory Marketing Customers Design

Reports

O Affiliates  In-5

scounts  May Menu Promotions

Coup

Create & Edit Newsletters

G search || @ Add

Customize |Bulk Updates | Export Results | Bookmark Results

Quick Edit Results 1 -1 aof 1 Page ' of 1

4 SentTo + + Last Delete

+ + + . .
Mews Narme = Send Date = Send To =5 Test Email ¥ Unsubscribers W Template = Subject A Modified D

v v

3 Test Mewsletter CUSTOMERS  testS@example.com M Mewsletter.asp  Testing Mewsletter  &(19/2009 7:05PM |:|

Results 1 - 1 of 1 Page - of 1

e Click a newsletter ID number to view its settings.
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Orders Reports Inventory Marketing Customers Design Settings

nu Pr i

newsletters | 3

@\Scarch @Add XDeletc

Send [ View Stats

Ready to send? Start here.. Name: Mewsletter: Test Newsletter - Edit

DaysToTrack: 30 Edit
W TrackingURL: http:§ fzmnzc.mxkow. servertrust.com J?Click=26
[y
Details -

D @3

Newsieter Name scncuasendoue @ |08

ionby for reference)

Edit Email Template ‘ Mewsletter.asp = Send Test Email To @ |testS@example.com
Send To Only Custarners E Include people wha un-subscribed (& [

e Tar iMpartant news)
Email Subject @ Testing Newsletrer

Back to List Expand All | Collapse All

Email Body & | Test Mewsletter Body
(HTML ¥erszion)
HTML Editar

Email Body & | Test Mewsletter Body
{Text Only Version)

The ROI Tracker table is located on the top right.

Mame: Mewsletter: Test Mewsletter - Edit
DaysToTrack: 30 Edit
TrackingUEL: http:f fzmnzc.mxkow. servertrust.com fFClick=26

]

o Click View to access the newsletter’s entry in the ROI tracker.
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Orders Reports Inventory Marketing Customers Design Settings

R il z ] ffiliz ch Terms

Use ROI Tracker

This tracker allows wou ta clasely maonitar the ROI generated frorm all of your advertising campaigns. ¥You can setup specific carmpaigns to accurately reflect referrals. To
tnonitor all other traffic, you can view the default carmpaign labeled "Other”. Please note that each newsletter you send out is autornatically added as a new campaign

Date Range | v |From [07/2012000 | [F70 [03/192000 [
Exclude [|Free Orders

Include |:| Regular Affiliates Group BY | cujocmed Date Range

[]Advertising Campaigns

[ Mewsleters AffiliatelD (optional)
|
Cenerate Report

ROl Tracker > All Campaigns

Zi20{2009 through 8192009, grouped by Past 30 Days

hiost hiost
Affiliate Custarmer A Conversion Total Total
Fecord Record Croup Campaign TrackingURL Re.:ent Recent Fate Clicks Sales
Click Sale
| | Other &i15/2008 /1972008 225.00% 4 9
af te  http://zmnzc.mxkow.servertrust.com
21 21 | |test2 fClick=21 S{17f2008 &/19/2008 100.00% 1 18
Totals: 200.00% 510
MNew [ Inactive Campaigns... Add
Most Mast
Affiliate Customer M q Total Total Conwversion
Record Record Croup Campaign TrackingURL Recent Fecent Clicks Sales Fare
Click, Sale
1 1 |—| test name http:f fzmnzomxkow. servertrust.com 5 n
- [?Click=1
Newslerter: Testing hitp: f fZmnzo m koW, Servertrust.corm
18 18 [ - Pl o o a
,—l . http:f fzmnzo mxkow. servertrust.com
20 20 affiliate test [relickez0 0 ] 8

o Alternately, click the pencil icons to edit the newsletter’s settings in the ROI tracking
database.

ROl Tracker > All Campaigns

712072009 through §/1972009, grouped by Past 30 Days

Most Most
Affiliate Customer . Conwversion Total Total
ecord Record craup Campaigh TrackingURL Re.cent Recent Fate Clicks Sales
Click. Sale
[ | other 8/18/2009 &{19/2009 225.00% 4 9
affiliate  http:f [zmnzc.mxkow servertrust.oom
21 21 | |l:es(2 [PClick=21 8{1772009 8f19/2009 100.00% 118
Totals: 200.00X 510
New [ Inactive Campaigns... Add
Affiliate Custamer Crou Carnpaign TrackingURL ::ES:M ::[s:m Total Total Conwversion
Record Record P [P Y Clicks Sales Rate
Click Sale

,—| http: f fzmnzomxkow. servertrust.com

1 1 test name felitke] 1] 1] ]
Newsletter: Testing http: f fzmnzc.mxkow servertrust.com

18 18 L e ol e oo a

,—| . http: fFZmRzZe mxkow. servertrust.com
20 20 affiliate test FClickez0l ] ] 8

Newsletter: Test http: ffzmnzcmxkow. servertrust.com

= = Newsletter — f?Click=26 [% v v a8
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Newsletters & Customers with Specific Interests

To narrow the focus of a newsletter to target customers with specific interests, locate the Send
to Customers w/ the Following Interests Only section.

Orders Reports Inventory Marketing Customers Design Settings

Coupons { Discounts  Naw Menu Promotions  MyRewards Newsletters  Cift Certificates  SEQ Affiliates  In-Stock Requests

newsletters | 3

Gf\SEarch '@Add %Delete

Send [ View Stats

Ready to send? Start here... Name: Newsletter: Test Newsletter - Edit
| DaysToTrack: 30 Edit
TrackingUEL: http: [ zmnzc.mxkow . servertrust.comfFClick=26
[
Details +

Send to customers w/ the following interests only

U

Back to List Expand All | Collapse All

Monthhy Newsleter @6 (] Mewsletter 11 @b []
Weekly Newsletter @ (] Mewsletter 12 @ O]
Quarter Newsletter 5 D Mewsletter 13 8 D
services i (] Mewsletter 14 i@ [
Mew Hardware &5 [] Mewsletter 15 @b (]
Best Practices D Mewsletter 16 3 D
Sales [ Clearence Items i D Mewsletter 17 D
Irmpattant Announcernents 6 D Mewsletter 18 3 D
Mewsletrer 3 i [ Mewslerrer 19 0 [
Mewsletter 10 @ ] Mewsletter 20 @0 []

Last Modified & 8/19/2009 7:05:00 PM Last Mod By @ [1]test narmne

Here, you'll find 20 options listed as Newsletter 1-20 that represent specific topics you can use.
Click Edit next to the heading title to edit the option’s title.
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ders Reports Inventory Marketing ustomers Design | Settings

Configuration : Newsletter Titles

Customnize | Bulk Updates | Export Results | Bookmark Results

v Marne v Walue v ;f;ified
Config_News1_Title o 1/8/2009 11:21AM
Config_News10_Title o 24102006
Config_News11_Title o 21072006
Config_News12_Title o 241042006
Config_News13_Title (7] 241042006
Config_News14_Title o 241042006
Config_News15_Title o 241042006
Config_News16_Title o 21072006
Config_News17_Title o 24102006
Config_News18_Title o 241042006
Config_News19_Title o 241042006
Config_News2_Title Li] 1/8/2009 11:21AM
Config_News20_Title o 24102006
Config_News3_Title o 1/8/2009 11:21AM
Config_Newsd_Title o 1/8/2008 11:214M
Confia_NewsS Tirle 0 [Mew Hardware ] 1/8i2008 1121 AM

Clicking these boxes will send the newsletter only to customers with the corresponding options
checked on their account pages in the Newsletter Subscriptions & Interests section. You can
also edit these headings from here.

Orders Reports Inventory Marketing Customers Design Settings

Customers | 12

et @ g X el << Previous | Backtolist | Mext>> Expand All | Collapse All

This custamer has placed 5 orders totaling $698.43, with the first order on 12/27 /2008 10:46:00 AM

Login As This Customer

Basic Customer Info

Optional Fields

Special Privileges

Custom Fields

Newsletter Subscriptions & Interests

U

Monthly Mewsletter (5 Newsletter 11 (3 []
Weekly Mewsletter (5 Mewsletter 12 0 []
Ciuarter Mewsletter () Mewsletter 13 1 []
Services i3 [ Mewsletter 14 5 []
Mew Hardware (&) Newsleter 15 @ O]
Best Practices (@ [ Newslemer 16 @ ]
Sales f Clearence ltems (& [ Mewslemer 17 @3 []
Important Anhauncements & (] Mewsletter 18 @3 []
Mewsletter 9 [ Newsletter 19 (@ []
Mewsletter 10 i (] Mewsletter 20 i []

Last Modified @ 8/10/2009 9:55:00 AM LastModBy () [1] test narme

Last Updated: October 2009 427


http://store.volusion.com/v/vspfiles/manual/w09manual/w09_407.gif
http://store.volusion.com/v/vspfiles/manual/w09manual/w09_408.gif

Winter '09 Volusion Manual

Due to the US CAN-SPAM Act of 2004 (link to
http://www.ftc.gov/bcp/edu/pubs/business/ecommerce/bus61.shtm), you must provide your
customers the ability to opt out of your store’s email marketing.

Your customers can do this by logging into their store accounts, clicking Change my e-mail
preferences

!_ _@?}’g}@@@@m

Welcome to your account test name. You may use this page to manage your arders,
payments, and other information, all in one place.

Review orders / track packages Change quantities / cancel orders
Change shipping address Print invoices
Change billing address Return items

Personal Information

Change e-mail address, or passwaord Manage wour billing addresses

Change my e-mail preferences Manage your shipping addresses

|§

Payment Settings
Edit or delete a credit # debit card Wiew gift certificate balance

Apply a qgift certificate to your account

Other Features
Edit a review that I wrote Wiew my Wish List

My Rewards

I'm done managing my account, log me out,

and pressing Remove me from the mailing list. This button automatically un-checks the Email
Subscriber field in their customer account settings. For customers who don’t have an account
password, or who have directly requested to opt out of the newsletter list, you can manually
edit this field at Customers >> Accounts. Using the search functions if necessary, locate and
click their account ID number in the table and navigate to the Optional Fields section, uncheck
the box, and press Update.

Each monthly pricing plan includes a number of newsletter emails you can send per month
through the newsletter feature. Note that limits are reset on the first of each month regardless
of your billing cycle dates (which are determined by the date your order is processed). If you
place an order that is processed on the 15th of the month, for example, you’ll pay for your
02/15/10 — 03/14/10 billing cycle on or shortly after 02/16/10, which includes newsletters sent
03/01/10 - 03/31/10.
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Current newsletter limits (subject to change) are as follows:

Steel: 100 emails/month
Bronze: 200 emails/month
Silver: 200 emails/month
Gold: 1000 emails/month
Platinum: 2000 emails/month

Legacy limits (pre-08/24/09):

Steel: 200 emails/month

Bronze: 250 emails/month

Silver: 500 emails/month

Gold: 2500 emails/month

Platinum: 5000 emails/month

Semi-Dedicated Standard: 10,000 emails/month
Semi-Dedicated Premium: 15,000 emails/month

You can increase your newsletter email limit by paying an extra monthly fee. For upgrade

options, log in at http://my.volusion.com, click Plan Usage in the left-hand menu (under the My
Store heading), and click Add next to your current limit.
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Design

Logos

A Note on Using Graphic Logos for Invoices

In order to display an uploaded graphic logo on invoices or emails generated by Volusion, the
Logo Type must be set to the Graphic option.

‘ Orders Customers

Template  Logos

Design

Reports

Inventory Marketing

Site Content  Mawigation Menu  LiveEdit File Editar

Add Logos

Mak e your brand known! Upload your logo to have it appear on your website and invoices

Logo Type OText@\Craphic
Website Heading Logo IEZ\DDCUI‘T‘I\éntS and Settir| Browse..

Because of this, those wishing to implement a graphic logo for their invoice must also apply a
graphic logo for their Volusion store’s header as well. Note that only .GIF image file types are
supported.

Adding a Favicon

Favicons are small images that display next to a website address in a web browser’s address
field and bookmark settings.

) E-commerce services by Volusion- Your All in One Online Store. - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

é - C fet A %http:,l',l'www.vulusiun.comfsu:ulutiu:uns.asp

Adding a favicon to the Volusion store is optional, but can help provide an extra bit of polish to
your overall site appearance. To do so:

e On the Logos page, click Have a favicon.ico below the invoice logo settings.
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Orders Reports Inventory Marketing Customers Design 5ettings

Add Logos

Mak e your brand known! Upload your logo to have it appear on your website and imvoices.

Logo Type ()Text{E)Craphic

Website Heading Logo I Erowse.

Fake Beauty Store

Recommended Website Logo Graphic Size: 812 x B2

Invoice Logo I Browse..

Fake Beauty Store

Have a vaicon.ico?
[ |
Save

Enter the local path to the favicon file in the text box provided, or click browse to locate
it on your hard drive.

Orders Reports Inventory Marketing Customers Design Settings

T

Add Logos

Mak e your brand known! Upload your logo to have it appear on your website and invaices.

Logo Type (jText{s)Craphic

Wehsite Heading Logo I Browse...

Fake Beauty Store

Fecommended Website Logo Graphic Size: 812 x 2

Invoice Logo | Browse..
g :/

| Browse...

Favorite cons are rarely used, howewver if you have an advanced designer with time to spare,
¥Ou can read how to create favorite icons here:

Fake Beauty Store

http: { fwww photoshopsupport.com ftutorials flennifer ffavicon.html

[

¢ Click Save.

IE:\DDcuments and Settir| Browse..

Favaorite lcons are rarely used, howewver if you have an advanced designer with time to spare,
wou can read how to create favorite icons here:
http: { fwww photoshopsupport.com ftutorials fiennifer ffavicon_html

T
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Note that all favicons must be an .ICO image file type. Image editors such as Adobe
Photoshop and Photoshop Elements have the ability to save images in this format. Also note
that favicons are traditionally small images. You should use a small, simple (but readable)
image.

Template

Backing up a Template

Volusion always recommends duplicating a template file for local storage before editing its
code. This allows you to store the duplicate while editing the original, or preserve the original
while editing the duplicate. In the event that you wish to undo changes, or if you make an error
during editing that you don’t know how to correct, you can simply re-load the unedited version
to restore your settings.

To back up a template, click Design >> Template and select a template from the My Templates
tab to load it into the template viewer window. Next, click Duplicate this Template at the bottom
of the window.

‘ Orders Customers Settings

Ternplate  Logos  Site Content  Mavigation Menu  LiveEdit File Editor

Inventory Marketing Design

Reports

Choose Template

Impress your visitors with a modern, professional design that fits your business style. Choose your favorite template then click Install.

V-Chrome | My Templates 1] |

1. 101 - V-Chrome
2 test
3. test new

: E5 ﬂ I

This is a custam termplate. Click on Publish to see this
template an your site.

Duplicate lh.ﬁ Template

You'll be prompted to enter a name for the duplicate. After doing so, click the Duplicate button.
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The duplicate will then appear in the My Templates tab, where you can preview or publish it
like any other template.

‘ Orders Customers

Template Logos  Site Content  Mawviga

Settings

Inventory Marketing Design

Reports

1 Menu LiveEdit File Editar

Choose Template

Impress your visitors with a modern, professional design that fits your business style. Choose your favorite template then click Install.

V-Chrome wyTemplates | ECCRENLIII

e e = 1. 101 - V-Chrome
. 2. fest
. test new

%)

Duplicate This Template

1

Target Mame

new_template

i Duplicate

Duplicate this Template

Any changes made to the original template won’t affect the duplicate template and vice versa.
Many advanced Volusion merchants create their own custom templates by duplicating a free
template in this fashion.

Note on Previewing Templates

When previewing some templates, you might notice some anomalies such as mismatched
images in some portions of the navigation menus. In these instances, the template preview
system does provide a useful, if incomplete, view of what a template will look like if applied to
your store. To view a complete version, however, simply publish the template to your site. As
always, you can quickly and easily change the template using the steps described in the
“Design” section of the “Getting Started Guide” portion of this manual.

LiveEdit File Editor

Modifying the Back-in-Stock Notification Email
When active, the in-stock requests notification system automatically emails any customer who

requests notification when a particular product is back in stock. This emalil, like others in the
system, is generated from an HTML template that you can modify. To access it:
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e In the admin area, click Design >> LiveEdit File Editor.

Orders Reports Inventory Marketing Customers | Design Settings

Termplate  Logos  Site Content  Mawigation denu  LiveEdit File Fditor

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area Selection will only show editable files.

Shortcuts...

Termplate Files

template_101.html
CE5 Files

template 101 css
Root Files

fdefault.htm

fmaintenance htm

Ernail Templates

v jvspfiles [email templates

e Click Iv/vspfiles/email_templates in the Shortcuts menu.

Shortcuts...

Termplate Filas

template_101_html
CE5 Files

template 101 css

Root Files

fdefault.htm
fmaintenance_message.htm

Email Templates

{vfvspfiles femail_templates

o Just above the edit area, locate the dropdown menu and select
Email_Me_When_Back_In_Stock.asp.
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Reports Inventory Marketing Customers Design 5ettings

late  Lago Site Content  Mavigation Menw  LiveEdit File Editar
LiveEdit™
Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files. Disable Syntax Highlighting
i b Friend s shortcuts...
. . . P
frfuspfiles fernail_templates [Email_Me_ihen y  ack_|n Stock.asp E Template Files
generic.asp
Eiftﬁe‘ltitfticale asp ~ template_101. htmi
ewsletter ag 3
; ::';n:di 8lgerEon;\rmaDt\on_¥O_Edustimer asp 55 Files
3 <rmeta http-equiv="Content-Type" co g:dgHang"msggg‘asE‘ prohart asp template 101 css
4 </head= OrderHas5hipped_Partial. asp Root Files
5 sstyle type="text/oss"body tabletd|  PO_To Vendorasp </style=
& <hody text="#000000"= 22231:221255222325” fdefault.htm
7 =table width="650" border="1" cel\spm:—u—cg?rrmm%u—m:—w FFFFFF" bordercolor="#CCCCCC" al fmaintenance, htm
B <tr> Email Templates
a <td=<a href="../ /Default.asp" =${Companylogo)=/a=<hr>
10 <hr= fvfvspfiles femail_templates
" Hello,<br>
12 <hr=
13 A product you showed interest in is now in stock,
14 <hr=
18 =<ima align="tap' height="1" width="100%" src="${ImagesFalder)/Divider_Horizantal gif’ vspace=¢
16 <table width="100%" border="0" cellspacing="5" gellp ='5'>
17 <ty
18 <td><a href="$(RroductDetailsiRL) ><ima sro="¢(ProdustimadatRL)’ border="0"»</
19 <td=
20 <font face='Arial, Helvetica, sans-serif’ size="2'>
21 <a href="$(ProductDetailsURL) =$(Productiame)</a= $(ProductDescriptionShart), <1
22 <br=
£ <div align="right'=<a href="${EroductDetailsURL)'><ima sre="$(ImagesFolder)/buttor
24 <br=
3 <img sre="${Imaagsfolder)/Bullet_Morelnfo.qif' border="0"> <a href="¢(ProductDets
26 </font>
27 </td>
28 </tr=
] </table =
30 <img align="top' height="'1" width="100%:" src="$#{ImagesFolder)/Divider_Horizontal .gif* vspace=¢

Edit the HTML within this template and click Save. As with all cases when editing the system’s
default HTML, we highly recommend copying the full content and saving it locally before
making any modifications. This practice allows you to restore the page to its original form in the
event of a mistake. Knowledge of HTML coding is required to make such modifications.

Setting up an Exchange Rate Menu

If you’ve configured your Volusion store for more than one currency, you can add a custom
dropdown menu to your store’s template to allow your customers to choose different currency
types for product price display. Note, however, that Volusion can only accept payments using a
single currency type (the default currency type configured). The settings described here

function only as an alternate way to display product prices to customers:

e In the admin area, click Design >> LiveEdit File Editor.
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Orders Reports Inventory Marketing Customers Design Settings

Template tent  Ma tion Menu  LiveEdit File Editor

LiveEdit™

Check the boxes below to enabile access to certain sections of the administration area. Selection will only show editable files.

Shortcuts...

Termplate Files

template_101.html
C55 Files

template 101 css

Eoot Files

fdefault. htm
fmaintenance_message.htm

Email Templates

fvfvspfiles femail templates

« On the following page, click template_X.html (where X is equivalent to the template ID
number published on your store).

Orders Reports Inventory Marketing Customers Design Settings

Terr e L

LiveEdit™

Checkthe boxes below to enable access to certain sections of the administration area. Selection will only show editable files. Disable Syntax Highlighting
weroot f v | rernplate_ 101 kil ¥

Shortcuts...
_ . is Fil .
fufternplate 101 htral (5.2KB) (Wiew This File ave Ternplate Files

v template E?ﬂl -html
<IDOCTYPE htmnl PUBLIC "-//W3C//DTD XHTML 1.0 Transitional//EN" "http:/fwww w3 org/TR/xhtmIL/DTD xhtmll €35 Files

<htrol xrmilns="http L/ Awwww3.0rg/ 1999 xhtrl " =
Lemplate 81 css
<head> template 101 css

<l RootFiles

CiYMAMIC PAGE-SPECIFIC META TAGS WILL BE PLACED HERE p—
i 1

DO MOT ADD YOUR OWN META TAGS, ONLY PUT CE5/AYSCRIPT INCLUDES IN YOUR HEAD TAG efaulthem
fmaintenance, htm

Ernail Termplates

e, fvfvspfiles femail_templates

<body id="body"
M <l-- W-Chrome --=
12 «div id="header"= L

nload

13 <hl id="display_homepage_title" class="colors_homepage_title"=</hl>
14
15 <h3 id="home">=a href="/">Home</a=</h3>
16 <h3 id="view_cart"==a href="/shoppingeart.asp"=View Cart=/a==</h3=>
17 <h3id="my_account">=a href="/myaccount.asp" =My Account=/a==</h3>
18 <h3 id="help"==a href="/help.asp">Help=/a==/h3=
19 < l--<h3 id="language" =< script sre="http: fwww.gmodules.com/igAfrrurl=http: /fwww.google.comfig/modulestre
20 = /div>
21
22
23 «div id="content"=
a0 <table harder="0" cellspacing="0" cellpadding="0"=
25 tr>
26 <td valign="top" id="left_nay" width="160">
27
28
28 «div id="search_box"=
30 <label 1d="search_label"~Search:=/zbel=
T T T

Pl PRI

You should now be able to view the HTML code of your template.

« Insert the following code into an appropriate location: <div
id="DropDown_Currency"></div>.
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e This HTML tag displays a dropdown menu that allows customers to manually select the
different currency types configured within the Volusion currency wizard. Note that you
may have to modify your store’s CSS or HTML to integrate this currency menu with your
store’s overall design.

Creating Custom Error Pages

Volusion enables you to create your own custom 404 and 500 error pages. A 404 error
displays when visitors attempt to access an unavailable website or file. This can result if the
web server is completely offline, or if the website has changed locations. A 500 error displays
during internal web server problems when the server has no additional information to provide.

Both error types generally display using simple text and no background. If you’d like to
customize the style or content of these messages, you can do so:

e In the admin area, click Design >> LiveEdit File Editor.

Reports Inventory Marketing Customers Design Settings

1g0s  Site Content  Mawigation Menu  LiveEdit File Editor

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files

Shortcuts...
Ternplate Files
template_101.html
C55 Files

template 101 css

EootFiles

fdefault htm
fmaintenance_message_htm

Email Templates

Jvjvspfiles femail templates

e From the dropdown menu, select /vspfiles.
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Drders Reports Inventory Marketing Customers @ Design  Settings

Template Logos  Site Content  Mawigation Menu  LiveEdit File Editor
1 t™
LiveEdit
Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files.

wianyroot [ v f

Folders: .
basic Shortcuts...
build
Ternplate Files
Files: .
template_101. html template_101.html

temnplate_test html 035 Files

template 101 css

Root Files

fdefault htm

Imaintenance htm

Ernail Templates

fvw fuspfiles femail_templates

e Once the page reloads, select URLRewrite.asp from the dropdown menu.

Orders Reports Inventory Marketing Customers Design Settings

Template Site Content  hla iveEdit File Editor

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files.

wwwroot [ v fuspfiles |
Fofders .
downloadables shortcuts...
email_templates
newsletters Ternplate Files
photas
schema template 101.html
Fk‘:Tp‘ates €55 Files
m!%_ template 101 css
Eoot Files
fdefault. htm
Jmaintenance htm

Ernail Templates

fvjvspfiles femail templates

This page contains a series of web scripts that generate 404 and 500 error messages.

« Edit the contents as needed and click Save.
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Inventory Marketing Customers Design 5ettings

ion Menu  LiveEdit File Editor

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files. Disable Syntax Highlighting

wimroot f v { vspliles {| URLRewrite.asp %
Shortcuts...
fufwspfiles [URLEewrite.asp {6.4KB) (Wiews This File; Ternplate Files

2 template_101.html
< %@LANGUAGE="VEScript" % > £55 Files
<%
Option Explicit

template 101 css

ShowEr = False 'Set to true for debugqing errars fdefault.htm
ReirectPage = "" 'If this is filled in, this is the page to redirect to in case of a 404 error fmaintenance htm

Email Ternplates

1
2

3

& Root Files
3 Dim Shy =, ReirectPags

8

7

3

10 Dim ASPEMT fvivspfilesfemail templates
1 Set AZRErr = Server.GetlastError()
12 If m3PErr.Description <= " Then

13 If ShowErrorDetails Then

L Response Write(Server HTMLEncode(ASPEr . Categary) & " ervar ™ & Server.HTMLEncoda(ASPENT.ASE!
15 Response Write{Server HTV Err.Description) & "<hr=<hr=")

A8 Response Write{Server H-TMLEncode(ASPErr.File) & ", line " & Server HTMLEncode(ASPErr.Line))

7 Response . End(}

13 Else

19 5

E HTML PUBLIC "-//W3C/DTD HTML 3.2 Final//EN" =

23 <head>

24 styles

25 ailink {font:8ptilipt verdans; colorFFODOOY
26 avisited {font:8pt/1ipt verdana; color#dedede}

27 zfstyles

20 <META NAME="ROBOTS" CONTENT="NQINDEX">

This page only controls 404 and 500 errors for pages within the store’s /v directory.
Modifications won't affect pages or links external to the /v directory.

This feature was designed specifically to provide web designers with thorough knowledge of
HTML the ability to further customize their stores. It is only recommended for advanced users.

Enabling Additional Navigation Menus

Volusion allows the creation and display of product categories in a maximum of 8 navigational
menus on the storefront. By default, most templates have only the first 2 - 3 navigational
menus active. Any categories configured to display in other menus won’t appear on the
storefront until the following modifications are made:

e Inthe admin area, click Design >> LiveEdit File Editor.
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Reports Inventory Marketing Customers @ Design Seitings

Template Lot Site ent onMenu  LiveEdit File Editor

)

LiveEdit™

Checkthe boxes below to enable access to certain sections of the administration area. Selection will only show editable files.

Shortcuts...
Template Files
template 101 html
C55 Files

template 101 css

Root Files

fdefault.htm

fmaintenance _message.htm

Ernail Ternplates

fvjvspfilesfemail_templates

e In the Shortcuts table on the right, click template_X.html, where “X” is the ID number
corresponding to your published template.

Orders Reports Inventory Marketing Customers @ Design Settings

Temnplate n Menu dit File Editor
1 1f™
LiveEdit
Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files. Disable Syntax Highlighting

WRIREDOT { W | template_ 101 html%

Shortcuts...
e late_101.html (5.ZKE) (Wiew This Fil .
Jultemnplate. mi ! ) (View is File ave Template Flles
= template E?IJI -html

1 FE html PUBLIC "-//W3C/A/DTD #HIML 1.0 Transitional//EN" "http:/fwew w3.org/TR/xhtrnl L/OTD xhtrml1 S5 Files
Z el wmins="http i Awww w3.0rg 1999 xhtm|" =
2 <heads template 101 css
4 ol Root Files
5 DAYNAMIC PAGE-SPECIFIC META TAGS WILL BE PLACED HERE default ht

Adefault. htm
& DO NOT ADD YOUR OWR META TAGS, ONLY PUT CSS/1YSCRIPT INCLUDES IN YOUR HEAD TAG tau m
T imaintenance_message htm
2 <link href="vspfilesftemplates/101/css/Imparts 53" rel="stylesheet" type="text/css" > Emall Templates
9 «/heads
10 <body id="body" onload=""=> vi{vspfiles femail templates

M <l-- Y-Chrome --»
12 «div id="header"= |

12 «<hl id="display_homepage_title" class="colors_homepage_title"></hl>
14

15 <h3 id="home"><a href="/">Home=/a></h3>

16 <h3 id="wiew_cart"==a | " 195 sp"=View Cart=/a></h3>

17 <h3 id="my_account"»=a | asp"=My Account</a=</hix
18 <h3 id="help">=a href="/help.asp">Help=/a=</h3>

19 <1--=h3 id="language" =< script sre="http:/fwww.gmodules.comfig/ifrPurl=http: /fwww .google.comfig/modules/tre
20 < fdive

21

22

23 =div id="content" >

24 <table horder="0" cellspacing="0" cellpadding="0"=

25 “tr=

26 <td valign="top" id="left_nay" width="160">

27

28

28 adiv id="search_box">

30 "search_label"=Search:

a1 B S S TR S T

This displays the template’s HTML in the editor window. As always, we recommend saving a
local copy of this code before modification in the event of a mistake.

e Search the template code for display_menu_1. This text is surrounded by a large block

of HTML code that creates each navigational menu (note that not all templates will
display identical code):
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<div id="display_promotions_20">Display_Promotions</div>
<table width="155" border="0" cellspacing="0" cellpadding="0">
<tr>
<td width="155" height="22" align="right" class="navtitle colors_menutitletext"
bgcolor="Menul_Title_BgColor"> Menu2_Title<img
src="vspfiles/templates/55/images/clearlx1.gif"* width="5" height="1"></td>
</tr>
<tr>
<td width="155">
<div id="display_menu_1">Display Menu 1</div>
</td>
</tr>
</table>

o Copy this code and paste it below the last line of the code snippet corresponding to the
last navigational menu already configured within the template.

e Change the numeral in the text (display_menu_1) to reflect the navigation menu you
wish to configure (3-8).

e Click Save.
Once these changes are published, you may notice that the style properties of the menu(s)

don’t match those of the default menus. If this is the case, you can correct it by altering your
CSS as follows:

e Return to Design >> LiveEdit File Editor.

‘ Orders

Template Logos

Reports Inventory Marketing Customers

Site Content  Mavigation Menw  LiveEdit File Editor

Design Settings

LiveEdit™

Check the boxes below to enable access to certain sections of the administration area. Selection will only show editable files

Shortcuts...

Template Files

template_101 html

€55 Files

template 101 css

RootFiles

fdefault.htm

Imaintenance htm

Ernail Templates

fufwspfiles femail templates

e In the Shortcuts table on the right, click template X css, where “X” is the ID number
corresponding to your published template.
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shortcuts...

Ternplate Files

template_101.html
CS5 Files

temgl%e 101 cs5
Foot Fil

fdefault htm

fmaintenance_message.htm

Ermail Templates

fwivspfiles femail _templates

e Use the dropdown menu above the editor to choose Navigation.css.

Reports Inventory Marketing Customers Design Settings

on Menu  LiveEdit File Editor

LiveEdit™

Check the boxes below to enable access to certain sections of the adrministration area. Selection will only show editable files. Disable Syntax Highlightinc

wwwroot § v [ wspfiles j templates [ 101 | css |

Folders. ..
Fhies...
spfiles ftemplates 101 /css {termnplats 5 2k Colors.css E Shortcuts...
e {tern ! frssf plate.css (3.2

template_101.html

~
1 /% 025 Document */ ] €55 Files
2
emplate 101 css
3 bodyd template 101 css
4 text-alignicentsr; W Root Files
5 margin:d; defaulth
" I |
L} padding:0; efault.htm
T font-size:12px; Jmaintenance htm
2 backaround: # i : Qi) repeat-x left top; Ernail Templates
E font-family: & homa, helystica, sans-serif;
o rmargin: 15px; fvfvspfiles femail templates
1 o3
124l gl { position: relative; 3%/
15 gbody af

Below the menu, you should now see wwwroot/v/vspfiles/templates/X/css/Navigation.css.

LiveEdit™

Check the boxes below to enable access to certain sections of the administrat

wwwroot [ w fvspfiles [ templates [ 101 f css ,f| Mavigation.css b |

The editor now displays a series of 1-line CSS code definitions that begin
“#display_menu_x.nav...” where “X” represents a nav menu number.

« Highlight and copy each line of CSS code that pertains to a particular navigational menu
(e.g. all lines of CSS that pertain to nav menu 1).

o Paste this code below the last line of code in this page.

« Rename the “#display_menu_x" within each newly-pasted line to refer to the new nav
menu’s number.
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¢ Click Save.

To implement style attributes in additional nav menus different from the default menus, you’ll
have to edit the CSS values for each nav menu contained in the Navigation.css file.

Navigation Menu

Additional Navigation Menu Settings

At Design >> Navigation Menu, you can configure navigation settings for each template loaded
in the My Templates list at Design >> Template. These settings remain independent of each
other. You can change navigation menu settings using the View Menus For Template
dropdown menu near the top of the page. Simply select your desired template to adjust its
settings.
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Orders Reports Inventory Marketing Customers Design Settings

Termplate Logos  Site Content  Mawvigation Menu  LiveEdit File Editar

Update Navigation Menu

Wiew Menus For Ternplate | [101]V-Chrame

[test_new]W-Chrome Template Variable

Menu Title: (& | QUICKLINKS Menul _Title

Title Text Color: 8 | #84c220
Title Background Colar: & | #1e90ff color map[7 henul _Title_BgCalor

Menul _Title_TextColar

-
=
=}
=
2
B

=

Tree Always Expand L |

Menu Type:

Divider: hohe A

Text Color: color map[]

o0

Text Color Hower: (8 color map [

Template Yariable

Menu Title: & Menuz_Title
Title Text Color: color map [ Menuz_Title_TextCalar
Title Background Colar: o color map [ Menuz_Title_Bglalor
Menu Type: | Links w |
Alignment:
Divider:
Text Color: i l:l:‘ color map [
Text Color Hower: 60 l:D color map[]

:

Uploading Images for BG Image Menu Types

When choosing a Menu Type from Design >> Navigation Menu, the Rollover Images, Rollover
BG Images, and BG Images options call image files (that do not yet exist) from a specific FTP
directory. Once you’ve set one of these menu types, broken image links will appear on the
storefront in these image areas. Right click a broken image and view its properties to
determine the image name and directory location.

Next, log in to your FTP account and navigate to that directory, then copy your custom image
and paste it in this location, renaming it according to the default settings on the broken image.
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Site Content

Websites are essentially collections of text, presented in a specific manner to anyone
accessing that site from the Internet with web browsing software. Websites contain text - even
online stores. Whether to explain return policies, provide a list of contact information or simply
to say something about the online business itself, online merchants will need to edit the text
that is displayed within their store's website.

This could involve a lot of hard work editing and keeping track of various HTML files. However,
Volusion has done one better and provides an easy way for merchants to manage text within
their online store.

Merchants can manage text information displayed on their Volusion store by using the Site
Content functions within the Volusion Administration Page.

The Site Content functions within the Volusion Admin Page can be found by clicking on the
Design tab and then clicking on the Website Text link within the Design tab's blue menu bar.

\ Example Volusion Store Admin Area | | Dashboard | Storefront |

« volusion®

Reports Inventory Marketing Customers | Design Settings

Site Cortent  Mavigation Menu  LiveEdit File Editar

From the Site Content page, users can view, add or modify articles within their Volusion store's
database. These articles can be displayed in different portions of the Volusion store and can
contain text, images or HTML.

By default, each Volusion store is configured with 132 different website articles. These articles
cover everything from displaying information to visitors on the store's checkout page,
displaying help information, return policies, marketing blurbs about the business itself as well
as most of the text displayed on the storefront, under PageText:

‘ Orders Reports Inventory Marketing Customers | Design @ 5ettings
Ternplate Logos  Site Content  Mavigation Menu  LiveEdit File Editar

Update Content : Articles

[Z] List all records i Code View

Article Croup:
I Web Page  apricles Spotkey Article Body
—p- 4 Help
l4l Affilial PageText
k Our unigue affiliate program allows waou to gel
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Merchants are encouraged to modify text within their store's pre-generated website text articles
to customize their store to their needs.

Each pre-generated article within the Volusion Site Content page has its own, specific
purpose. There are 2 specific articles merchants will want to edit - the "Home Page Article" and
the "About Us Articlec".

The "Home Page Article" displays text or HTML within the central portion of the Volusion
storefront home page. This article is a prominent area that visitors see as soon as they arrive
at the online store. Using HTML, this can often be used to display an eye-catching image in the
central field of the store homepage.

The About Us article contains any text that is displayed to visitors when they click on the About
Us link, located on in the Volusion storefront.

As these articles are either prominently displayed or contain store-specific information to
visitors, Volusion merchants will want to modify these articles to specifically fit their store
needs. Follow these steps to edit these articles:

e Log into the Volusion Administration Page and click on the Design tab.

e Click on the Site Content link in the blue menu bar.

o Locate the article you wish to edit (For example, the homepage article is ID 2 and
named "Default.asp"). The "Spot Key" will tell you where the article displays on the
storefront. The homepage article's Spot Key is "Above_Featured_Products”

e Hover over any column on the article table in the row for your article and click to edit.

e This will take you to that specific articles edit page. Use the article body field to edit the
content in the article. If you are not familiar with HTML, use the HTML Editor.

e Make sure to Copy HTML to parent window if you are using the HTML Editor and Save
your changes.

The "Home Page Article" and "About Us Article" are only two of the many articles to modify
within the Website Text page. Within the initial Advanced Mode of this page, users have the
ability to create a completely custom article. Here's how:

« Within the Site Content page, click the "List All Records" link near the top left of the

page.
o Click the Add button to begin creating a new article
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e Assign a category to the new article, enter the article title, body and any other settings
needed.

e Click the Save Changes button when finished.

e Once the article is saved, users can click the "View Live Article Page" link near the top
of the newly created article to view the article as it will appear within the Volusion
storefront.

Each website article will have the following settings:

ID This field contains an automatically-assigned
number to identify each website article by.

Specific articles will be embedded within
certain pages within the Volusion storefront.
PageName ** If this is the case, the page name itself will be
listed here. Note that this value cannot be
modified.
In some cases, multiple articles are
displayed within a single page on the
Volusion storefront. If this is the case, each
SpotKey ** article is assigned a "SpotKey" to determine
which area of the page the article will appear
in (e.g. "Above the Shopping Cart" or "Below
the Shopping Cart").

Each article must be assigned to an article
category. The category the article is
assigned to can be chosen from this drop-
down field.

CategorylD*

ArticleTitle Users can define the title of the article here.

An optional article caption can be entered
ArticleCaption here. This caption will display below the

article's title.

The actual article contents can be entered
ArticleBody here. The "ArticleBody" can contain text or

HTML.
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Search Engine Optimization

Enter a title in this field for the article's meta
tag title. Users will want to set this field as it
will assist in having the article referenced by
various web search engines.

Meta Tag Title

In this field, enter a brief description of the
article which will be referenced by search
Meta Tag Description engines. This will assist in the article being
better referenced and found by search
engines such as Google and Yahoo!
Here, enter keywords to reference the article
by. These keywords will be indexed by
website search engines. Values entered here
can then be used to better search for the
article via search engines such as Google or
Yahoo!
This field overrides all meta data settings for
the article. This field is designed specifically
Custom Metatags Override for merchants with knowledge of SEO
technigues and functions. It is recommended
for use only by advanced users.

Meta Tag Keywords

* This field is required for each Website Text article.
** These fields are only available for certain Website Text articles.

Once an article is created, it can be linked to portions of the Volusion storefront in a variety of
ways. The most common method to displaying an article to customers is through the use of
product categories within the Volusion storefront's navigation area.

An additional feature within the Site Content portion of Volusion is the ability to configure
categories to organize the store's articles. As noted in Part Il of this chapter, each article must
be assigned to a specific category.

Each Volusion store comes pre-programmed with a series of website categories that
merchants can use. Additionally, merchants can create their own custom Site Content
categories through the following steps:

e Log into the Volusion Administration Page and click on the Design tab.

e Click on the Site Content link in the blue menu bar.

e Click on the View All link near the top left of the page.

e Inthe Website Text's View All page, choose Article Categories from the available
dropdown field.

e In the Article Categories page, click the Add button.
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e Enter values for the CategoryName and CategoryOrder.
e Next, choose 1 of 3 options for the Category Type.
o Click the Save button to complete the category's configuration.

Once a new article category has been created, Site Content articles can be assigned to the
category.

Note that when assigning the CategoryType, any category assigned to the type, Help can be
displayed within the Volusion Admin Page by clicking on the Help tab within the main Site
Content page. Please see Part IV of this chapter for more information.

The Help area is a special, reserved portion of the Site Content page within Volusion Winter
'09. This portion of the page will contain all Site Content categories that are configured as
CategoryType: Help, along with all articles contained within those categories. This special
page allows users to easily organize all help articles they may have configured within their
Volusion store.

This portion of the Site Content page contains what is essentially the FAQ or Frequently Asked
Questions to be displayed within the Volusion storefront. This can range from topics on return
policies, shipping restrictions or any notices that merchants would want/need to make their
customers aware of.

Help articles can be viewed from the Admin Page just as any other article or by visiting the
special Help tab within the Site Content page. Help articles can be created or edited in similar
fashion to regular articles. The only exception in this case is that any article set to be a Help
article must be assigned to a category configured as a Help category.

Note that all active Help articles can be viewed by visitors to the Volusion storefront by clicking
on the default Help link that will be displayed within the Volusion storefront header (or footer -
depending on the store template being used).

Spotkeys and the PageName settings they are associated with are specifically coded within
certain articles within the Volusion system. The Spotkey or PageName settings cannot be
modified within the Volusion system. New articles cannot have Spotkeys assigned to them, nor
can users remove these settings from exiting articles. These articles however can be
repurposed if needed by simply modifying that article's caption, body or other settings.

Last Updated: October 2009 449



Winter '09 Volusion Manual

Deactivating Newsletter Functionality

If you choose not to offer any form of automated newsletter email to your customers, you can
deactivate the opt-in field displayed to customers as follows:

e Inthe admin area, click Design >> Site Content.

‘ Orders

Template Logos

Reports Inventory Marketing Customers @ Design Settings

Content  Mavigation Menu  LiveEdit File Editor

Update Content - Articles

“|List all records | | [LJ Code View

(=} Web Page Spotkey Article Body
[4] Affiliate System

Dur unique affiliate program allows you to generate a solid income, with little work by yo

the tools you need to be successful. You will receive your own unique UEL which will autc)
you generate. We even provide you with banner ads and text links thatyou can just choo

your way to success today, signup now!

il Affiliate_info.asp

9 Affiliate_signup.asp Confirm your information below to complete the signup process.

Thank you far your interest!
10 Affiliate_thankyou.asp Please allow 24 hours for your account to be approve)
activated.

[2] Checkout Process

If your iterns are a gift, we canwrap them for you. We will also print your gift note onaca
itern. (Ewen if you do not purchase giftwrap, simply enter your FREE gift note below, and

65 CiftOptions.asp CiftOptions i g e
93  Login.asp CheckoutProcess_Introduction The checkout process is quick & easy. Let's begin by asking if you're a new or returning «
96 Loginasp Login_Anonymous If you do notwish to register, you rmay instead place this order as a guest.
If this is your first purchase with us, please proceed by clicking the following button ta o
95 Login.asp Login_Mew_Customers registration.
94  Login.asp Login_Returning_Customers If you've purchased from us before, please login with your ermail address and password.
958  PlaceOrder.asp Choose_Shipping Please choose a shipping method below. You will be able to change it later if you wish
Please review your order below. If everything looks good, click the "Place Ordet” button o
@ | AReErebra RS EREP You rmay easily change anything on this page by clicking the associated "change” button.
60 SearchResults.asp MoSearchResults
£4  ShaonninaCartasn Ahove ShanpinaCart

From the Article Group dropdown menu, select PageText.

e Here, choose Checkout from the Category dropdown menu.

e Locate the last field on this page, ID # 694.

e Enter a single space character in the text field.

e Click Save.
In this scenario, any new customer making their initial purchase from your store won'’t be
registered to receive newsletters, and won’t receive the option to sign up for them. If a visitor

registers for a customer account before going through the purchase process, however, the
default newsletter functionality is not affected by this configuration.
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Text/Article Management

You can edit many default text articles at Design >> Site Content. This table is divided into
three sections: Articles (default), Help and PageText. You can switch views using the Article
Group menu at the top of the table. In all areas, click an ID number to edit the related article, or
Add to create a new one. Be sure to set the Category ID to the section to which you’d like to
add the article.

You can also edit some site content directly from the storefront when logged in as an
administrator by hovering over the text you wish to edit and clicking Edit. Within this table, use
the dropdown selections to narrow the results display.

When you edit /add articles, you cannot specify your own article page names or spotkeys;
these are pre-existing naming patterns assigned by Volusion. You should only edit the Article
Body field, which is the actual text that displays on the related area of the storefront. Also,
when adding a new article, it won’t automatically appear on the store. You'll need to code a link
to it where you'd like it to display in the LiveEdit File Editor. An example of this type of link:

<a href="/articles.asp?id=123">Your Link Title Here</a>

Be sure to update “123” with the actual ID number of your article.

There is no limit to the number of articles you can create.

Other Design Settings

Redirecting to Custom Articles

When a customer visits an article created through the Site Content table, its URL contains an
ASP suffix and the article’s ID number by default.
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Orders

Template L Nt Mavigati

Reports

Inventory Marketing Customers

Menu  LiveEdit File Editor

Design Settings

Update Content : Articles

= List all records

L code View

o] Web Page Spotkey Article Body
[4] Affiliate System
O unique affiliate program allows you to generate a solid incame, with litte work by wo
" . the tools you need to be successful. Vou will receive your own unique URLwhich will autc)
8 Affiliate_info.asp . . .
you generate. VWe even provide you with banner ads and text links that you can just choo
WOUF Way T0 SUCCESS today, signup now!
9 Affiliate_signup.asp Confirmm your information below to complete the signup process.
Thank you for your interest!
10 Affiliate_thankyou.asp ] 1l 24 h fi b
ease allow ours for your account to be approve
activated.
[2] Checkout Process
If your iterns are a gift, we can wrap thern for youw. We will also print your gift note on a ca
65  CiftOptions.asp Ciftoptions iterm. (Even ifvnl.! do not purchase giftwrap, sirphy enter your FREE gift note below, and
note on the packing slip)
93  Loginasp CheckoutProcess_Introduction The checkout process is quick & easy. Let's begin by asking if you'te a new ar returning (
96 Login.asp Login_Anonymous If you do notwish to register, you may instead place this order as a guest,
If this is your first purchase with us, please proceed by clicking the fallowing button to ¢
95  Loginasp Login_Mew_Customers registration.
294  Login.asp Login_Returning_Custamers I you've purchased from us before, please [0ginwith your ermail address and password.
98  PlaceOrder.asp Choose_Shipping Please choose a shipping rmethod below. You will be able to change it later if you wish.
Please review wour order below. If everything looks good, click the "Place Order” button ©
89 | (RRCHRVERD.CED FReaIrEr You rmay easiby change anything on this page by clicking the associated “change” button
60 SearchResults.asp MoSearchResults
fd _ShnnninnCarr ack Ahnue Shanninacarr

For example, you’ve created article 101 to explain customs guidelines to overseas customers:
http://www.yourdomain.com/Articles.asp?ID=101.

They find it intimidating and/or difficult to remember. If you wish to modify this URL to give it a
more user-friendly appearance, Volusion doesn’t provide this capability. You can, however,
create a friendlier URL that redirects visitors to the article, as follows:

e Inthe admin area, click Settings >> Maintenance.

Orders

Cormpany  Shipping  Tax  Payment  Currency [P Firewall  Con iables  Custom Fields  Mai

W

Reports Customers

Inventory Marketing

Design @ Settings

Manage Maintenance

OPEN

Close my store

Maintenance Toolbox Your store is currently:

Rebuild Product Index “Vou last indexed 862hrs ago.
Rebuild Search Index This page allows wou to ternporarily close wour store for maintenance. For
example if you need to perform modifications on your database or files,
closing your stare will post a notice onyour website telling your visitors
the stare is “ternporarily closed for scheduled maintenance, please try
backin 15 minutes to and hour. Thank your for your patience.”

Reassign Inventory Control Grid
Manage 301 Redirects

Close store to view mare tools

Customize your maintenance message here.

e Click Manage 301 Redirects and create a 301 redirect for the article.
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Maintenance Toolbox Your store is currently:| (O PEN

Rebuild Product Index ‘“ou lastindexed 306hrs ago. Close my store

Rebuild S h Ind . . .
sebulld search Index This page allows you to temporarily close your stare for maintenance. For

Reassign Inventory Control Grid exarmple if you need to perform modifications on wour database or files,
closing your store will post a notice on your website telling your visitors

Manage 304 Redirects the stare is “termpaorarily closed for scheduled maintenance, please try
Close store iew rmore tools back in 15 minutes to and hour. Thank your for your patience.”

Customize your maintenance message here.

¢ In Source Path, enter “/customs”.
e In Target Path, enter “/Articles.asp?=101".

e Click Save.

You can now provide customers http://www.yourdomain.com/customs, which will redirect them
to the article. Note that this technique may not be fully optimized for search engines.

Enhanced Language Customization

Winter '09 allows additional customization over some of the previously hard-coded text such as
the default wording on checkout pages. Hover over the text you wish to change and click Edit.
Use the HTML popup window for adjustments.

You can also edit storefront language in your Admin area at Design >> Site Content
>>PageText. From here you can choose a specific storefront page(s) to edit the text on that
specific page, or group of pages.

You can also customize your site for web-safe languages such as Spanish and French. This

functionality is not automated, so you will have to translate all text areas manually. Volusion
Technical Support is unable to assist with this type of customization.
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Volusion Winter '09 Manual Appendix

Product Settings

Each entry in the Inventory >> Products table contains a wide variety of configurable settings
(see this manual’s section on “Products” for more information):

Using the Browse and Upload buttons, a
Product Photo product photo can be added for display on
the product’s storefront details page.

The unique reference code for the table
entry. It can contain letters, numbers,

Product Code * hyphens or periods. Note that this field
cannot contain other punctuation marks and
must be unique for each product.

The product’s name, as displayed on the
storefront.

Product Price * The product’s price.
The product’s weight (in units defined in
Settings >> Shipping >> More Shipping
Settings >> Weight Units). Although not
Product Weight required for product creation, it is required for
shipping settings functionality. Only leave
this field blank in the case of a downloadable
product or gift certificate.
A basic description of the product, including
Product Description any HTML or image links, as displayed on
the storefront.

The storefront category(s) or sub-category(s)
under which the product is listed.

Product Name *

Apply To CategorylD(s)

*Required fields.
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Product Name Short

Photo_AltText

Meta Tag Title

Meta Tag Description

Meta Tag Keywords

A shortened version of the ProductName
used for display in the Top Sellers, Today’s
Super Deal and New Products storefront
sections, used for indexing and reference by
search engines.

Alternate text for product images displayed in
most browsers when visitors mouse over the
product image, used for indexing and
reference by search engines.

Meta tag for the product name displayed in
the title bar of the web browser when viewing
the product’s storefront details page, used for|
indexing and reference by search engines.

A short description of the product used for
indexing and reference by search engines.

Key words for the product (such as brand,
part number, etc.) used for indexing and
reference by search engines for the keyword
queries.

List Price

Setup Cost

Sale Price

SetupCost_Title

How to get Sale Price

Displays next to the Product Price on the
product details page, used only as a
comparison with (higher) industry/competitor
prices. The difference between this field and
the Product Price also displays as “You
save” when EnableShowYouSaveAmount is
enabled (at Inventory >> Products >>
Settings).

An additional charge applied after the
Product Price, often used on recurring billing
products.

Can be used to override the Product Price
(must be lower), and affects the “You save”
total.

Allows you to rename the Setup Cost on the
storefront.

Replaces the Sale Price with instructions on
how to receive the sale price. Add to Cart
displays the sale price after adding the item
to the shopping cart, and Email Better Price
prompts the customer to enter an email
address, to which the system emails the sale
price. Labeling for this option can be
changed by clicking Edit next to the field title.
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Shipping Options

Availability

Fixed Shipping Cost

Fixed Shipping Cost
(Outside Local Region)

WarehouselDs

Ships By ltself

A summary of the product’s estimated time of]
arrival from the order date (not related to
stock status availability). Note that you can
enter custom text by clicking the link to the
right of the dropdown menu.

A price added to the overall cost of shipping
(as calculated by configured shipping
settings). See this manual’s section on
“Shipping” for more information.

Similar to the Fixed Shipping Cost, this entry
only applies when the shipping location is a
country or state not defined as Country Is
Local Region or State Is Local Region at
Settings >> Shipping >> Edit Countries / Edit
States.

Apply one or more warehouses to a product
to properly calculate shipping charges from
warehouses or fulfilment centers. See the
“Warehouses” portion of this manual for
more information.

Allows live rate shipping calculation separate
from any/all other products in the order (often
used for products with unique size or shape
that require special shipping
charges/arrangements).

Product Descriptions

Product Description Short

Specs

Technical Specs

More Info

Product Description Above
Pricing

Photo Sub Text

A shortened description of the product, used
in condensed product displays such as
search results pages. This entry is required if
you wish to use the Email a Friend feature.
You can use text or HTML.

Allows you to list product features in a
separate section on the product details page
beneath the description. By default, each line
of text is displayed as an item in a bullet list.
You can rename this field by clicking Edit
next to the field name.

Text or HTML entered here displays in a
clickable tab next to the description. Each
line is displayed in a bullet list. You can
rename this field by clicking Edit next to the
field name.

Text or HTML entered here displays in a
clickable tab next to Technical Specs. You
can rename this field by clicking Edit next to
the field name.

Text or HTML entered here displays just
above the price on the product’s details
page.

Text or HTML entered here displays below

the product’s 2T image, just above the
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Larger Photo and Email a Friend links.

Advanced Options

VAT Percentage

Home Page Section

Free Shipping Item

Taxable Product

Hide Product

Manufacturer

Hide When Out Of Stock

List Price Name

Enable Multi Child Add To
Cart

Product Price Name

Sale Price Name

Hide You Save

For non-US merchants who’ve configured
their store to use VAT (Value Added Tax),
this field overrides the store VAT percentage
for this specific product.

Adds the product to a list from which the
system randomly assigns members for
display in one of several special promotional
home page sections.

When the free shipping method is activated
and properly configured, this feature makes
the product eligible for free shipping. Note
that products marked as eligible for free
shipping will only ship free if all items in the
order are also eligible for free shipping.
Please see this manual’s “Shipping” section
for more information.

Determines whether or not the product obeys
the store’s tax settings. The default setting is
“Y” (yes). Set to “N” to ignore global tax
settings.

Hides the product from store visitors through
normal navigational channels. Note that,
when hidden, the product can still be
accessed by its direct URL.

Allows you to specify the product’s
manufacturer. Using Upload Logo to the left
of this field allows you to add a graphic file
for the manufacturer’s logo.

Sets the product to “hidden” when the stock
status reaches zero. Note that the stock
status must be initialized for this option to
work.

Allows you to rename the List Price on the
storefront.

Displays any/all variant products on the base
product’s details page in a grid that allows
customers to specify quantities of multi
variants for global addition to the shopping
cart.

Allows you to rename the Product Price on
the storefront.

Allows you to rename the Sale Price on the
storefront.

When EnableShowYouSaveAmount is
enabled (at Inventory >> Products >>
Settings) and you fill in the Product Price and
List Price fields, the system automatically
displays a “You save” comparison on the
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product details page. This option allows you
to disable this comparison at the individual
product level (as opposed to globally
disabling on all products through
EnableShowYouSaveAmount).
Allows you to rename the Setup Cost on the
storefront.
Allows customers to edit the Product Price
before placing the order (useful for
merchants selling gift certificates or
accepting donations).
Replaces the Add to Cart button on the
product details page with text specified here.
Note that this disables customers from
adding the product to the shopping cart for
checkout.
Text or HTML entered here displays next to
the price fields on the product details page.
Allows you to control product display order
within a category page when a visitor selects
the Display by Most Popular category filter
option. The higher the number value, the
higher the product displays on the popularity
list.
Text entered here displays next to prices that
Price Sub Text Short don’t apply to a customer’s order (e.g. List
Price and Sale Price).
Hides a product until the date specified
Display Begin Date (useful for forthcoming product release or
seasonal products).
Requires customers to add a minimum
Min Qty number of product units to the cart in order to
purchase.
Hides a product after the date specified
(useful for limited-time-only products).
The file name of a downloadable product.
Use Upload File to the left of this field to
attach the product for download. Note that
only one file can be attached at a time.
Enables a gift wrapping option for the
product and defines the related price.
The product codes of accessories for this
product. If you sell a stereo system, for
example, you can encourage the purchase of
accessories such as headphones, audio
cables, batteries, etc. List products
separated by commas. Do not use spaces.
The product key(s) configured in your admin
area for distribution with this product. See
this manual’s section on “Product Key
Distribution” for more information.
The amount of points you wish to award a
Reward Points Given For  customer for purchasing this product, used in
Purchase conjunction with the Points for Product
configuration at Marketing >> MyRewards.

Setup Cost Name

Allow Price Edit

AddtoCartBtn Replacement
Text

Price Sub Text

Product Popularity

Display End Date

Download File Name

Gift Wrap Cost

Accessory(s)

Uses Product Key Type(s)
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Free Accessory(s)

Use Same Photos As
ProductCode

Hide Free Accessories

Photo URL Small

Photo URL Large
Additional Product
Keywords(s)

Is Child Of Product Code

Affiliate Commissionable
Value

Order Finished Note

Custom MetaTags Override

To offer a free item or items with a product,
enter the product code(s) here for
simultaneous addition to the shopping cart.
List products separated by commas. Do not
use spaces. Enter (X) after the product code
to include multiple units of the free product,
where “X” is the number of included units.
Example: ProductC(2),ProductD(4).

Enter a product code to share its image with
this product.

Prevents Free Accessory(s) from displaying
on the product details page (does not
deactivate them).

Overrides the product’s default thumbnail
image (after upload). If hosting product
images with a third party, enter the URL to
link to the image. You can also use this field
to specify product images in CSV, MDB, and
other file formats when performing complex
product imports.

Overrides the product’s default main image
(after upload). If hosting product images with
a third party, enter the URL to link to the
image. You can also use this field to specify
product images in CSV, MDB, or other file
formats when performing complex product
imports.

Applies additional keywords to a product for
use in customer searches from the
storefront.

Assign the product as a variant of a main
product by entering the main product’s code
here (if you do not use the inventory control
grid / Smartmatch features).

Determines the percentage of a sale on
which an affiliate is eligible to receive
commission. See this manual’s section on
“ROI Tracking” for more information.

Text or HTML entered here displays after
completing an order.

Overrides all SEO settings. Intended only for
advanced users with extensive knowledge of
SEO settings and practices.

Product Options

OptionID(s)

Use Same Options As
ProductCode

Allows you to add attributes configured at
Inventory >> Options to the product. Switch
to Advanced View (below the field title)
reveals a text field in which you can enter
option ID numbers separated by commas.
Do not use spaces.

Enter a product code to automatically apply
that product's assigned attributes to this
product.
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Enable Options Inventory
Control

SelectedOptionID(s)

Edit Options Currently
Applied

Activates the inventory control grid. If the
store’s product settings are configured for
automatic creation of variant products, the
system will create product records for all
assigned attributes. See this manual’s
section on the “Smartmatch System” for
more information.

When attributes are assigned to the product,
this field allows you to control which
attributes appear in the option selection
menus by default. If entering multiple
attribute option ID(s), use commas to
separate. Do not use spaces.

Displays a table that lists all attributes
currently applied to the product. You can edit
the attribute records by clicking on their
product option ID numbers.

3rd Party Specific Fields

Shopping.com Category

Yahoo! Shopping Category

Yahoo! Shopping Medium

Estimated Shipping —
Ground

Estimated Shipping — 2nd
Day

Estimated Shipping —

Overnight

Product Condition

Google Product Type

Last Updated: October 2009

Allows you to assign the product to a
Shopping.com category (not a Volusion store
category) for export to their ecommerce
service.

Allows you to assign the product to a
category for reporting in the Yahoo!
merchant feed.

Allows you to define a medium for export to
the Yahoo! Shopping system.

Allows you to define a ground shipping
charge for use with a third party ecommerce
system. This value is not calculated in the
overall shipping charges by Volusion and is
provided for export purposes only.

Allows you to define a 2nd day shipping
charge for use with third party ecommerce
system. This value is not calculated in the
overall shipping charges by Volusion and is
provided for export purposes only.

Allows you to define an overnight shipping
charge for use with third party ecommerce
system. This value is not calculated in the
overall shipping charges by Volusion and is
provided for export purposes only.

You can enter a value for product condition
(e.g. “Mint,” “New,” “Used,” etc.) for
integration with third party services such as
Ebay. This field has no function within
Volusion and is provided for export purposes
only.

Allows you to define a category for Google’s
Google Base and Froogle services. Please
refer to Google’s online documentation for
information on proper categorization.
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By default, all products exported to
QuickBooks are reported under the account
defined in the QuickBooks mapping fields
(see this manual’s section on QuickBooks for
more information). If you'd like to report a
specific product to a different item account
than the one defined in your mapping, you
can enter that name here.
By default, all products exported to
QuickBooks are reported under the account
defined in the QuickBooks mapping fields
Quickbooks Item Asset (see this manual’s section on QuickBooks for
Accnt more information). If you’d like to report a
specific product to a different asset account
than the one defined in your mapping, you
can enter that name here.
By default, all products exported to
QuickBooks are reported under the account
defined in the QuickBooks mapping fields
Quickbooks Item COGS (see this manual’s section on QuickBooks for
Accnt more information). If you’d like to report a
specific product to a different COGS (cost of
goods sold) account than the one defined in
your mapping, you can enter that name here.

Quickbooks Item Accnt

CustomFieldl
CustomField2 Provide additional text or HTML in these
. fields for display in the product’s details page
CustomField3 below the price. Click Edit to modify the field
names.
CustomField4
CustomField5

A description of the product’s pricing that
Recurring Pricing Text displays to visitors (e.g. “$9.99 for the first
month, $11.99 each additional month”).

The price charged to the customer for each

Recurring Pricing payment period (e.g. $11.99).
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Recurring Start Price

Recurring How Often

Recurring Start Duration

Recurring Duration

The initial payment amount, if different than
the Recurring Price (e.g. $9.99).

The number of months that pass before the
billing period ends and a new charge comes
due (e.g. enter “6” to bill the customer every
6 months, or “12” to bill annually).

If using the Recurring Start Price setting,
enter the duration (in months) the system will
wait between billing the Recurring Start Price
and the regular Recurring Price (e.g. with a
Recurring Start Price of 1, a Recurring Start
Duration of 6, and a Recurring Pricing of 5,
the system will bill the customer $1 for the
first 6 months and then $5 after that point).

The duration (in months) the recurring billing

process will last.

Special Pricing Levels

Discounted Price Level 1

Discounted Price Level 2

Discounted Price Level 3

Discounted Price Level 4

Discounted Price Level 5

Discounted Setup Cost
Level 1
Discounted Setup Cost
Level 2
Discounted Setup Cost
Level 3
Discounted Setup Cost
Level 4
Discounted Setup Cost
Level 5

Recurring Price Level 1
Recurring Price Level 2

Recurring Price Level 3

Define up to five different pricing tiers in these
fields for different customer level (Wholesalers,
resellers, affiliates, etc.) configured at
Customers >>Accounts (locate the Pricing
Discount Level field under the Special
Privileges heading). These entries override the
Product Price when qualified customers
browse the store after logging in.

Similar to the DiscountedPrice_Level settings,
these fields allow you to configure different
pricing tiers for the product's Setup Cost.

These fields allow you to configure different
pricing tiers for a recurring product's price.
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Recurring Price Level 4

Recurring Price Level 5

Vendor Information

Stock Status

UPC Code

Stock Low Qty Alarm

Stock Re-Order Qty

Do Not Allow Backorders

Auto Drop Ship

Inventory: Verify Qty On
Hand

Inventory: Last Verified

Vendor Part #

Vendor Price

Enter a positive or negative value (for
backorders) to initialize the stock count of a
particular product for system inventory
tracking. Click Hist to view a record of all
actions that have affected the product’s stock
status.

When using Volusion’s point of sale features,
you can enter numerical values here for
barcode scanning. To create a barcode, click
Generate Barcode next to the field title,
select one of the two available barcode
types, enter a numeric code, and click
Generate. The barcode and its associated
numerical code will then display in the popup
window.

The system automatically creates an entry
for the product in the Low Inventory table
(Inventory >> Products >> select Low
Inventory from the View menu) when the
stock value is equal to or less than the value
specified in this field.

The value set in this field defines the quantity
ordered during purchase order generation
when processing through the Low Inventory
table.

Check this option to prevent customers from
placing orders when the stock status reaches
zero. See this manual’s “Order Processing
Guide” for more information on the backorder
process.

Activate this setting when using a third party
fulfillment center for the product. When
ordered, the system will generate a purchase
order based on the vendor rules you've
applied.

Use this field to notate the product’s on-hand
stock status as a personal memo (does not
affect the Stock Status field). It can be useful
in resolving a stock status discrepancy.

Use this field to date the above entry.

The vendor’s part number or product code
used on a purchase order (does not relate to
the Product Code field). This field will be
overwritten by the Vendor PartNo from any
vendor rule applied to the product.

The vendor’s product price, used by the

Volusion system to calculate COGS and
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Book ISBN

Add To PO Now

Last PO Qty

Last PO Date

Share Stock Status With

ProductlD

profit margins. This field is overwritten by the
Price field in any vendor rule applied to the
product.

If you sell books, enter the International
Standard Book Number in this field (used for
reporting on purchase orders).

Automatically adds the product to the
Queued for PO table (Inventory >> Products
>> choose Queued for PO in the View menu)
when the Stock Status value is equal to or
less than the Stock Low Qty Alarm value.
The quantity ordered during the most recent
purchase order.

The date of the last purchase order sent to
the vendor.

Enter a product code to share its stock status
with this product (often used when offering
the product as a free accessory of another).
A sequentially-assigned ID number used by
the system for tracking (unrelated to the
Product Code and not intended for merchant
use).

To access general product settings, click Inventory >> Products >> Settings.

Product Settings

TechSpecs

EnableCategoryTree
DetailsPage

EnableCustomerReviews

EnableDisplayAvailability

EnableDisplayDiscountBtn

EnableDisplayDiscounted
PricingLevels

EnableBullets On_Features_

Enables checkboxes on the storefront next to all
accessories configured for this product, which

EnableAccessoriesQuickAdd customers can use for simultaneous addition to the

shopping cart. Note that this option doesn’t work on
accessories with attributes.

Displays each line of text in Specs as an item in a
bullet list.

Enables the “breadcrumb trail” on a product’s
details page: a list of all categories and
subcategories of which the product is a member,
listed as clickable links in navigational order.

Allows customers to post reviews of each product
for displays on the products’ details pages.

Displays the Availability field on each product’s
details page.

Displays a Discount button within each product’s
details page. When clicked, a popup window
displays any quantity discounts configured for the
product.

Displays discounted pricing levels for each product
on the details page (when configured), regardless

Last Updated: October 2009

465



Winter '09 Volusion Manual

EnableDisplayKits__
ProductDetailsPage

EnableDisplayProductCode

EnableDisplaySetupFee

EnableDisplayStockStatus

EnableEmailAFriend

EnableHideProduct

EnableLiveStockStatus

EnablePhotosPopup

EnableProductAccessories

EnableProductFeatureList
DualColumns

EnableProductQuantityBox

EnableRecentHistory

EnableRelatedProducts

EnableShowYouSaveAmount

EnableSimilarCategoriesList

EnableTemporaryProducts

EnableUpdatePriceBtn

of whether or not the customer is eligible for them.

Displays a list on the product details pages of all
included free accessory products.

Displays the product code of each product on its
details page.

Displays Setup Cost values on the products’ details
pages.

Displays either an In Stock or Out of Stock
message next to a product depending on its current
stock value.

Displays an Email a Friend button next to product
listings on the storefront. Clicking it allows the
customer to email that product’s information to a
specified address.

Removes from the storefront all products with the
Hide Product setting selected.

When EnableDisplayStockStatus is enabled, this
option replaces the In Stock or Out of Stock
messages with the exact stock value.

Opens the Larger Image photo link in a popup
window (instead of in the current window). This
setting only affects products configured with the
Larger Photo.

Allows you to assign products as accessories of
others (enables the Accessory(s) field within each
product edit page).

Displays product features on the storefront in two
columns instead of one (default).

Displays a quantity box on product details pages,
allowing customers to specify a number of units
before adding the product to the shopping cart. This
setting is not recommended when using quantity
ordering minimums.

Displays a list of items each customer has recently
browsed near the bottom of each product’s details
page.

Displays a list of related products within each
product’s details page (randomly selected by the
system from the same product category/sub-
category).

Displays a calculation of the difference between the
Product Price and the List Price on a product’s
details page (when using the List Price field).
Displays an additional breadcrumb trail of related
product categories above My Recent History.
Actives the Display Begin Date and Display End
Date fields for configuration of limited-time-only and
seasonal products.

Displays an Update Price button for base products
with cost-affecting attributes that allows customers
to manually update product price before adding the
variant to the shopping cart.
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EnableWishList

Kittitems_Title

ProductAcessories_Title

ProductPage_Position_
RelatedProductsAnd
/Accessories

ProductPhotos_
AlternateViews_Title

RelatedProducts_Title

SmartMatch_AutoCreate
Childinventory

Enables the wish list feature for use by registered
customers, allowing them to mark products for
future purchase. They can access it at any time
from the My Account page by clicking View my
Wish List.

Allows you to customize the text displayed above
products configured as free accessories (e.g.
“These items are included with this purchase:”).
Allows you to define the title for the table that lists a
product’s accessories (e.g. “Accessories included
with this product:”).

Enables choice of two options for product
accessory display: Right of Product Description
displays the accessory list in a vertical column to
the right of the product’s details; Below Product
Description displays the accessory list in a
horizontal row below the product’s details.

Allows you to rename the Alternate Views heading
within a product’s storefront photo display section.

Allows you to rename the Related Products section
(when enabled) of the storefront.

Allows the system to automatically create product
codes for all attributes when inventory control is
enabled at the product level.

*Required Fields.
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Category Settings

At Inventory >> Categories >> List All, you'll find many settings by clicking on each ID number
(see this manual’s section on “Categories” for more information). The following chart details
the settings in this area, arranged by heading:

A unique identification number automatically

*
CategorylD generated for each category within the table.

Choose [0] MAIN CATEGORY for a primary
ParentID * category, or another store category to create
a subcategory of it.
The name of the category as it displays on
the storefront.
Specifies which navigation menu or portion
of the Volusion storefront under which the
Category Visible category displays. If the category is set as a
subcategory using the ParentID field, this
menu will be disabled.
Used for category display order sorting
(lowest numbers display first). If multiple

Category Name *

Category Order categories have the same Category Order
value, they’ll be sorted alphabetically by
default.

Hidden Removes the category from the storefront.

A category title referenced as a meta title by
search engines that displays in the

Link Title Tag category’s actual URL. This field can only
contain plain text (HTML and/or other
programming languages are not supported).

A category title referenced as a meta title by
Meta Tag Title search engines that displays in the title bar at
the top of the web browser.
A block of text that describes the category
Meta Tag Description and its products/services, not displayed to
customers but indexed by search engines.
Key words for the category and its contents,
not displayed to customers but indexed by
Meta Tag Keywords search engines. Enter words, separated by
commas, that customers would use to locate
your products in search engines.
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Category Description

Category Description Short

Category Description
(Below Products)

Text or HTML entered here explains the

category to storefront visitors. The HTML
Editor button next to the field launches a
popup editor that allows you to generate

HTML for population into the field.

A shortened version of the Category
Description used for some of the condensed
category/subcategory storefront views,
depending on display configuration.

Text or HTML entered here displays at the
bottom of the category page, just below the
category’s product list.

SubCategory Display Mode
1

SubCategory Display Mode
2

SubCategory Display
Columns

Category Graphic
Placement

For parent categories, this value controls
subcategory display type. The default “null”
value for this field is Top.

Activates a display grid with all subcategories
listed horizontally beneath the category
description, with the category image as a
thumbnail (Thumbnails). Category Graphics
doesn’t display grid lines or category titles.
The default “null” value is NONE (Hide).
When SubCategory Display Mode 1 is set to
Top, this field allows you to define the
number of columns for the subcategories list.
Specifies where the category image displays
in relation to the subcategories list. Top
displays the image above the list but below
the breadcrumb trail; Absolute Top displays
above the breadcrumb trail; Bottom displays
the image below the list. The default “null”
value is Top.

Product Display Mode

Default Sort By

Defines product display on the category
page: Single Rows lists product in a single
row; Grid displays each product in a grid with
an Add to Cart option; Checkboxes displays
a checkbox next to each product, allowing
customers to add specified quantities of
those products directly to the shopping cart;
List displays products in a list without an
image or details; Lightweight Grid displays
products in a more compact grid layout than
the Grid setting and disables the Add to Cart
option. The default “null” value is Single
Rows.

Defines the default product display order on
the category page. Customers can change
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Display Columns

Display Rows

Display Featured Products
Only

Availability — Show it?

List Price — Show it?

Sale Price — Show it?

You Save — Show it?
Stock Status — Show it?

Description — Show it?

Description SHORT — Show
it?

the order after the default display loads.

Determines the number of columns on the
category page used for product display. The
default “null” value defaults to one column.

Determines the number of rows on the
category page used for product display.

Determines whether to display or hide
products assigned to the Home Featured
group within a category page. Y disables
Next and Previous buttons and instead
displays the Featured Products image above
the products. The default “null” value is N.
Defines whether to display or hide a status
variable for each product based on its
Availability field (if utilized).

Defines whether to display or hide the List
Price for each product on the category page.

Defines whether to display or hide the Sale
Price for each product on the category page.
Defines whether to display or hide the “You
save” field for each product on the category
page.

Defines whether to display or hide the
availability status (based on Stock Status) for
each product on the category page.

Defines whether to display or hide the
Product Description for each product on the
category page.

Defines whether to display or hide the
Product Description Short for each product
on the category page.

Advanced

Alternate URL

Alternate URL Popup

Filter Category

Allows entry of a URL that overrides the
category link and redirects visitors
accordingly.

When using the above field, this setting
opens the URL in a new popup window
instead of in the current browser window.
Sets the category as a filter category and
allows the system to use either the Price or
Manufacturer field for all products in the
category’s filter dropdown options. This
option requires configuration of search
refinement settings, and can be very
resource intensive; stores with many active
filter categories may see degraded page
responsiveness.
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Hides the category from all customers except
Private Section Customers those on which Allow Access To

— — Private _Sections (under Special Privileges)
_ Only is enabled. These customers must be logged
in.
Allows entry of SQL queries to affect which
products display on the category page. This
setting is intended only for advanced users
who have a working knowledge of SQL.
Allows override of the category’s meta
CUSTOM METATAGS information by entry of custom meta tags.
OVERRIDE This field is intended only for advanced users

and SEQO experts.

Custom Where Clause

*Required fields.

**All fields must be filled out in order for the system’s SEO functions to operate properly.
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Customer Settings

You can obtain access to numerous customer account settings by clicking the ID numbers at
Customers >> Accounts. Note that these fields are identical for administrators and affiliates as
well (for more information, see this manual’s “Customers” section).

Basic Customer Info

An automatically-generated identification

Customer ID number for reference within the table.

The customer’s first name, as entered by the
customer during registration, or by an
First Name administrator during account creation. This
value can be edited by the customer from the
My Account page.
The customer’s last name, as entered by the
customer during registration, or by an
Last Name administrator during account creation. This
value can be edited by the customer from the
My Account page.
The company with which the customer is
affiliated, as entered by the customer during
Company Name registration, or by an administrator during
account creation. This value can be edited by
the customer from the My Account page.
The customer’s street address (e.g. 123
Main Street), as entered by the customer
. during registration, or by an administrator
Address Line 1 during account creation. This value can be
edited by the customer from the My Account
page.
An optional secondary address field (e.qg.
Suite A), as filled out by the customer during
Address Line 2 registration, or by an administrator during
account creation. This value can be edited by
the customer from the My Account page.
The customer’s city, as entered by the
customer during registration, or by an
City administrator during account creation. This
value can be edited by the customer from the
My Account page.
The customer’s state/province, as entered by
the customer during registration, or by an

State or Province administrator during account creation. This
value can be edited by the customer from the
My Account page.
The customer’s postal code, as entered by
Postal Code the customer during registration, or by an

administrator during account creation. This
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Country

Notes

Access Key

Email Address *

Password

Phone Number

Fax Number

Website Address

Sales Rep

value can be edited by the customer from the
My Account page.

The customer’s country, as entered by the
customer during registration, or by an
administrator during account creation. This
value can be edited by the customer from the
My Account page.

Optional field for internal memos about the
customer.

Defines the customer type. Membership
Pending is an automatic setting for a
members-only browsing store configuration.
Cancelled / No Access prevents the
customer from logging in to the store and
performing any related functions.

This is the primary identifier on each
customer account, and the only required field
for account creation. All automated emails
sent to a customer will be sent to this
address. Additionally, it serves as the
username for account login.

Required for account login. Note that this
field is viewable to administrators, but is
encrypted within the remainder of the
Volusion system and cannot be exported
using the Import / Export wizard functions.
The customer’s phone number, as entered
by the customer during registration, or by an
administrator during account creation. This
value can be edited by the customer from the
My Account page.

The customer’s fax number, as entered by
the customer during registration, or by an
administrator during account creation. This
value can be edited by the customer from the
My Account page.

Although primarily applicable to affiliates, any
customer can enter a website with which
they are associated in this field during
registration. This value can be edited by the
customer from the My Account page.

If you have a large customer service team,
you can assign store administrators to
specific customer accounts using this setting.

Optional Fields

Customer Is Anonymous

Email Subscriber

If a customer places an order anonymously,
the system creates an account with this field
checked.

If the customer enrolls in the store’s
automated email program, this field will be
checked. Edit it to add/remove customers
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Catalog Subscriber

Login Attempts

Tax ID

ID Customers Groups

from your mailing list.

If you offer a print catalog which you
physically mail to customers, you can check
this field to indicate the customer account is
a subscriber.

All failed login attempts within the last 24
hours are recorded here. If the number of
failed attempts exceeds 15, the account will
be locked and the customer will be instructed
to contact the store administrator or support
staff for assistance. You can unlock an
account by clicking the link available next to
this field.

Affiliates and tax-exempt customers can be
required to enter a tax ID number, which is
recorded here.

You can use this field to assign customers to
groups for organizational purposes. For
example, you can group together two or
more customers registered from a specific
non-profit charity group.

Special Privileges

Pays State Tax

Pricing Discount Level

Percent Discount

Reward Points

IsSuperAdmin

Allow Access To
Private_Sections

Removed From Rewards

If you charge sales tax(es), you can grant a
customer tax exempt status using this field.
Tax settings will not apply to any of their
orders.

Customer accounts can be assigned to 1 of 5
different pricing discount tiers corresponding
to the five discount levels under a product
record’s Special Pricing Levels section.
Customers can view the discounted pricing
for which they qualify by logging in to their
accounts.

Grants a customer a flat percentage discount
on all purchases. This value must be less
than 100.

Points earned from the MyRewards program
display here. You can manually edit the total.

To grant full access to all levels of the admin
area, check this field.

Products marked as Private Section
Customers Only (under the Advanced
Settings heading) will appear only to
customers with this access level once they
have logged in to their accounts.

Disables the customer from earning further
reward program points. Points already
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earned will be retained.

Custom Field 1-5

If you’ve activated any customer-based
custom fields (from Settings >> Custom
Fields), the replies or choices entered by
customers on the storefront are listed here.
See this manual’s section on “Custom Fields”
for more information.

Newsletter 1-20

Each customer account can be configured
for up to 20 different types of interests for
newsletter subscriptions. You can define the
names of these interests by clicking Edit next
to the heading title, or at Marketing >>
Newsletters >> click a newsletter ID number
>> Send to customers w/ the following
interests only >> Edit. Interests checked by
recipients display here.

*Required fields.
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Advanced Table View Options

For advanced Volusion users, we provide special table view options throughout the admin area
to help you exert further control over your data. These fields are located within the main table
view pages, just above the horizontal bar that lists the number of records in the table.

Custarmize |Bulk Updates | Export Eesults | Bookmark Eesults

Accessing Advanced Options

The following chart explains where advanced table view options are located under each of the
admin area’s tabs:

Available at Overview, Recurring
Orders Billing, Returns / RMAs and
Abandoned / Live Carts.

Available at Affiliate Stats and
Search Terms.

Available at Categories (>> List
All), Products, Options, Vendors,
Purchase Orders, Product Key
Distribution and Warehouses.

Available at Coupons / Discounts,
Nav Menu Promotions,
Newsletters, Gift Certificates,
Affiliates and In-Stock Requests.

Available at CRM System,
Accounts, Customer Reviews,
Administrators and Knowledge
Base.
Available at Site Content (>> List
All Records).
Available at Shipping (>> Edit
Countries / Edit States / Edit All
under Choose Carrier), Tax (>>
Settings Advanced Edit), Payment (>> Edit
All), Currency (>> Advanced Edit),
IP Firewall, Config Variables and
Custom Fields.

Reports

Inventory

Marketing

Customers

Design
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Simply click one of the option headings access the related functionality.

Customize

Results per Page

All tables display a default maximum number of records per page. If multiple pages exist, you
can scroll through them one at a time. To increase or decrease the number of records per
page, use these fields.

Font Size

This menu controls the font size of the elements displayed in the table. You can choose Large
or Small. Small is generally recommended, especially for table view pages that display a large
amount of data.

Screen Width

This menu allows you to set the display width of the table. By default, tables display at 100% of
the screen width. You can set this factor as high as 10,000%.

Display These Columns

Checkboxes are provided for each table entry feature. Check or uncheck them as desired to
reveal/hide them on the table view. Note that some tables can display a large number of
columns. The more columns you display, the longer the page load time required. A large
number of columns can noticeably affect site performance.

When finished configuring settings, click Apply Changes. To revert to default table display
settings, click Reset To Default View.

Bulk Updates

These options allow you to make a number of updates to the table elements at once by
creating and executing SQL (Structured Query Language) code. This feature is only
recommended for advanced users familiar with SQL statements, as improper use can damage

store data. See this manual’s “Search Terms” section for an example.
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Export Results

This option provides one field: Export to QueryBank as, which allows you to store often-used
Bulk Update SQL queries:

* After executing a query using the Bulk Update tool, click Export Results.

* Enter a name in the text field.

* Leave Global checked if you'd like all administrators to be able to access the results, or
uncheck it to make it available only to you.

* Click Export to access the Data Export Wizard table.

* Here, you'll see the result listed in the Saved Queries portion of the page.

For more information on use of this page, see the “Import / Export” section of this manual.

Bookmark Results

Unlike the Export Results option, the Bookmark Results tool logs results as a bookmark link
within the Bookmark Results tool’s dialog popup. Add allows you to bookmark the current
results displayed in the table. Enter a name in the text field before pressing the button. The
Global option allows you to specify whether the bookmark is available to all administrator
accounts, or only your own.

Click a bookmark title to reload it in the table. Also, note that you can access the query bank by
clicking the hyperlink provided. Click the pencil next to the bookmark title to load the bookmark
into the query bank edit page, where you can edit the actual SQL code. These options are for
advanced users only.

Once the Bookmark Results option is visible within the table view page, there will be a series
of links available.

For more information on the query bank functions, see the “Import / Export” section of this
manual.

Configuration Variables
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The admin area’s Settings >> Config Variables section allows you to enable and disable a
large number of store features. There are three groups of configuration variables, each with its
own table. You can select these tables from the View dropdown menu.

General Variables

Update Configurations: General Variables

Enter the URL of a webpage to make its contents
available in your CRM system when viewing tickets.
This feature allows you to make valuable links or web
tools easily accessible for use by CRM administrators.
If utilized, this field must contain a full, valid URL, or
errors may occur when attempting to view tickets.

Config_ CRM_Plugin_URL

Config_DateFormat Allows you to format your store’s date display.

New to Winter ’09, this feature allows you to
Config_DidYouMean_Enable automatically suggest alternatives to customers using
the search tool in the event of typographical errors.
If you configure your store to accept monetary
donations, this variable allows you to specify which
f f donation amounts display on donations.asp. Text
Config_Donations_Suggested_Amounts entered into this field should be formatted as follows:
Amount1:Title1|Amount2:Title2|Amount3:Title3
Allows any changes made to you store's settings within
Config_Enable_Publish_Always By the admin area’s Design tab to take effect immediately
Default on your storefront, preempting the default requirement
of publishing changes first.
Activates the Volusion search refinement function so
that you can create filter categories, which allow
customers to sort a category page’s products by price
or manufacturer. You can create them by setting a
category’s Category Visible setting to By Price or By
Manufacturer.

: : : Allows your store to report military time (e.g. 1:00 PM
Config_Enable24HourTime_Without_ will be reported as 13:00). When this option is disabled,

Config_Enable_Search_Refinement

AMPM standard 12-hour time is used by default.
Automatically displays products configured as
Config_EnableAccessoriesBelow accessories at the bottom of the shopping cart page.
ShoppingCart This can help you entice customers to purchase
additional products related to ones they've selected.
Grants customers assigned to special pricing levels
Config_EnableDiscounts_With access to purchase products with special pricing
SpeciaIPricing configurations. Disabling this option disables access to

special pricing for all customers.

Provides an estimated shipping cost on the main
shopping cart page, based on products selected and
the customer’s postal code. For customers shopping
anonymously, this option provides a text box where
they can enter their zip code to receive a shipping
estimate (only available for US customers).

Config_EnableDisplayEstimatedShipping
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Config_EnableDisplayOptionProducts

Config_EnableFaxNumber

Config_EnableGiftCertificates

Config_EnableMaximumOrderQty

Config_EnableMembersOnlyBrowsing

Config_EnableMembersOnlyWebsite

Config_EnableMembersOnlyWebsite
TaxID

Config_EnableMinimumOrderQty

Config_EnableOptions_DisplayPopup

Config_EnableOptions_InventoryControl

Config_EnableOrderEditing

Config_EnablePriceEdit

Config_EnableProtect_Images

Modifies how product options configured to use the
IsProductCode setting display on the storefront.
Enabled, product options display in the shopping cart
as variant products added to the cart. Disabled, options
display as attributes of the main product.

Provides customers an optional fax number field in the
billing information portion of the checkout process.
Allows you to sell gift certificates to customers as
products. Note that your store comes equipped with a
default gift certificate product (product code: GFT) for
you to use.

Allows you to configure the Max Qty field on each
product’s edit page (under Advanced Options).
Requires visitors to register for a customer account
before browsing or purchasing from your store. Upon
visiting, customers arrive at a login/registration page.
Note that this option requires enabling of
Config_EnableMembersOnlyWebsite.

Requires visitors to register for a customer account to
see pricing and add items to the shopping cart (does
not restrict viewing of category and product pages for
unregistered visitors). Visitors will see “Members Only”
in the price field. Clicking this link redirects to the
login/registration page.

Displays a required Tax ID field on your store's
customer registration page, often used by merchants
who sell only to members, resellers, or tax exempt
customers.

Allows you to configure the Min Qty field on each
product’s edit page (under Advanced Options).
Condenses the way the Volusion store displays product
attributes in the checkout process by providing a link to
a popup window where attributes are listed. This option
is most often utilized when products have many
attributes.

Allows use of the inventory control grid and related
functions. This feature automatically generates product
codes for attributes.

Allows customers to log in to the My Account area to
edit their billing or shipping information, shipping
methods, and product quantities (provided their order
hasn’t been shipped, or locked by a store
administrator). Note that orders will be automatically
locked if using Authorize at Sale, Capture at Shipping
or Authorize + Capture at Sale settings, or if the
selected payment method is PayPal or Google
Checkout.

Enables you to configure products to allow customer
price editing through a text field before adding the item
to the shopping cart. This option is typically used in
conjunction with stores soliciting donations. Also, this
option must be enabled if you sell gift certificates.
Restricts visitors from right-clicking product images for
download.
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Config_EnableRegisterPendingStatus

Config_EnableRunningCartTotal

Config_EnableSendEmailOrderShipped

Config_EnableShoppingCartProductLink

Config_EnableSyntaxHighlighting

Config_EnableWarehouses

Config_HideGiftCertificateExpiration

Config_HomePage EnableSection_
FeaturedProducts

Config_ HomePage EnableSection
NewProducts

Config_HomePage EnableSection_
SuperDeal

Config_ HomePage EnableSection_
TopSellers

Config_HomePage_ EnableTextTitle

Config_ HomePage EnableWelcomeText

Allows customers to register under pending status.
When used in conjunction with
Config_EnableMembersOnlyWebsite_TaxID,
customers must wait for approval from a store
administrator before accessing the store. Approve
pending customers by changing the Access Key on the
customer account page.

Displays a quantity total link near the top right corner of
the storefront that dynamically updates as customers
shop. Clicking the link displays the shopping cart’s
contents in detail.

Automatically sends email confirmation to your
customers when their orders are marked as “shipped.”

Enables customers to click the names of products in the
shopping cart to revisit the related details pages.
Provides color coding for HTML and CSS viewed or
edited at Design >> LiveEdit File Editor. Note that this
option increases load times for files viewed in the
editor.

Allows you to assign products to warehouses defined at
Inventory >> Warehouses. The system, in turn,
calculates shipping based on the warehouse location.
Hides the expiration date of a gift certificate on the gift
certificate itself.

Activates the Featured Products portion of the
storefront (the product display area of the initial page).
It randomly displays products assigned to the
Home_Featured section (Advanced Options >> Home
Page Section).

Activates the New Products portion of the storefront. It
randomly displays products assigned to the Home_New
section (Advanced Options >> Home Page Section) in
a special area on the right side of the initial storefront
page.

Activates the Today’s Super Deal portion of the
storefront. It randomly displays a single product
assigned to the Home_SuperDeal section (Advanced
Options >> Home Page Section) in a special area on
the right side of the initial storefront page.

Activates the Top Sellers portion of the storefront. It
randomly displays products assigned to the
Home_TopSeller section (Advanced Options >> Home
Page Section) in a special area on the right side of the
initial storefront page.

Allows you to use a simple text-based logo in the
header of your store's template at Design >> Logos. If
you intend to use a graphical image for your logo, this
option must be disabled.

Displays a short welcome message with the customer’s
name in the top right corner of the storefront once the
customer logs in. For this feature to work, you must
also enable at least one of the following:

» Config_HomePage_ EnableSection_NewProducts

» Config_HomePage_ EnableSection_SuperDeal

» Config_HomePage EnableSection_TopSellers
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Config_ HomePage NewProductsTitle
Config_ HomePage_SuperDealTitle

Config_ HomePage_ TopSellersTitle

Config_ImagesFolder

Config_Live_Chat_ID

Config_NewGraphicDays

Config_POS_EnableReceipt

Config_RewardPoints_Days_Until_
Available
Config_RewardPoints_Earned_Per_
CurrencyUnit

Config_RewardPoints_Expiration

Config_RewardPoints_Minimum_Points_
To Redeem

Config_RewardPoints_Program

Config_RewardPoints_Redeemed_Per_
CurrencyUnit

Config_SearchRefinement_
EnableOnCategoryPage
Config_SearchRefinement_
EnableSearchQtyOnCategoryPage
Config_SearchRefinement_
ShowDropdowns

Config_SearchRefinement_ShowInMaster

Template

Config_SearchResults_UseTextPaging

Allows you to rename the New Products homepage
section.

Allows you to rename the Today’s Super Deal
homepage section.

Allows you to rename the Top Sellers homepage
section.

This text field contains the default directory that your
store references for all store image display
requirements, including buttons, tables, navigation
elements, logos and more. Note that this field
automatically updates any time you publish a template
to your store.

Your Live Chat ID number (Basic or Premium edition).

Defines how many days a product utilizing the
DisplayBeginDate setting will be marked as “new”
(using a graphic) on the storefront.

Automatically generates a printable sales receipt after
any transaction is completed using the Orders >> Point
of Sale page.

Defines the number of days to elapse between earning
and awarding of points when using MyRewards.

Defines the number of points earned per currency unit
spent.

The number of days for which awarded rewards points
are redeemable.

Allows you to set a minimum point total customers can
redeem.

Allows you to disable the MyRewards program, or set it
to one of the configuration options (Points for Cash or
Points for Product).

If using the Points for Cash configuration, this field
defines the number of award points redeemed in the
spending of a single award currency unit (functions as
the number of points required to earn a reward currency
unit).

Activates the search refinement on all category pages
(only active on searches by default).

Displays the number of results returned on all category
pages (only displays on search pages by default).

Displays search refinement in dropdown form instead of
as links.

Hides the built-in search refinement tool so that you can
manually code it in your desired storefront location.
Displays additional pages of results in a given storefront|

category as links (one for each page) instead of only
offering Next and Previous links.

Checkout Variables
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Update Configurations: Checkout Variables

Config_AlwaysDisplayDifferentShipTo
AddressFields

Config_ContinueShoppingPage

Config_Credit_Card_Issue_Date__
SideNotes

Config_Credit_Card_Issue_Number_
SideNotes

Config_Enable_Credit_Card_Issue_Date

Config_Enable_Credit_Card_Issue__
Number

Config_Enable_Payments_Checking
AccountType

Config_Enable_Payments_CheckNumber

Config_Enable_Payments_CVV2
Config_Enable_ShipAddresss_Validation

Config_EnableAllowBackOrders

Config_EnableAnonymousCheckout
Forced

Config_EnableAnonymousCheckout
Optional

Config_EnableCoupons

Config_EnableDifferentShipToAddress
Config_EnableDisplayCartTax

Displays separate billing address and shipping
address fields on the checkout page. When disabled,
a single address field displays unless the customer
specifies a separate shipping address.

A legacy variable that is no longer functional.

Allows you to display text next to the Issue Date field
on the credit card entry portion of the checkout
process. The
Config_Enable_Credit_Card_lssue_Date variable
must be active for text entered into this field to
display.

Allows you to display text next to the Issue Number
on the credit card entry portion of the checkout
process. The
Config_Enable_Credit_Card_Issue_Number variable
must be active for text entered into this field to
display.

Enables customers to enter the issue date for their
credit card during the checkout process. Some
payment gateway services may require this option.
Enables customers to enter the issue number for their
credit card account during the checkout process.
Some payment gateway services may require this
option.

Allows customers using the electronic check payment
method to specify the account type (Checking or
Savings).

Allows customers using the electronic check payment
method to enter their 4-digit checking account
number.

Requires customers to enter the CVV2 value on all
credit/debit card purchases during the checkout.
Verifies the city and postal code fields in a customer’s
shipping address before allowing order completion.
Allows customers to purchase products with Stock
Status of less than 1. Such products will be marked
as “backordered” on the order details page.

Forces customers to check out anonymously (without
registering for a customer account). The only
checkout requirements are billing/shipping
address(es), payment method, shipping method, and
agreement to store terms. When enabled, this
variable overrides the
Config_EnableAnonymousCheckout_Optional
variable.

Provides customers the option to check out
anonymously (without registering for a customer
account).

Allows customers the ability to enter coupon codes
during checkout (configured at Marketing >>
Coupons / Discounts).

Allows customers to specify different shipping and
billing addresses during checkout.

Allows you to display sales tax on products entered in
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Config_EnableGiftWrap

Config_EnableOrder_Comments

Config_MaximumTotalOrderCost

Config_MinimumTotalOrderCost

Config_PaymentGateway_CreditCards_
CurrencyCode

the shopping cart.

Allows customers to choose options for gift wrapping
and gift messaging on the shopping cart page for
properly-configured products (fill in Gift Wrap Cost on
the product edit page, under the Advanced Options
heading).

Allows customers to enter comments on orders
during checkout. This text displays on order details
pages.

Defines a total maximum currency unit amount a
customer can spend on a single order. This can be
useful if your payment processing service has set a
risk-based transaction limit for your merchant
account.

Defines a total minimum currency unit amount a
customer can spend on a single order.

The currency code used to send credit/debit card
information to your gateway. This is the standard
three-letter, all-caps code used to officially signify a
region's currency.

Email Variables

Update Configurations: Email

Config_EmailAddress_AffiliateNotification

Config_EmailAddress_Billing

Config_EmailAddress_From

Config_EmailAddress_OrderNotificationl

Config_EmailAddress_OrderNotification2

Config_ VSMTPKey

Allows you to specify an email address to which the
system sends notifications whenever an affiliate
registers with the store. To create and manage email
accounts, log in at http://my.volusion.com and click
Email under the My Store heading in the left-hand
menu.

Allows you to specify an email address to which the
system sends notifications when recurring billing
customers’ payments decline.

The default "from" email address used in all
automated correspondence generated by the system.

Allows you to specify an email address to which the
system sends notifications when customers place
orders.

Allows you to specify a secondary email address to
which the system sends notifications when
customers place orders.

The unique VSMTP security key for your store (not
editable). This key is required if using Volusion's
VSMTP class to create custom ASP scripts that send
email through the store’s built-in SMTP functions.
Recommended only for advanced user. See our
online knowledge base for more information: VSMTP.

QuickBooks Mapping Table Settings
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As mentioned in the “QuickBooks Integration” section of this manual, both the IIF export and
Web Connector integrations require settings configuration for effective communication with
Intuit’s QuickBooks software. The following tables explain each value contained in the mapping

tables for both integrations.

To locate the IIF mapping table, click Inventory >> Import / Export >> Click here to configure

QuickBooks mapping.

IIF Mapping

Config_QuickBooks_Include_Shipped_
Orders_Only

Customer_Info

Product_Info

Config_QuickBooks Map ITEM_ACCNT

Config_QuickBooks_Map ITEM
ASSETACCNT

Config_QuickBooks Map ITEM
COGSACCNT

Config_QuickBooks Map SPL_ACCNT
Config_QuickBooks Map SPL_NAME

Config_QuickBooks_Map SPL_Shipping_
ACCNT

Config_QuickBooks_Map_ SPL_Shipping_
INVITEM

Config_QuickBooks_Map SPL_Tax_
ACCT
Config_QuickBooks Map_ SPL_Tax_
INVITEM

Config_QuickBooks_Map SPL_Tax_
NAME

Config_QuickBooks_Map TRNSTYPE

Config_QuickBooks Order_Date Beg
Blank_For_All
Config_QuickBooks Order_Date End__
Blank_For All

Config_QuickBooks_Include_with_Orders_

Config_QuickBooks_Include_with_Orders_

Allows you to restrict the export to only orders marked
as “shipped.”

Allows you to include customer information on all
exported orders. This option is enabled by default.

Allows you to include product information on all
exported orders. This option is enabled by default.

The name of the income account associated with store
products.

The name of the asset account that holds the
products’ asset value. This variable must be
configured, but doesn’t report stock status. It will
always report as zero.

The name of the expense account associated with
your products’ “Cost of Goods Sold” account.

The name of the bank account receiving funds from
the store's orders.

The name of the expense account for the store’s
shipping product displayed on orders.

The name of the inventory account for the store's
shipping product. This is the account charged for
shipping costs.

The name of the inventory item related to the store's
shipping charges.

The name of the income account associated with the
store’s sales tax.
The item name for the store’s tax account.

The name of the expense account associated with the
state/city/provincial paid by the store.

This field should always be set to CASH SALE.

Orders generated before the date defined in this field
(in mm/dd/yyyy format) won’t be included in the export.

Orders generated after the date defined in this field (in
mm/dd/yyyy format) won’t be included in the export.
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To locate the Web Connector mapping table, click Inventory >> Import / Export >> Volusion
API >> Here (next to “Manage QuickBooks Web Connector”) >> Click Here (next to “To make
changes to Config Variables such as Account names”).

Web Connector Mapping

Config_Quickbooks Map ITEM_ACCNT

Config_Quickbooks Map ITEM _
ASSETACCNT

Config_Quickbooks Map ITEM _
COGSACCNT

Config_Quickbooks Map SPL_ACCNT

Config_Quickbooks Map_SPL_NAME

Config_Quickbooks Map_ SPL_Shipping_
ACCNT

Config_Quickbooks Map_ SPL_Tax__
ACCNT
Config_Quickbooks Map SPL_Tax_
INVITEM

Config_Quickbooks Map_ SPL_Tax NAME

Config_Quickbooks Map Order_Date Beg
| Blank_For_All

Config_Quickbooks QBWC_Discount_
Account

Config_Quickbooks QBWC_Discount
Iltem_Name

Config_Quickbooks QBWC_Gift_Cert_
Account

Config_Quickbooks_ QBWC_Gift_Cert_
Item_Name

Config_Quickbooks QBWC_Only_Send_
Customers_With_Orders
Config_Quickbooks QBWC_Only Send__
Products_Which_Were_Ordered

Config_Quickbooks QBWC_Y_Invoice N_

The name of the income account associated with
store products.

The name of the asset account that holds the
products’ asset value. This variable must be
configured, but doesn’t report stock status. It will
always report as zero.

The name of the expense account associated with
your products’ “Cost of Goods Sold” account.

The name of the bank account receiving funds from
the store's orders. If sending orders as sales receipts,
this field must be a Bank account type. If sending
orders as invoices, this field must be a Receivable
account type.

The name of the expense account for the store’s
shipping product displayed on orders.

The name of the inventory account for the store's
shipping product. This is the account charged for
shipping costs.

The name of the income account associated with the
store’s sales tax.

The item name for the store’s tax account.

The name of the income account associated with the
store’s sales tax.

Orders generated before the date defined in this field
(in mm/dd/yyyy format) won’t be included in the
export.

The name of the expense account associated with the
store's discount items account.

The name of the item type associated with the
discount item account.

The name of the expense account associated with the
store's gift certificate items.

The name of the item type associated with the gift
certificate item account.

Allows you to export customer information only for
customers who’ve placed orders.

Allows you to export product information only for
products that were ordered.

Reports all exported orders as invoices instead of
sales receipts (all IIF export orders are sales receipts).
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SalesReceipt The Config_Quickbooks_Map_SPL_ACCNT variable
must be set to a Receivable account type.
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Volusion APl Export Tables

The following tables explain all values generated by various types of Volusion API exports.

Stone Edge

The API provides special exports for integration with Stone Edge Order Manager (SEOM) that
contain data on your store’s customers, orders, or products databases (see this manual’'s
“Stone Edge” section for further information).

Stone Edge Download Customers

This export contains the following fields from the Volusion customers table, as well as some
fields required for use within SEOM:

ResponseCode

Response Description

A response code specific to SEOM.

A success or failure header for use by
SEOM.

WeblID

UserName

Password

AffiliatelD

The CustomerlID in the Volusion customers
database table.

The customer’s login username for the
Volusion store (equivalent to the emalil
address).

The export passes no information to this field
in the SEOM template. Passwords are
encrypted.

The CustomerID in the Volusion orders
database table. If the customer’s Access Key
is set to Partner / Affiliate, this is the affiliate
ID number.
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. The FirstName in the Volusion customers
FirstName database table.

Email The EmailAddress in the Volusion customers
database table.

The PhoneNumber in the Volusion

Phone customers database table.

The BillingAddress2 in the Volusion
Addr2 customers database table.

The State in the Volusion customers
State database table.

Cou The Country in the Volusion customers
database table.

As the Volusion customer database table,
only stores one customer address (as
opposed to distinguishing between billing
and shipping addresses), these fields are
identical to their counterparts under the
ShipAdr header.

Phone

Addr2
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State

Stone Edge Download Orders

This export contains the following fields from the Volusion orders table, as well as some fields
required for use within SEOM:

A response code specific to SEOM.

The OrderID in the Volusion orders

OrderNumber database table.

The export passes no information to this
Password field in the SEOM template. Passwords are
encrypted.
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A combination of the BillingFirstName and
FullName BillingLastName in the Volusion orders
database table.

The BillingCompanyName in the Volusion

Company orders database table.

The BillingAddress1 in the Volusion orders
Streetl database table.

Cit The BillingCity in the Volusion orders
y database table.

The BillingPostalCode in the Volusion orders
database table.

A combination of the ShipFirstName and
FullName ShipLastName in the Volusion orders
database table.

The ShipPhoneNumber in the Volusion

Phone orders database table.
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The ShipAddress1 in the Volusion orders
database table.

Streetl

Cit The ShipCity in the Volusion orders database
y table.

The ShipPostalCode in the Volusion orders
database table.

The OrderDetailsID in the Volusion order
details database table.

The ProductName in the Volusion order
details database table.

The TaxableProduct in the Volusion order
details database table.

. The ProductPrice in the Volusion order
ltemPrice details database table.

. The ProductWeight in the Volusion order
Weight details database table.

Taxable
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Issuer The PaymentMethodID in the Volusion
orders database table.

The CreditCardTransactionID in the Volusion
TransiD orders database table.

The TotalPrice in the Volusion order details
ProductTotal database table.

The PaymentAmount in the Volusion order
GrandTotal details database table.

Tvpe The DiscountType in the Volusion order
yp details database table.

ApplyDiscount A static value, always reported as Pre.

A static value, always reported as Yes.

The SalesTaxRate in the Volusion orders
database table.
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The TaxID in the Volusion customers
TaxID database table.

The TotalShippingCost in the Volusion

Total orders database table.

The Order_Comments in the Volusion orders
database table.

Comments

The ProductWeight in the Volusion order

TotaIOrderWelght details database table.

Stone Edge Download Prods

This export contains the following fields from the Volusion products table, as well as some
fields required for use within SEOM:

A response code specific to SEOM.
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Discontinued

The ProductCode in the Volusion products

Code database table.

The ProductID in the Volusion products
WeblD database table.

The ProductName in the Volusion products
Name database table.
Thumb The URL for the product image thumbnail.
Image The URL for the main product image.

A value not reported by Volusion. It will
always read No.

The StockStatus in the Volusion products

QOH database table.

Bhte The ProductPrice in the Volusion Products -
Products_Extended database table.

Cost The VR_Price in the Volusion vendor rules
table.

Weiaht The ProductWeight in the Volusion Products

g - Products_Extended database table.

The ProductDescription in the Volusion

Description Products - Products_Descriptions database

table.

Pithey Bowes

An industry leader in shipping logistics since 1920, Pitney Bowes offers a variety of products
and services that can help businesses manage their shipping and order fulfilment needs. The
Volusion API offers an export for use with Pitney Bowes.

OrderNumber The OrderlD in the Volusion orders database
table.
8 The CustomerlD in the Volusion orders
CosmgeeID database table.
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Customer Name

Att

Addressl

Address2

City

State

ZipCode
PhoneNumber
CountryCode

CarrierlD

The ShipFirstName and ShipLastName fields
in the Volusion orders database table.

This field is required by Pitney Bowes, but no
data is provided by the Volusion export. The
default value is “null.”

The ShipAddressl1 in the Volusion orders
database table.

The ShipAddress?2 in the Volusion orders
database table.

The ShipCity in the Volusion orders database
table.

The ShipState in the Volusion orders
database table.

The ShipPostalCode in the Volusion orders
database table.

The ShipPhoneNumber in the Volusion
orders database table.

The ShipCountry in the Volusion orders
database table.

The ShippingMethodID in the Volusion
orders database table.

Last Updated: October 2009

496



Winter '09 Volusion Manual

Files & Directories Guide

When you access your store’s FTP account or visit Design >> LiveEdit File Editor in your
admin area, you'll notice that Volusion uses a specific file structure layout. This portion of the
appendix provides information about that layout, as well as the data contained in each file and
directory.

The /V Directory

By default, both the FTP directory and LiveEdit File Editor begin in the /V folder. This is the
initial store directory to which administrators have access. Note that access to the main root
directory is restricted in accordance with Payment Card Industry security guidelines.

Within the /V directory, you can upload custom files of your choice, as well as modify nearly all
files listed in the subdirectories it contains. Here, you'll find the following directories,
subdirectories and files:

Contains all basic, essential HTML, CSS,
JavaScript and image files used by the store.

Basic The content within this directory is
categorized in several subdirectories, listed
in the tables below.

Contains a text file that records specific store
activity, such as a list of “500” errors.
Contains files used to generate automated
emails and newsletter templates, as well as a
VSPFiles collection of images used to display specific
buttons and navigation elements on the
storefront.

Contains files used to build the visual portion
Assets of your storefront, such as CSS and image
files.

Logs

The default HTML template for the customer
checkout portion of your store.

The default HTML template for the basic
Home_basic.html layout of your store’s homepage (the portion
that contains the Featured Products section).

Cart_basic.html
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Master.html

Myaccount_basic.html

Productdetails_basic.html

Productlist_basic.html

The default HTML template of the store’s
overall framework.

The default HTML template of the customer
account management console.

The default HTML template for the individual
product pages within your store.

The default HTML template for pages that list
multiple products, such the category and
search results pages.

CSS

JS

Images

ReadOnly

Name.txt

Contains all CSS files associated with the
main HTML template files in the /V/Basic
directory. Note that there are subdirectories
within this directory that contain CSS files
pertaining to specific languages that you can
use (e.g. /En for English, /Fr for French).
Contains all stand-alone JavaScript files for
pop-out navigation menu functions.

Contains images for portions of your
storefront interface. This directory is divided
into subdirectories that represent a particular
language configuration option (e.g. /En for
English, /Fr for French). These subdirectories
are further divided into subdirectories
corresponding to the HTML templates in the
/V/Basic directory.

Contains read-only files that generate
portions of your online store, such as header
and footer templates.

Contains basic information about your store,
such as your monthly hosting plan.

Cart_basic.css

Checkout_basic.css

Home_basic.css

Master.css

The CSS files contained within this directory
provide the basic style definitions associated
with the corresponding HTML templates in
the V/Basic/ directory. Note that these files
pertain to the language-specific style
definitions as indicated by the subdirectory in
which they appear (e.g. /En for English, /Fr
for French).
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Myaccount_basic.css

Productdetail_basic.css

Productlist_basic.css

Cart_basic

Checkout_basic

Home basic These directories contain all images used to
- construct the navigational elements within
the corresponding HTML templates. Note
Master that these images files pertain to the store
language option indicated by the
subdirectory in which they appear.

Myaccount_basic

Productdetail _basic

Productlist_basic

Provides the JavaScript that generates the

Menu_popout_styles.js store’s pop-out havigation menu functions.

A read-only HTML template used for the

Footer.html| storefront footer.

A read-only HTML template used for the
AEERRR] storefront header.
Hashes.txt Contains MD5 hashes used for securing

portions of your store.
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Install.txt

Menu_popout_data.js

Readme.txt

Contains an output from installation scripts
originally used during store account setup.

A read-only file that contains JavaScript
definitions associated with your store’s pop-
out JavaScript navigation menu.

Contains some basic information regarding
this portion of your store.

Assets

Downloadables

Email_templates

Jmenu

Newsletters

Photos

Contains additional files and subdirectories
associated with the display of storefront
visual elements.

Contains all downloadable product files
associated with entries configured at
Inventory >> Products.

Contains all ASP files used to generate
emails sent by the system (e.g. shipping
confirmation and purchase order emails).
Contains a large number of subdirectories
and files associated with the JavaScript
functions. We do not recommend modifying
the JavaScript code available in this
directory.

Contains subdirectories and files used for
your email newsletters. Most files in this
directory are stored in the /Templates/Global/
subdirectory.

Contains several subdirectories that contain
photos related to your store's categories,
products and more.

Categories

Manufacturers

Options

Uploads

Contains all category photos uploaded
through the admin area.

Contains all product manufacturer photos
uploaded through the admin area.
Contains all product attribute photos
uploaded through the admin area.

Contains all additional photos uploaded
through the admin area.
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Note on Additional Template Directories

Each template you've downloaded art Design >>Template (displays under the My Templates
tab), generates a subdirectory within the /V/ directory. Each of these subdirectories contains
files and subdirectories similar in naming convention to the content of the /V/Basic/ directory.
These files however, pertain to the layout and form of the template after which they are named.
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